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Pregnancy/Parental/Adoption Leave  

Information for Members of  

Peel Elementary Teachers’ Local 

October 2026 

 

 

 

For more information, please reach out to the Local Vice President on call by 

emailing petlrep@etfopeel.com or calling 905-564-7233 

 

More resources available at www.etfopeel.com 

In the public area – Member Services - Pregnancy/Parental/Adoption Leave 

 

All current leave forms are located on the Peel Board intranet: 

Managing Your Forms - Home (sharepoint.com) 

 

 

mailto:petlrep@etfopeel.com
http://www.etfopeel.com/
https://pdsb1.sharepoint.com/sites/PDSBForms
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The Peel Board Pregnancy/Parental/Adoption Leave request form should be completed 

at least six weeks prior to the leave beginning and no less than two weeks before.  Even 

if you are on sick leave prior to the pregnancy leave, the Board still requires an official 

leave request form to be completed. 

You must attach a due date note and then submit the form and note to your 

administrator to sign before the forms are sent to the HR assistant for your alphabet 

through the Board courier.  Keep a copy.   The due date note can be provided by a 

doctor or midwife on a small prescription type note. There is no separate form required 

for this. Human Resources, Partnerships & Equity (HRPE) - Who's Who (sharepoint.com) 

Pregnant members choose any of the three boxes marked Pregnancy on the left side of 

the form depending on the length of the EI paid leave they wish to access.  Put the first 

day you are going to be on leave in the start date box.  Your anticipated return to work 

date is generally either one year less a day from the leave start date or 18 months less a 

day.  You can also indicate whatever date you are returning if it is at a different time 

(earlier) than the full 12 or 18 months. 

If you are adopting use either of the first two boxes in the right column. 

All other parental leaves use the third box in the right column. 

You can begin a paid Employment Insurance leave up to 12 weeks prior to your due 

date without a medical note.  You cannot work any later than your due date. 

Your return to work date may fall midweek.  You can choose a weekend or holiday day 

to be the first date of your leave.  Summer start dates may have summer return to work 

dates.  The Board knows you will not actually return until September. 

Smart Find Express code 17 allows for two paid days for parent at birth of 

child/adoption. 

HR will send you an approval letter with your leave dates and reminders.  You take one 

leave at a time.  You would not usually request more than one year at a time (other than 

the first 18 month option). 

https://pdsb1.sharepoint.com/sites/hrpe/SitePages/WhosWho.aspx
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https://pdsb1.sharepoint.com/hr/business/Forms1/Leave%20Form%20-%20Pregnancy-Parental-Adoption.pdf 

During the statutory leave period (17/52/78 weeks) you can return to work early by 

providing 30 days written notice to Human Resources. 

https://pdsb1.sharepoint.com/hr/business/Forms1/Leave%20Form%20-%20Pregnancy-Parental-Adoption.pdf
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You will need to advise HR if you are returning or extending the leave at least 30 days 

before the leave end date.  This date is given on your approval letter. 

Do not advise the Board in writing that you are returning until you have your daycare 

arrangements confirmed and are sure that you can return as planned. 

Statutory leave period (17/52/78 weeks): All pregnancy/parental combined leaves start 

with a calendar period leave of up to a maximum 18 months. 

Leave Extensions:  At the end of the statutory period, you can then extend to any 

natural break remaining in that school year.  For example, an October leave end date 

could then extend to the December break, the March break or the end of June the 

following year.  A February leave end date could then extend to the March Break or the 

end of June.  A May leave end date could extend to the end of June.  

After the first extension, members may be able to request one more full year that is 

taken from September to August (not in smaller segments) and, once requested, you 

cannot return early from this extension. 

The cumulative total of parental leaves (statutory + extensions) cannot exceed three 

school years. 

Please note – Service Canada (EI) does not allow any changes to your 12 or 18 month 

selection, however, the Peel Board will allow you to change from a 12 to 18 month 

leave.  If you choose this, it extends the period of time of the statutory leave so you 

continue to receive benefits and can return with 30 days notice.  Once you reach 18 

months, you would then be able to extend your leave using the unpaid extensions noted 

above. 

At the end of the official pregnancy/parental leaves, in some cases you can request an 

additional personal leave by January 31st following the process for personal leaves – 

obtaining approval from your admin and superintendent. 
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When do I have to return to be paid through the summer? 

