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Welcome to Covenant Health

We're so glad you're here. Whether you're just starting your journey with us or transitioning
into a new role, we want you to feel supported and informed every step of the way.

Covenant Health is committed to creating a respectful, inclusive, and compassionate
workplace. As part of our team, you play an important role in helping us deliver high-quality
care and services to the communities we serve.

This handbook is designed to help you understand your employment terms and conditions
as an out-of-scope (non-unionized) employee. It outlines important information about your
work schedule, pay, benefits, time off, and other supports available to you.

We've organized the content to make it easy to find what you need, whether you're looking
for details about vacation time, leave options, or professional reimbursements. If you ever
have questions, your manager or human resource client partner is here to help.
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Starting your role

Probationary period

When you begin working at Covenant Health, you'll have a six-month probationary period.
This gives you time to settle into your role, learn the ins and outs of your position, and get
comfortable in your new environment. Whether you're joining us full time or part time, in a
regular or temporary role, this period helps ensure a smooth and successful start.

Work hours

Your shift is typically scheduled for 8.25 hours, which includes 7.75 paid hours and a 30-
minute unpaid meal break. That adds up to 38.75 paid hours each week. To help you
recharge, your shift will also include two 15-minute paid rest breaks. Your manager will help
you find a break schedule that works well for you and the team.

If you work a shorter shift, your breaks will look a little different. But if your shift is longer
than 5 hours, you'll still receive that 30-minute unpaid break.

Sometimes we may adjust your work hours to meet operational needs. If that happens, we'll
communicate clearly and work with you to make the transition smooth as possible.

As an out-of-scope employee, your role may sometimes involve working outside regular
business hours. There is opportunity for flexibility and balancing hours worked.

Earned Day Off program

You may be eligible to participate in the Earned Day Off (EDO) program. This program
allows you to work a slightly longer day so you can take an earned day off every two or four
weeks. Your schedule is set in advance with your manager to make sure service needs are
met.

You must apply to participate. Applications are reviewed by your manager and director.

For more information, visit the Earned Day Off Program page on CompassionNet.

Alternative Work Arrangement program

The Alternative Work Arrangement (AWA) program gives you the option to work remotely
up to two days per week. This hybrid approach supports flexibility while maintaining
teamwork and service delivery.
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You can apply after completing your probationary period. Your manager and director will
review your request based on your role, team needs, and operational requirements.

For more information, visit the Alternative Work Arrangement Program page on
CompassionNet.

Confidentiality

In your role, you may have access to confidential information. This information is an
important and unique asset. You must not share any confidential information during or after
your employment, unless it becomes public through no fault of yours or you're required to
do so by law. Using confidential information for the wrong purpose may also breach the
Health Information Act, the Access to Information Act or the Protection of Privacy Act.

Employees agree to protect Covenant Health from any claims, actions, damages, penalties,
or costs under these Acts that result from improper acts or disclosures of information.

Intellectual Property

Any intellectual property you obtain, create, or develop during your employment with
Covenant Health belongs exclusively to Covenant Health.

Temporary employees

If you are a temporary employee, you'll receive a variety of benefits depending on the
expected length of your position.

For all temporary positions, we may end your employment without cause by giving you
thirty days’ notice. This could be working notice, where you continue in your role during that
time, or pay in lieu of notice. If we provide pay in lieu of notice, we'll include the usual
deductions like taxes, along with any additional amounts required to meet Alberta’s
Employment Standards Code.

These terms remain in place throughout your time as a temporary employee, even if your
position or contract is extended beyond the original end date.
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Growth and development

At Covenant Health, we care about your growth and development. We cultivate a
compassionate, high-performing, and values-driven workforce by building individual, team,
and organizational capacity. We provide opportunities for personal, professional, and team
growth through online education, virtual workshops, and in-person education.

Time off

Vacation time

If you work full time or part time—whether in a regular or temporary role—you’ll earn vacation
as you work. You'll see your vacation bank balance accruing on each paycheque.

