[image: ]
LEAVE REQUEST FORM
Per Canada Labour Code (Part III)  |  plainpathhr.com

	SECTION 1 — EMPLOYEE INFORMATION



	Employee Full Name
	Position / Job Title

	
	



	Department
	Supervisor Name
	Date of Request

	
	
	



	SECTION 2 — TYPE OF LEAVE REQUESTED (check one)



	☐ Annual Vacation
	☐ Maternity Leave
	☐ Family Violence Leave

	☐ Medical Leave (Paid)
	☐ Parental Leave
	☐ Traditional Indigenous Practices

	☐ Medical Leave (Unpaid)
	☐ Compassionate Care Leave
	☐ Court Leave

	☐ Personal Leave
	☐ Critical Illness — Child
	☐ Reservist Leave

	☐ Bereavement Leave
	☐ Critical Illness — Adult
	☐ Child Placement Leave

	☐ Bereavement — Death of Child
	☐ Pregnancy Loss Leave
	☐ Other (specify below)



	If 'Other', please specify:

	



	SECTION 3 — LEAVE PERIOD



	Start Date
	End Date
	Total Days Requested
	Leave Balance (if known)

	
	
	
	



Duration:   ☐ Full Day(s)      ☐ Half Day — AM      ☐ Half Day — PM
	SECTION 4 — REASON / ADDITIONAL NOTES


Medical certificates or supporting documentation may be required. Refer to Leave Definitions on page 2.
	



	SECTION 5 — APPROVALS



	Employee Signature
	Date
	

	
	
	



	Supervisor Signature
	Date
	☐ Approved   ☐ Denied

	
	
	Reason if denied:



	HR / Band Administrator
	Date
	Notes

	
	
	



	OFFICE USE:  Received: ___________   System: ___________   Filed: ___________   By: ___________


[image: ]

Plain Path HR  |  Walking Alongside You	info@plainpathhr.com  |  plainpathhr.com
LEAVE TYPE DEFINITIONS
Per Canada Labour Code (Part III)  |  plainpathhr.com

The following leave entitlements are established under Part III of the Canada Labour Code. This summary is for reference only.
	Annual Vacation
1+ year: 2 weeks (4% pay). 5+ years: 3 weeks (6%). 10+ years: 4 weeks (8%). Must be taken within 10 months.
	Compassionate Care
Up to 28 weeks in 52-week period for family member with serious illness and risk of death. Requires medical certificate.

	Medical Leave with Pay
Up to 10 paid days/year after 3 months of employment. Unused days carry forward (max 10).
	Critical Illness — Child
Up to 37 weeks in 52-week period for critically ill child under 18. Requires medical certificate.

	Medical Leave (Unpaid)
Up to 17 weeks unpaid for illness, injury, organ donation, or medical appointments. No service requirement.
	Critical Illness — Adult
Up to 17 weeks in 52-week period for critically ill adult family member. Requires medical certificate.

	Personal Leave
Up to 5 days/year. First 3 days paid after 3 months. For illness, family, education, or personal needs.
	Family Violence Leave
Up to 10 days/year. First 5 days paid after 3 months. For medical care, counselling, legal services, relocation.

	Bereavement Leave
Up to 10 days (family member) or 8 weeks (death of child). First 3 days paid after 3 months of service.
	Indigenous Practices Leave
Up to 5 days/year. First 3 days paid after 3 months. For ceremonies, harvesting, cultural events.

	Pregnancy Loss Leave
Up to 8 weeks (stillbirth) or 3 days (other loss). First 3 days paid after 3 months. For employee, spouse, or intended parent.
	Court Leave
Unpaid, job-protected leave for jury duty or court witness. Requires reasonable notice and proof.

	Maternity Leave
Up to 17 weeks unpaid. Can begin 13 weeks before due date. Requires 6 months service + 4 weeks notice.
	Reservist Leave
Unpaid, job-protected for Canadian Forces reservists. Includes training and operations.

	Parental Leave
Up to 63 weeks unpaid. Must begin within 78 weeks of birth/placement. Requires 6 months service.
	Child Placement Leave
Up to 16 weeks unpaid for adoption or surrogacy. Expected to align with new EI benefits (2026).



	Important: This document summarizes minimum entitlements under the Canada Labour Code (Part III). Your organization may offer additional or enhanced leave benefits. Refer to your employment contract, collective agreement, or organizational policies.
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