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People and culture

Every day, our employees work together to help injured workers get back to living their full life. Committed to making a 

positive impact in the lives of our clients, we are dedicated to and passionate about the noble work we do. 

Every single employee plays an important role in making WCB–Alberta a great place to work, and together we want to 

show you why being a part of the WCB-Alberta family means so much to us. 

What we do

When someone is hurt on the job, we help them get 
back to work—back to their life.  

We administer the Workers' Compensation Act  which 
is legislated by the government and funded by 
employers. Essentially, we provide disability and 
liability coverage for work-related injury and illness. 

Learn more about our vision, mission and priorities on 
our corporate website.

What does that mean? 

Based on the Meredith principles, the system covers 
workers for lost income and coordinate the services 
they need to recover. Employers make contributions 
that fund worker benefits, return-to-work programs, 
and health care services. This brings stability through 
collective liability. 

Corporate objectives

Our Strategic Map and Objectives guide our 
organization and ensure we're all working together to 
achieve the same goals and deliver the best possible 
service to our clients and stakeholders.

2019-23 strategic plan 
2022 corporate objectives

Who we are 

We recognize the experience is as important as the 
outcome. That is why we work as a team and with our 
clients to provide the exceptional service they need 
and deserve. 

Everything we do, we do it fairly. Our decisions affect 
two million workers and 170,000 employers. We work 
together with everyone involved in each claim to 
ensure each injury and person receives the support 
they need.

Strategic Management Council (SMC)  
Our senior executives make up our Strategic 
Management Council (SMC). SMC meets weekly 
to discuss substantive matters concerning the 
overall operation of WCB’s internal and external 
relationships, and to recommend actions.

Planning and Priorities Committee (P&P)  
Our company directors make up our Planning and 
Priorities (P&P) committee. P&P meets bi-weekly 
to plan, implement and evaluate our corporate 
operational programs. They also provide advice and 
recommend corporate priorities to SMC. 

Where we work

We have four offices—three in Edmonton and one in 
Calgary. 

Code of Rights and Conduct

We want to make sure we are doing everything we 
can to provide injured workers and their employers 
with service that is respectful, fair and timely. We want 
them to know that we are committed to them and that 
they can rely on us.

Check out our Code of Rights and Conduct to learn 
more about our commitment to our stakeholders.

Central 
9912-107 Street  
Edmonton, AB  
T5K 1G5  
P: (780) 498-3999

Jarvis 
9925-107 Street  
Edmonton, AB 
T5K 1G4  
P: (780) 498-3999

 Millard Treatment Centre 
131 Airport Road  
Edmonton AB  
T5G 0W6  
P: (780) 498-3200  
F: (780) 498 3907

McCall Court 
150-4311 12 Street NE  
Calgary AB  
T2E 4P9  
T (403) 517-6000  

https://www.qp.alberta.ca/documents/Acts/W15.pdf
https://www.wcb.ab.ca/about-wcb/company-information/our-focus.html
https://www.wcb.ab.ca/about-wcb/company-information/our-focus.html
https://www.wcb.ab.ca/about-wcb/company-information/accountability-at-wcb-alberta.html
https://www.wcb.ab.ca/assets/pdfs/public/2019-23_Strategic_plan.pdf
https://www.wcb.ab.ca/assets/pdfs/public/Strategic_objectives.pdf
https://www.wcb.ab.ca/about-wcb/company-information/our-leadership.html
https://www.wcb.ab.ca/about-wcb/company-information/our-leadership.html
https://www.wcb.ab.ca/about-wcb/company-information/code-of-rights-and-conduct.html
https://www.wcb.ab.ca/about-wcb/company-information/code-of-rights-and-conduct.html
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Freedom of Information and 
Protection of Privacy Act 

Every employee is responsible for handling customer 
and employee personal information in accordance 
with the Freedom of Information and Protection of 
Privacy (FOIP) Act. 

Ethics 

Making decisions is a part of everyday life at WCB-
Alberta. Ethical decision making demonstrates our 
values in action and guide individual and corporate 
behaviour. If ever in a potentially unethical situation, 
employees should talk to their supervisor. If the 
ethical dilemma involves their supervisor, or the 
supervisor isn’t able to help resolve the issue, they can 
talk to a Human Resources representative. 

For more information refer to our statement of ethics. 

Contact
This handbook is a key tool for staff that explains 
WCB-Alberta benefits and guidelines. Our guidelines 
are the source of truth and take precedence. 

Technical support

Microsoft Outlook 

We use Outlook as our email and scheduling platform. 

Microsoft Teams

We use Teams for virtual meetings and presentations 
including, one on one, project and team meetings. 
We also use MS Teams for direct messaging and for 
distributing company-wide communications.

Employee pay and benefit support

Total Compensation

Total Compensation manages and takes care of our 
pay and benefits. The Total Compensation team is 
responsible for payroll, compensation, benefits, HR 
systems and service providers.

Workday

We use Workday to manage our personal information 
and initiate Human Resource requests. With Workday, 
you’re in the driver’s seat and can manage your 
HR information all in one place—any time, from 
anywhere. 

Contact 

Email: HRWorkday@wcb.ab.ca

Alberta Blue Cross

Benefit Provider

Alberta Blue Cross administers our benefit coverage 
for our extended health, vision, dental and spending 
account group plans.

Contact

Phone (toll free): 1 (800) 661-6995 
Online: ab.bluecross.ca 
App: Alberta Blue Cross – My Benefits

Dialogue

Benefit provider

WCB offers employees and their dependents access 
to virtual healthcare through Dialogue, our virtual 
healthcare provider. 

Contact

Online: app.dialogue.co 
App: Dialogue 
Email: support@dialogue.co

Pension services

Benefit Providers

All eligible employees are enrolled in an Alberta 
Pension Services (APS) defined pension plan. 
Depending on the position held eligible employees 
must participate in either the Public Service Pension 
Plan (PSPP) or the Management Employees Pension 
Plan (MEPP). 

Contact: PSPP

Phone (toll free): 1 (877) 453-1777 
Online: pspp.ca

Contact: MEPP

Phone (toll free): 1 (877) 889-6377 
Online: mepp.ca

For support, contact:  
HelpDesk @ ext. 4357 (HELP)

notes://domprod2.wcb.ab.ca/8725840800581E1C/69C52064977999B1872572DA0075C417/65AFE1DA9F366ACB87258574008073DE
http://ab.bluecross.ca
http://app.dialogue.co
mailto:%20support%40dialogue.co?subject=
http://pspp.ca
http://mepp.ca
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Employee and Family Assistance Program (EFAP)

Benefit Provider

Homewood Health administers our Employee 
and Family Assistance Program (EFAP), providing 
professional and confidential counseling and work-life 
solutions 24 hours a day, 7 days a week

Contact

Phone (toll free): 1 (800) 663-1142 
Online: homeweb.ca 
App: Homewood Health

Health and safety mandate

Our priority is your health and safety. Learn more about 
our commitment in our health and safety mandate. 

Employee information

Pay

WCB-Alberta pays employees on a monthly basis which 
occurs on the third last banking day of the month. 
Employees may elect a mid-month advance of up to 
25% of their gross monthly earnings, paid on the 14th of 
every month.

WCB-Alberta automatically deposits pay into 
employees’ bank accounts via electronic funds transfer. 

Taxable benefits

Canada Revenue Agency (CRA) regulations consider 
certain benefits paid to the employee—or on their 
behalf—taxable. These are identified on each 
employee’s monthly payroll statement and also 
reflected on their T4 statement at yearend. 

CRA calculates these benefits as income for 
employees’ taxes payable, along with Canada Pension 
Plan (CPP) contributions. Examples include:

	■ Group Life Insurance Premiums paid by WCB–
Alberta

	■ Accidental Death & Dismemberment (AD&D) 
Insurance Premiums paid by WCB–Alberta

	■ Parking benefits for employees who do 
not require their vehicles as a condition of 
employment

	■ Personal use of WCB–Alberta vehicles

	■ Deemed interest or cash rebate on computer 
purchase loans

	■ Claims paid against the taxable Wellness and 
Lifestyle Spending Account

	■ Certain payments to employees for courses or 
course-related materials

	■ Gift card received throughout the year

Required by law 

	■ Federal income tax

	■ Provincial income tax 

	■ Canada Pension Plan 
contributions (CPP) 

	■ Employment Insurance 
premiums (EI)

Condition of employment  
members only 

	■ Public Service Pension Plan 
(PSPP)

	■ Management Employees 
Pension Plan (MEPP)

	■ Health Sciences Association 
Dues (HSAA) 

Voluntary 

	■ Charitable donations 

	■ Social club membership dues 

	■ Social club ticket purchases 

	■ Computer loans 

	■ Optional Life Insurance 
premiums

	■ Pension buy backs

Payroll deductions

There are three categories of payroll deductions:

http://homeweb.ca
notes://DomProd2/872574FF005216BE/F337D4B010547ADD87256E2E0008F246/4586661295BA061F872574FF006F09D2
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Salary grades

The salary grade assigned to each position determines 
employees’ pay ranges. Each grade has a minimum and 
maximum dollar amount. WCB–Alberta reviews salary 
ranges annually to remain competitive in the market 
and keep in line with our Compensation, Rewards and 
Recognition Philosophy.

Jobs compensation

An internal Job Evaluation Committee (JEC) of HR and 
compensation professionals evaluates new jobs at 
WCB–Alberta. The committee also re-evaluates existing 
jobs with significant, permanent changes to the job’s 
purpose, scope or responsibilities. 

The JEC evaluates jobs based on the Korn Ferry Guide and 
assesses the know-how, problem solving and accountability 
of each job.

Benefits

WCB–Alberta offers a comprehensive and flexible 
benefit package to all permanent and long-term 
employees. The tailored packages cover both family and 
individual needs. WCB–Alberta covers the cost of the 
extended health and dental benefit plans.

Employee eligibility

All permanent and long-term employees are eligible for 
group benefit plans. Effective dates and coverage vary 
depending on employment status. 

Part-time employees must work a minimum average 
of 14 hours per week over a calendar year to maintain 
coverage.  Short-term (contracts under six months) and 
casual employees are not eligible for benefit coverage. 

Eligible dependents

Basic group benefit plans include dependents at no 
additional cost and their coverage begins on the same 
day as the employee’s. If an employee adds a dependent 
at a later date, their coverage begins on the first of 
the following month.  Employees must submit all new 
dependents within 31 days of becoming eligible for 
them to be applied onto the benefit plan.

Eligible dependents include:

	■ Partners by marriage or common-law. This 
includes both opposite and same sex relationships. 

	■ Unmarried, dependent children younger than 
21. This includes adopted, step, or foster children 
and wards.

	■ Unmarried, financially-dependent children 
older than 21. Dependency must be financially 
dependent due to physical or mental infirmity.

	■ Unmarried, enrolled children younger than 
26. Children must be enrolled full-time at an 
accredited educational institute.

Employees must submit a dependency declaration form 
to prove eligibility for children 21 or older. 

Making an Alberta Blue Cross claim

Direct payment: Many service providers direct 
bill Alberta Blue Cross at the time of purchase. The 
service provider or business can identify the available 
coverage and bill the employee for the difference. 

Submit for reimbursement: Other service providers 
will require the employee to pay the total in full and 
provide them with the receipt.  The employee submits 
the claim to Alberta Blue Cross through the app, 
online or submitting a Services Claim Form. 

Once submitted and approved, Alberta Blue Cross 
reimburses the employee the entitled amount via direct 
deposit or cheque.

Alberta Blue Cross reviews and approves claims based 
on the Health, Vision, Dental and Spending Account 
group plans and has the right to reject any claims that 
do not meet the plans criteria.

Criteria

Time limit on submitting claims 
Claims must be submitted within 12 months from 
the date the expense was incurred. 
All spending account claims must be made by the end 
of February of the following year.

Maximum benefit amount 
$25,000 per person each Benefit Year.

Benefit Year
A benefit year is July 1 - June 30.