If you're a casual employee, vacation pay is added to each paycheque instead of accruing in
a vacation bank. The percentage depends on how long you've been with us: 6%, 8%, 10%,
or 12% of your regular pay.

Your vacation time is based on your employee group and how long you've worked here. For
a clearer picture, here's what that looks like based on a full-time employee who works a
7.75-hour shift:

Employee group Years of service Vacation days |
Management 1-4 20
(e.g., senior program officers, directors, 5-14 25
managers) 154 30
Clinician 155 29
(e.g., physician assistants, clinical leaders, 6-15 25
prosthodontists) 16+ 30
Professional 1:8 20
(e.g., supervisors, coordinators, advisors, 9-18 25
consultants, leads) 19+ 30
1-2 15
Program support 3.8 20
(e.g., executive assistants, administrative
assistants, program assistants) 9-18 25
19+ 30
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Vacation payout when leaving
If you resign, retire, or your position ends with Covenant Health, we will pay out any unused

vacation time. Please note that vacation is a benefit designed to help you rest and recharge
while you're employed. It cannot be used to bridge you to the end of your employment.

Named holidays

We want to make sure you're recognized for your time and commitment, including during
holidays. Here are the named holidays you can expect each year:

1. New Year's Day 7. Labour Day

2. Family Day 8. National Day for Truth & Reconciliation
3. Good Friday 9. Thanksgiving Day

4. Victoria Day 10. Remembrance Day

5. Canada Day 11. Christmas Day

6. August Civic Day 12. Boxing Day

When you work on named holiday

When you work on a named holiday, you get 1.5 times your hourly pay for all hours worked.

If you're a full-time employee and you work on the named holiday, we also give you a day
off. We add this day to your named holiday bank, and you can use it later at a time that
works for both you and your manager. If you don't use that time off, we'll pay it out by March
31. To qualify for this paid day off, you need to:

e Work your scheduled shifts immediately prior and immediately following the named
holiday, unless you're away due to illness or another approved reason, and
e Work on the holiday if you're scheduled or required to do so.

If you're a part time or casual employee, we add 5% of your regular earnings as statutory
holiday pay to each and every paycheque.

You won't receive named holiday pay if you're on an unpaid leave lasting more than 30
calendar days when the named holiday occurs. This includes leaves like long-term disability,
bridging benefits (short-term disability), or other unpaid time off. Named holiday pay also
doesn't apply to holidays that fall during a Workers’ Compensation leave.
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Your floater day

If you're a full-time employee here on July 1, we give you one extra paid “floater” day off for
the year. You and your manager can choose when to use it. If you don't use it by December
31, we'll pay it out to you.

Your leave options

We understand that life brings many different situations, and we're here to support you with
a variety of leave options—both paid and unpaid.

Personal leave days

If you're a regulqr fuII—tlme.employee, Start in month SV
you are automatically credited 10

personal leave days at the start of each April or May 10 days (77.5 hours)
fiscal year (April 1 to March 31). We June 9 days (69.75 hours)
offer personal leave to regular
employees, as well as temporary July 8 days (62 hours)
employees hired for six months or August 7 days (54.25 hours)
more.

September 6 days (46.5 hours)
You can use your personal leave days October 5 days (38.75 hours)

for any reason — whether you need to

attend to sick kids, have appointments,
or want to take care of personal matters December 3 days (23.25 hours)
— as long as it fits with your team’s

November 4 days (31 hours)

January 2 days (15.5 hours)
schedule and your manager approves.

