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FAQ �t Record of Employment (ROE) 

1. What is a Record of Employment?

The ROE is the form that employers complete for employees receiving insurable earnings who stop 
working and / or experience an interruption of earnings.  

2. When can I request a ROE?

You may request a ROE when you have experienced an interruption in earnings. An interruption of 
earnings occurs;  

�¾ When an employee has had or is anticipated to have seven consecutive
calendar days with no work and no insurable earnings from the employer, an interruption of 
earnings occurs. This situation is called the seven-day rule. For example, the seven-day rule 
applies when employees quit their jobs or are laid off, or when their employment is 
terminated.  

�¾ �:�K�H�Q���D�Q���H�P�S�O�R�\�H�H�·�V���V�D�O�D�U�\���I�D�O�O�V���E�H�O�R�Z�����������R�I���U�H�J�X�O�D�U���Z�H�H�N�O�\���H�D�U�Q�L�Q�J�V���E�H�F�D�X�V�H
of illness, injury, quarantine, pregnancy, the need to care for a newborn or a child placed for 
the purposes of adoption, the need to provide care or support to a family member wh o is 
gravely ill with a significant risk of death, or the need for a parent to care for a critically ill 
child, an interruption of earnings occurs. In this case, the first day of the interruption of 
earnings is the Sunday of the week in which the salary falls below 60% of the regular weekly 
earnings.  

3. How do I request that a ROE be submitted to Service Canada on my behalf?

Please send an email directly to payrolluc@ucalgary.ca and include the below information: 

�¾ Full legal name  �¾ Timeframe you were employed

�¾ UCID number �¾Reason for requesting the ROE

4. How long will it take for my ROE request to be completed and my ROE sent to Service Canada and
how quickly will the University of Calgary issue my ROE after I have requested it?

�:�H���Z�L�O�O���U�H�V�S�R�Q�G���Z�L�W�K�L�Q���������K�R�X�U�V���R�I���W�K�H���U�H�T�X�H�V�W���E�H�L�Q�J���U�H�F�H�L�Y�H�G�������:�H���L�V�V�X�H���5�2�(�·�V���H�O�H�F�W�U�R�Q�L�F�D�O�O�\�����Z�H���K�D�Y�H��
up to five calendar days (as per Service Canada) after the end of the pay period in which an employee's 
interruption of earnings occurs.  
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5. How will my ROE be submitted?  
  

�7�K�H���8�Q�L�Y�H�U�V�L�W�\���R�I���&�D�O�J�D�U�\���L�V�V�X�H�V���D�Q�G���I�L�O�H�V���5�2�(�·�V���H�O�H�F�W�U�R�Q�L�F�D�O�O�\���Z�L�W�K���6�H�U�Y�L�F�H���&�D�Q�D�G�D���L�Q���D�F�F�R�U�G�D�Q�F�H���Z�L�W�K��
Employment Standards guidelines.  

 

  

6. Do I need a copy of my ROE?   
  

No.  The electronic ROE goes directly into Service �&�D�Q�D�G�D�·�V���(�,���V�\�V�W�H�P�����V�R���D���S�D�S�H�U���F�R�S�\���L�V���Q�R�W���U�H�T�X�L�U�H�G��
and will not be provided to you. Your electronic ROE will be available in your My Service Canada 
Account. To register for a My Service Canada Account, go to  
http://www.servicecanada.gc.ca/eng/online/mysca.shtml  �D�Q�G���I�R�O�O�R�Z���W�K�H���L�Q�V�W�U�X�F�W�L�R�Q�V���L�Q���W�K�H���´�9�L�H�Z���P�\��


