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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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Overview 
The basic rules around vacations are:  

• Employees must work for one year before they are entitled to vacation time. However, 
employees can take vacation prior to completing a full 12 months if the employer agrees. 

• Vacations must be granted in one unbroken period, unless the employee requests a shorter 
period in writing. 

• An employer must give employees their annual vacation within 12 months of the date it is 
earned. 

• An employer can give two weeks’ notice in writing as to when the employee shall take his/her 
vacation. 

Vacation entitlements 
After one year of employment, most employees are entitled to at least two weeks of vacation with 
pay, regardless of their employment status (full-time, part-time, casual). Employers are not 
required to provide vacation to employees who have been employed for less than one year, but 
may choose to do so. 

Vacation time may be taken in half-day increments. 

An employee’s vacation pay entitlement is based on their length of employment and is calculated 
on the anniversary date of employment. 

The minimum vacation time off and pay an employee is entitled to is as follows: 

Length of employment Number of weeks' annual  
vacation 

% of wages 

Less than 1 year Not entitled unless stated in  
contract 

4% of wages (if employment 
ends) 

1-4 years 2 weeks 4% of yearly wages 

5 years or more 3 weeks 6% of yearly wages 

 

Reference: ES Code, Section 34 
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Job-protected leaves and vacations 
Time spent on job-protected leave counts towards length of employment and is used to determine 
number of weeks for annual vacation.  

Employer’s responsibility 
An employer must give their employees their annual vacation within 12 months of the date it is 
earned. 

Reference: ES Code, Section 37 

Vacation pay 
The Code allows an employer to pay vacation pay at any time as long as it is paid no later than 
the next regularly scheduled payday after the employee starts annual vacation. 

Sometimes annual payments of vacation pay that coincide with an employee’s vacation are not 
desirable for the employer. In this case, employers can also choose to pay vacation pay on a 
regularly scheduled basis (for example, with every pay period, quarterly, etc.). 

Reference: ES Code, Section 41 

 

 

 

 
If the employer agrees to provide more vacation, that agreement replaces the 
Code’s minimum annual vacation requirements and is a greater benefit. 

 

If vacation pay is not paid before the employee’s vacation starts, the 
employee may request their employer to pay the vacation pay at least one 
day before the vacation starts. The employer must comply with this request. 



8 Employment Standards Tool Kit for Employers | Module 7 – Vacations and Vacation Pay 

Calculating vacation pay 
For employees paid monthly 
For employees that are paid a monthly salary, the Code requires that the employer pay an 
amount equal to at least the employee’s current wage for a normal work week. 

A week’s wage can be calculated by dividing the wages for normal hours of work in a month by 
4.3333. The employee would be paid this amount for two or three weeks depending on their 
vacation entitlement. 

 

Reference: ES Code, Sections 34.1 

For employees paid other than monthly 
For employees who are paid hourly, weekly, by commission or other incentive pay, the Code 
requires that the employer pay: 

• 4% of wages earned in the year of employment prior to the vacation being taken (when 
entitled to two weeks’ vacation). 

• 6% of wages earned in the year of employment prior to the vacation being taken (when 
entitled to three weeks’ vacation) 

Reference: ES Code, Section 34.2 

 

When an employer is calculating how much vacation pay to give an employee, they should 
include both the previous year's vacation pay and wages in their calculation. 

 
Vacation pay is based on the employee’s wages (current salary) at the time 
the vacation is taken 

 
Wages are payment for work. For the purpose of calculating vacation pay, this 
definition excludes overtime pay, general holiday pay and termination pay. 
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However, if an employer pays vacation pay frequently, such as on every pay period or on a 
quarterly basis, they do not have to calculate vacation pay on the previously paid vacation pay. 

Disagreements about vacation dates 
Most employers and employees are able to agree to a mutually convenient date(s) for annual 
vacations. However, if they cannot agree, it is up to the employer to give the employee at least 
two weeks’ written notice of when an employee’s vacation is to start. The employee must take the 
vacation during that time. 

Reduction of vacation entitlements 
An employee’s annual vacation period can be reduced if that employee is absent from work. The 
reduction in vacation period may be made in proportion to the number of days the employee was 
or would normally have been scheduled to work, but did not. 

Vacation pay owed at termination 
If employment terminates before an employee is entitled to take a first vacation, the employer 
must pay the employee 4% of the employee’s wages earned during employment. 

If employment terminates after an employee becomes entitled to annual vacation, the employer 
must pay the employee vacation pay of an amount equal to the vacation pay to which the 
employee would have been entitled in that year of employment if the employee had remained 
employed by the employer. 

Reference: ES Code, Section 42 

An employer cannot require an employee to use accrued vacation time during the notice period. If 
an employer has previously provided notice for an employee to take their annual vacation, then 
the vacation can proceed as scheduled.  

  

For an employee who is entitled to two weeks’ vacation, at least 4% of the 
employee’s wages for the period from the date the employee last became 
entitled to an annual vacation to employment termination date. 
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For an employee who is entitled to three weeks’ vacation, at least 6% of the 
employee’s wages for the period from the date the employee last became 
entitled to an annual vacation to employment termination date. 
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