February 1 day (7.75 hours)
A few notes on personal leave: March 0 days

Keep in mind: personal leave days don’t carry over to

e Ifyou're part-time or a new the next fiscal year, and we don't pay them out.

employee, we adjust your days
based on your full-time equivalency and start date as an out-of-scope employee.

e You can begin using your personal leave days once you've been with us for 31
calendar days.

e These days cannot be used to bridge you to the end of your employment.

e We base your leave entitlement on your status as of April 1. If your FTE changes or
you take on another role later in the year, we don't adjust your personal leave days.

o After 90 days of employment, if your paid personal leave doesn’t meet the minimum
required by Alberta’s Employment Standards Code, you can use unpaid Personal and
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Family Responsibility Leave until your paid entitlement catches up.

e If you're away on April 1 — for example, on long-term disability, WCB, or unpaid leave
longer than 30 days — we'll give you your personal leave days when you return to
work. We'll adjust the number of days based on when you come back. However, if
you're receiving paid sick leave or bridging benefit (short-term disability) on April 1,
you'll still get your full allotment of personal leave days.

Other paid time off

Bereavement leave
If you experience a loss, please know you can request bereavement leave. We'll support you
through this time in line with our Leave of Absence policy.

Jury/witness duty
If you're called for jury duty or need to appear in court as a witness, we'll provide the time
off in accordance with our Leave of Absence policy.

Living donor leave

If you've worked with us continuously for at least one year and choose to donate an organ or
bone marrow, you can take paid leave. You're eligible for up to 12 weeks of paid leave for
organ donation or up to 7 weeks for surgical bone marrow donation.

Unpaid time off

For additional details on all the following leaves, please refer to the Leave of Absence
policy.

Maternity leave

If you've been with us for at least 90 days, you can take up to 16 weeks of maternity leave,
plus up to 62 additional weeks of parental leave—for a total of up to 78 unpaid weeks. If
approved, your benefit coverage can continue under the usual cost-sharing arrangement for
up to 78 weeks.

You may also be eligible for Supplemental Unemployment Benefit (SUB) Plan support
during health-related time off due to pregnancy.

Parental/adoption Leave

You can request up to 62 weeks of unpaid parental leave within 78 weeks of your child’s
birth or adoption placement. If approved, your benefit coverage can continue under the
usual cost-sharing arrangement for up to 78 weeks.
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Compassionate care leave

If a loved one is in the end stages of life, you can take up to 27 weeks of unpaid leave. A
medical certificate is required. For the first six months, your benefits will continue under the
usual cost-sharing arrangement.

Domestic violence leave
If you're experiencing domestic violence, you can take up to 10 days of unpaid leave. We're
here to support you.

Citizenship ceremony leave
You're entitled to a half day of unpaid leave to attend your citizenship ceremony, as outlined
in the Citizenship Act (Canada).

Critical illness leave
You can take up to 36 weeks of unpaid leave to care for a critically ill or injured child, or up
to 16 weeks to care for anill or injured adult family member.

Death or disappearance of a child leave
This leave is designed to support employees through unimaginable circumstances related
to the death or disappearance of a child due to a crime.

Military leave
If you're required to attend training or perform military service, we'll grant you unpaid leave.

Leave for public affairs
You may request this to run as a candidate in a federal, provincial, or municipal election.

Other leaves

You can apply in writing for other types of leave, such as personal or educational leave.
These may be granted to regular employees at our discretion in accordance with the Leave
of Absence policy.

Group benefits during unpaid leave

Unless otherwise noted above, if your approved leave lasts more than 30 days, you can
continue your group benefits by paying 100% of the premium during your time away. For
full details and help with any leave request, please reach out to your manager or the HR
Contact Centre at 1-877-511-4455.
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Your pay and reimbursements

We want to make sure you're fairly compensated for your time and effort. Here’s how
overtime and additional hours are handled, depending on your role.

Overtime pay

Professional and program support employee group
If you're a regular or temporary employee—full time or part time—in the professional or
program support employee groups, you're eligible for overtime pay. You'll earn:

e 1.5times your hourly rate for the first 3 hours of overtime each day
e 2 times your hourly rate for any overtime beyond that

Your manager will need to pre-approve any overtime.