Costs for health care services and products that 
exceed our coverage limits are eligible expenses 
under the non-taxable Health Spending Account. 

notes://DomProd2/8725840800581E1C/69C52064977999B1872572DA0075C417/3F389B8AF81B386E872585740079CB7C
notes://DomProd2/8725840800581E1C/69C52064977999B1872572DA0075C417/3F389B8AF81B386E872585740079CB7C
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Coordination and termination

Benefit coordination
If an employee’s partner also has coverage under 
any other health and dental plan, they may be 
able to coordinate with the employee’s plan to 
claim remaining eligible expenses not covered by 
their own plan. 

Dependents listed under both parents’ plans 
first submit claims through the parent with the 
earliest birthdate in the calendar year, then the 
remainder through the other parent’s plan. If both 
parents have the same birthdate regardless of the 
year the claim goes first to the plan of the parent 
whose first name falls earliest in the alphabet. If 
the parents are separated, claims for dependent 
children should first be submitted to the plan of 
the parent with custody. 

How to claim remaining eligible expenses 
through Alberta Blue Cross:

1. Employee’s partner claims their expenses 
with their own plan.

2. Claim the remaining expenses through 
Alberta Blue Cross. 

Allowable expenses 
Find out what you can claim, in your Alberta 
Blue Cross’s member profile under Your 
Benefits > Health Spending Account > Allowable 
Expenses. 

3. Once the claim is processed, Alberta Blue 
Cross sends an Explanation of Benefits (EOB). 

4. Employee attaches a copy of the EOB to 
a copy of the processed claim from their 
partner’s plan.

5. Return to Alberta Blue Cross using the 
address or methods offered on the form.

Extended health care and dental care 
coverage

Alberta Blue Cross administers our extended 
health care coverage plan. They determine 
allowable expenses and process claims. 

Unsure of an expense or have a question 
about a claim? Contact a member of the Total 
Compensation team, or Alberta Blue Cross 
directly.

If an employee receives any money from another 
source to cover the cost of a claim Alberta Blue Cross 
claim already covered, they must reimburse the 
lesser amount to WCB–Alberta. 

The plan covers the full costs of expenses 
up to the maximum eligible amount, unless 
otherwise indicated. Learn more about 
extended health care coverage criteria and 
allowable expenses in the tools and tips 
section. 

Benefit termination 

If an employee… They may access coverage until…

No longer works at WCB-Alberta The day their employment ends.

Is no longer eligible The date they cease to be eligible due to death, age 
limitation or status change.

Is not approved for Long Term Disability (LTD) The date they no longer qualify for LTD and do  
not return to work.

Is on an approved Leave of Absence (LOA) The day the LOA begun or sub plan ends.  
Applicable if the employee opted out of paying  
for the cost of benefits on leave.

Retires from WCB-Alberta End of the month in which the employee retires

https://www.ab.bluecross.ca/index.php
https://www.ab.bluecross.ca/index.php
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Drug coverage

Prescription drugs 90% for eligible drugs acquired prescribed by a health care provider.

Aerosol holding chamber Up to $40 every 24 months for children 10 years and under. 

Contraceptives $250 per participant in a 60 month period for drugs with a duration of action  
greater than 100 days.

Insulin 90% whether supplied with or without a health care provider prescription.

Medical cannabis 90% to a maximum of $2,000 per participant each benefit year on eligible 
products authorized by a health care provider and provided by a licensed producer.*

*A health care provider must complete a special authorization request form and submit  
to Alberta Blue Cross for approval prior to purchase. 

Paramedical benefits

Acupuncturist

Chiropractor

Clinical counsellor (in good standing with a national association)

Massage therapist (must have 2200 hours of formal education/competency 

equivalency)

Physiotherapist

Podiatrist/chiropodist

Psychologist

Speech language pathologist

Social worker (registered or master of social work)

Combined $7,000 per employee and 
each dependent.

Midwifery and naturopathy* $25 per visit to a maximum of 25 visits 
per benefit year.

*Alberta Blue Cross will reimburse the usual and customary fee for treatment after any applicable Alberta Health Care 
or other provincial funding has  been applied.

Hospital services

Auxiliary care $1,000 per benefit year per participant for allowable expenses incurred in an 
auxiliary hospital in Canada. 

Private room Semi-private or private rooms in an active treatment hospital located in Canada for 
the full stay. 

Outside of Alberta Allowable expenses incurred if a participant is admitted for non-emergency active 
treatment care in a public general active treatment hospital in Canada. 

Click to jump to the following category:

Drug coverage Paramedical benefits Hospital services  Vision

Health services Dental care Outside-province benefits
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Outpatient charges Allowable expenses for outpatient services in a general active treatment hospital 
both within and outside the province of Alberta. 

Health services

Accidental dental care $2,000 per accident for the usual charges for the repair, extraction and/or 
replacement of natural teeth damaged by a direct accidental external blow to the 
mouth. 

Dental work must be completed within 12 months of the injury. Costs exceeding this 
amount are eligible for coverage under the dental plan. 

Ambulance services Reasonable charges for transportation to or from a hospital—in the event of illness 
or injury—in an automobile regularly used for professional ambulance services. Air 
transportation is covered in the event normal ground transportation is not available 
or is in the best interest of the patient.

Excludes: response fees

Ancillary X-rays, radium, radioisotopes, oxygen and its administration, blood and blood 
plasma. 

Cervical collars and 
traction kits

Usual charge for cervical collars and traction kits prescribed by a health care 
provider. 

Diabetic equipment $5,000 per participant every five years for renting, purchasing or repairing insulin 
pumps, blood glucose monitors, test meters and transmitters. 

Diabetic supplies $5,000 per participant per benefit year for blood glucose test strips, syringes, 
lancets, lancing devices, pen needles and supplies associated with transmitters and 
pumps. 

Dressings and bandages Dressings, bandages and related supplies necessary for chronic medical condition 
treatment and on the written order of a physician, when not covered by a 
government sponsored program. 

Prior approval from Alberta Blue Cross required.

Foot orthotics 70% to a maximum $200 per participant per benefit year. 

Hairpieces and wigs A lifetime maximum of $300 per participant with written order of a physician and 
hair loss is due to radiation therapy or chemotherapy. 

Hearing aids $3,000 per participant every three years for purchase and repair. 

Home nursing care $15,000 per participant every three years on written order of physician. 

IV supplies $150 per participant per benefit year, on the written order of a physician when not 
covered by a government-sponsored program. 

Medical aids Medically necessary splints, trusses, crutches, casts, ileostomy, catheter and 
colostomy supplies, canes, bath lifts, bath/toilet rails and toilet seats. 



Miscellaneous medical 
equipment

A lifetime maximum of $300 each per participant for rental, purchase or repair of 
medically necessary phototherapy lights, physical rehabilitation equipment, blood 
pressure monitors, ultraviolet lights and nebulizers, written order of a physician. 

Orthopedic shoes $100 per dependent child up to 14 years of age each benefit year on the written 
order of a physician. 

Palliative care A lifetime maximum of $15,000 per participant. Employees and dependents can 
only receive care at their permanent place of residence.

The aide cannot be related to the participant by blood or marriage. 

Prosthetics Full, reasonable cost to of artificial limbs, eyes, ears, nose and larynx prostheses 
required to restore form and function, prescribed by a health care provider.

Includes: Prosthetic sheaths, under hose and gloves for artificial hands.

Prosthetic repair or replacement does not require a prescription.

Prosthesis - mastectomy/
implanted silicone

100% to a maximum of $200 every two years, on written order of physician. 

$50 for mastectomy brassieres, two per benefit year, used in conjunction with the 
prostheses.

Medical rentals/
purchases

Reasonable charges for rental or purchase of wheelchairs, hospital beds, and 
scooters on the written order of a physician. 

Sleep apnea monitors $2,500 every three years for the purchase or repair of a medically necessary sleep 
disorder monitor upon written order of a health care practitioner and based on an 
apnea hypopnea index (AHI) rating of 15 or over.

Sleep apnea supplies $500 every three years for the purchase of breathing monitor supplies (i.e., mask, 
headgear, filters, etc.)

Stump socks Six pairs per participant per benefit year. 

Surgical stockings Two pairs per participant per benefit year with a pressure gradient of over 30 
mmgh. 
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Vision

Vision aids $600 per participant every 24 months for any of the following prescribed by a 
licensed medical doctor, ophthalmologist, or optometrist:

	■ Eyeglass frames and lenses (purchase, repair or replacement)
	■ Contact and intraocular lenses
	■ Laser eye surgery
	■ Prescription Sunglasses

Excludes: Non-prescription sunglasses and industrial safety glasses. 

Eye exams Reasonable cost of an eye exam every 24 months.

Dependents under 14 years of age are eligible every 12 months if a prescription 
change requires new lenses. 

Dental Care

Eligible employees choose one of three dental programs, which include basic, extensive and orthodontic coverage 
options for reasonable fees.*

Employees may change their coverage option once every two years or within 31 days of a major life event (marriage, 
added dependent, loss of other coverage, etc.).

Dental coverage begins after three months of service (effective the first day of the fourth month). E.g., If you are hired 
on April 26, your dental coverage comes into effect on August 1.

     Options Basic Extensive Orthodontic

Section 2A 100% 100% No coverage

Section 2B 80% 80% 50%  
(lifetime max $1,500 per participant)

Section 2C 65% 65% 50%   
(lifetime max $3,000 per participant)

*If the dental service cost exceeds what Alberta Blue Cross and the current Alberta certified dental mechanics’ fee guide 
considers usual, the reimbursement may be less.

Pre-authorization

Alberta Blue Cross must pre-authorize some services. The pre-authorizations are valid for 120 days and based on a 
treatment plan provided by a dentist. This includes all services costing $800 or more, including:

	■ diagnostics 

	■ endodontics

	■ periodontics 

WCB-Alberta  Employee Handbook   9
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Basic Dental Services

Diagnostic examinations 	■ Oral examinations
	■ Complete examinations (once per lifetime per health care provider)
	■ Consultations and emergency examinations
	■ Complete series of x-rays or panoramic x-ray once every 24 months (unless 

Alberta Blue Cross grants further approval)
	■ Bite-wing x-rays (once every six months) 

Preventive services 	■ Polishing (once every six months) 
	■ Topical fluoride treatment (once every six months) 
	■ Space maintainers (if used to maintain and not regain space)
	■ Pit and fissure sealants 

Anesthesia and IV 
sedation 

Medically necessary sedation in the course of dental treatment, including facility 
fees related to administration. 

Oral surgery Procedures for extraction and other oral surgery including pre- and post-operative 
care. 

Restorative Amalgam, synthetic porcelain and plastic restorations (fillings) for the treatment of 
carious lesions. 

Stainless steel crowns only covered if a filling cannot restore a tooth. 

Endodontics Diagnostic and treatment procedures for pulpal therapy and root canal therapy. 

Endodontics require pre-authorization.

Periodontics Diagnostic and treatment procedures for treatment of tissues supporting the teeth 

	■ Scaling
	■ Root planning
	■ Treatment of abscesses
	■ Removal of calculus and tartar
	■ Reshaping tissue
	■ Desensitization to relieve pain

Periodontics require pre-authorization.

Denture relines Once every 24 months to reline and rebase full and partial dentures covered.

Denture repairs Existing denture repair and adjustment where a further impression is not required. 

Dentures Full or partial permanent dentures. Once every five years for replacement dentures 
unless existing appliance is unsatisfactory due to extensive loss of remaining teeth 
or changes in supporting tissues. Payment limited to the cost of standard cast 
chrome or acrylic partial dentures or cost of standard complete denture.

Occlusal equilibration 
and occlusal adjustment

Four units per participant each benefit year.

