
Quarantine Leave – A scenario guide to 
assist team leaders 
This scenario guide clarifies our approach to Quarantine Leave and will help team leaders determine how to apply 
it to different situations. The guide also explains the expectations of team leaders and employees, and how to 
properly code the leave.

Quarantine leave entitlements are contained within the collective agreements and should be used in uncommon 
and extraordinary medical situations where isolation or separation from others is required to control the spread or 
outbreak of infection. 

Canada Post has been providing paid quarantine leave throughout the COVID-19 pandemic. To date, the company 
has taken a liberal approach and application of this leave in order to provide access to paid leave to support our 
employees in these challenging times. With the second wave of COVID-19 in full swing in many parts of the 
country, the Corporation is maintaining this liberal approach, however it reserves the right to return to a stricter 
application of the leave in the future.

•  This guide will help clarify the quarantine leave provisions for Operations and Human Resources in order to establish 
consistent application across the company. 

• In all cases, refer to the Time Management Leave Codes included in the job aids on Quarantine Leave and Child Care and 
Elder Care. The codes will assist you with COVID-19 SAP time-related entries and help determine employee eligibility to leaves 
under their respective collective agreement.

• Please note that the federal COVID-19 app and online screening tools are not considered public health agencies. Their 
direction is not sufficient for paid quarantine leave. 

• If an employee has been directed to obtain a COVID-19 test, the test should be obtained at the first available opportunity.

SCENARIO TEAM LEADER EMPLOYEE CODING

Employee has been deemed 
presumptive positive for 
COVID-19 by public health.

This applies to cases where 
the employee is assumed 
to be positive for COVID-19 
given their symptoms or 
exposure. The employee has 
been given a clear direction 
to  quarantine for 14 days 
(10 days in some regions) by 
public health. The employee 
has been advised to take a 
COVID-19 test and self- isolate, 
and the employee has likely 
provided their contact tracing 
information to a local public 
health authority.

• The employee is required to isolate for 
the entire 14-day quarantine period.

• Employee will be cleared through the 
Automated Clearance process before 
returning to work. 

• If an employee advises they have 
received a positive test result for 
COVID-19, the team leader should 
contact the Area Performance Centre 
(APC) to initiate the Critical  Incident 
Response Team (CIRT) process. 
Canada Life will provide support to 
the  employee while absent, including 
return to work when able.

• Regardless of testing 
outcomes, the employee is 
expected to quarantine for 
the entire quarantine period 
and must be cleared to 
return to work via the 
Automated Clearance 
process (1-866-325-0052).

• If the employee receives a 
positive result for COVID-19 
and has not been cleared to 
return to work by  Canada 
Life after 14 calendar days 
of  quarantine leave, the 
 employee is  e xpected 
to comply with the 
STDP  process. 

• Quarantine leave 
applies for  
14 calendar days 
(regardless of 
 regional guidelines) 
and should not be 
shortened.

• If leave extends 
beyond 14 calendar 
days, STDP- pending 
applies, subject 
to  direction from 
 Canada Life.

Employee is showing 
 symptoms (e.g. new 
or worsening cough and 
feeling feverish) but has not 
contacted public health.

• The team leader should direct the 
employee to contact public health to 
determine next steps and follow up 
with the employee to determine 
what public health has advised.

• Once public health has advised the 
employee, the appropriate scenario 
should be followed. 

• The employee should 
advise their team leader 
of the  recommendation or 
direction provided by public 
health and should follow the 
advice of public health.

• For the time  being 
and until  further 
notice: the  employee 
is sent home for the 
rest of the shift with 
pay ( quarantine leave). 
Further  coding will be 
informed based on 
direction by public 
health response.
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http://intranet.cpggpc.ca/html/branches/other/messages/Uploads Quarantine_Covid19_Time_Management_Codes_E_March_22.pdf
http://intranet.cpggpc.ca/html/branches/other/messages/Uploads/final_child_elder_care_high_risk_covid19_time_management_codes_mar29.e....pdf
http://intranet.cpggpc.ca/html/branches/other/messages/Uploads/final_child_elder_care_high_risk_covid19_time_management_codes_mar29.e....pdf


Should you encounter a scenario not covered by this document, please contact your HRBP for further guidance.

SCENARIO TEAM LEADER EMPLOYEE CODING

Employee is showing 
 symptoms (e.g. runny 
nose), but public health 
has  confirmed the employee 
does not need to self-isolate 
or get tested.

• The team leader should advise the 
employee that the personal days/
STDP process will be followed if the 
 employee cannot return to work.

• The employee should 
follow the personal days/
STDP process if they cannot 
return to work.

• If employee is ill and 
cannot attend work, 
follow the STDP 
process ( including the 
use of personal days).

Employee is advised to 
self-isolate by public health:

• for a specific period, or

• pending COVID-19 
test  results.

• The employee will be provided paid 
quarantine leave for the duration of 
the period recommended by 
 public health. 

• As this situation is not a true 
 quarantine, the team  leader is not 
required to complete the  quarantine 
leave spreadsheet.

The employee should not 
enter the  workplace until:

• the full duration of the 
 recommended self-isolation 
has elapsed, or

• if public health has advised 
 self- isolation pending test 
results, until they have 
received a  negative test. 

• For the time 
being and until 
further notice, the 
 employee is sent 
home with pay 
(quarantine leave) 
for the specified 
period or until 
they have received a 
negative COVID-19 
test result.

Employee is advised 
by a school board to 
self- isolate as a result 
of a positive COVID-19 case 
in their  children’s school.

• The team leader should advise the 
employee that quarantine leave does 
not apply unless they have been 
directed to self-isolate by public health.

• Employees who do not 
attend work based on 
 direction from a school 
board are not  entitled 
to  quarantine leave.

• Quarantine leave 
does not apply.

• Personal Days or 
Special Leave – 
Family Care may 
be applicable.

Employee has been advised 
to self-isolate by public health 
on multiple occasions.

• National DM to flag Canada Life 
to open case and Canada Life to 
determine if there is an underlying 
medical  condition that prevents their 
attendance at work.

• The employee is expected 
to comply with Canada 
Life process.

• Quarantine 
leave applies  
(unless  information 
 supports an 
 alternative leave).

Employee is tested as a 
precaution (i.e. want to see 
their elderly parent) or in the 
absence of direct contact 
tracing or symptoms.

• The team leader should 
 advise the  employee that 
 quarantine leave does not apply. 
If an employee still wants to be 
 tested, the team leader should 
 confirm the test is obtained at 
the first available opportunity.

• The employee is expected 
to return to work.

• Personal days or 
other applicable 
leave provisions 
available in their 
 respective collective 
agreement.

http://intranet.cpggpc.ca/html/documents/make_it_safe/quarantine_spreadsheet.xlsx
http://intranet.cpggpc.ca/html/documents/make_it_safe/quarantine_spreadsheet.xlsx

