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Administrative Procedure 443 
 

 

 

 
NON-UNION SUPPORT STAFF CLASSIFICATION AND BENEFITS 

 
Background 

 
An appropriate complement of non-teaching staff contributes to the efficient and successful 
operation of the Division. 

 
Procedures 

 
1. Position Establishment 

1.1 Prior to the end of February, each principal or department head shall review the need 
for full-time, part-time, temporary, and casual support staff, and shall submit a request 
to the Secretary Treasurer for consideration during the budgeting process. 

1.2 Should a principal or department head realize that more staff is required than was 
approved in the budget, the principal or department head shall submit a request for 
additional staff to the Superintendent or designate. 

1.3 When from time to time, senior levels of government provide program funding for 
various types of employment programs, principals or department heads shall submit 
their requests to participate in these programs to the Superintendent or designate. 

1.4 All requests for staff shall indicate whether the positions are, full-time, part-time, 
temporary, or casual. The requests shall also describe the position, identify the 
supervisor, and indicate on which salary grid the employee would be placed. 

1.5 The Superintendent or designate, and the Secretary Treasurer, shall review 
requests for additional staff or for participation in employment programs. 

1.6 No staff position may exist without the prior approval of the Superintendent or 
designate. 

1.7 No employee may be given a salary that is not on an approved salary grid, except 
with the prior approval of the Superintendent. 

1.8 The Secretary Treasurer shall be responsible for notifying the principals or 
department heads of the Superintendent’s decision on requests for staffing. 
Notification of approved positions shall indicate the maximum term of the position, 
the maximum number of hours per week, and the approved salary grid for the 
requested position. 

 
2. Classification 

2.1 A full-time employee is scheduled, on a weekly basis, to work thirty (30) hours or 
more per week. A full-time position is seen to be continuous with no predetermined 
termination date. 
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2.2 A part-time employee is scheduled, on a weekly basis, to work between 18 to 29 
hours per week. A part-time position is seen to be continuous with no predetermined 
termination date. 

2.3 A temporary employee is an employee hired to fill a full-time or part-time position as 
defined in this policy with a predetermined termination date.  

2.4 A casual employee is an employee who is employed as a holiday relief, medical 
relief or to perform work not regularly scheduled and shall receive those benefits 
required by law and the wages stated herein. 

 
3. Employee Benefits 

3.1 General Provisions 

3.1.1 All full-time and part-time employees shall be eligible for benefit plans 
commencing from date of employment. 

3.1.2 Enrolment in the following plans is a condition of employment. These plans 
commence immediately on the employee’s start date: 

 Alberta Health Care Insurance Plan (employees may be exempted from 
participation in the AHCIP by completing a certificate of exemption) 

 Local Authorities Pension Plan is available for eligible non-teaching 
employees (except for those employees who chose not to participate at 
the time the plan was made available) 

 Alberta School Employee Benefit Plan 

o Life Insurance Plan 2 

o Disability Insurance Plan D 

o Health Spending Account 

3.1.3 The following benefits are optional: 

 Alberta School Employee Benefit Plan 

o Extended Health Care Plan 1 

o Dental Care Plan 3C 

o Vision Care Plan 1 

3.1.4 If an employee chooses not to participate in some or all of the Alberta School 
Employee Benefit Plan the employee must complete a waiver. This waiver 
will indicate that, if the employee chooses to enroll at some later date, the 
“late applicant” provision of these plans will apply. 

3.1.5 Employees must work a minimum of eighteen (18) hours per week to be 
eligible for benefits. 

3.1.6 For all participating full-time and part-time employees hired before September 
1, 1997, the Division agrees to contribute eighty percent (80%) of the total 
monthly premium benefits which will not be pro-rated for Alberta School 
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Employees Benefit Plan and Alberta Health Care Insurance Plan. The 
participating employees shall pay the balance of the premium remaining after 
the Division’s contribution, by payroll deduction each month. 

3.1.7 For all participating full-time employees, hired after August 31, 1997, the 
employer agrees to contribute eighty percent (80%) of the total monthly 
premium pro-rated based on FTE, for Alberta School Employees Benefit Plan 
and Alberta Health Care Insurance Plan. The participating employees shall 
pay the balance of the premium remaining after the employer’s contribution, 
by payroll deduction each month. 