Consultation fee  If a dentist refers an employee to another dentist (resulting in a second consultation 
fee), but the first dentist continues to treat that employee for the same issue, the 
second consultation fee is not covered.
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Exclusions

	■ Services in respect to congenital, developmental malformations, cosmetic surgery including, but not limited to 

• cleft palate

• maxillary and mandibular malformations

• enamel hypoplasia

• fluorosis 

• anodontia

	■ Experimental procedures

	■ Procedures, appliances or restorations to increase vertical dimension and/or maintain or restore occlusion

	■ Replacement of lost or stolen prosthetic devices

	■ Spare or duplicate prosthetic devices or appliances

Extensive dental services

Prosthodontic appliances 
ONE SERVICE PER TOOTH

Once in any five year period:

	■ Fixed bridges

	■ Posts and cores

	■ Pre-fab, veneers and jackets

Once in any five year period (if the tooth cannot be adequately resorted to form 
and function with a filling).

	■ Crowns

	■ Inlays and onlays

Bruxism treatment

	■ One temporomandibular joint (TMJ) per participant in an 18-month period.

	■ One TMJ appliance relines per appliance in any 18-month period. 

Diagnostic services require pre-authorization.

Exclusions

	■ Replacement of lost or stolen prosthetic devices

	■ Spare or duplicate prosthetic devices or appliances

	■ Dental care for purposes of improving appearance when form of teeth are satisfactory and no pathological 
condition exists

Orthodontic Services 

Examination (diagnostic 
procedures) 

	■ Oral examinations

	■ Diagnostic models

	■ Complete series of x-rays or panoramic film

	■ Consultation and case presentation

Orthodontic appliances Construction and insertion of an active appliance for tooth guidance or 
uncomplicated tooth movement. 

Includes removable and fixed appliances. 
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Observation and 
adjustments

An active appliance for tooth guidance or uncomplicated tooth movement. 
Including:

	■ Construction and insertion

	■ Removable and fixed appliances

	■ Related, ongoing observation and adjustments

Habit-breaking 
appliances

Appliances used to control and prevent habits such as thumb sucking and pushing 
the tongue against the teeth. 

Comprehensive 
orthodontic treatment

Teeth or jaw abnormal arrangement treatment, including: 

	■ Diagnostic procedures

	■ Formal full banding

	■ Observations and adjustments 

Exclusions

	■ Replacement of lost or stolen orthodontic devices or appliances

	■ Experimental procedures

	■ Retirees are not eligible for orthodontic coverage

Outside province benefits

Covers emergency medical expenses incurred as a result of an accident or unexpected illness for eligible employees 
and their dependents. 

Reimbursement or coverage amounts for expenses are included after payments have been made by the Alberta 
Provincial Health plan. 

Travel assistance service

A 24 hour telephone service, accessible worldwide, in  
the event of a medical emergency. The emergency access  
numbers are on an employee’s Alberta Blue Cross card, 
 app and online profile. Services include:

	■ confirming coverage

	■ coordinating payment with an appropriate medical  
provider

	■ finding approved and necessary services 

Employees may be required to pay 
an admitting fee, prior to receiving 
treatment and before their coverage can 
be confirmed. The fee may be reimbursed 
through a claim submission to Alberta Blue 
Cross upon return to Alberta.
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Outside province emergency health plan

Emergency medical expenses 100% up to a maximum of $5,000,000 (CAD) per participant per 
incident. Available for trips up to 180 days. 

Accidental dental care $2,000 per participant per accident for repair, extraction and/or 
replacement of natural or permanently attached artificial teeth. 

An accident report required from the attending health care provider. 

Dental pain relief $300 per participant per trip. 

Treatment does not include root canals and must be provided at a location at 
least 200 km outside participant’s provincial border. 

Hospital/emergency outpatient Expenses incurred in a general public active treatment hospital. 

Physician or surgeon fees The difference in total charges once total payment is made by the 
provincial health plan. 

Nursing care Registered nurse services, on written order of a physician. 

Nurse registration must be in the jurisdiction in which the service is provided. 
The nurse providing the service may not be a relative of the patient.  

Diagnostic services Diagnostic care, on written order of a physician and approved by the travel 
assistance service medical advisor for lab services and x-rays.  

Drugs Prescription drugs, serums and injectable drugs prescribed by a health 
care provider and supplied by a licensed pharmacist.

Paramedical $300 per paramedical practitioner per trip for:

	■ Chiropractic

	■ Physiotherapy

	■ Podiatrist/chiropodist 

Any cost leftover after the available provincial coverage may be claimed 
through this benefit. 

Meals and accommodation $250 per day per participant to a maximum of $2,500 per incident for 
unavoidable additional expenses when remaining with a sick or injured 
travelling companion. 

Incidental expenses $50 per day to a maximum of $500 per participant per hospital stay.

Ambulance service Expenses associated with travel to or from the nearest qualified medical 
facility able to provide medical care. 

Air ambulance services Usual charges in jurisdiction in which services are provided if ground 
transportation is unavailable or in the best medical interest of the patient. 

Medical evacuation Medical evacuation by air ambulance to hospital in province of 
residence, subject to the discretion of Alberta Blue Cross.
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Repatriation Economy airfare to province of residence, on written order of physician. 
Includes:

	■ One seat for injured party (two if return by stretcher)

	■ One seat for a dependent family member traveling with the patient at the 
time of illness or injury.

Vehicle services $1,000 per incident to return the injured participant’s vehicle.

Covers costs incurred for the participant or eligible travel companion to 
retrieve the vehicle or return a rental vehicle used at the time of the incident. 
This includes meals and accommodations. 

Transportation of dependent 
children

One-way economy airfare, per dependent child, to province of residence 
if the patient has been admitted to a hospital longer than 48 hours. 

Transportation of family 
member or friend 

One round-trip economy airfare for a family member or friend if the 
patient is confined to hospital longer than three days, on written verification 
of the attending licensed physician that the situation is serious enough to 
require the visit. 

Return of personal items $500 per participant per incident to return luggage or personal items. 

Return of pet(s) $500 per incident to return injured participant’s pet(s). 

Return of deceased $7,000 to prepare and transport to province of residence

Excludes: The cost of the coffin. 

Cremation or Burial $2,500 for cremation or burial at place of death.

Coverage becomes effective:

	■ Crossing the provincial border;

	■ When the airplane takes off or

	■ The participant’s outside province travel benefits become effective.

Coverage terminates:

	■ At the provincial boarder on the return trip home;

	■ When the airplane lands; 

	■ At 12 a.m. of the 180th day outside the province of Alberta or

	■ At 12 a.m. on the participant’s termination date. 

Limitations and exclusions

	■ Only eligible for expenses incurred when this coverage and contract are in force.

	■ If travel assistance services is not contacted within 24 hours of admission, Blue Cross may not accept liability for 
hospitalization and related services, and payment may be denied or delayed.

	■ Blue Cross, in consultation with the attending health care provider or travel assistance medical service advisor, 
reserves the right to transfer the participant to another hospital or return the participant to their province of 
residence. If a participant is medically able to return to their province of residence and refuses to comply with the 
transfer request, Blue Cross will be absolved of any further liability, whether related to the initial incident or not.
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	■ Blue Cross will not pay for services if travel is booked or commenced contrary to medical advice or if medical 
attention is anticipated during the travel period. Blue Cross shall have the right to obtain medical information from 
the participant’s physician(s) and may request an assessment by an independent physician(s) or specialist(s).

	■ Only available to participants covered by a Canadian provincial government health program.

	■ Blue Cross will not pay for services if expenses are incurred when the participant could have been returned to the 
province of residence without endangering their life or health, even if the treatment available in their province of 
residence could be of lesser quality or if the participant must go on a waiting list for that treatment.

	■ Blue Cross will not cover emergency medical care expenses incurred in a country, region, or city, when a written 
formal notice was issued by the Department of Foreign Affairs, International Trade and Development (DFAIT) of 
the Canadian government, or its equivalent, prior to the departure date advising Canadians to avoid non-essential 
travel or avoid all travel to that country, region or city unless the incident is unrelated to the posted warning.

	■ Blue Cross may request proof of departure upon receipt of claim. Claims must be supported by receipts from 
commercial organizations.

	■ Blue Cross shall not pay for any benefit relating to pregnancy, or childbirth complications, including treatment 
for the newborn, if the medical emergency occurs after the 32nd week of gestation or is a result of the deliberate 
inducement of miscarriage.

Blue Cross will not pay for expenses incurred due to:

	■ seeking medical advice, surgery, a second opinion or treatment—intentionally or incidentally—even if the trip is on 
the medical recommendation of a health care provider;

	■ abuse of medication, toxic substances, alcohol or the use of non-prescription drugs; 

	■ driving a motorized vehicle while impaired by drugs, toxic substances or an alcohol level of more than 80 
milligrams in 100 milliliters of blood; 

	■ commission of or attempt to commit, directly or indirectly, a criminal act under legislation in the area of 
commission of the offense; 

	■ participation in an insurrection, war or act of war (declared or not), the hostile action of the armed forces of any 
country, service in the armed forces, hijacking, terrorism, participation in any riot or public confrontation, civil 
commotion, or any other act of aggression; 

	■ general health examinations for ‘check-up’ purposes; 

	■ rehabilitation or ongoing care in connection with drugs, alcohol or any other substance abuse; 

	■ in the nature of a rest cure or travel for health; 

	■ for cosmetic purposes; 

	■ experimental or unconventional procedures; 

	■ elective services; or

	■ ongoing maintenance of an existing condition.

	■ Blue Cross will not pay for interest charges on any service or supply.

	■ All allowable expenses listed in the outside province benefit section shall be payable upon submission of 
certification by the attending health care provider, stating that services included in the allowable expenses have 
been required for emergency treatment.

	■ Neither Blue Cross nor the travel assistance service shall be responsible for the availability, quality or results of any 
medical treatment or transportation or failure to obtain medical treatment.



Health and wellness spending accounts

Annually, all permanent and long term employees can 
allocate $3,000 into a non-taxable Health Spending 
Account, taxable Wellness and Lifestyle Spending 
Account or split between both accounts. You must be an 
employee on December 31 of the previous year and be 
eligible for extended health care benefits as of January 1, 
of the following year.

Schedule

Spending accounts are effective January 1 for employees 
employed on December 31 of the previous year.  
Employees cannot carry over residual funds into the 
following year. Employees can only claim expenses 
purchased within the calendar year and claim expenses 
before March of the following year.

Allocation

Each November employees must allocate how much 
money will be distributed into each spending account. 
Human Resources will notify eligible employees when 
enrollment is open in Workday, where they can select 
their allocation from a list of pre-determined amounts. 
The amounts increase by $250. If an employee does not 
do so, the full amount is automatically placed in the non-
taxable Health Spending Account.

Non-taxable Health Spending Account (HSA)

This spending account covers expenses exceeding 
our extended health benefits coverage, according to 
Canada Revenue Agency’s (CRA) definition of a non-
taxable benefit including, but not limited to:

	■ Drugs

	■ Paramedical

	■ Dental and orthodontic 

The CRA spending account rules:

1. The plan must meet the definition of a Private 
Health Services plan.

2. Employees must make their choice prior to the 
beginning of the plan year.

3. Employees' choice must be irrevocable and no 
changes to enrollment can be made after the 
processing date.

Taxable Wellness and Lifestyle Spending Account

This spending account covers every-day expenses that 
support the wellbeing of an employee and their family. 

Alberta Blue Cross provides the WCB Total Compensation 
team the cost of approved claims each month. The 
associated taxes are applied on each employee’s payslip 
for the following pay run. Tax impacts of an Alberta 
Blue Cross claim of over $1,000 will be applied across a 
maximum of three pay periods, rather than a lump sum on 
a single payment. 

    Click to jump to the following category:

This spending account does not cover products or services 
that are deemed non-taxable expenses per Canada Revenue 
Agency, nor services provided by a relative or purchased via 
private seller.

Dental support

Commuting to work

Family care

Financial contributions

Financial and legal advice

Fitness apparel

Fitness and sport activity

Fitness and sport 

equipment

Health support

Maintenance assistance

Recreational activities

Personal insurance

Personal interest courses

Pet care

Professional development

Professional development 

travel

Safety and security

Work from home

Learn more about extended health care coverage 
criteria and allowable expenses in the tools and 
tips section. 
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Eligible Expenses

Dental support Includes

	■ Manual and electric toothbrushes

	■ Floss

	■ Toothpaste

	■ Whitening or bleaching kits

	■ Denture cleaners and adhesive

	■ Water flossers

	■ Mouthwash

Commuting to work Includes

	■ Transit passes

	■ Parking fees

Excludes

	■ Vehicle related expenses (e.g. gasoline, insurance, registration, mechanical or 
bodywork, windshield repair, tires, etc.) 