Teachers are paid for 194 teaching days evenly spread out on the pay deposits from 

September through August.  Teachers do not earn money on holidays or school breaks.  

The break periods are paid by banking salary from the 194 teaching days.  Please consult 

the chart provided to see when your pay will begin based on the day you return to work.  

The later a teacher returns in the spring, the longer they will need to work and bank 

salary before their pay starts.  Once their pay deposits resume, they will continue bi-

weekly through the summer.  Conversely, if you work until late spring, any money that 

you have earned toward the summer pay, will be paid out to you on your final pay when 

your leave starts. 
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Teachers’ salary by pay date 

194 days/26 pays = 7.4615 days per pay 

 

 Pay date Date covered  
1 Sept 4/26 Sept 2, 3, 8, 9, 10, 11, 14, 15 (.46) 7.4615 

2 Sept 18/26 Sept 15 (.54), 16, 17, 18, 21, 22, 23, 24 (.92) 7.4615 

3 Oct 2/26 Sept 24 (.08), 25, 28, 29, 30, Oct 1, 2, 5, 6 (.38) 7.4615 

4 Oct 16/26 Oct 6 (.62), 7, 8, 9, 13, 14, 15, 16 (.84) 7.4615 

5 Oct 30/26 Oct 16 (.16), 19, 20, 21, 22, 23, 26, 27, 28 (.30) 7.4615 

6 Nov 13/26 Oct 28 (.70), 29, 30, Nov 2, 3, 4, 5, 6 (.76) 7.4615 

7 Nov 27/26 Nov 6 (.24), 9, 10, 11, 12, 13, 16, 17, 18 (.22) 7.4615 

8 Dec 11/26 Nov 18 (.78), 19, 20, 23, 24, 25, 26, 27 (.68) 7.4615 

9 Dec 24/26 Nov 27 (.32), 30, Dec 1, 2, 3, 4, 7, 8, 9 (.14) 7.4615 

10 Jan 8/27 Dec 9 (.86), 10, 11, 14, 15, 16, 17, 18 (.60) 7.4615 

11 Jan 22/27 Dec 18 (.40), Jan 4, 5, 6, 7, 8, 11, 12, 13 (.06) 7.4615 

12 Feb 5/27 Jan 13 (.94), 14, 15, 18, 19, 20, 21, 22 (.52) 7.4615 

13 Feb 19/27 Jan 22 (.48),  25, 26, 27, 28, 29, Feb 1, 2  7.4615 

14 Mar 5/27 Feb 3, Feb 4, 5, 8, 9, 10, 11, 12(.46) 7.4615 

15 Mar 19/27 Feb 12 (.54), 16, 17, 18, 19, 22, 23, 24 (.92) 7.4615 

16 Apr 2/27 Feb 24 (.08), 25, 26, Mar 1, 2, 3, 4, 5, 8 (.38) 7.4615 

17 Apr 16/27 Mar 8 (.62), 9, 10, 11, 12, 22, 23, 24 (.84) 7.4615 

18 Apr 30/27 Mar 24 (.16), 25, 30, 31, Apr 1, 2, 5, 6, 7 (.30) 7.4615 

19 May 14/27 Apr 7 (.70), 8, 9, 12, 13, 14, 15, 16 (.76) 7.4615 

20 May 28/27 Apr 16 (.24), 19, 20, 21, 22, 23, 26, 27, 28 (.22) 7.4615 

21 Jun 11/27 Apr 28 (.78), 29, 30, May 3, 4, 5, 6, 7 (.68) 7.4615 

22 Jun 25/27 May 7 (.32), 10, 11, 12, 13, 14, 17, 18, 19 (.14) 7.4615 

23 July 9/27 May 19 (.86), 20, 21, 25, 26, 27, 28, 31 (.60)  7.4615 

24 Jul 23/27 May 31 (.40), Jun 1, 2, 3, 4, 7, 8, 9, 10 (.06) 7.4615 

25 Aug 6/27 Jun 10 (.94), 11, 14, 15, 16, 17, 18, 21 (.52) 7.4615 

26 Aug 20/27 June 21 (.48), 22, 23, 24, 25, 28, 29, 30 7.4615 

   194 days 
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Use of Sick Leave 

If you are unwell during your pregnancy and your doctor supports you stopping work 

early, you must complete the Pregnancy-Related Attending Physician Statement 002 

and provide this to the Abilities Office.  Their contact information is on the form. Do not 

provide any medical notes to your school. You do not need to provide a diagnosis to 

the Abilities Office, but the form must be completed by a physician or midwife.  Read 

the form and check the dates before leaving the doctor’s office. 

