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Claim Your Rights:  
A Step-By-Step Guide on How to File a Claim 

Information Sheet 
 

The Employment Standards Act, 2000, also known as the ESA, is a law that sets minimum standards 
for workplaces in Ontario.  
 
If you are protected by the ESA, you have rights at work. Your employer cannot:  
 

• intimidate you, 
• fire you, 
• suspend you, 
• reduce your pay, 
• punish you in any way, or 
• threaten any of these actions,  

because you asked about or asked for your ESA rights. 

Who can help enforce my rights? 
If you think your employer is not following the ESA and you are not getting what you are entitled to, 
contact the Ministry of Labour. Unionized employees should talk to their union representative first.  
 
Ministry staff can help you understand your rights, answer your questions and investigate your 
complaint. Your employer cannot punish you for talking to the Ministry of Labour about your rights.  
 
After speaking with us, you may decide to file a claim.  
 

Four steps to filing a claim 
Step 1: Have you contacted your employer? 
Generally, you are required to try to contact your employer about your employment standards issue(s) 
before your claim will be investigated. Issues can often be resolved quickly with this approach. The 
following are examples of situations where employees may not be required to contact their 
employer:   
 
 

• You already tried to contact your employer. 
• The money owed to you is from five months ago or more (there are time limits on recovery, see 

page 5 of the Claim Guide). 
• Your workplace has closed down.  
 • Your employer has gone bankrupt or is in receivership. 
• You are afraid to do so. 
• Your issue does not involve money. 
• You are or were working as a live-in 
• You have difficulty communicating in the langua
• You are a young employee.  
• You have a disability that mak
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If none of th not to 
 

act the Employment Standards Information Centre at 416-326-

worksheets to help you figure out what you are owed and tools to make 

ct important documents 
 need to refer to important documents about your 

uments 

tep 3: Fill out the Claim Form 
t of detailed information. It may take you an hour or more to 

formation we need from you will be marked by an asterisk (*).The Ministry of Labour may 

or help completing the Claim Form, go to our website at www.labour.gov.on.ca/english/es/forms/claim.php 

nce we have all the information we need to investigate your claim, we will contact you with your claim 

tep 4: Send your claim to the Ministry of Labour 

orms/claim.php. You will recieve your claim 

 

o Centre (1-800-267-8097).  

Provincial Claims Centre 

ite 410  

A 6VA 
Note: I by fax, in person, or by mail, you will receive a 
letter in the mail with your claim number once all of your required information has been 

• There is a reason relating to a ground under the Ontario Human Rights Code. 
 

e reasons listed describe your situation and if you feel that you have a good reason 
contact your employer about your employment standards issue, you will have an opportunity to explain
why on the Claim Form.  

For more information, please cont
7160 or 1-800-531-5551.  

The ministry has also created 
contacting your employer easier. These tools can be found in the Before You Start booklet and the 
Claim Guide. 

Step 2: Colle
To help you fill out the Claim Form, you may
employment history and your employer’s contact information. You may need to send these doc
to the ministry if your claim is being investigated. For more information on what documents you may 
need, please see “Collect Important Documents” in the Claim Guide.  
 

S
The Claim Form asks you to give a lo
complete it. 
 

he basic inT
contact you if you are missing required information.  
 
F
to find contact information for support services. You can also call the Employment Standards 
Information Centre at 416-326-7160 or 1-800-531-5551. 
 
O
number and your claim will move forward for investigation.  
 

S
Individuals can file a claim submission in these ways:  
 

Online at: www.labour.gov.on.ca/english/es/f
submission number immediately.  

By Fax at: 1-888-252-4684.  
 
n person at: a ServiceOntariI

 
y mail to:  B

Ministry of Labour 
70 Foster Drive, Su
Roberta Bondar Place 
Sault Ste. Marie, ON P6
f you file your claim submission 
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 claim submis s assigned as soon as the ministry receives and registers your Claim 
orm. You will be provided with a claim number and your claim will be assigned for investigation once 

n you and your employer. If 
e issue cannot be resolved, an investigation may begin. Claims are investigated as quickly as 

here can I get a Claim Form? 
Claim Form, which can be obtained from the Ministry of 

ca, by mail through ServiceOntario Publications and in person 

aim? 
must give details about:  

not pay overtime or the 
employee did not receive severance pay) 

• .g. dollar amounts, if known) 
 
In a i uch as:  

• whether the employer is still operating 
ents or operates using any other 

Wh  
Once your claim has been reviewed, and all required information has been provided, an Employment 

inistry of Labour will be assigned to investigate your claim.  