Family care Includes

	■ Daycare

	■ Nannies

	■ Day camps and programs

	■ Caregiver support programs

	■ Elder care and counseling

	■ Guide dogs

	■ Home care

	■ Support aids installation

	■ Lifts

	■ Long-term care facilities

	■ Medical supplies

	■ Nursing care and nursing homes

	■ Respite care

	■ Required travel expenses 

	■ Tutoring fees

Excludes:

	■ Lesson or activities not related to childcare (e.g. swimming lessons)

Financial contributions Includes

	■ RESP, RRSP and TFSA contributions

	■ Pension buy-back

Excludes:

	■  Service fees and bank charges
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Financial and legal advice Includes

	■ Accounting fees

	■ Financial advisor fees

	■ Tax preparation

	■ Legal fees 

Fitness apparel Includes

	■ Dance and yoga wear

	■ Swim suits

	■ Aerobics and athletic clothing

	■ Sports bras

	■ Ski jackets, pants, underwear

Excludes:

	■  Dance costumes

Fitness and sport activity Includes

	■ Classes and lessons in recognized activities

	■ Exercise videos, app subscriptions and books 

	■ Fitness classes (including trainer, membership and facility fees)

	■ Sport, league and event registration fees 

Excludes:

	■ Fees for clubs where fitness is not the only aspect

	■ Entertainment or spectator activities

	■ Travel-related costs

Fitness and sport 
equipment

Includes

	■ Golf clubs, carts, balls, shoes

	■ Dance, walking, hiking, and running shoes (including arch supports)

	■ At-home exercise equipment* (including warranties, repairs and modifications)

	■ Ski equipment (e.g. skis, gloves, goggles, boots and insoles)

	■ Sport equipment (e.g. soccer balls, skates, saddles, etc.)

	■ Jogging strollers

	■ Wetsuits

	■ Heart rate monitors

	■ Human powered boats

	■ Gym key fobs

	■ Water bottles

	■ Non-prescription sunglasses

*At-home exercise equipment includes: rowing machines, ski machines, treadmills, stair 
climbers, trampolines, weights, fitness balls, elliptical machines, weight lifting gloves, 
stationary and regular bicycles, bike locks, electric bikes, etc.
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Health support Includes

	■ Smoking cessation programs

	■ Wellness centres

	■ Nutritional counseling

	■ Natural health products (e.g. vitamins, minerals)

	■ Stress management programs

	■ Weight management programs (including books, planners)

	■ Humidifiers (excluding installation charges)

	■ Pre-natal classes

	■ Alternative healing treatments (e.g. hydrotherapy, Reiki)

	■ Sauna visits

	■ Cosmetic procedures* (e.g. Botox, teeth whitening)

*Cosmetic procedures include surgical and non-surgical procedures performed by a 
licensed health care provider to enhance appearance 

Excludes

	■ Spa or salon services

	■ Over-the-counter medications and products

	■ Food

	■ Tanning

	■ Massage chairs

	■ Hot tubs

	■ Chiropractor requested mattresses

	■ Saunas

Maintenance assistance Includes

	■ Manual push lawnmowers

	■ Composters

	■ Energy saving light bulbs

	■ Energy saving large appliances with the EnerGuide Label (e.g. washing 
machines, dishwashers, refrigerators, furnaces)

	■ Landfill expenses

	■ Rain barrels

	■ Snow removal services

	■ House cleaning services

	■ Lawn care maintenance fees

	■ Landscaping services

	■ Low flush toilets

Excludes:

	■ Small appliances

	■ Landscaping products (e.g. flowers, building materials, rock, etc.) 



WCB-Alberta  Employee Handbook   20

Recreational activities Includes

	■ Boating fees

	■ Camping fees and equipment

	■ Fishing licenses and equipment

	■ Hunting licenses 

	■ Park passes 

	■ Recreational activity rental fees

	■ RV trail fees

	■ Sailboats and sailboat parts

	■ Science centre passes

	■ Snowmobile trail fees

	■ Zoo passes

Excludes:

	■ Cabin rentals

	■  Vacation travel

	■ Cruises 

	■ All-inclusive resorts 

	■ Entertainment activities (e.g. concert tickets, dinner theatre, movie passes, 
festivals, etc.)

	■ Firearms and ammunition

	■ Spectator activities (e.g. tickets to sporting events, Castrol Raceway, etc.) 

Personal insurance Includes

	■ Critical illness insurance

	■ Individual life insurance

	■ Long term disability (LTD) premiums

Excludes:

	■  Home and auto insurance

Personal interest courses Includes

	■ Art, pottery, photography and dance classes (including supplies)

	■ Language and music classes

	■ Gardening and cooking classes 

	■ Sailing, scuba and rock climbing lessons

	■ Rock climbing lessons

	■ Financial-planning courses

	■ Inspirational speakers
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Pet care Includes

	■ Pet daycare and obedience training

	■ Kennel/boarding fees

	■ Pet insurance and license

	■ Veterinary expenses

	■ Vaccinations, spay and neutering

	■ Prescribed medications

	■ Microchip/tattoo

	■ Pet funeral expenses

	■ Chiropractic, homeopathic and massage services (when prescribed by a vet)

	■ Doggles (when prescribed by a vet)

Excludes:

	■ Cost of purchasing a pet

	■ Grooming costs

	■ Pet accessories (e.g. toys, clothing, collars, leashes, muzzles, cages, fish tanks, 
hamster wheels/tunnels, dog runs, beds, etc.)

	■ Pet food and supplies 

Professional 
development

Includes

	■ Courses, conferences and seminars

	■ Liability insurance

	■ Professional membership fees

	■ Software and books 

Excludes:

	■ Reimbursement for time off

	■ Related travel

Professional 
development travel

Includes

	■ Transportation to course or seminar

	■ Parking

	■ Hotel accommodations

	■ Meals

Excludes:

	■ Unrelated travel expenses
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Safety and security Includes

	■ Home security systems, security cameras or lights (includes equipment, 
installation and monthly monitoring fees)

	■ Smoke detectors

	■ CO2 detectors

	■ Hand rails or other safety-related home items without prescription

	■ Snow and all-weather tires 

	■ Fire extinguishers 

	■ Fireproof safes for documents

	■ Locksmith services

	■ Bathroom aids without prescription

	■ Walking aids without prescription (includes crampons for city walking)

	■ First aid and vehicle emergency kits

	■ Flash lights, including head-mounted lights

	■ Home owner’s insurance

	■ Eye, face, ear and body protection equipment and clothing

	■ Vehicle insurance

Excludes:

	■ Fire arms and ammunition

	■ Trail cameras

	■ Tire rims

Work from home Includes

	■ Desks, office chairs, shredders, file storage 

	■ Ergonomic equipment (including standing desks, lumbar support, foot or wrist 
supports, laptop stands)

	■ Headphones and webcams

	■ Internet services

 

Dialogue  

Benefit provider

WCB offers employees and their dependents access to virtual  
healthcare through Dialogue, our virtual healthcare provider.  
Services include:

	■ live chats with nurses

	■ video consultations with doctors and mental health professionals

	■ prescription renewal and free medication delivery

	■ specialist referrals when medically indicated

	■ assistance in navigating the healthcare system 

	■ medical team follow-ups

These services are available 24/7, 365 days a year. 

To use their services, employees must either download the  
Dialogue app or sign up online.  

This service is not meant to replace 
existing medical practitioner visits. 
Dialogue is an option for employees and 
dependents when they cannot access 
their regular doctor or medical service 
provider. 
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Pension plans

All eligible employees are enrolled in an Alberta Pension Services (APS) defined pension plan. 

Depending on the position held eligible employees must  
participate in either the Public Service Pension Plan (PSPP)  
or the Management Employees Pension Plan (MEPP).

Through the employee’s PSPP or MEPP pension profile, they can:

	■ Calculate expected pension income 

	■ Access annual statements

	■ View and update pension beneficiaries

	■ View pension history

Alberta Pension Services (APS)

APS administers all pension services conducted through WCB–Alberta and all pension access and information post 
contribution is only available through APS. All pension plan polices are determined by APS and complied by WCB–
Alberta.

Maximum pensionable service

The maximum pensionable service is 35 years under both PSPP and MEPP, at which point employees stop 
contributing to a pension plan but participation continues. 

Increased pension benefit

Employees can add to their pension and increase the length of pensionable service by:

	■ Transferring service from a previous employer if a transfer agreement exists

	■ Using buyback options from a previous pensionable service in which contributions were not made

	■ Contributing to their plan while on unpaid leave

The amount of pension received upon retirement depends on earnings. If an employee receives a pay increase 
after 35 years that increase is included in the pension calculation regardless of whether or not they have 
contributed to a pension plan under the increased rate. 
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Defined pension plan 
Provides a predictable income upon 
retirement based on the employee’s 
salary and length of service. 
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Public Service Pension Plan (PSPP)

2 years of pensionable service required to qualify to receive PSPP pension upon retirement with the exception of 
employees 65 or older.

Employment Eligibility

Non-management permanent and long-term 
Contracts over one year

Required to enroll into the PSPP

Part-time Must work a minimum average of 14 hours/week over a 
calendar year to maintain eligibility

Long-term 
Contracts one year or less

not eligible

Short-term 
Contracts 6 months or less

not eligible

Casual not eligible

Contribution Rates

Alberta Pensions Services (APS) dictates member and employer contribution rates based on income. Contributions are 
taxable deducted directly from monthly pay. WCB–Alberta matches the employee contributions.

The federal government sets the Yearly Maximum Pensionable Earnings (YMPE) that PSPP uses in their contribution 
calculator. 

The current contribution rates (effective January 1, 2021):

Earnings Contribution Rate

Up to YMPE ($64,900) 9.6%

Over YMPE 13.7%

Management Employees Pension Plan (MEPP)

Five years of pensionable service is required to qualify to receive MEPP pension upon retirement with the exception of 
employees 65 or older. Employees with previous pensionable service through the PSPP plan without a break in service 
are eligible for Combined Pensionable Service (CPS). CPS determines pension income from both PSPP and MEPP 
pensionable service and earnings.

Eligibility
Permanent full-time employees who are designated to a managerial position.

I.e. An employee who makes $6,000/mo.  
pays the following into pension:

9.6% of $5,408.33 (up to YMPE) = $519.20               
+ 13.7% of $591.67 (over YMPE) = $81.06 

Total contribution = $600.26
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Contribution rates
APS dictates member and employer contribution rates based on income. Contributions are taxable deducted directly 
from monthly pay.

The current contribution rates (effective January 1, 2022):

Employee Contribution Rate Employer Contribution Rate 2021 Salary Cap

12.80% 13.20% $171,000

Group life insurance benefits

Life insurance is active on an employee’s first day of work or status change.  

Taxes
Group life benefits are taxable. Canada Revenue Agency (CRA) recognizes premium payments as earnings and taxable. 
Dependent life taxes only applicable for eligible employees with listed dependents.

Basic life insurance
Insurer: Canada Life

Canada Life provides additional financial support for an employee’s beneficiaries in the event of the employee’s death. 

Coverage is based on employee status and annual salary (rounded up to the nearest $1,000). Any pay increases 
received automatically increases coverage amounts.  

Employment Status Coverage

Permanent full-time 2 times annual salary rounded up to the next $1,000

Permanent part-time 1 times annual salary rounded up to the next $1,000

Long-term full-time 1 times annual salary rounded up to the next $1,000; 2 
 times annual salary after 1 year

Long-time part-time 0.5 times annual salary rounded up to the next $1,000;  1 
times annual salary after 1 year

Casual / short-term Not eligible

Dependent life insurance
Insurer: Canada Life

Canada Life pays the insurance entitlement to the employee in the event of the death of any dependent.  

