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POLICY AND PROCEDURE CITY OF MARTENSVILLE
NAME:SHORT TERM DISABILITY NUMBER: #106/19
1. PURPOSE

To establish a Short-Term Disability Policy for all permanent full-time employees.
ELIGIBILITY

2.1 Full-Time Employees: As defined by SUMA Group Policy Number 336150/335477 are
eligible on first day of employment.

2.2 Part-Time Employees: As defined by SUMA Group Policy Number 336150/335477 are not
eligible.

POLICY

3.1 Anemployee who becomes totally disabled from doing their job due to illness or injury,
while insured for this benefit with SUMA, may qualify for Short-Term Disability.

3.2 Anemployee must wait 14 calendar days before they will receive Short-Term Disability,
providing the application is approved.

3.3  During the 14 calendar days waiting period, an employee may use accumulated Sick Time,
Vacation Time or Personal Days to cover workdays missed.

3.4 Onthe 15" calendar day, upon Short-Term Disability approval, an employee is no longer
able to use accumulated sick time as they will begin receiving Shorth-Term Disability
benefits.

3.5 Monthly Benefit Premiums must be paid by the employee while they are off work on Short-
Term Disability.

PROCESS

4.1 The employee’s Director or Supervisor is to notify Payroll of the employee’s illness after 3
consecutive days, as per Article 17.05 Proof of lliness in the CUPE Local 2582 Collective
Agreement.

4.2 A completed Short-Term Disability form (available from Payroll) must be completed and
returned to Payroll in a timely manner and not later than 20 days after the claim has started
or the employee will be disqualified from receiving Short-Term Disability benefits.
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4.3  Benefits begin on the 15" day after the date of becoming disabled and are payable for a
maximum of 26 weeks, if total disability continues.

4.4 Immediately upon an employee’s return to work, Payroll must be notified by the
employee’s Director or Supervisor, so they can fill out a Notice of Return to Work form and
send into SUMA.

5. ADJUDICATION

Claims will be adjudicated by Payroll and SUMA.

6. RESPONSIBILITY

The Human Resources Manager and Payroll will be responsible for the review and update of this
policy.
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