3.1.8 For all participating part-time employees, hired after August 31, 1997, the 
employer agrees to contribute eighty percent (80%) of the total monthly 
premium, pro-rated based on 30.0 hours/week, for Alberta School Employees 
Benefit Plan and Alberta Health Care Insurance Plan. The participating 
employees shall pay the balance of the premium remaining after the 
Division’s contribution, by payroll deduction each month. 

3.1.9 The Local Authorities Pension Plan (only full-time and part-time employees 
are eligible for LAPP) will determine the amount of the employee’s monthly 
contribution and the amount of the Division’s monthly contribution. The 
employee’s contribution will be by payroll deduction each month. 

3.1.10 The Local Authorities Pension Plan will determine the conditions under which 
an employee on approved leave without pay may buy back pensionable 
service. 

3.1.11 The Division will not carry terminated or retired employees on its benefit or 
pension plans. 

3.1.12 Employees on an approved leave of absence without pay may continue 
coverage for the first twelve (12) months of the leave, or for the first twenty- 
four (24) months of the leave, if the leave was granted for reasons of 
maternity, adoption, or professional development. Such employees may 
choose to retain insurance coverage by paying one hundred percent (100%) 
of the premiums on their own behalf. Such billing will be direct from ASEBP 
and AHCIP. 

3.2 Medical leave 

3.2.1 Medical leave means the period of time an employee is absent from work by 
virtue of being ill or disabled, exposed to a contagious disease, or under 
examination or treatment of a physician, optician, chiropractor, or dentist, or 
because of an accident for which compensation is not payable under the 
Workers Compensation Act. 

3.2.2 Employees reporting medical leave shall inform their immediate supervisor as 
early as possible so that a replacement can be arranged for or the duties 
reassigned. Failing to do so, the employee will be considered absent without 
leave. 

3.2.3 All full-time employees shall be entitled to accumulate annual medical pay 
credits at a full pay rate of two (2) days per month, to a maximum of 122 
working days. All part-time employees shall be entitled to accumulate annual 
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medical pay credits at a full pay rate of two(2) days per month pro-rated 
based on their F.T.E. to a maximum of 122 working days. 

3.2.4 An employee who serves the ninety (90) day elimination period for A.S.E.B.P. 
Long Term Disability shall no longer receive medical leave entitlements. It is 
understood that where eligible, employees move to LTDI regardless of 
number of accumulated medical days remaining. Unused accumulated 
medical leave shall remain as an entitlement and may be used after an 
employee returns to work. 

3.2.5 When an employee is allowed unpaid leave of absence for a month or more 
or is laid off, he/she shall not earn medical leave credits or be eligible to 
receive medical benefits for the periods of such absence, but shall retain 
his/her cumulative credit if there is any existing at the time of such leave or 
layoff, upon his/her return to work. 

3.2.6 Medical leave with pay shall not be granted before it is earned. 

3.2.7 Medical leave is meant primarily for employees who are ill and unable to 
come to work. Employees may wish to use this time with discretion for 
medical and dental appointments or family illness. 

3.2.8 A maximum of six (6) medical leave days per year may be used for family 
illness. 

3.2.9 Whenever medical days appear excessive, the supervisor may require the 
employee to provide an explanation. 

3.2.10 Employees on medical leave for a period of three consecutive days or more 
are required to submit a physician's certificate upon return to work. 

3.2.11 Accumulated "medical pay," calculated as the number of accumulated 
medical days, paid at the rate of the last salary, will be paid to employees on 
termination of their employment at the following rates: 

 For employees with one full year of employment, accumulated medical 
pay will be paid out at the rate of ten percent (10%). 

 For employees with three full years of employment, accumulated medical 
pay will be paid out at the rate of fifteen percent (15%). 

 For employees with five years of employment, accumulated medical pay 
will be paid out at the rate of twenty percent (20%). 

3.2.12 Employees entitled to medical leave who cannot come to work as the result 
of an injury covered by the Workers' Compensation Board shall assign their 
Workers' Compensation Board benefits to the Division. 

3.2.13 Employees who cannot come to work after they have used up their 
accumulated medical leave, shall receive any remaining Workers' 
Compensation Board benefit. 