Applicable insurance agencies

Canada Life - Basic, dependent and optional 
life insurance 

RBC Insurance - Accidental death and 
dismemberment (AD&D)

Beneficiaries
Employees must name beneficiaries for life insurance 
coverage.  They can change beneficiaries at any 
time by completing and submitting a designation of 
beneficiaries form. Upon an employee’s death, Human 
Resources contacts their beneficiaries to explain claim 
requirements. 

The applicable insurance agency issues payments to 
entitled beneficiaries.

notes://DomProd2/8725840800581E1C/835DE9C398220AE2872572DA0075FCF0/E2852F29AA462A118725842000545E30
notes://DomProd2/8725840800581E1C/835DE9C398220AE2872572DA0075FCF0/E2852F29AA462A118725842000545E30
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Dependent eligibility based on employment status.

Employment Status Coverage

Permanent full-time $20,000 for partner; $10,000 per child dependent

Permanent part-time $20,000 for partner; $10,000 per child dependent

Long-term full-time Eligible after 1 year; $20,000 for partner; $10,000 per 
child dependent

Long-time part-time Eligible after 1 year; $20,000 for partner; $10,000 per 
child dependent

Casual / short-term Not eligible

Optional life insurance
Insurer: Canada Life

Employees may add coverage in $25,000 units to a maximum of $500,000 (20 units).  Employees are responsible for 
100% of the cost.

Evidence of insurability forms are required.

Premium calculations

Actual premium cost is calculated by multiplying the rate (based on age, gender and smoking status) by number of 
units. All rates are provided determined by Canada Life as listed below.

I.e.  A 45 year old female smoker with $100,000 of insurance pays $26 per month ($6.50 x 4 units = $26.00)

Age Female non-smoker Female smoker Male non-smoker Male smoker

0 - 34 $1.00 $1.50 $1.25 $2.25

35 - 39 $1.25 $2.50 $1.50 $3.00

40 - 44 $1.75 $3.50 $2.25 $5.00

45 - 49 $3.75 $6.50 $4.50 $9.25

50 - 54 $6.50 $10.75 $8.00 $16.25

55 - 59 $10.50 $16.25 $14.75 $27.50

60 - 64 $13.25 $19.50 $21.50 $37.75

65 - 69 $17.00 $24.00 $26.25 $56.25

Accidental death and dismemberment (AD&D) 
Insurer: RBC Insurance

Covers employees for accidental injury resulting in death, dismemberment, paralysis, loss of use, sight, speech or 
hearing.  Effective 24 hours a day and applicable anywhere in the world. 

Employment status Coverage (principle sum)

Permanent full-time 1 times annual salary rounded up to the next $1,000

Permanent part-time .5 times annual salary rounded up to the next $1,000

Long-term full-time Eligible after 1 year; 1 times annual salary rounded up to 
the next $1,000

Long-time part-time Eligible after 1 year; .5 times annual salary rounded up to 
the next $1,000

Casual / short-term Not eligible
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AD&D coverage
RBC Insurance covers the following injuries within 365 
days after the date of the accident:

	■ Complete and irrecoverable loss of hearing

	■ Complete and irrecoverable loss of speech and the 
ability to utter intelligible sounds

	■ The result of an accident occurring within the 
entitlement period*

	■ Bodily injuries that show loss of use for a continuous 
365 days and are still permanent and totally 
irrecoverable at the end of that period

RBC Insurance pays according to a 
predetermined percentage (a.k.a. schedule of 
losses) based on severity and injury type. 

For each accident, RBC Insurance covers 100% of the coverage. If the accident results in quadriplegia, paraplegia or 
hemiplegia RBC Insurance covers 200% of the principle sum up to $1,500,000. 

If the same limb has multiple injuries resulting from the same accident, the employee only receives the largest 
applicable amount based on RBC Insurance’s schedule of losses.

If employee passes away within 90 days of the accident, RBC Insurance covers 200% of the principle sum.

Surgical reattachment 50% of the specific, accidental loss benefit that would have been payable if 
the limb, appendage or part under either of the schedule of loss if the surgical 
reattachment had not been performed. Includes both full and partial severance.

Covered at 100% if the reattached limb suffers permanent loss of use or fails and must be 
amputated within 365 days after reattachment.

If an accident results in multiple injuries all of which are listed in the schedule of loss 
the combined payout cannot exceed the total principle sum.

Rehabilitation Up to $10,000 for special rehabilitation program costs to qualify employee for a 
new occupation, if necessary due the specific loss.

All expenses must be incurred within two years from the date of the accident.

Excludes: Room, board or other ordinary living, travelling or clothing expenses. 

Seat belt Increases specific loss benefit by 10% if accidental injury sustained while in a 
vehicle and wearing a properly fastened seat belt.

At the time of the accident, the driver of the vehicle must:

	■ Hold a current and valid driver’s license 

	■ Not be under the influence of drugs (unless taken as prescribed by a physician)

Due proof of seat belt use must be provided as part of the written proof of loss. 
Includes infant and child restraint systems and stretcher restraint belts used in the 
transportation by ambulance.

Vehicle: Any passenger automobile, ambulance or police operated motorized vehicle.

Family transportation 
and accommodation 

Up to $1,000 for hotel accommodation expenses incurred by an immediate 
family member* when accident confines the injured to a hospital at least 150 
kms from their residence. Includes direct route transportation costs (private 
transportation limited to $0.20/km travelled).

Excludes: Room, board or other ordinary living, travelling or clothing expenses. 

*Cannot be a result of a previous sickness or other cause 
in loss that is covered under this program.
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Home alteration and 
vehicle modification 

Up to $10,000 for cost of principal residence and vehicle alterations in the event 
of loss of both feet/legs (or use of), quadriplegia, paraplegia, or hemiplegia and 
requires a wheelchair. Expenses must be incurred within three years from the date of 
the accident. 

Limited to one motor vehicle with licensed authority approved modifications to make 
them wheelchair accessible. 

Education Up to 5% to a maximum of $5,000 of the principal sum for each dependent child 
enrolled full time in a higher-learning institution or will do so within 365 days after an 
employee’s death. Includes any university, college, or trade school.

Payable for a maximum of four consecutive annual payments providing proof of 
enrollment given to RBC Insurance. 

Designated benefit receives $1,500 if no dependent children meet these 
requirements at the time of loss.

Excludes: Room, board or other ordinary living, travelling or clothing expenses. 

Daycare Up to 5% to a maximum of $5,000 of the principal sum for each dependent child 
under 13 years of age enrolled in a licensed daycare or who will do so within 365 days 
after employee’s death. Includes children born within the following nine months. 

Hospitals, the child’s home, care provided during normal school hours grades 1-12, 
and free day-care facilities do not apply.

Payable for a maximum of four consecutive annual payments providing proof of 
enrollment given to RBC Insurance. 

Paid to the surviving partner if they have custody and the child doesn’t meet these 
requirements. Paid to the child’s guardian if there is no surviving partner or the 
partner does not have custody.

Designated benefit receives $1,500 if no dependent children meet these 
requirements at the time of loss.

Excludes: Expenses incurred prior to the death, room, board or other ordinary living, 
travelling or clothing expenses, are not covered. 

Partner occupational 
training

Up to $10,000 for a formal training program to qualify employee’s partner for a 
new occupation, if necessary due the specific loss incurred within three years from 
the date of death.

Excludes: Room, board or other ordinary living, travelling or clothing expenses are not 
covered. 

Identification Up to $5,000 for hotel accommodation expenses incurred by an immediate 
family member* when loss of life occurs more than 150 kms from the deceased 
place of residence and the police or a similar governmental authority require them to 
identify the body. 

Includes direct transportation to and from the body’s location and up to three days 
hotel accommodation. Transportation must occur in a vehicle operated under a 
license for the purpose of carrying fare paying passengers.

Claims cannot be made until the body has been identified.

Excludes: Board and other ordinary living, travelling or clothing expenses.

*An immediate family member is a partner, son, daughter, parent, sibling, 
grandparent or in-law over the age of 18.
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Repatriation Up to $2,000 for transportation of the deceased’s body to the place of burial, 
including transportation preparation charges, if the death occurs in Canada, at least 
200 kms from the employee’s residence.

Up to $10,000 if outside Canada. 

Aircraft Injury or loss of life while flying as a passenger in an aircraft, including military aircraft 
and boarding or alighting from or being struck by any aircraft. 

Aircraft must hold a current and valid airworthiness certificate and flown by a licensed 
pilot. The flight's principal purpose must be transporting passengers or passengers 
and cargo for hire. 

Excludes: 

	■ limited restricted or experimental classification airworthiness certificates

	■ tactical or test flights

	■ Aircraft owned, operated, chartered or leased by or on behalf of WCB–Alberta

Exposure Unavoidable exposure to the elements covered as any other loss if sustained as the 
result of a covered accident. 

Disappearance If a body is not found within one year after disappearance, sinking or wrecking, the 
person in question loss of life is presumed.

Exclusions and limitations

	■ intentionally self-inflicted injury or suicide while  
sane

	■ self-inflicted injury or suicide while insane

	■ injury caused by any act of declared or undeclared  
war

	■ active full-time service in the armed forces of any  
country

	■ injury received in any aircraft except as specifically  
provided under the section coverage: Aircraft 

	■ Only one person qualifies as a partner*

Coverage continuation

Unpaid leave: Employees can continue to receive group life insurance coverage but are responsible for paying the full 
premium amounts during their time away (maternity, parental, adoption, etc.).

Long Term Disability (LTD): Employees continue to receive group life insurance coverage during their time away.

End of coverage 

Coverage for all group life benefits ceases the day:

	■ Employment ends

	■ Employment status changes to casual or short-term employment

	■ Employee elects out of coverage while on leave

	■ Employee does not qualify for LTD benefits and does not return to work

	■ Employee reaches an age where they are no longer insurable

• 70 years of age under AD&D and optional life
	■ Policy terminates 

Legally married employees and employees 
cohabiting with another person may elect in 
writing which person qualifies as their partner 
under this program. This election must be filed 
with Total Compensation before the accident 
or event, the person to whom the employee is 
legally married assumes the role of partner.
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Conversion options

When group life insurance benefits end, employees 
may convert to individual coverage. This can 
be arranged via email, with conversation forms 
provided by HR’s Total Compensation team.

Canada Life 
	■ Basic, dependent and option life coverage 

options 

	■ Can convert the combined WCB–Alberta 
insured amount up to a $200,000 lifetime 
maximum

	■ Eligible for individuals under 71 years of age

	■ First premium paid no later than 31 days after 
group insurance ceases

RBC Insurance 
	■ AD&D insurance 

	■ Can convert the WCB–Alberta insured amount 
to a maximum of $100,000

	■ Eligible for individuals under 70 years of age

	■ First premium paid no later than 31 days after 
group insurance ceases

Time away from work

Vacation policy
Vacation cycle runs from January 1 - December 31.  
Vacation is based on years of service.  

Employees and their supervisor are responsible 
for ensuring vacation is scheduled at a mutually 
acceptable time based on: 
 

	■ work volume

	■ minimum staffing requirements

	■ coordination with other employees

	■ peak workload periods

	■ personal circumstances of the employee

	■ length of employee service

Statutory holidays 

New Year’s Day Labour Day

Family Day
National Day for Truth 
and Reconciliation

Good Friday Thanksgiving

Easter Monday Remembrance Day

Victoria Day Christmas Day

Canada Day Boxing Day

Civic Holiday Christmas Float*

*Christmas float ensures employees receive five 
consecutive days off (including the weekend) 
around Christmas.

Employees receive the first following working day 
off in lieu of statutory holidays that fall on Saturday 
or Sunday. Employees who observe other religious 
holidays can arrange time off with their supervisor in 
advance, using vacation days. For more information, 
see the unpaid leave of absences section of the 
handbook.

Part-time and casual employees are not eligible for 
statutory holidays. Instead, they receive 5% of their 
salary on their month-end pay.
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Entitlement schedule

Vacation time is in hours to accommodate flexible work programs. 
CWW is an inherited work schedule option, available only to those who were on it prior to June 15, 2021.