It is your responsibility to make sure the code 30 absences are being entered in the 
Smart Find Express system, but you would do this in consultation with your school about 
how it is entered (as a block or single days, for example). 
 
There is a new Smart Find Express code 307 which uses your sick leave, but can be used 
for scheduled appointments.   
 

Using paid sick leave will not impact your eligible time for the pregnancy leave and 

should not impact your EI rate of pay. 

If your doctor will not complete the form, you still have the option to choose to start 

your leave up to twelve weeks prior to your due date.  It is important to have the 

conversation with your doctor ahead of time as you plan. 

If you are on leave using sick leave, do not forget to also apply for the official pregnancy 

leave and if the baby arrives early, you need to advise HR. 

When you return to work, your sick leave will not be pro-rated, you will be given the full 

accrual of 11 days paid at 100% salary and 120 days paid at 90% salary as well as the five 

Family Responsibility days.   

Please be aware that your absences may be tracked by the Peel Board through the 

Health Promotion Program.  If you do receive a letter from the Board, please reach out 

to the PETL Vice President on call using petlrep@etfopeel.com to understand your 

options. 

mailto:petlrep@etfopeel.com
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https://pdsb1.sharepoint.com/hr/abilities/Forms1/PDSB%20APS%20002%20Pregnancy.pdf 

https://pdsb1.sharepoint.com/hr/abilities/Forms1/PDSB%20APS%20002%20Pregnancy.pdf
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You apply for Employment Insurance (EI) through the Service Canada website on or after your 

leave date has arrived.  If the baby arrives early, your leave date becomes the birth date and 

you can apply then.   The application only stays “live” on their website for 48 hours.  Do not 

wait more than 30 days to apply.   You do not need to wait for the baby to be born to apply 

for EI as long as your official leave date has passed. 

There is a one-week waiting period for employment insurance so be sure to budget for at 

least a four-week gap between your Peel pay ending and the EI payments starting. 

To qualify for an EI paid leave, you must have worked at least 600 hours (75 full-time teaching days) 

in the 12 months prior to your leave starting. Days paid as sick leave are counted toward the 600 

hours.  Teachers can work as OTs or LTOs for Peel or any other Board to reach their required hours, 

but you cannot accept another permanent job without resigning.  Any earnings for casual work will 

need to be reported to EI if you are in receipt of EI benefits. 

Both parents can take parental leaves and they can be taken at the same time or one after the other, 

but between the two parents there are only 50/76 paid weeks from EI and they must be paid out 

within the statutory period immediately following the start of the leave. 

In Peel, you cannot split up the leave – for example, take the 17 week mat leave, then return 

for a few weeks and then take the parental leave.  Once you return to work, the leave is over. 

If the baby arrives very early, the Board Human Resources department has indicated: 

Please note that in aaccordance with ESA, employees must begin their pregnancy leave once the baby is born or the 

latest would be on their due date.  They cannot request to go on Critical Illness leave and defer their Pregnancy leave, 

as this would then forfeit their Pregnancy leave.   

If after 17 weeks of pregnancy leave, the baby is still in the hospital and has not yet been discharged, at that time the 

employee can opt to defer their Parental leave and request for the Critical Illness Leave, if eligible.  Once the baby is 

discharged from the hospital, the Critical Illness Leave would end and the employee must then begin their full Parental 

Leave (35 week or 61 weeks).   

*Update September 2024 – this language is changing and will be updated – continue to connect with HR 

When filling out your EI application on-line: 

Teachers work a 40-hour week in Peel and do not receive vacation pay. 

Your Record of Employment (ROE) will have an S or a W serial number which lets EI know that it will 

be sent electronically, automatically by the Board to EI and a paper copy will be mailed to you.  You 

can apply without having the paper copy in your hands. 