If you'd prefer time off instead of overtime pay, that may be an option. We'll bank your time
off using the same overtime rates. If you don't use that time off, we'll make sure it's paid out
to you by March 31.

Clinician employee group
If you're in the clinician employee group—-regular or temporary, full time or part time —
you're also eligible for overtime pay. You'll receive:

e 1.5times your hourly rate for the first 3 hours of daily overtime
e 1.5times your hourly rate for any hours beyond 8 hours a day or 88 hours in a pay
period

As with other roles, your manager’s approval is needed before working overtime.

Management employee group (additional hours)

If you're in the management employee group, overtime pay doesn't apply to hours worked
beyond your regular shift. However, if you replace a frontline worker, we'll either pay you at
your hourly rate or offer time off at the same rate.
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Eligible premium payments

We recognize the extra effort that comes with working evenings, nights and weekends.
Here's how we support you with premium pay for those shifts.

Call
On Call Call .
On Call back Shift Weekend
Employee group  Regular Stat/day off  Firstahrs  2ack premium premium
. 3+hrs
(min. 2 hrs)
Program support, 15 2 |Shbieen | srabiaen
rofessional,
slinician $3.00/hr | $3.00/hr P:tzrlty rate in regular & | regular &
to 3 hrF')s excess overtime overtime
of 3hrs | hours hours
If you're called back
If you're scheduled iorefcr;ir;tlme or
for admin on-call, rr?anagement work
>o/(f)fuir|1| ItiaeIL(Jee{tC;wuerrC:EZ we'll bank your time | $2.25/hr $2.25/hr
Management week before. durin at your hourly rate. eligible on | eligible on
or after our,on—callg, You can either take | regular regular
nery this time off or hours only | hours only
period. You cannot T
bank this time for T —— us,ed
later use. or paid out by
March 31.
If you're called back
If you're scheduled Zc;)refcr%rltlme or Svening
Manage.ment for admin on-call, management work, | $2.75/hr
(Professional you'll take your day we'l L?ank our tim:a ’ Weekend
registration off in lieu either the ; h yl ; Night $3.25/hr
required - e.g. week before, during, | 2* YoUr houriy rate. '9 eligible on
9" | You can either take | $5.00/hr g
CRNA, CRPNA, or after your on-call L .'. regular
this time off or eligible on
CLPNA, etc.) period. You cannot request a payout reqular hours only
::at::(::;s HEslicy but it must be used | hours only
’ or paid out by
March 31.
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Eligibility

o Shift premium:
o Ashiftis considered an Evening Shift for the purposes of the above premiums,
if most of your hours fall between 1500 to 2300 hours.
o Ashiftis considered a Night Shift for the purposes of the above premiums, if
most of your hours fall between 2300 to 0700 hours.
e Weekend premium: A shift is considered a Weekend Shift for the purposes of the
above premiums, if most of your hours fall within the 64-hour period from 1500 hours
on Friday to 0700 hours on Monday

If your shift qualifies for both a shift premium and a weekend premium, you'll receive both.
We want to make sure your time is valued appropriately.

Professional membership fees

If you belong to a professional association or college that's relevant to your role, it's your
responsibility to maintain your membership in good standing. If there are any changes to
your membership, it's important to let your manager know as soon as possible.

In some cases, we may reimburse you for fees related to your membership. If an additional
membership is essential for your role, that fee may also be reimbursed. Your manager will
make these decisions at their discretion.

Who's eligible

e Regular full-time and part-time employees

e Temporary employees with a term of 12 months or longer are eligible

e If you're on maternity or parental/adoption leave, you remain eligible for
reimbursement during your leave

e Casual employees are not eligible for reimbursement

How to request reimbursement
For reimbursement, you'll need to

e Obtain approval from your manager
e Provide proof of expenditure and original receipts
e Follow usual expense reimbursement processes
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Northern incentives program

We understand that working in northern communities comes with unique challenges. To
recognize your commitment, we offer one non-pensionable allowance per regular or
temporary employee working at sites located north of the 55th parallel.