Employment  status Completed years of 
service

Annual entitlement Days per calendar year

Management Appointment 181.20 hours 25 

Management 6 years 217.56 hours 30 

Management 16 years 253.80 hours 35 

Permanent and 
temporary, long-term 
and full-time

Appointment 144.96 hours Regular/ETO: 20  
CWW1: 18 
CWW2: 16

Permanent, full-time 6 years 181.20 hours Regular/ETO: 25  
CWW1: 22.5 
CWW2: 20

Permanent, full-time 16 years 217.56 hours Regular/ETO: 30 
CWW1: 27 
CWW2: 24

Permanent, full-time 24 years 253.80 hours Regular/ETO: 35  
CWW1: 31.5 
CWW2: 28 days

Permanent and 
temporary, long-term 
and full-time

Appointment 8% of pay  

Permanent, part-time 6 years 10% of pay  

Permanent, part-time 16 years 12% of pay  

Permanent, part-time 24 years 14% of pay  

Casual Appointment 6% of pay

Employees should take their full vacation entitlement the year they earn it. 
In specific instances, an employee may carry forward partial entitlement. To 
carry over 21.75 hours or more, employees need Vice President approval.

Vacation and illness

Illness while on vacation
If an employee suffers illness or injury on a predetermined vacation, sick leave 
may apply. This includes emergency surgery and serious illness/accident 
that requires hospitalization and bed rest for at least five consecutive working 
days. The employee must submit a medical note from the treating physician 
and/or hospital records to Corporate Wellness within the first week back at 
work for consideration of reinstatement of vacation hours.

When an employee terminates their 
WCB employment, WCB–Alberta 
will calculate vacation entitlement 
to their last day of work and pays 
outstanding/deducts over-taken 
vacation to their final pay.
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Earning vacation while absent due to illness or injury
Vacation still accumulates while an employee is away due to illness or injury up to 638 hours combined (319 for part-
time employees). After 638 hours of short-term sick or workers’ compensation time has been used, any remaining 
vacation entitlement is paid out. Vacation does not accumulate on Long Term Disability.

Medical appointments

Where possible, employees should schedule appointments outside their scheduled workday or at a time that will 
minimally disrupt business operations. 

However, absences of less than 3.5 hours may be granted to attend a medical or dental appointment, at the 
supervisor’s discretion. Employees are not expected to make up lost time due to medical appointments. Absences of 
3.5 hours or more are considered sick leave and deducted from sick-leave entitlement.

Flexible work programs 

A standard work day is 7 hours and 15 minutes. Depending on their unit, employees may be eligible for a flexible work 
program.

Program Time worked per day

Earned Time Off  
ETO

7 hours 35 minutes

Part-time 
PT

Greater than 14 hours per week  
(on average)

Employees must complete an Hours of Work Averaging Arrangement to participate. Work schedule changes are 
subject to appropriate approvals and come into effect on the first working day of a month.

Earned Time Off (ETO)

On an ETO schedule, employees work an extra 20 minutes each day to earn one day of the month off.

If an employee becomes sick on their ETO day off, they can use a sick day and reschedule with supervisor approval. 

WCB – Alberta will pay any outstanding earned days off on the following month end pay. If an employee leaves, WCB–
Alberta pays out any outstanding earned days off on their final pay.

Part- and flexible time 
Part-time

On a part-time schedule, employees work between 14 and 36.25 hours per week and are paid based on time sheets. 
This includes pay for time worked and pay for absences that occur when scheduled to work (sick leave, personal leave, 
jury duty, bereavement, etc.) 

Flexible time

Flexible time permits alternate start and end times within limits set by each department. Employees may not use rest 
periods (lunch and coffee breaks) at the beginning or end of the day to change start and end times.

Sick leave programs

WCB–Alberta's sick leave plan financially protects employees during non-work-related injury or illness absences. 

If an illness or disability prevents an employee from working, Corporate Wellness works with them to facilitate a safe 
return to work. WCB–Alberta will also ensure accommodation is available where possible.

notes://domprod2.wcb.ab.ca/8725840800581E1C
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Reporting absences
If an employee is unable to come in on a scheduled work day, they must contact their immediate supervisor (or 
designated alternative) within one-half hour of their start time. A supervisor may waive this time limit for extenuating 
circumstances. 

If the employee reaches the voice mail system, they should connect with an appropriate person rather than leaving 
message. If possible, they should inform their supervisor of when they will be able to return to work.

Short-term sick leave
Employees must maintain contact with their supervisor while away from work. If absent for more than three 
consecutive working days their supervisor advises Corporate Wellness who contacts the employee to offer health 
support and  requests information regarding  their inability to work. 

Eligibility and entitlement
Permanent and long-term employees are eligible for short-term sick leave benefits. Short-term and casual employees 
are not. Absences of more than 3.5 hours due to illness are considered sick leave. Paid holidays that fall in the first 10 
consecutive days of an illness or injury are not deducted from sick-leave entitlement.

 After... Management* &  full-time employees Part-time employees

3 months of service 159.5 hours at 100% of salary 
478.5 hours at 90% of salary

79.75 hours at 100% of salary 
239.25 hours at 90% of salary

1 year of service 319 hours at 100% of salary 
319 hours at 90% of salary

159.5 hours at 100% of salary 
159.5 hours at 90% of salary

3 years of service 478.5 hours at 100% of salary 
159.5 hours at 90% of salary

239.25 hours at 100% of salary 
79.75 hours at 90% of salary

6 years of service 638 hours at 100% of salary 319 hours at 100 % of salary

Management employees are entitled to sick leave benefits upon commencement of employment.

Long Term Disability (LTD)
Insurer: Canada Life 
Governing document: Plan Document No. 51224

The WCB-Alberta Long Term Disability (LTD) plan provides 
benefits to replace lost income if an employee is unable to  
work due to illness or injury arising from non-work related 
causes. LTD commences when all short-term sick leave benefits 
have been exhausted. LTD employees receive 70% of their pre-
disability salary (less income tax) and receive rehabilitative  
services to help them return to work as soon as possible. LTD benefits may continue until the age of 65. 

LTD benefits are payable for the first 24 months following the waiting period of 88 days if the disease or injury prevents 
an employee from doing their own job. Benefits are paid to an employee who cannot perform a combination of duties 
that, prior to their disability, regularly took at least 75% of their time to complete.

After 24 months, LTD benefits continue if the disability prevents the employee from gainful employment in any job.  

Gainful employment: Work an employee is 
medically able to perform and has at least the 
minimum qualifications. The job must provide an 
income of at least 60% of their monthly earnings 
defined in the LTD plan document. 
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■ Any period after employment is terminated by 
WCB–Alberta for willful or criminal misconduct, 
whether discovered before or after the payment 
of LTD benefits. programs (i.e. a rehabilitation 
incentive provision)

■ Termination pay and benefits (i.e. employment 
income) 

Limitations and exclusions

Depending on the severity of the condition, employees 
may be required to be under the care of a specialist. 
If substance abuse contributes to their disability, the 
treatment program must include participation in a 
recognized substance withdrawal program.

No benefits are paid for:

■ Any period in which employees do not participate or 
cooperate in a prescribed plan of medical treatment 
appropriate for their condition.

■ The scheduled duration of a lay-off or leave of 
absence.

■ Any period after an employee fails to participate 
or cooperate in an approved rehabilitation plan or 
program.

■ Any period after an employee fails to participate or 
cooperate in a recommended medical coordination 
program.

Eligibility

Employment status Eligibility

Management Upon commencement of 
employment

Permanent After 6 months of 
continuous employment

Temporary and casual n/a

Employees who become disabled from illness or injury 
before they are eligible, are not covered for that illness 
or injury.

Other income

Other income an LTD employee is entitled to receive, 
reduces their LTD income. These include:

■ Disability or retirement benefits under the Canada 
or Quebec Pension Plan

■ Loss of income benefits available through 
legislation, based on disability 

• Excludes EI 

• Includes family member entitlements

• Includes automobile insurance benefits 
permitted by law (including Alberta Section B 
Automobile Insurance)

■ Disability benefits under a membership 
association’s insurance plan

■ Employment income, disability benefits or 
retirement benefits related to any employment 
except:

• Disability benefits that are life insurance 
prepayments

• Benefits from retirement plans to which 

o an employer has not contributed

o another employer has contributed (unless 
amalgamated with WCB–Alberta’s Public 
Service Pension Plan or WCB–Alberta’s 
Management Employees Pension Plan)

■ Employment income and disability benefits related 
to non- WCB–Alberta employment payable for 
each of the 12 months before the disability period

■ Income from approved rehabilitation plans or 
institution.

■ Disability arising from war, insurrection, or 
voluntary participation in a riot.

■ Disability related to any employment for which 
an employee is eligible to receive workers’ 
compensation benefits.

Rehabilitative earnings: Earnings from an 
approved rehabilitation plan or program do not 
reduce LTD benefits unless the earnings along 
with income from this plan and the other income 
listed above exceeds 80% of the employee’s 
monthly earnings before becoming disabled.  If 
so, the benefit is reduced by the excess amount.

Vocational rehabilitation benefits: Vocational 
rehabilitation is training or work-related activity 
to help employees return to gainful employment. 
Plans or programs approved based on expected 
disability duration and facilitate the earliest 
possible return to work.

Medical coordination benefits: Medical 
coordination enables an early as possible return 
to work and prevents disability from becoming 
long term or permanent. It ensures employees 
are diagnosed quickly and receive appropriate 
treatment on a timely basis. 
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■ Any period in which the employee does not reside 
in Canada.

■ Any period of confinement in a prison or similar

When an employee becomes ill or injured

Employees should receive prompt medical treatment 
and advise their supervisor about their absence. If 
the employee expects to be off for more than five 
consecutive days, they must call Corporate Wellness 
to assist them to receive additional medical assistance. 
Corporate Wellness will also share available benefits/
resources and guide the employee through the LTD 
process and/or planned return to work process. 

How to make a claim for LTD Benefits

Corporate Wellness helps employees apply for LTD 
benefits. Corporate Wellness provides an Employee 
Claim Submission Guide, which employees should 
follow and return before benefit commencement. 
Claims made more than six months after the proof of 
claim request cannot be accepted.

LTD recovery

If an employee receives or is entitled to receive income 
replacement benefits, compensation, a settlement or 
damages of any sort from any other source, in respect 
of wage loss for the same period of disability covered 
by the LTD plan, they must reimburse WCB–Alberta an 
amount equal to the lesser of the two. Reimbursement 
may come directly from the employee or a third-party 
assignment.

Employees are not entitled to receive LTD payments 
if they receive money from a personal injury claim.  If 
a settlement or damages are a result of a personal 
injury with an on-going disability, Canada Life deducts 
the attributable amount from on-going benefits each 
month. 

Such employees are required to sign an Acknowledgment 
and Assignment form.

If any of these circumstances occur and WCB–Alberta 
paid LTD benefits at a later date, the amount WCB–
Alberta is an over payment the employee then owes 
WCB–Alberta.

Other benefits while disabled

During an LTD period, employees receive the following: 
*not applicable if on “Permanent Modified Work Status”

■ Both the employee and employer share PSPP 
or MEPP contributions and pensionable service 
(taxable – employee’s share)

■ Employee and employer contributions to CPP and 
EI (taxable – employee’s share)

■ Reimbursements associated with the taxable 
Wellness and Lifestyle spending account (taxable)

■ Basic and dependent life insurance premiums are 
waived (taxable)

■ Costs associated with extended health and dental 
care through Alberta Blue Cross, including HSA 
(non-taxable)

■ Costs associated with the Employee and Family 
Assistance Program and coverage (non-taxable)

■ Administration costs, including medical 
examinations determined by Canada  Life (non-
taxable)

Employees are not covered for…

■ Optional Life Insurance coverage premiums

■ Computer loans costs

■ Optional pensionable service

When short-term sick leave ends, vacation accumulation 
ceases. Entitlement reinstated upon return to work.