• copies of T4 slips 
ion (if the employee’s employment was terminated 

the employer and notice was given)  

• 

dar record, time sheets, attendance 
records, diary or notes)  

verified. If your claim submission is missing required information, you will receive a lett
in the mail with your claim submission number, and a request to provide more 
information.  

sion number iA
F
the ministry has verified that all required information has been completed. 
 
Once a claim is filed, ministry staff can attempt to resolve the issue betwee
th
possible. The time it takes to complete the process varies.  
 

W
To file a claim, an employee must complete the 
Labour's website, www.labour.gov.on.
at a ServiceOntario Centre. 
 

hat is needed to file a clW
In completing the Claim Form, the employee 
 

• which minimum standards were violated (e.g. the employer did 

• when it happened (dates)  
how much money is claimed to be owed (e

dd tion, the employee will be asked to give information about the employer, s
 

• the employer’s name, full address and telephone number(s) 

• whether the employer conducts business at other establishm
name(s)  

at happens next? 

Standards Officer of the M
 
During the investigation of a claim, the employee will be asked to provide some or all of the following:  
 

• copies of pay stubs or pay cheques 

• a copy of his or her written notice of terminat
and/or severed by 

• A copy of the employee’s Record of Employment, if received 
A copy of the contract of employment, if there is one 

• Copies of any warning letters or notices received 
• A record of the hours worked if available (i.e., a calen

http://www.labour.gov.on.ca/english/es/forms/claim.php
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Wh  h
If th  E finds that your employer has not violated your rights, the officer will 
tell you. If you do not agree with the decision, you have 30 days to apply to have it reviewed.  

he rules of the ESA 
• give you back your job 

Em y ted for contravening the ESA. If convicted, your employer may be fined 
and/or sent t

Are there time limits? 

laim is filed. For more information, visit the website at 
lish/es/pubs/guide/esclaim.php.  

1-866-567-8893 for Hearing Impaired TTY.  

at appens after the investigation? 
mployment Standards Officer e

 
If the Employment Standards Officer finds that your employer broke the law, the officer can order your 
employer to:  
 

• pay wages that are owed to you 
• follow t

• compensate you.  
 
plo ers can also be prosecu

o jail.  

With some exceptions, the Ministry of Labour can only recover wages that became due within six 
months before the c
www.labour.gov.on.ca/eng

Contact the Ministry of Labour 
Call the Employment Standards Information Centre at 416-326-7160, 1-800-531-5551 (toll-free), or 

 
Visit the Employment Standards section of the Ministry of Labour website, www.labour.gov.on.ca, to 
access online publications that provide more detailed information on ESA rights.  
 
Last page footer anchor: Don't delete this paragraph! No text below! 

This information is provided as a public service. Although we endeavour to ensure that the information is as current and accurate as 
possible, errors do occasionally occur. Therefore, we cannot guarantee the accuracy of the information. Readers should, where 
possible, verify the information before acting on it. 

 ISBN 978-1-4435-4541-9 (Print)
©Queen’s Printer for Ontario, 2010 ISBN 978-1-4435-4542-6 (HTML)
Printed in Canada ISBN 978-1-4435-4543-3 (PDF)


	 Claim Your Rights: 
	A Step-By-Step Guide on How to File a Claim
	Information Sheet
	Who can help enforce my rights?

	Four steps to filing a claim
	Step 1: Have you contacted your employer?
	Step 2: Collect important documents
	Step 3: Fill out the Claim Form
	Step 4: Send your claim to the Ministry of Labour
	Where can I get a Claim Form?
	What is needed to file a claim?
	What happens next?
	What happens after the investigation?
	Are there time limits?
	Contact the Ministry of Labour



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
    /ENC ()
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