Incentive

Eligibility criteria

Full time
employees

Part time & casual
employees

Remote retention

Employees working
between the 55th
and 57th parallel
(inclusive)

$3,000 annually,
payable hourly for all
hours paid at the
hourly rate

A maximum of
$3,000 annually,
payable hourly and
prorated by hours
paid at the hourly
rate

Employees working
above the 57th

$6,300 annually,
payable hourly for all

A maximum of
$6,300 annually,

hourly rate

Northern parallel hours paid at the payable hourly and
allowance hourly rate prorated by hours
paid at the hourly
rate
Employees working | $12,480 annually, A maximum of
in the Municipality of | payable hourly for all | $12,480 annually,
Fort McMurray Wood Buffalo hours paid at the payable hourly and

prorated by hours
paid at the hourly
rate

Northern travel reimbursement

If you're an hourly or temporary employee who has worked for more than one year at a site

located above the 57th parallel, you're eligible for annual travel reimbursement. This benefit

is designed to support your wellbeing by helping cover personal travel costs.

Here's what you need to know

e Where your trip must start: Your trip must begin from a community located above

the 57th parallel

e Where you can go: Any destination within Alberta

Covenant Health
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e Maximum amount: Up to $1,235 per calendar year

e Vehicle reimbursement: If you use your own vehicle, we'll reimburse you at $0.165
per kilometre

e Use it orlose it: This benefit must be used within the calendar year—it doesn't carry
over

e How to apply: Submit a Northern Travel Reimbursement form

e Tax information: This reimbursement is considered a taxable benefit

Your health and benefits

We're here to support your health and wellbeing.

Sick leave

If you're a regular or temporary employee, you're eligible for sick leave benefits.

e Full-time employees: You earn 1.5 days per month toward paid sick leave, up to a
maximum of 930 hours (120 days based on a 7.75-hour day).

e Part-time employees: You earn sick leave based on the hours you work. If you pick
up additional shifts, you can earn sick leave up to the full-time level.

When you take paid sick leave during your regular shifts, we'll reduce your sick leave bank
by the number of hours you use. If you use all your sick leave and still can't return to work,
you may be covered under an income protection plan, either bridging benefits (short-term
disability) or long-term disability.

Bridging benefits (short-term disability)

If your illness or injury continues beyond your accumulated sick leave, you may qualify for
bridging benefits. To apply, you'll need to provide medical documentation to the
occupational health and safety team that supports your condition. If they approve your
request, you'll receive 66 2/3% of your hourly earnings for up to 24 weeks from the date
your disability begins.
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Long-term disability

If you're an eligible employee, you can apply for Long Term Disability (LTD) benefits if
you're ill orinjured for 24 weeks or longer. If approved, LTD provides income replacement
as follows:

e 65% of the first $2,500 of your monthly basic earnings

e Plus 55% of the next $2,500

e Plus 45% of the balance of your monthly earnings (if any)

e Up to a maximum benefit of $12,000 (approximately 72% of net salary)

Your benefits are paid directly by the insurer and are not taxable. LTD benefits may continue
as long as you remain disabled under the insurer’s definition of disability, up to a maximum
duration ending at age 65.

Workers' compensation

We provide you with workers’ compensation insurance coverage. For each day that we
supplement your workers’ compensation insurance payments, we'll deduct 1/10th of a sick
day from your accumulated sick leave. If you don't have any sick leave available, the
Workers’ Compensation Board (WCB) will pay you directly.

If you're receiving WCB payments, you'll stop earning sick leave credits. However, you'll
continue to earn vacation time for up to 24 months while on workers’ compensation
insurance.