Permanent modified work

Permanently disabled LTD employees who are unable 
to perform their regular job are eligible for modified 
work at WCB–Alberta. They must be deemed suitable 
by Canada Life, their physician and their supervisor. 
Modified work constitutes less than 60% of the pre-
illness or injury position.

WCB–Alberta -paid costs

Employees on permanent modified work receive:

■ Both the employee and employer share PSPP 
or MEPP contributions and pensionable service 
(taxable – employee’s share).

■ Administration costs, including medical 
examinations determined by Canada Life (non-
taxable).

All other benefit costs remain the same.

Recurrence

Employees on LTD work closely with Corporate Wellness 
and Total Compensation to manage their claim, 
including the various recurrence conditions, limitations 
and exclusions. 



WCB-Alberta  Employee Handbook   36

LTD coverage on a leave of absence

There is no LTD coverage for employees on an 
approved leave of absence. Coverage is reinstated on 
the employee’s return to work. 

Appeal process

Employees can appeal a denied or terminated claim 
if they submit written intent to appeal within 30 days 
outlining their reasons they believe the decision 
is incorrect. They then have 90 days to submit 
information regarding their appeal.

Benefit liability

WCB–Alberta is liable for and funds LTD, and is 
therefore uninsured. Canada Life processes all claims.

Leave of absences

WCB–Alberta allows employees both unpaid and paid 
leave of absences, for certain valid reasons. 

Employees must submit a leave of absence with or 
without pay application for absences longer than five 
consecutive working days.

Unpaid leave of absences

Employees must submit a leave of absence 
application for absences longer than 5 consecutive 
working days.

Maternity

Eligibility: 90 days continuous service or more

Entitlement: Up to 18 months (16 weeks maternity 
and 62 weeks parental leave).  

Requirements: Submit leave of absence application 
six weeks prior to the leave start date. A maternity 
leave includes an involuntary illness period as well as a 
voluntary period. 

Entitlement: A lump sum payment under SUB plan.  

Requirements: Provide HR with first EI benefit 
statement. 

Involuntary illness period

The week of and six weeks following delivery.

Voluntary period

The remainder of their maternity leave is the voluntary 
period and is considered a leave of absence without 
pay. To continue benefits, employees must pay full 
costs associated.

Entitlement: Vacation benefits accrue until the last 
complete month before the beginning of maternity 
leave. Employees may take vacation earned up to the 
point of the leave or carry it over until return to work.  
Overtaken vacation deducted from final pay. 

Employees must pay the benefit premiums to receive 
benefits for the voluntary period.

Returning to work

Requirements: If a baby is born earlier than expected, 
the return-to-work date automatically adjusts to 
one year or 18 months from the baby’s date of birth, 
depending on the approved application.

See Unpaid leave of absence exceeding 22 working days 
(next page) for more requirements

Parental

Eligibility: 90 days continuous service or more – 
Parental leave may begin any time after the birth of the 
child, but must be completed within 78 weeks of the 
baby’s birth.

Entitlement: Up to 62 weeks – A lump sum payment 
under SUB plan.

Requirements: Submit leave of absence application six 
weeks prior to the leave start date.

Adoption

Eligibility: 90 days continuous service or more – 
Adoption leave can begin any time after the adoption of 
the child, but must be completed within 78 weeks from 
the date the child is placed in the home.

Entitlement: Up to 62 weeks – A lump sum payment 
under SUB plan.

Requirements: Advise supervisor/team lead when the 
adoption procedure begins. Submit leave of absence 
application and provide final notification once the 
adoption agency shares the date the child is to be 
placed in the home.

Supplemental Unemployment Benefits (SUB) plan: The SUB Plan tops up EI benefits to a maximum of 95% of 
an employee’s salary. Benefits continue to the end of the month during maternity, parental and adoption leave. 
The period an employee is under SUB plan is pensionable service and contributions based full salary continue.

notes://DomProd2/8725840800581E1C/69C52064977999B1872572DA0075C417/BF804E34C4B6BABD8725857400822A03
notes://DomProd2/8725840800581E1C/69C52064977999B1872572DA0075C417/C980C3CD04C4EF178725857400821C17


Compassionate care

Leave for employees to provide care for a family 
member who is seriously ill. 

Eligibility: 90 days continuous service or more.

Entitlement: Up to 27 weeks – A lump sum payment 
under SUB plan.

Requirements: A medical certificate issued by a health 
care provider stating a family member:

	■ Has a serious medical condition and risk of death 
is within 26 weeks. 

	■ Needs care or support of one or more family 
members.

Critical illness

Leave for employees with a critically ill immediate 
family member.

Eligibility: 90 days continuous service or more.

Entitlement: Up to 36 weeks for children under 18 and 
16 weeks for an adult.

Requirements: Provide immediate supervisor with 
reasonable notice and a medical certificate issued 
health care provider stating:

1. The child is critically ill and requires the care or 
support of one or more family member.

2. The start date of the period when care or support 
is needed.

3. The end date of the period during which the child 
or adult required care or support.

4. If the leave started prior to the certificate being 
issued, the date in which the leave begun.

Death or disappearance of a child

Eligibility: 90 days continuous service or more 

Entitlement: Up to 52 weeks for disappearance of 
and 104 weeks for the death of an employee’s child 
under the age of 18, as a result of a probable criminal 
code offence. Leave begins the day of the death or 
disappearance 

Requirements: Provide verification as soon as is 
reasonable and practical to do so.

Personal, learning activities or religious holidays

Entitlement:

	■ Five consecutive working days or less approved by 
immediate supervisor

	■ Five consecutive working days or more approved 
by two levels of authority

Reservist

Eligibility: Employed for at least 60 consecutive days 
(12 weeks). 

Once an employee has completed a minimum of 60 
consecutive days of continuous employment and are 
a reservist, they may be granted leave without pay to 
take part in the following activities:

	■ Deployment to a Canadian Forces operation 
outside Canada

	■ Deployment to a Canadian Forces operation inside 
Canada that consists of providing assistance with 
an emergency or its aftermath

	■ Annual training, including related travel time

	■ An operation or activity set out in the Employment 
Standards Regulation by the Minister

Participation in pre- or post-deployment activities in 
connection with an operation is also considered part of 
deployment for the operation. 
 
 
 
 
 
 
 

Unpaid leave of absence exceeding 22 working 
days

	■ The length of leave reduces vacation entitlement. 
Employees do not accrue vacation on a leave of 
absence.

	■ Leave time is not considered pensionable service 
time (unless contribution made during the leave or 
after return to work).

	■ Sick leave and LTD benefits are not payable during 
leave.

	■ Extended health and dental benefit coverage 
continues up to one year if employee covers full 
cost in advance. (for the duration of the maternity, 
parental or adoption leave)

	■ Life insurance continues up to six months, if 
employee covers full cost in advance (up to one 
year for maternity, parental or adoption leave). 

	■ Benefits are reinstated upon the employee’s return 
to work.
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Reservist: A member of the reserve force 
of the Canadian Forces referred to in 
subsection 15(3) of the National Defense 
Act (Canada).



WCB-Alberta  Employee Handbook   38

	■ On return, previous salary is maintained and a 
reasonable attempt made to return the employee 
to their former position. However, reassignment 
to an equivalent position may be necessary. 

	■ Must provide at least four weeks’ notice in writing 
before returning to work. 

	■ Employees who fail to report for work on the day 
agreed to, are considered resigned unless due to 
unforeseen or unpreventable circumstances. If an 
employee requires a leave extension, they must 
contact their supervisor at least four weeks prior, 
who reviews the request. 

	■ Employees do not automatically return to their 
previous work schedule.

Paid leave of absences

Bereavement

Eligibility: All full- and part-time, permanent and 
long-term employees 

Entitlement: 

Full-time – Up to five days if a death occurs in an 
employee’s immediate family plus two days if 
considerable travel required. 

Part-time – The same amount of time that constitutes 
one typical work week.

I.e. if an employee’s regular work schedule for that week 
is three days, they would be entitled to three days as paid 
bereavement leave.

Employees may take time off to attend the funeral of a 
close friend or relative. 

Personal

Eligibility: All full- and part-time, permanent and 
long-term employees

Entitlement: Up to five days annually. Unused 
personal days do not carry forward to the next year. 
Can be used in the event of…

	■ Illness in the immediate family 

	■ Attendance at or transportation to a family 
medical appointment 

	■ Caring for a family member – including child care 
and elder care

	■ Attendance at birth or adoption

	■ Critical situation (e.g. fire, flood, snowstorm, etc.)

	■ Attendance at court for reason other than a 
subpoenaed court appearance or jury duty

	■ Administration of an estate when the employee is 
designated as executor or appointed administrator

	■ Becoming a Canadian citizen

Court subpoena or jury duty

Eligibility: All full- and part-time, permanent and long-
term employees

Entitlement: Time off to report to court subpoena or 
jury duty. Must assign any per diem fees paid by the 
courts to WCB–Alberta. Employees are not required to 
pay court reimbursements for other expenses to WCB–
Alberta.

Learning activities
Time off to attend or participate in a learning activity 
(e.g. course, seminar, etc.)

Eligibility: All full- and part-time, permanent and long-
term employees

Entitlement: Up to 22 consecutive working days. Paid 
for work-related and unpaid for non-work-related time 
off.

Requirements:

	■ Five consecutive working days or less approved by 
immediate supervisor

	■ Five consecutive working days or more approved by 
two levels of authority

If an employee wishes to request a leave of absence of 
more than 22 consecutive working days for a learning 
activity, they must obtain approval from the Vice 
President of their area.

Volunteer community service work

Eligibility: All full- and part-time, permanent and long-
term employees

Entitlement: One day per year to perform volunteer 
community service work for a bona fide community 
organization. Up to three days if the employee is an 
executive of the organization.

Requirements: Approval from immediate supervisor 
before the leave. Supervisors may request validation of 
the employee’s involvement.

Paid leave for volunteer community service 
may not conflict with the Code of Rights and 
Conduct, or Solicitation in the Workplace 
Guidelines.
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Health, safety and wellness

All WCB–Alberta employees are responsible to ensure 
everyone leaves work safe at the end of each day. 
Check out the health and safety mandate to read WCB–
Alberta’s commitment to employee physical wellness. 

Prevention, early intervention, and wellness 
services

Prevention and early intervention is a top priority and 
strategic direction for the WCB–Alberta and there 
are various resources available to prevent illness and 
injury.

	■ Ergonomics program with formal assessments, 
workstation recommendations, self-evaluation 
tools and education

	■ Free on-site physiotherapy at all locations for 
work- and non-work-related injuries

	■ Annual flu vaccines

	■ $500 per year for smoking cessation products for 
employees and domestic partners

Excludes: Electronic cigarettes or any like products

Physical, psychological and social well-being 
education

	■ Workplace safety resources and opportunities

	■ Lunch ‘n’ learns on a variety of topics

Mental health support

WCB–Alberta provides resources to support a 
psychologically safe and healthy workplace. 

	■ Job specific, mental health training 

	■ Resilience resources and database

	■ Staff morale and appreciation events

	■ Maintaining a psychological wellness program

	■ Workplace of respect 

	■ Psychology program coordination, including 
Employee Family Assistance Program (EFAP), 
Cognitive Behavioral Therapy (CBT) and in-person 
treatment.

	■ Addiction programs, including drug, alcohol, and 
smoking cessation

Job hazard identification and assessment

Occupational Health and Safety legislation requires 
employees understand the hazards of their job. Hazard 
identification and assessment examines the operations 
of work at WCB–Alberta which:

	■ Identifies hazards

	■ Determines risk levels

	■ Eliminates hazards (where applicable)

	■ Implements risk controls

Employees learn how to identify and assess workplaces 
hazards at their new employee orientation and receive a 
follow-up from Corporate Wellness to review the specific 
hazards identified for their job. Employees are expected 
to review their hazard assessment annually. 

A hazard is anything that could result in a near miss, 
significant incident or emergency.