Due to the increasing complexity of options with Service Canada it is a good idea to contact them 

directly if you feel you have a unique or specific scenario/timing. 
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For information about the additional five weeks of Employment Insurance called the Parental Sharing 
Benefit, please review the information posted on Service Canada – https://www.canada.ca/en/employment-

social-development/campaigns/ei-improvements/parent-sharing.html 
 
In order to qualify for a pregnancy and/or parental leave you must have at least 13 weeks of 
employment with the school board before the expected date of birth. 
 
Answers to other Frequently Asked Questions: 

• During the statutory period of pregnancy/parental leave, you should be returning to a position 
similar to the one that you have left.  If you take the unpaid extensions, you would return to your 
school unless you are otherwise deemed excess due to seniority, but you are not guaranteed a 
specific position.  You can fully participate in the annual Transfer and Surplus process while you 
are on leave. 

If you have concerns that your administrator has changed your position, you would call in to the 

Local to speak to the PETL Vice President on call using petlrep@etfopeel.com to understand your 

options. 

• Part-time Leaves – The Peel Board does not allow a member to return part-time unless they 
reduce their contract.  This can only be done during the staffing process each year. 

• Seniority – As long as you are an active PETL member or on an approved leave, you continue to 
accrue seniority as if you are working.  You can be deemed excess while on statutory leave and 
would follow the usual transfer and surplus staffing guidelines. 

• Service – If you only take the statutory period of pregnancy/parental leave, you will continue to 
move up the salary/service grid as if you were working. If you take an unpaid extension, this could 
interrupt your movement not when you return, but in the following year. 

• Union Dues – You are not required to pay Union dues when on leave 

• OCT fees – If you are on leave in January, you need to contact the Ontario College of Teachers 
directly to pay for your annual registration 

• Childhood Diseases – If you have an immunity concern to Fifth Disease or any other illness, you 
should have your bloodwork done early in your pregnancy so you do not have the additional 
worry if there is an exposure at your school.  If you are not immune, the Board has a temporary 
placement process.  These forms can be found on the Board’s website.  

 

 

https://www.canada.ca/en/employment-social-development/campaigns/ei-improvements/parent-sharing.html
https://www.canada.ca/en/employment-social-development/campaigns/ei-improvements/parent-sharing.html
mailto:petlrep@etfopeel.com
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Extended Health and Dental benefits – the Board will continue to cover the cost of these benefits 

during the statutory period of your leave.  Remember to add the baby to your benefit plan(s) within 

30 days of the birth.  If you take an unpaid extension, you will be contacted by OTIP to pay the 

premiums.  Family Extended Health is $319.67/month and Family Dental is $190.48/month. 

Life Insurance - Board will continue to cover the cost of the basic life insurance during the statutory 

period of your leave.  If you take an unpaid extension, you will be contacted by OTIP to pay the 

premiums.  If you have Optional Life insurance, OTIP will contact you about continuing to pay 

premium for this coverage. 

Long Term Disability (LTD) is mandatory for the first 36 months that you are absent on leave.  The 

Board benefits department will contact you about these premiums.  This is a salary-based premium.  

If you take a year of personal leave following all the pregnancy/parental extensions, the LTD will end 

and when you return to work you will be placed back in the plan.  

Pension – the Ontario Teachers’ Pension Plan Board is always available by calling 1-800-668-0105 to 

explain your buy back options.  If you know that you want to purchase the pension monthly while on 

leave, call them at least 6 weeks before your leave to make arrangements so you do not pay interest.  

If you know that you cannot afford to buy back the pension immediately, you have up to five years to 

buy it back.  The annual pension contribution is 10 – 12% of your salary.  If you do not buy back the 

year, you would have to work an additional six months at the end of your career to reach your 85 

factor. 

If you work at least 11 teaching days in a school year, you will receive one year of pension credit 

(toward your 85 factor) so teachers leaving mid-year and returning mid-year will likely get service for 

both years.  If you do not buy back the service, you would not be paid as if you had contributed, but 

you could retire as early as a colleague who had worked. 

If you will be absent for a full school year and want an alternative to purchasing the pension, you 

could opt to work at least 11 supply days to receive the credit toward your 85 factor.  If you are 

buying back the pension or are returning mid-year as described above, this is not a concern for you. 

If you want to be considered for supply work in Peel, speak to your administrator and ask to be 

recommended to the supply pool.  HR will then advise you of the process. 