Employee wellness supports

The importance of our Covenant Mission is to provide care for the mind, body and soul. This
includes caring for ourselves, each other, and our patients and residents. We offer a variety
of wellness resources to help you thrive at work and life, including:

e Regular wellness education and workshops

e Monthly wellness calendars and tips

e A Wellness Partner program to champion wellness across sites and teams through
resources, initiatives, tools and information
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Employee and Family Assistance Program (EFAP)

EFAP is a confidential and no-cost service available to all employees and their immediate
family members to help manage their personal health and wellness. It provides support for:

Mental health and emotional wellbeing
Relationship and family concerns
Financial and legal advice

Crisis counselling

Other health and wellness supports

Your benefit plan

At Covenant Health, we're committed to supporting your wellbeing with a competitive
benefit package. Your eligibility is outlined in the table below:

. Regular employee Temporary Maximum age
S BLAEL eligibility employee eligibility = for participation
life. accidental e For2,022.75 e For2,022.75 e Life and ADD -
'death & annual standard annual standard 80 years
dismemberment hours: 0.39 FTE or hours: 0.39 FTE or | e Ciritical illness
(ADD), critical greater greater and long-term
ilIness I'ong-term e For2,296.80 e For2296.80 disability - 65
disabillity flexible annual standard annual standard years
spending'account hours: 0.34 FTE or hours: 0.34 FTE or | e Flexible
greater greater spending

lans
P account - none

Bridging benefit

(short-term e AnyFTE e AnyFTE e None
disability)
Supplementary e No maximum
health, vision, e AnyFTE if age except for
dental, emergency | ¢ AnyFTE employed 6 the emergency
travel, group TFSA, months or greater travel plan - 70
group RRSP plans years
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e For2,022.75 e For2,022.75 December 31 of
annual standard annual standard the year you turn
hours: 0.36 FTE or hours: 0.77 FTE or | 71.
greater greater if
e For2,296.80 employed 12
Local authorities annual standard months or greater
pension plan (LAPP) hours: 0.32 FTE or | e For2,296.80
greater annual standard
hours: 0.68 FTE or
greater if
employed 12
months or greater

If you're a regular employee in a temporary position, you're considered an regular
employee for benefit eligibility purposes.

We provide your benefits through administrative or insurance contracts, and these follow
the terms and conditions set out in our agreements with the insurance providers.

Here's a summary of what's included in your plan:

Basic plans Coverage level

Basic life insurance 2x annual salary to a maximum of $750,000

Basic accidental death and 2x annual salary to a maximum of $750,000
dismemberment insurance

Basic critical illness $25,000 coverage for you only

Bridging benefit (short-term Employer funded extension of sick leave at 66.67% of
disability) your hourly earnings

o 65% of the first $2,500 of your monthly basic
earnings

e Plus 55% of the next $2,500

e Plus 45% of the balance of your monthly earnings, if
any

e Up to a maximum benefit of $12,000 (non-taxable)

Long-term disability
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Supplementary health

April 1 to March 31 benefit year

80% prescription coverage (direct bill)

100% hospital services and other services as outlined
Out of country emergency health coverage
Paramedical practitioner coverage

Vision

$250 every 24 months/per person
$100 eye exam/per person/24 months

Dental plan

Voluntary plans

Optional employee/spousal
life insurance

Coverage level

For you and/or spousal coverage

April 1 to March 31 benefit year

80% basic coverage

50% major coverage to $3,000 per year max

50% orthodontic coverage to $3,000 lifetime max

Units of 10,000 up to $500,000

Optional child life

Units of $5,000 up to $25,000 for each child

Optional accidental death
and dismemberment
insurance

For you and/or family coverage
Units of 10,000 up to $350,000

Optional employee/spousal
critical illness

Flexible spending account

Other benefits provided |

For you and/or spouse
Units of $10,000 up to $250,000

Once a year, you will have a dollar credit amount
assigned to your flexible spending account

You have the choice to allocate these credits to your
health spending account, personal spending
account, group RRSP, and/or group TFSA

January 1 to December 31 benefit year

Group RRSP & TFSA

You can contribute a dollar amount (minimum $25/pay)
through payroll deduction

Local authorities pension
plan

You are eligible to participate in Covenant Health’s
defined benefit pension plan, which helps provide
income during your retirement. For more information on
the plan: www.lapp.ca or on CompassionNet.