Methods to report a hazard

	■ Notify supervisor and/or HSWAC representative

	■ Contact Corporate Wellness

	■ Submit an Facility Services Requisition (FSR)

Employee and Family Assistance Program (EFAP)

All WCB–Alberta staff and family members/dependents 
are eligible for employer paid services from our EFAP 
provider Homewood Health, including:

	■ Confidential face-to-face, telephone or online 
counselling services 

	■ Life smart coaching via. telephone for everyday 
challenges and life transitions such as: 

• new parent support

• child and elder care

• relationship solutions

• financial and legal advice

• grief and loss support

• wellness, nutrition and career coaching

• pre-retirement planning

	■ Self-directed e-Learning courses 

notes://domprod2.wcb.ab.ca/8725840800581E1C/69C52064977999B1872572DA0075C417/89EAF05945F1861E8725857400804A8C


Health related absence

Employees must maintain contact with their 
supervisor while away from work. If absent for 
more than three consecutive working days their 
supervisor advises Corporate Wellness who 
contacts the employee to offer health support and 
requests information regarding their inability to 
work. 

Work related injury/illness

Employees who incur an injury at work, that could 
require medical intervention, must:

	■ Report immediately to their supervisor 

	■ Complete a worker’s report and submit it to 
Corporate Wellness. 

The employee’s supervisor must complete and 
submit an employer’s report within 24 hours 
of being notified to achieve legislated 72 hour 
reporting compliance. 

A disability manager will contact the injured 
employee and assist them with their employee 
information package and work with medical 
providers to provide rehabilitation, return-to-work 
planning and modified work programs.

The injured employee is responsible for working 
with Corporate Wellness and treatment providers 
throughout their recovery and return-to-work plan. 

Fitness opportunities

All locations have access to a WCB–Alberta fitness 
centre that includes:

	■ gym equipment;

	■ Change rooms with showers and day-use 
lockers

WCB–Alberta offers various fitness classes 
throughout the day, including:

	■ Yoga

	■ Pilates

	■ Body blast

	■ Endurance rush

	■ Cardio/strength

	■ Barre class

	■ Muscle madness
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Employees must complete a physical activity readiness 
questionnaire and liability waiver form and submit them 
to Corporate Wellness before using any fitness facilities 
or attending fitness classes.

Health, Safety and Wellness Advisory Committee 
(HSWAC)

HSWAC manages the overall vision of corporate health, 
safety and wellness at WCB–Alberta by:

	■ Taking an active leadership role in identifying and 
resolving health, safety and wellness issues

	■ Developing, implementing and periodically 
reviewing the policy, guidelines, processes, 
resources and educational materials 

	■ Delivering systems that support the corporate 
health, safety and wellness program

Emergency response

All WCB–Alberta buildings have at least two persons on 
each floor trained in emergency response:

	■ Emergency Floor Coordinators (EFC): Coordinates 
building evacuations, and is a training resource for 
their floor.

	■ Emergency Response Officers (ERO): First aid 
responders who assist EFCs in the event of an 
emergency evacuation, and coordinate evacuation 
in the absence of an EFC.

All Corporate Wellness, Security and Facility Services 
personnel are emergency response trained.

View the emergency response plan for fire, emergency 
light and lock-down, bomb threat and environmental 
procedures.

notes://DomProd2/8725755100668234/588D1898831837F4872575360082B56F/FE4F6DE029475D8087257512006DE1B3
notes://DomProd2/8725755100668234/588D1898831837F4872575360082B56F/FE4F6DE029475D8087257512006DE1B3
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Smoking policy

Smoking, chewing tobacco, cannabis and electronic 
cigarette use is not permitted in any public office or 
common area nor in any other WCB–Alberta owned 
or leased space. Smoking is also not permitted in all 
WCB–Alberta vehicles and on WCB–Alberta property. 

Career development

WCB-Alberta is a learning organization and supports 
employee growth and development. Education, 
training and learning activities are developed and 
provided in-house. For external courses please see 
application for learning. 

Training registration

WCB-Alberta offers a variety of internal learning 
opportunities to all employees including, but not 
limited to:

	■ business training

	■ professional development

	■ online and eLearning

	■ workshops

	■ lunch ‘n’ learn sessions

	■ professional enrichment forums

Internal learning opportunities are free with no 
associated costs. If interested, employees may discuss 
learning objectives and courses with their supervisor. 

Application for learning

Our application for learning form(s) track information 
and approvals for external learning opportunities. To 
explore different learning activities, employees can 
contact their supervisor or Corporate Learning.

Employees and/or their department cover costs 
associated with external learning activities. 
Additionally, cost sharing arrangements are also an 
option for consideration. Costs may include:

	■ registration or admission fees

	■ tuition

	■ travel, accommodation and meals

	■ textbooks and other printed course materials

	■ time off from work

If WCB-Alberta covers the cost of a learning activity, 
employees must provide proof of achievement to their 
supervisor.  The supervisor may request repayment at 
their discretion, as follows:

	■ A full repayment to WCB–Alberta of assumed 
costs if the employee withdraws from the learning 
activity, or does not successfully complete the 
activity.

	■ A pro-rated repayment to WCB–Alberta if an 
employee resigns from WCB–Alberta within one 
year of starting the activity.

All approvals granted in accordance with the Levels of 
Authority (LOA)

Learning library

WCB-Alberta’s learning library is an electronic database 
where employees can access a variety of learning and 
development resources on the following:

	■ general business

	■ health and wellness

	■ leadership development

	■ professional development

	■ relationship building

	■ resiliency

	■ team activities, exercises and ice-breakers

Employees may also request physical resources such as 
books or DVDs on the Corporate Learning database

Employees receive up to five days away from 
work for learning activities when approved by 
their supervisor. Learn more in paid leave of 
absences.
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Employee resources

Health Sciences Association of Alberta (HSAA) 
Agreements

Employees at Millard Health, who are members of the 
Health Sciences Association of Alberta, are covered 
under the collective agreement.

Community Works 

One of WCB-Alberta’s goals is to connect employees 
with the community through Community Works, 
helping support the charities and causes that are 
important to staff. 

Helping hand program

The helping hand program provides financial assistance 
for employees faced with an emergency, personal crisis, 
hardship or tragedy. 

Eligibility

All permanent part-time or full-time employees 
who complete their probationary period, and their 
dependents, are eligible. An employee may refer a co-
worker, with consent from that employee.  

Emergency criteria

	■ Occurred within one month of the request

	■ Is "through no fault of their own"

	■ Could result in undue financial hardship

	■ Directly impacts the employee or dependent

	■ Costs are not covered under any other program or 
plan including top-ups to that program or plan.

Each request is evaluated on a case by case; services 
offered are based on the employee's specific needs. 
Management reserves the right to determine final 
eligibility for the program.

Available support

A life-time maximum of $5,000 for basic necessities or 
extraordinary expenses incurred. 

Employees can apply for the Helping Hand program by 
completing and submitting a request form in Workday.

Domestic Violence Resource Network (DVRN)
All employees should be able to work without fear of 
violence in a safe and healthy workplace. WCB-Alberta 
is committed to responding should an employee have 
domestic violence concerns. 

The DVRN team assists employees who are involved in 
or witness to domestic violence by providing:

	■ A confidential avenue to request support

	■ Resources and referrals 

	■ Workplace considerations to ensure employee 
safety including; 

	■ Schedule adjustments

	■ Relocation (if available)

	■ Time away to obtain medical, counseling, or legal 
assistance
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Considerations:

	■ Amount received is a taxable benefit 

	■ Costs are not covered under another 
program or plan, including top-ups to 
that program or plan

	■ Employees may need to substantiate 
the emergency and potential financial 
hardship

	■ Only one request per family per 
emergency may be considered.

https://hsaa.ca/wp-content/uploads/2020/04/WCB-Collective-Agreement-2018-2020.pdf
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Incidents include any situation:

	■ That may compromise the safety of any/all WCB–
Alberta employees in the workplace.

	■ In which an employee is made aware of an 
employee using the workplace resources to 
perpetuate domestic violence. 

WCB–Alberta has confidentiality procedures to recognize 
and respect the privacy of reporting employees. 
Consistent with WCB–Alberta values, employees should 
maintain respect and dignity for all individuals while 
acting in an accountable and timely manner to address 
the situation.

Employees experiencing threats or acts of violence

	■ Contact a member of the Domestic Violence 
Resource Network team

	■ Ensure their own immediate safety in the event of 
any violent incident in the workplace by removing 
themselves from the situation, if possible.

	■ Obtain a restraining order that includes the 
workplace, keeping a copy on hand at all times 
and providing a copy—along with a picture of the 
restrained individual—to Corporate Security or the 
DVRN team.

	■ Save any threatening e-mail or voicemail 
messages. 

	■ Identify an emergency contact 

	■ If an absence is deemed appropriate, maintain 
regular contact with the Corporate Wellness 
department.

Employees witnessing or aware of an employee 
experiencing threats or acts of violence

	■ Ensure their own immediate safety in the event of 
any violent incident in the workplace by removing 
themselves from the situation, if possible.

	■ Report incident immediately to their supervisor, 
Corporate Security and/or the DVRN team or 911

WCB–Alberta management

	■ Provides support for employees experiencing or 
witnessing domestic violence,

	■ Reports incidents immediately to Corporate 
Security and/or a member of the DVRN or call 911,

	■ Refers any involved employees to the DVRN,

	■ Ensures proper emergency procedures in the 
event an incident occurs in the workplace,

	■ Protects employee confidentiality within the Limits 
Needed for Safety*, and 

	■ Establishes procedures to monitor or act on a 
complaint should an employee appear to be using 
workplace resources to perpetrate acts or threats of 
domestic violence.   

Visit the DVRN database to learn more.

*Limits Needed for Safety: WCB–Alberta may share 
information on a strictly need-to-know basis if an 
employee's safety is jeopardized.

Our Employee and family assistance provider (EFAP), 
Homewood Health, also has professionals trained to 
handle domestic violence cases.  These professionals 
provide counseling, support and referrals. See Health, 
Safety and Wellness to learn more

Performance development

Every year employees set performance development 
(PD) goals with their supervisor that align with their 
team’s and the organization’s objectives that year. These 
goals help the employee and their supervisor focus and 
track their growth.

Before completing their probation period, and 
annually thereafter employees meet regularly with 
their supervisor to discuss performance progress and 
feedback. 

Supervisors review their employee’s performance. The 
employee works with their supervisor to set objectives 
sign their performance review form to confirm they 
understand their commitment. Employees receive a 
copy of the review.

Performance reviews should be a positive experience. 
They is an opportunity for employees to set and reach 
their goals through constructive feedback and progress 
evaluation. 
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Awards and recognition

WCB–Alberta has several programs to reward and 
recognize staff for their initiatives in contributing to 
the WCB–Alberta’s success. WCB–Alberta rewards 
employees and teams whom:

	■ Align their performance with organizational goals

	■ Produce measurable positive outcomes

	■ Provide exceptional customer service

	■ Make outstanding contributions to a major event or 
project above and beyond what is expected

Alcohol related gifts and/or gift cards are items that are not 
appropriate or eligible for reimbursement.

Service awards

Employees receive service awards to recognize 
continuous service at WCB–Alberta starting at five years 
and every five years thereafter. Employees choose a 
cash or gift card (taxes applied) reward.

Individual and team achievement awards

Leaders may recognize individuals or teams (cross 
functional or departmental) via electronic funds transfer 
(EFT) or gift card for exceptional performance at any 
time during the year for:

	■ An extraordinary contribution to WCB–Alberta’s 
health and safety 

	■ Exceptional customer service, internally or 
externally

	■ A major contribution to a team or corporate 
objective

	■ Collaborating to achieve goals and improve 
customer service (teams) 

Anyone may contact an employee’s team leader to 
recommend they receive an individual award. 

Vice President and President’s achievement awards

The Vice President or President’s Awards recognize 
an employee or group of employees for outstanding 
contributions or achievement that is well above the 
level of performance expected on the assigned job.

The Vice President or President presents a letter 
of achievement and may provide a $500 - $2,500 
payment to the recipient(s). Anyone may nominate 
an individual or team by sending their rationale to 
the applicable Vice President or the CEO. 