3.3 Vacation pay 

3.3.1 Temporary and casual employees are entitled to receive vacation pay 
monthly with the employee’s regular pay in accordance with the Employment 
Standards Act. 
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3.3.2 Part-time employees are entitled to receive vacation pay monthly with the 
employee’s regular pay as follows: 

 Less than one (1) year of continuous service – 4% of earned salary. 

 One (1) or more years of continuous service – 6% of earned salary. 

 Five (5) or more years of continuous service – 8% of earned salary. 

 Ten (10) or more years of continuous service – 10% of earned salary. 

3.4 Vacation leave 

3.4.1 The year runs from September 1 to August 31. Vacation entitlement is earned 
during each year of continuous service. 

3.4.2 All full-time employees are entitled to a paid vacation leave. Part-time 
employees shall be entitled to pro-rated vacation days with pay based on the 
FTE the employee works during the year. 

3.4.3 Years of service shall be defined as the number of full years of continuous 
service of a full-time employee since their last date of hire, not including any 
time off for approved leave of absence. 

3.4.4 Full-time employees earn vacation leave as follows: 

 An employee shall be eligible for fifteen (15) working days annual 
vacation with pay for each full year of continuous service. 

 Upon completing five (5) full years of continuous service, an employee 
shall be eligible for twenty (20) working days annual vacation with pay. 

 Upon completing ten (10) full years of continuous service, an employee 
shall be eligible for twenty-five (25) working days annual vacation with 
pay. 

3.4.5 Vacation days for employees will be granted to the employee once earned. 
New employees will be able to use pro-rated vacation days as earned. 

3.4.6 Vacation days must be used during the school year they are earned. Support 
staff may carry forward to the next school year a maximum of five (5) vacation 
days. 

3.4.7 Vacation pay will normally not be authorized prior to accrual. If an exception 
is made to authorize paid vacation prior to such time being earned and the 
employee leaves the Division for any reason before such time as the vacation 
time is earned, the employee is responsible for reimbursing the Division. 

3.4.8 Employees entitled to vacation shall submit, to their supervisor, their request 
for vacation leave not later than April 30 of each year. Under special 
circumstances one- or two-day holidays may be granted at short notice at the 
discretion of the Supervisor. 

3.4.9 Vacation leave may only be taken as awarded by the supervisor. 

3.4.10 Under no circumstances will any employee receive money in lieu of accrued 
vacation leave except upon termination. 
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3.4.11 Under no circumstances will employees be granted additional vacation leave 
in exchange for deferring a portion of their leave. 

3.5 Statutory holidays 

3.5.1 All full-time employees shall be entitled to a day off with pay for each of the 
following days: New Year's Day, Family Day, Good Friday, Easter Monday, 
or the first Monday of the spring break scheduled by the Board, Victoria Day, 
Canada Day, Heritage Day, Labour Day, Thanksgiving Day, Christmas Day, 
Boxing Day; and for Remembrance Day, when Remembrance Day falls on a 
weekday. 

3.5.2 When the holiday designated in Clause 3.5.1 falls on an employee’s day off 
and such day is not worked, the employee shall be granted a day off with 
regular pay in lieu of the holiday on the following work day. 

3.5.3 An employee shall receive holidays designated in Clause 3.5.1 with pay at 
the regular rate. If an employee is required to work on a holiday occurring 
during his/her regular work week, the employee shall receive his/her regular 
pay plus overtime for any hours worked. 

3.5.4 If a paid holiday falls during an employee’s vacation period, the vacation shall 
be extended by an additional day. 

3.5.5 A full-time/part-time employee will not be entitled to pay for a statutory 
holiday if employee is absent without the consent of the employer on either 
the last regularly scheduled working day immediately preceding or the first 
regularly scheduled working day immediately following the Statutory Holiday. 
If the employee is absent due to a compensable injury or illness, the 
employee shall be paid for the Statutory Holiday provided the compensable 
injury or illness is substantiated by a certificate from a qualified medical 
practitioner. 

3.5.6 Paying an employee who does not work on a general holiday 

 If the general holiday falls on a day the employee would not normally 
work, she/he are not entitled to be paid if she/he does not work. 

 If the general holiday falls on a day an employee would normally work, 
and she/he does not, she/he must still be paid an average days wage. 