Covenant Health
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What's covered by Covenant Health

Covenant Health fully funds the following benefits:

Basic Life Insurance

Basic Accidental Death & Dismemberment (AD&D)
Basic Critical lllness

Supplementary Health

Vision

Dental

Flexible Spending Account

You don't need to pay anything for these benefits. However, you're responsible for paying
100% of the premiums for long-term disability and any voluntary plans. Contributions to the
Local Authorities Pension Plan are a shared investment in your future. If enrolled, deductions
are taken from your pay and Covenant Health matches those contributions plus pays an
additional 1% of your pensionable earnings.

EMPLOYEE HANDBOOK DISCLAIMER

In rare circumstances exceptions may be requested. All exceptions require
approval by the chief people, strategy and technology officer.
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Addendum for associate
physician employees

If you're working in an associate physician role, the following employment terms apply to
you.

Starting your role

Probationary period

You'll complete a six-month probationary period after successfully meeting your limited
practice licensure requirements and receiving active registration through the College of
Physicians and Surgeons of Alberta (CPSA). This gives you time to settle into your role, learn
the ins and outs of your position, and get comfortable in your new environment. Whether
you're joining us full time or part time, in a regular or temporary role, this period helps
ensure a smooth and successful start.

Work hours

e Full-time hours: If you're full time, you'll work 44 paid hours per week, not including
meal breaks. These hours are averaged over one shift cycle.

e Flexible scheduling: Your work hours may be adjusted from time to time to support
operational needs.

Temporary employees

Please refer to the Temporary Employee section of this handbook for details that apply to
your position.

Growth and development

Please refer to the Growth and development section of this handbook for details that apply
to your position.
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Time off

Vacation time

Instead of earning vacation days, you'll receive vacation pay added to each paycheque. The
percentage depends on long you've been with us:

o 8%, 10%, or 12% of your earnings
e Based on your years of service.

How much vacation pay you get

Job title Years of service Vacation accrual rate
1-5 8%
Associate physician 6-15 10%
16+ 12%

Named holidays

We want to make sure you're recognized for your time and commitment, including during
holidays. Here are the named holidays you can expect each year:

1. New Year's Day 7. Labour Day

2. Family Day 8. National Day for Truth & Reconciliation
3. Good Friday 9. Thanksgiving Day

4. Victoria Day 10. Remembrance Day

5. Canada Day 11. Christmas Day

6. August Civic Day 12. Boxing Day

When you work on a named holiday

When you work on a named holiday, we pay you 1.5 times your hourly rate for all hours
worked.

Instead of receiving days off for named holidays, we add 5% of your regular earnings as
statutory holiday pay to each and every paycheque.
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Named holiday pay doesn't apply to holidays that fall during a Workers’ Compensation
leave.

Your leave options

We understand that life brings many different situations, and we're here to support you with
a variety of leave options - both paid and unpaid.

Personal leave hours Start in month Hours you receive

April or May 77.5 hours
If you're a regular full—tlme employee, you are June 69.75 hours
automatically credited 77.5 hours each fiscal year
(April 1 to March 31). We offer personal leave to July 62 hours
regular employees, as well as temporary August 54 95 hours
employees hired for six months or more.
September 46.5 hours
You can use your personal leave hours for any October 38.75 hours
reason - Whether you need to attend to sick kids, November 31 hours
have appointments, or want to take care of
personal matters - as long as it fits with your December 23.25 hours
team’s schedule and your manager approves. January 15.5 hours
February 7.75 hours
A few notes on personal leave:
March 0 hours
e If you're part-time or a new employee, we Keep in mind: personal leave hours don’t carry
adjust your days based on your full-time over to the next fiscal year, and we don't pay
them out.

equivalency and start date as an out-of-
scope employee.