 

 

 

The Board provides two Supplemental Employment Benefits (SEB top-ups). 
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FOR ADOPTION and PARENTAL LEAVES – The Board will pay 95% of the EI weekly rate to 

you for the one-week EI waiting period as long that week falls within the regular school 

year.  This is helpful for couples to help preserve the EI paid weeks.   

FOR BIRTH PARENTS/PREGNANCY LEAVES – You are eligible for 8 weeks paid at 100% of 

your salary minus any earnings from EI from the birth date of the baby.  To request this, 

you need to have your first payment from EI and the baby’s birth date.  It is requested 

from payroll.  They will not remind you, you must contact them. 

Even if you will not qualify for an EI paid leave, you are still eligible for the Board paid 

top-up, but you must apply for EI and provide payroll with proof that you are not eligible 

for any EI payments. 

SEB benefits are available to members who begin pregnancy leave while on an approved 

leave.  
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https://pdsb1.sharepoint.com/finance/Payroll/Forms1/EI%20Maternity%20Leave%20Top-

up%20Form.pdf#search=%28request%20for%20maternity%20leave%20top%20up%2A%29  

https://pdsb1.sharepoint.com/finance/Payroll/Forms1/EI%20Maternity%20Leave%20Top-up%20Form.pdf#search=%28request%20for%20maternity%20leave%20top%20up%2A%29
https://pdsb1.sharepoint.com/finance/Payroll/Forms1/EI%20Maternity%20Leave%20Top-up%20Form.pdf#search=%28request%20for%20maternity%20leave%20top%20up%2A%29
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Maternity Leave  Checklist  
 

Having read through the information, here is a review list of things to remember to do. 
 

Before the Arrival (if possible): 
 

 Determine when you want to take start your leave (call the Local if you are unsure) 
 
 Collect the needed required medical note (due date note) from your doctor or midwife 
 
 Complete the Board leave request form (found on the PDSB HR website) and attach the medical note 

referenced above.  This should be submitted to your principal no less than two weeks prior to the 
commencement of your leave, but it is better to provide at least six weeks notice. Once signed, the 
form should be sent to the HR Assistant for your alphabet through the Board courier.  
 

compose your letter requesting a pregnancy  and parental leave from the Board.  
 
 Make a decision regarding the continuation of your pension contributions.  You can contact the 

Ontario Teachers’ Pension Plan by calling 1-800-668-0105.  
 
 Make arrangements with Peel Board Benefits department regarding the continuation of your Long 

Term Disability premium payments 
 

 Be sure that the Board has your current address and school location on file so that there is no delay 

in returning these forms.  If you move while on leave you may also wish to notify the Ontario College 

of Teachers, the Ontario Teachers’ Pension Plan Board, and ETFO Provincial of this change.   

 Record all of the pension/LTD withdrawal dates to avoid any missed payments. 

 

After the Arrival: 
 

 Call the appropriate clerk in Human Resources to report your actual delivery date if the baby arrives 
prior to your official leave date. 

 

 with ROE from the Board, Apply for EI benefits within 4 weeks of the leave starting (the Board will 
automatically mail you a copy of the ROE, but you can apply without it and can apply before the baby 
is born if your official leave date has passed) 

 
 Submit your  child’snewborn’s information to OTIP and any other insurer for both parents 

within 31 days of the baby’s arrival 
 
 Submit the proof of payment or denial notice from Employment Insurance payment to the Payroll 

Department at the Board Office to  receive your Supplemental Employment Benefit (top-up). 
 
 Respond to the leave approval letter IN WRITING (be aware of this deadline!) regarding your 

intention to return at the end of the original leave period or to extend the leave. 
 
 

 

Formatted: Indent: Left:  0", Hanging:  0.5"

Formatted: Indent: Left:  0", Hanging:  0.5"
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Additional Resources: 

Local website:  www.etfopeel.com There is a section about pregnancy/parental leaves under 

Member Services in the public section.  To access the Member Secure area, please use log in using 

your personal login and password. Your login is your ETFO number. If you are unsure of your 

password, please use the ‘Forgot you Password?’ link to request a new password. If you continue to 

have difficulty accessing the Member Secure site please contact the PETL Secretary-Treasurer for 

support (905-564-7233). 

 

ETFO provides a Pregnancy & Parental Leave Guide to Rights and Responsibilities on-line.   

 

http://www.etfopeel.com/
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