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Faculty Common Disability Plan Process

Vancouver Island University

Effective April 1, 2002


Note:
The Box Numbers in the Faculty Common Disability Plan Action Flow Chart correspond with the Box Numbers listed below.

Box 1.
Days 1 through 4 – Employee Calls Dean, Director, Regional Campus Principal or Designate (DDRCP) Daily:  “Daily” relates to the short term “casual” absence, where the Employee does not know from day to day when he/she will recover and be able to return to work.  Contact with the DDRCP is essential for work planning and other reasons.  This daily call also reinforces the employment contract – that the Employee is expected to be at work and to provide notification when this is not possible.  

Box 2.
Day 1 – DDRCP Notes Absence on On-Line Sick Leave System:  Precise record-keeping is important for requirements such as accurate salary payment, calculation of Short Term Disability (STD) insured earnings, calculation of Long Term Disability (LTD) waiting period, etc.

Box 3.
Days 1 through 4 – HR Monitors Daily On-Line Sick Leave Report:  Human Resources (HR) will monitor the on-line Sick Leave Report for any absences that continue beyond a few days.  For continuing absences, HR will contact the Sick Leave Designate to determine if the Employee has returned to work or if there is an anticipated return to work date.  If it appears the Employee will be off for an extended period, HR will prepare the Short Term Disability (STD) claim package.

Box 4.
Day 5 – Employee Calls DDRCP:  This is part of the daily routine for casual absence.  On Day 5, the DDRCP and the Employee will typically discuss longer-term issues, including the need for STD forms to be completed (sent by HR), and timelines for submission.  At this point, a less-frequent communication schedule can be agreed upon, arrangements made for the next date/time of contact, and an agreement as to who will initiate the contact.

Box 5.
Day 5 – DDRCP Manages Employee’s Absence:  While the DDRCP manages lost time in the work place, HR manages the disability claim process and return to work (RTW).  

Box 6.
Day 5 and ongoing – DDRCP Stays in Touch with Employee:  Contact will be on a mutually agreed schedule, typically related to medical appointments; weekly is a common frequency.  This contact sustains the employment relationship, permits the DDRCP to plan work allocation and to plan for the Employee’s RTW, and permits the DDRCP to offer help or information and the Employee to request it.  DDRCP will not initiate discussions about the medical diagnosis, but may discuss the impact on the job, which may include modified work or functional/cognitive restrictions.

Box 7.
Day 5 – HR Notes the Status of Employee’s Absence:  HR will continue to maintain contact with the Employee and the DDRCP throughout the absence.

Box 8.
Day 5 – HR Contacts Employee Where Absence Continues Beyond 5 Days:  HR will notify DDRCP of any plans for a return to work program or a rehabilitation program, and any other information that may impact the job (but not information related to a medical diagnosis).

Box 9.
Days 6 through 14 – HR Sends STD Claim Package to Employee:  At earliest awareness of an Employee’s extended illness, or at 6 to 14 calendar days of an Employee’s absence, HR will send the STD package to the Employee.  HR completes the Employer’s (Plan Sponsor) portion of the STD claim form and forwards a copy to the Employee.
Box 10.
Days 6 through 14 – HR Contacts DDRCP to Determine Work Duties:  HR will review the job description and contact DDRCP to determine the Employee’s duties, e.g., lifting requirements.
Box 11.
Days 15 through 20 – Employee Has STD Claim Forms Completed and Faxes Forms to Manulife:  Employee arranges for the completion of all forms in the package. Employee faxes the completed forms directly to Manulife at the following fax number:  1-604-608-0675
	
	



(As the Attending Physician’s Statement will include confidential information provided by the Doctor, and maintaining an Employee’s confidentiality is important to us and is required by the Freedom of Information & Protection of Privacy Act, it is imperative that the form be faxed directly to Manulife and not to Vancouver Island University.)


The completed Banked Sick Leave Authorization form, along with the Physician’s Assessment of Work Abilities form are sent to HR at Vancouver Island University, as noted in the cover letter.

Box 12.
Days 15 through 20 – HR and DDRCP Plan a Return to Work:  If appropriate, HR works with DDRCP to set out a return to work plan.  Limitations created by the disability and the nature of work performed in the Employee’s department/faculty are taken into account.

Box 13.
Ongoing – Monitoring RTW:  When the Employee is deemed well enough to return to work, whether on modified duty or to regular work, the DDRCP will ensure that any problems are isolated and resolved quickly.  The DDRCP will contact HR to assist with resolution where ongoing problems exist.

Box 14.
Day 31 – Short Term Disability Claim Begins, if Approved:  Vancouver Island University stops paying wages to an Employee on the 31st calendar day of absence.  If a Short Term Disability Claim form was not forwarded to Manulife on or before the 20th calendar day of absence, Manulife will not have had sufficient time to process the claim.  An Employee will not receive disability benefit cheques from Manulife until the claim has been adjudicated and accepted.  STD benefit begins from the 31st calendar day of absence and continues for as long as 21 weeks at 70% of Employee’s gross insured earnings.  (Gross insured earnings refers to an Employee’s hours eligible for STD insurance normally worked per week, as determined by averaging the number of hours he/she actually worked over the 52-week period immediately preceding the date of disability or illness, times his/her hourly rate in effect at the date of disability.)  NOTE:  Any banked sick time an Employee may be carrying forward from March 31, 2002 cannot be used (to receive 100% of pay) unless the claim has been adjudicated and accepted by Manulife.
Box 15.
STD Claim in Progress:  HR maintains ongoing communication with the Employee and DDRCP throughout the absence and provides assistance as needed.  The Employee continues to accrue seniority, increment and vacation credits.
Box 16.
At 15 Weeks of STD, Complete LTD Claim Package:  Long Term Disability (LTD) forms are prepared by HR and sent to the Employee at 6 weeks before the LTD eligibility date.  Manulife, HR and DDRCP maintain ongoing communication with the Employee, and provide assistance as needed.

Box 17.
At 21 Weeks of STD, STD Claim Ends; LTD Claim Begins, if Approved:  Note that banked sick time can no longer be used once an approved LTD claim begins; the claim is paid by Manulife at 70% of earnings at the time the STD claim was first approved.  Seniority and incremental progression continue; vacation credits are stopped during the period of LTD.
Box 18.
LTD Claim in Progress – Develop and Monitor RTW Plan:  HR will continue to get updates from Manulife, and will work with the Employee and DDRCP on a return to work plan if appropriate.  

Box 19.
LTD Claim in Progress:  HR maintains ongoing communication with Manulife, the Employee and DDRCP throughout the absence and provides assistance as needed.
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