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Supervisor Responsibility 
When the supervisor receives a written request for a maternity/pregnancy or adoption leave, they are 
responsible to: 
 
1. Send an email to the employee acknowledging the request for a leave. Remember this is a job- 

protected leave and must be granted. 
 

2. Forward the information provided by the employee and the acknowledgement of the leave 
request to RPT by email to corresponding mailbox below, copying the department. The email 
should contain the start, end date, and type of the leave. 

�x For Research Assistant and Research Support employees, please email 
rp_info@sfu.ca 

�x For Postdoctoral Fellows, please email postdoc2@sfu.ca  
 

3. If the child is born before the probable date of birth, the supervisor must notify RPT so the date can 
be adjusted, and to avoid overpayment.  If overpayment occurs, please contact Payroll 
(payroll@sfu.ca) 

 
The email’s subject line should start with the word “Leave”, and be followed by the employee’s name 
and the Leave start date e.g., Leave – Last name, first name – yyyy/mm/dd.  
 
RPT & Payroll Responsibility 
When RPT receives the written request and acknowledgement of request from the supervisor, they are 
responsible to: 
 
1. RPT captures the requested leave dates in the employee’s record in myINFO. 

 
2. RPT provides the employee with a letter confirming the leave dates and any information related 

to extended benefits if applicable, with a copy to Payroll, the Department and the supervisor. 
�x If employee will remain enrolled on Extended Health and Dental plan during the leave, 

the employee will receive a Pacific Blue Cross change for to add the child to their plan 
after birth. Enrollment is not automatic.  

 
3. Payroll submits Record of Employment (ROE) to Service Canada after their last pay before leave 

commencement, to facilitate Employment Insurance (EI) claims, should the employee be eligible/ 
interested. Note that this is a Service Canada requirement to verify the leave and calculate any 
benefits. 

 
Returning From Leave 
 
If there are any changes to the return date the employee should inform their supervisor and RPT as 
soon as possible. If the employee will be returning to work on the expected return date, please 
confirm with the supervisor and RPT at least 4 weeks in advance so payroll can be reactivated.  
 
Additional Information 

�x BC Employment Standards Act (Leaves of Absence) 
�x Service Canada (Employment Insurance) 

mailto:rp_info@sfu.ca
mailto:postdoc2@sfu.ca
mailto:payroll@sfu.ca
https://www2.gov.bc.ca/gov/content/employment-business/employment-standards-advice/employment-standards/time-off/leaves-of-absence
https://www.canada.ca/en/services/benefits/ei/ei-maternity-parental.html
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