 If you have part-time or irregular full-time shift workers, they get general 
holiday pay if during at least five of the last nine weeks, they regularly 
worked on the day of the week that the general holiday falls upon. 

3.6 Additional Christmas holidays 

The Division grants an additional holiday at Christmas to ensure that full-time 
employees have at least five consecutive days off. 

3.7 Bereavement leave 

3.7.1 All full-time employees are entitled to paid bereavement leave. 

3.7.2 All other employees may be granted paid bereavement leave upon the 
authorization of the Superintendent. 
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3.7.3 Paid bereavement leave up to five days may be granted, on approval of the 
department head, in the event of the death of a spouse (includes common- 
law), child, parent, or sibling. 

3.7.4 Paid bereavement leave up to three days may be granted, on the approval of 
the department head, in the event of the death of a grandparent, parent of a 
spouse, brother-in-law, sister-in-law, grandchild, son or daughter-in-law, 
grandparent of a spouse, or any other relative who is a member of the 
employees household. 

3.7.5 An employee may be granted, upon request and subject to the approval of 
the Employer, one (1) additional day to attend the funeral of other relatives 
or close friends, Such request will not be unreasonably denied.  

3.7.6 Additional bereavement leave may be granted without pay upon approval of 
the Deputy Superintendent. 

3.7.7 When the burial occurs in a location requiring extensive travel, such leave 
may be extended up to two days for travel time if approved by the employer. 

3.8 Critical Illness 

3.8.1 In the event of the critical illness of a member of an employee’s immediate 
family, two (2) days total leave per year with basic pay will be provided  
Immediate family shall be defined as spouse, child parent or sibling of the 
employee. 

3.9 Leave without pay 

3.9.1 Written requests for leaves without pay shall be submitted to the 
Superintendent. 

3.9.2 Requests for leaves without pay will be granted where possible. 

3.9.3 Leaves will not be granted if the position is expected to be terminated before 
the leave is to expire. 

3.9.4 Leaves will not be granted if the employee is taking up other employment 
during that period. 

3.9.5 Employees are requested to provide at least a month's notice before the 
leave is to commence. 

3.9.6 An employee on an approved leave without pay shall not be entitled to take 
paid holidays during the leave. 

3.9.7 Employees returning from a leave of absence shall be placed in their former 
position or an equivalent position. 

3.9.8 An employee, who has been employed by the Division for at least ten (10) 
months, shall be granted Maternity or Parental Leave in accordance with the 
provisions of the Employment Standards Code. 

3.9.9 In the event of the critical illness of a member of an employee’s immediate 
family, two (2) days total leave per year with basic pay will be provided. 
Immediate family shall be defined as spouse (includes common-law), child, 
parent or sibling of the employee. 

3.9.10 In the event that an employee is selected for jury duty or subpoenaed as a 
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witness, such employee shall not suffer a loss of wages or benefits provided 
the employee remits to the employer any witness fees or jury stipend set by 
the court (excluding meal and accommodation allowances). 

3.10 Paid Personal Day 

3.10.1 Employees will be granted 1 paid personal day per year. It must be used 
before May 31st of the school year in which it was earned and cannot be 
carried forward. 

3.10.2 A paid personal day will be granted by the supervisor at a mutually 
agreeable time.  

3.11 Return to service 
An employee on any approved leave with or without pay, who over-stays such leave, 
without the prior approval of the Superintendent, shall be considered to have given 
notice of termination of employment. 
 

3.12 Other Group Benefits 

3.12.1 Subrogation 
If an employee is injured or becomes ill due to the negligence of a third party, the 
Division has subrogation rights. Subrogation is the process whereby the Division has 
the opportunity to recover all or part of the medical leave or vacation benefits paid to 
an employee during their absence. The Division agrees to reinstate the employee’s 
medical bank or vacation benefits proportionate to the extent of any reimbursement 
received. It is in the employee’s interest to keep the Division informed of any claim 
against a third party that will involve a claim for lost wages. 
 
3.12.2 Employment Insurance Premium Reduction Plan 
Payments made towards benefit plans by the School Division shall permit the 
School Division to retain and not pass on to staff any rebates of premiums otherwise 
required under Canada Employment Insurance Commission regulations.  

 
 

Reference: Section 222, 225 Education Act  
 Employment Standards Code  
 Workers’ Compensation Act 


