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Introduction 
This tool kit was developed by the Government of Alberta to help business owners and their 
employees understand and comply with the Employment Standards Code and Regulation. 

Following the Code is your responsibility, and this tool kit is designed to help you do that. 

The laws for Employment Standards are minimum requirements. Some tools, forms and a list of 
resources are provided to assist business owners in meeting or exceeding the minimum 
requirements. You may use the sample tools provided, or you may develop your own. 

This resource does not outline all the requirements under the Employment Standards Code and 
Regulation. 

This is not a definitive guide to the legislation and does not exempt readers from their 
responsibilities under applicable legislation. 

In case of inconsistency between this resource and employment standards legislation, the 
legislation will always prevail. 

Availability of legislation 
In Alberta, the Employment Standards Code and Regulation outlines the requirements for 
employment standards. See www.qp.alberta.ca to download these documents. 

Official printed copies may be purchased from the Alberta Queen’s Printer online at 
www.qp.alberta.ca or in person at: 
7th floor, Park Plaza 
10611-98 Avenue Edmonton, Alberta T5K 2P7  

Phone: 780-427-4952 

Call any Government of Alberta office toll-free: Dial 310-0000, then the area code and telephone 
number you want to reach. 

Other legislation that may apply to you includes: 
Canada Labour Code:  www.laws-lois.justice.gc.ca/eng/acts/L-2  

Labour Relations Code: www.alrb.gov.ab.ca/legislation.html  

http://www.qp.alberta.ca/
http://www.qp.alberta.ca/
http://www.laws-lois.justice.gc.ca/eng/acts/L-2
http://www.alrb.gov.ab.ca/legislation.html
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Occupational Health and Safety Act, Code and Regulation: www.alberta.ca/occupational-health-
safety.aspx  

Alberta Human Rights Legislation: www.albertahumanrights.ab.ca  

Workers’ Compensation Board: www.wcb.ab.ca/home  

Employment Standards website 
Visit alberta.ca/employment-standards.aspx for more information on Alberta’s employment 
standards. 

The website provides detailed information on the rights and obligations of employers and 
employees under the Employment Standards Code, as well as information for specific groups, 
occupations and industries. 

The website also provides access to other resources, including an interactive self-assessment 
tool for employers, webinars, and other publications. 

 

  

http://www.alberta.ca/occupational-health-safety.aspx
http://www.alberta.ca/occupational-health-safety.aspx
http://www.albertahumanrights.ab.ca/
http://www.wcb.ab.ca/home
http://www.alberta.ca/employment-standards.aspx
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Employment records 
The Code requires employers to keep accurate and current employment records for each of their 
employees.  

An employer must keep records for at least 3 years from the date each record is made. 

Reference: ES Code, Section 15 

 

The following records must be kept for each employee: 

Employment records checklist: 

Name, address and date of birth 

Wage rate and overtime rate 

Regular and overtime hours of work 

Earnings paid showing each component of the earnings separately for each pay period 

Deductions from earnings and the reason for each deduction 

Time off instead of overtime pay provided and taken 

The date that the present period of employment started 

The date on which a general holiday is taken 

Each annual vacation, showing the date it started and finished and the period of employment 
in which the annual vacation was earned 

The wage and overtime rates when employment starts, the date of any change to those rates, 
and particulars of every change to them 

Copies of documentation notices relating to job-protected leave benefits 

 
EXAMPLE 
A pay record that was created in December 2017 must be kept until 
December 2020. 
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Copies of termination notices and of written requests to employees to return to work after 
temporary layoff 

Copies of overtime agreements 

Copies of averaging agreements 

Copies of averaging arrangements 

Copies of parental consent for youth employment 

Copies of agreements to use banked overtime during termination notice period 

Copies of permits and variances issued 

Reference: ES Code, Section 14 

Pay statements 
The Code requires an employer to make available or provide employees with a written pay 
statement at the end of each pay period. 

The pay statement (or pay stub) must include: 

Payment statements checklist 

Pay period covered by the statement 

Number of regular and overtime hours worked 

Number of hours taken off in lieu of overtime 

Wage rate and overtime rate 

Earnings paid showing each component of the earnings separately (e.g. wages, overtime, 
general holiday pay and vacation pay) 

Amount of deductions from earnings and the reason for each deduction 
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Keeping good records is important. If an employee asks, the employer must provide a detailed 
statement showing how the employee’s earnings were calculated. 

Reference: ES Code, Section 14 

Recording hours of work 
The Code requires employers to record the actual hours of work for each employee. 

Hours of work are defined as: 

• doing work as requested by employer 

• taking time off provided by the employer (instead of overtime pay) 

• taking a paid break provided by the employer if the employee is providing a service 

 

 

 

The pay stub must be in a form that the employee can keep for their records. 
Employers may provide electronic statements if employees have confidential 
access to them, can view them and can print them. 