e You can begin using your personal leave days once you've been with us for 31
calendar days.

e These days cannot be used to bridge you to the end of your employment.

e We base your leave entitlement on your status as of April 1. If your FTE changes or
you take on another role later in the year, we don't adjust your personal leave days.

e After 90 days of employment, if your paid personal leave doesn’t meet the minimum
required by Alberta’s Employment Standards Code, you can use unpaid Personal and
Family Responsibility Leave until your paid entitlement catches up.

e |If you're away on April 1 —for example, on long-term disability, WCB, or unpaid leave
longer than 30 days — we'll give you your personal leave hours when you return to
work. We'll adjust the number of hours based on when you come back. However, if
you're receiving paid sick leave or bridging benefit (short-term disability) on April 1,
you'll still get your full allotment of personal leave hours.
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Other paid time off

For information about other paid time off, please refer to Other paid time off.

Unpaid leaves

For information about unpaid time off, refer to the Unpaid time off section of this handbook.
For complete details, please see Covenant Health’s Leaves of Absence Policy II-55

Your pay and reimbursements

We want to ensure you're fairly compensated for your time and effort. Here's how overtime
and call-back pay are handled for your role.

Overtime pay

Your work hours, including any overtime, are guided by Covenant Health’s Averaging
Agreement for Associate Physicians (referred to as the “"Averaging Agreement”).

Under this agreement, you're entitled to daily overtime when you're required to work on a
scheduled day of rest or respond to urgent call-back work.

We calculate overtime as hours worked beyond 44 hours per week, averaged over the
number of weeks outlined in the Averaging Agreement. When overtime applies (for hours
not covered by the agreement), you'll receive 1.5 times your hourly rate.

Your manager will need to pre-approve any overtime.

Premium payments

You're not eligible for shift premium pay.

However, if you're called back to the work site outside your hourly working hours to address
urgent operational needs, and your manager approves it, you'll receive:

e Call-back pay: 1.5 times your hourly rate for all hours worked, or a minimum of 3
hours at 1.5 times your hourly rate for each call-back

e Work time counting: Your pay begins from the time you arrive at the work site

e Travel: Travel back to the workplace is not reimbursed
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Professional membership fees

It is your responsibility to maintain your membership with College of Physicians & Surgeons
of Alberta in good standing. If there are any changes to your membership, it's important
to let your manager know as soon as possible.

Once every twelve months, we may reimburse you for fees related to your membership. If
an additional membership is essential for your role, that fee may also be reimbursed. Your
manager will make these decisions at their discretion.

Who's eligible

e Regular full-time and part-time employees

e Temporary employees with a term of 12 months or longer are eligible

e If you're on maternity or parental/adoption leave, you remain eligible for
reimbursement during your leave

e Casual employees are not eligible for reimbursement

How to request reimbursement

For reimbursement, you'll need to:
e Obtain approval from your manager

e Provide proof of expenditure and original receipts
e Follow usual expense reimbursement processes

Northern incentives program

For information about this program, please refer to the Northern incentives program section

of this handbook.
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Your health and benefits

We're here to support your health and wellbeing.

Sick leave

If you're a regular or temporary employee, you're eligible for sick leave benefits.
e Full-time employees: You earn 1.5 days per month, up to a maximum of 1,056
hours.
o Part-time employees: You earn sick leave based on the hours you work. If you pick
up extra shifts, you can earn sick leave up to the full-time maximum.

When you take paid sick leave during your regular shifts, we'll reduce your sick leave bank
by the number of hours you use. If you use all your sick leave and still can’t return to work,
you may be covered under an income protection plan, either bridging benefits (short-term
disability) or long-term disability.

Additional support

For more information, please refer to the following pages in this handbook:

Bridging benefits (short-term disability) - page 16
Long-term disability - page 16

Workers' compensation - page 17

Employee wellness supports - page 17

Employee and Family Assistance Program - page 17
Employee benefit plan - page 18
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