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Plan Documents 
TAB 1  Faculty Common Agreement – April 1, 2007 to March 31, 2010 

 
TAB 2   Faculty Common Disability Plan  - Manulife Financial Policy #788100 

Effective April 1, 2002 
 

Disability Management Process 
TAB 3  Roles and Responsibilities of Stakeholders 

− Employee 
− Supervisor 
− HR Administrator (Disability Management Coordinator) 
− Rehabilitation Committee 
− Insurance Carrier (Manulife Financial) 
− Physicians 
− Rehabilitation Service Provider(s) 
− Claims Review Committee 
− Unions 
− Other Care Providers 
 

TAB 4  Disability Management Process 
− Prototype 
− Early Intervention and Disability Management 
− Disability Policies 

o Modified Work Policy 
o Work Abilities Form 
o Absence Follow-Up Policy 
o Work Abilities Forms (Samples) 
 

Rehabilitation  
TAB 5  Rehabilitation Provisions 

 Rehabilitation Committee Guidelines 
 Statement of Principle 
 Rehabilitation Committee Flowchart 
 Storage of Rehabilitation Files – Privacy Guidelines 
 Letter to Rehabilitation Committee 
 Application to Rehabilitation Committee 
 Sample Letter to Physician – Graduated Return to Work 
 Rehabilitation and Returning to Work Following an Illness or Injury – 

Brochure 
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Claims Review Committee 
TAB 6  Claims Review Committee Process 

 Sample Letters 
− Letter #1 – Letter from Union to Employee 
− Letter #2 – Letter from Employee to Physician 
− Letter #3 – Letter from Employee to Manulife Financial 
− Letter #4 – Letter from Employee to Pension Plan 
− Letter #5 – Letter from DMC to Employee 
− Letter #6 – Letter from DMC to Employee’s Physician 
− Letter #7 – Letter from DMC to Institution’s Physician 
− Letter #8 – Letter from DMC to Third Physician 
− Letter #9 – Letter from DMC to Employee Advising Hearing Date 
− Letter #10 – Letter from DMC to Manulife Financial with CRC Decision 
− Letter #11 – Letter from DMC to Employee with CRC Decision 

 Claims Review Committee Hearing 
 Expense and Fee Schedule 
 Statement of Account 
 Miscellaneous Documents Regarding Claims Review Committee 

 
Disability Administration Issues 
TAB 7  Waiver of Premium 

 Continuation of Benefit Coverage While on Leave of Absence/Lay-Off 
 Payment of Benefit While on Leave of Absence 
 Payment of Claims While Out of Country 
 Subrogation 
 WorkSafe BC Claims 

 
Disability Cost/Absentee Reporting 
TAB 8  Absentee Reporting 

 Disability Cost Management/Absentee Report 
 

General Administration 
TAB 9  Enrolment and Eligibility 

 
TAB 10  Group Insurance Premiums – Remittance 

 
TAB 11  Banked Sick Leave Authorisation 

 
TAB 12  Manulife Financial Short Term Disability Claim Form Package 

− Group Benefits – Plan Sponsor Statement – Short Term Group 
Disability Claim Form (also used to initiate early intervention) 

 Short Term Disability Benefits – Member Statement – Disability Assessment 
Services (used if Manulife Financial does not have short term benefits) 

 Manulife Financial Short Term Disability Brochure 
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General Administration (continued) 
TAB 13  Manulife Financial Long Term Disability Claim Form Package 

 
− Used if Manulife Financial has short term disability benefit: 

Group Benefits – Application for Long Term Disability Benefits / 
Premium Waiver – Plan Member Statement  

 
− Used if Manulife Financial does not have short term disability 

benefit: 
Long Term Disability Claim 
 Member Statement 
 Plan Sponsor Statement 
 Initial Attending Physician’s Statement 

 
− Agreement Regarding CPP/QPP Disability and LTD Benefits 
− Consent to Withhold Federal Income Tax 
− Request for Direct Bank Deposit 
− Manulife Financial Long Term Disability Brochure 

 
TAB 14   Frequently Asked Questions 

 
TAB 15  Partial Disability 

 
 