 See additional resources: Sample pay statement 

 
Breaks must be paid if the employee is not allowed to leave the premises in 
case they needed to work. 

 

EXAMPLE 

Doris is asked to remain at her desk over her lunch break in case a client 
calls. Whether Doris receives the phone call or not, her break must be paid. 

https://open.alberta.ca/publications/employment-standards-tool-kit-for-employers-module-2
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Employment records must accurately show how the totals of regular and overtime hours are 
calculated. 

This information does not need to be kept for managers and supervisors. 

Reference: ES Code, Section 1(1)(n) 

 

Pay periods 
The Code requires employers to establish pay periods for the calculation of wages and overtime. 

A pay period can be daily, weekly, bi-weekly, semi-monthly or monthly. It cannot be longer than 
one month.  

An employee must be paid all wages, overtime and general holiday pay earned in a pay period 
within 10 consecutive days after the end of the pay period. 

Reference: ES Code, Sections 7 and 8 

Example pay period 

 

 See additional resources: Sample employee time tracking sheet 

https://open.alberta.ca/publications/employment-standards-tool-kit-for-employers-module-2
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In this example, the pay period runs from Wednesday to Tuesday. The resulting pay day is the 
following Friday. All of the employee’s wages, overtime and general holiday pay earned during 
the pay period from the 3rd to the 9th of the month must be paid by the 19th. (Earnings from the 
10th to the 16th will be paid by the 26th). 

Payment of earnings upon termination 
The rules below describe maximum times set out by the Code when a terminated employee must 
be paid. However, employers are encouraged to pay employees as soon as possible after 
termination. 

The rules: payment of earnings upon termination 
When employment is terminated, employees must be paid their earnings as follows: 

• within 10 consecutive days after the end of the pay period in which termination occurred, or 

• 31 consecutive days after the last day of employment. 

The employer may choose whichever option best suits their needs. 

Reference: ES Code, Section 8 

 

Wages and earnings 
Even though these terms are often used interchangeably, for employment standards, wages and 
earnings have different meanings. 

Wages are payment for work that has been done. This definition excludes overtime pay, 
vacation pay, general holiday pay, termination pay, gifts, non-performance-related bonuses (i.e. 
bonuses NOT based on hours of work, production, or efficiency), expense allowances, tips and 
other gratuities. 

Earnings means wages, overtime pay, vacation pay, general holiday pay and termination pay. 
Earnings are paid in cash, cheque, money order or direct deposit. 

 
It is always a good idea to review the rules on termination of employment 
before terminating an employee.  
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Reference: ES Code, Section 1(1)(j) and 1(1)(x) 

The definition of wages is important! 

The calculation for overtime pay, vacation pay and termination pay is based on an employee’s 
wages only – not their earnings. 

Deductions from earnings 
Employers are only allowed to make certain deductions from an employee’s pay. Some 
deductions are mandatory and some are optional. 

The employer must deduct the following from an employee’s earnings: 

• Federal and provincial income tax 

• Employment Insurance premiums 

• Canada Pension Plan contributions 

• Judgement or an order of the Court 

The employee must authorize other deductions in writing. The authorization must be clear and 
specific as to the amount that is being deducted, the date when it is to be deducted, and its 
purpose. 

Common optional deductions include: 

• Childcare costs 

• Personal savings plans 

• Medical and/or dental premiums 

• Social committee or other employee groups 

 

 
When paying in cash, it is always a good idea to keep records confirming 
payment and receipt by the employee. 
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Employers can make some deductions without employee’s written authorization, but they still 
need to notify the employee in writing before making the deduction. Such deductions include: 

• A recovery of an overpayment due to payroll calculation error (for overpayments that 
occurred on or after November 1, 2020). 

- Employers can only deduct for errors that occurred within 6 months prior to the 
deduction. 

- For overpayments that occurred prior to November 1, 2020, deductions must include a 
written authorization from the employee as per the previous rules. 

• A recovery of vacation pay that was paid to the employee before they earned it. 

 

Deductions that are not allowed 
There are some deductions that are not allowed, even with written authorization from the 
employee. 

Deductions that are not allowed include: 

• Faulty work (examples include breakage in a restaurant or an error in credit card transaction) 

• Cash shortages or loss of property if an individual other than the employee had access to the 
cash or property 

• Cash shortages resulting from a failure to collect any part of the purchase price from the 
purchaser (examples include “dine-and-dash” or “gas-and-dash” scenarios) 

• Any costs associated with the purchase, use, rental, cleaning or repair of uniforms 

Reference: ES Code, Section 12 

 See Additional resources: Payroll deduction authorization forms 

https://open.alberta.ca/publications/employment-standards-tool-kit-for-employers-module-2
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