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September 16, 2016 

Positive Pay 
Frequently Asked Questions (FAQs) 

General 

Why has Air Canada changed the shift trade process? 

Air Canada now has the means to better track hours worked by its employees, which facilitates our compliance 
with applicable laws. Failure to comply can result in significant fines and penalties for Air Canada and possibly 
employees.  

 
Employers have a legal obligation to accurately track employees’ shifts and hours worked as well as to apply 

deductions to pay based on actual hours worked.  

When positive pay takes effect, how do I let the Resource Team know if I donate or receive a shift? 

You will continue to report donated or received shifts to the Resource Team the same way you do today. There 
is no change to this process. 

Positive Pay affects your pay, benefits, pension 

and other programs  

What does Positive Pay change?   

With positive pay, the employee who works the shift will be paid for the shift.  Additionally, if an employee 
donates their shifts without receiving shifts for more than 30 consecutive days, the employee will experience 
an interruption of earnings and will be put on a Shift Trade Leave of Absence (LOA).  
 

What does “interruption of earnings” mean?  

Interruption of earnings means: 

 an employee donates his /her shift and  

 has exhausted any time in their time bank; and 

 is no longer being paid.  

How do we calculate the 30 days of interruption of earnings? 

The 30 days are 30 consecutive calendar days, including RDO, starting from the first day an employee has no 
hours in his / her time bank and is not receiving any pay (no earnings).   

Why do I need to be put on a Shift Trade LOA? 

Normally, Service Canada requires a ROE to be issued after 7 consecutive calendar days of no pay.  However, 
in the situation of shift trading/shift trades, the employer is only required to issue the ROE after 30 consecutive 
days of no pay. At that time, Air Canada must place you on a Shift Trade LOA.  
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What impact does a Shift Trade LOA have on my benefits?  

Your benefit coverage will be maintained but your cumulated amount of premiums will all be deducted on your 
first pay upon your return. 
 

However, your personal insurance with MASS Insurance Brokers Inc. cannot be maintained. You must contact 
MASS to make arrangements to pay the necessary premiums. If you do not maintain your premium payments, 
this may invalidate your coverage in the event of a claim. 
 
For more details regarding ESOP, profit sharing, company service date etc, refer to the HR Connex Portal under 
Policies and Forms > My Benefits > Time Away from Work. 

Should I become ill during my Shift Trade leave of Absence will I be eligible for GDIP? 

While you are on a Shift Trade LOA, Air Canada will forward your premiums to Canadian Benefits.  You may 
therefore apply for GDIP. 

Will a Shift Trade LOA affect my service date and vacation entitlement?   

A Shift Trade LOA will not impact your service date or your vacation entitlement.  

Will a Shift Trade LOA affect my pension? 

While you are on a Shift Trade LOA, you will not be contributing to the pension and will not have an option to 

buy back this period when you return to work.  

Do I still have travel privileges while I am on the Shift Trade LOA? 

Yes, you will continue to be eligible for your travel privileges, except for the following: other airline (OAL) 

travel, compassionate travel and business travel.  You are still subject to applicable service charges, taxes, and 
fees.  

How do I apply to get a time bank?  

You can apply for a time bank through HR Connex at eHR Kiosk > eTime bank. 

The maximum hours available is 170 hours. This time bank will allow more flexibility for donating shifts without 
interruption of earnings.   

If I am on a compressed shift and I give all my hours away, I still have a few hours left in my pay. 
Will I need to repay?  

Full time employees are salaried - paid based on a standard 80 hours per pay period irrespective of the 
schedule they are working.  Shift trades donated are unpaid absences sent as undertime to Payrolls and 
deducted from the standard 80 hours.  

 
For instance, an employee working a compressed shift may be absent for an entire pay period, but depending 
on the schedule, may still be in receipt of earnings.  If the employee has exhausted their time bank hours and 
has exceeded 30 days in interruption of earnings due to shift trades donated, he / she will be placed on a Shift 
Trade LOA.  At this point, all earnings previously paid as a result of working a compressed schedule will be 
recuperated on the first pay upon your return. Subsequently, all overpaid earnings will be recovered upon the 

employees return to active status. 

Can I donate my shift after or before I go on a personal leave? 

You must be physically back at work on your scheduled shift for at least one day before and after you donate 
your shift.  
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If I donate my shift during a general holiday, who will get the holiday pay?  

If you have not opted for the General Holiday Option (GHO) and you have donated your shift, this day will 
become a regular day off and the employee working the shift will have the general holiday credit. If you have 
opted for GHO, the general holidays remain part of your total time off allocation.  

Receiving Shifts 

How will I be paid for hours worked as part of a shift trade I receive? 

The hours worked based on a shift trade will automatically be added to your time bank at straight time.  
If you do not have a time bank or if your time bank has reached the maximum hours available, the hours 

worked will be paid at straight time (regular earnings) as this is not considered overtime. 

Do I contribute to ESOP if I receive a shift? 

ESOP Contributions based on your selected contribution percentage (2% to 6%) of your basic pay, which 
means your regular earnings – excluding overtime and shift premiums.  When your basic pay fluctuates, so will 
your ESOP contributions. 
 

When presented with a shift trade situation, ESOP will only be calculated on your basic pay from your original 
scheduled hours worked and not including any voluntary shift trades taken or given. 
 
We invite you to review the details related to ESOP on the HR Connex portal, under Policies and Forms > My 
Money > Employee Stock Plans > Employee Share Ownership Plan (ESOP) 


