
 
 

 

 

 

 

 

 

 

 

 

DISABILITY MANAGEMENT PROGRAM (Sick/Short-Term Disability) 

GUIDE FOR MOHAWK COLLEGE MANAGERS and EMPLOYEES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         Effective:  March 1, 2014 

 

  



MOHAWK COLLEGE 
DISABILITY MANAGEMENT PROGRAM  
GUIDE FOR MANAGERS and EMPLOYEES 
      

- 1 - 

 

WHO IS MORNEAU SHEPELL? 

Morneau Shepell is a leading provider of services that help Employees and organizations manage health and 
wellness.  Morneau Shepell’s experienced Disability Case Managers and teams of Healthcare Professionals offer 
support and expertise to guide Employees through the disability management process.  

WHAT IS DISABILITY MANAGEMENT? 

A proactive approach to helping injured or ill Employees return to safe and productive work activities as soon as 
medically possible.  

DEFINITIONS: 

Total Disability – A medical impairment/restriction due to a non-occupational illness or injury which prevents the 
Employee from performing the essential duties of his/her job or an available alternative job.  Note that the 
medical impairment must be supported by objective medical evidence.  

Short Term Disability – A self-insured benefit, that provides eligible Employees with short-term income 
protection for a maximum of 130 days within a 12-month period when objective medical documentation 
supports the inability to work.  This is also referred to as “sick time”. 

Medical Information:  Observable physical findings, clinical notes, laboratory/testing results and/or measurable 
clinical signs confirmed by a Physician with expertise in the area of the disease/condition in question and proper 
documentation must be provided of any findings, positive and negative.  Self-reported symptoms alone cannot 
be the basis for a medical diagnosis. 

MOHAWK COLLEGE’S DISABILITY MANAGEMENT PROGRAM 

When an Employee’s absence from work due to an illness or injury is greater 5 consecutive days, or where 
ongoing, sporadic absences occur, the Employee will be referred to Morneau Shepell who will request and review 
medical information to determine whether the absence is medically supported and thereby eligible for payment of 
short-term disability (STD) benefits. 

1. The Morneau Shepell Case Manager contacts the Employee via telephone to discuss the disability 
management process, the Employee’s current health status, the inability to attend work and estimated 
duration. 

2. The Employee may be sent a Medical Form Kit which includes a Consent Form, a letter to the Physician and an 
“Attending Physician’s Form (APF)”.  A due date will be provided. 

3. The completed form and supporting documentation are sent directly to the Morneau Shepell Case Manager.  
This information will assist in determining eligibility for payment of STD benefits and also provide feedback to 
the Case Manager about the best way to approach the Employee’s health condition. 

4. The Morneau Shepell Case Manager works with the Employee and the Employee’s Physician to clarify the 
expected return to work date and whether or not additional support is required to ensure that the Employee 
returns at the optimum time.  This additional support might include any one or a combination of the following: 

 Consultation with the Employee’s Treating Physician by Morneau Shepell’s Occupational Physician; 

 Independent Medical Evaluations (IME) to facilitate a better understanding of the Employee’s health 
related risks, recovery potential and options for symptom management that would support the 
Employees’ return to better health, and return to work; 

 Referral to counselling to address issues related to work readiness and resilience. 

5. The Morneau Shepell Case Manager provides recommendations to HR regarding disability support and 
outlines abilities, restrictions, limitations and accommodation needs. 
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IS MEDICAL INFORMATION KEPT CONFIDENTIAL? 

Medical information is always considered confidential and is not shared with Mohawk College. Throughout the 
process, Morneau Shepell provides the College with updates regarding the Employee’s abilities, limitations and 
the return to work status – without sharing the medical details.  Medical information is used by Morneau Shepell 
to ensure a comprehensive understanding of the Employee’s situation and to identify eligibility for STD benefit 
payment.  Employees must provide written consent (Consent Form) to enable communication and information 
exchange to allow the process to begin.  Please note: Failure to provide Consent will result in suspension of STD 
benefits. 

ROLES AND RESPONSIBILITIES: 

Collaboration and role clarity are essential to the Disability Management Program. 

EMPLOYEE: 

 Must call Manager, (can leave a voicemail message), before regularly scheduled start time. (not e-mail)  

 Provide a reason for the absence (not diagnosis), an expected return to work date, and leave a telephone 
number where you can be reached. 

 Communicate within 1 day of receiving a message from the Morneau Shepell Case Manager and provide the 
necessary documentation (Consent Form, Attending Physician’s Form (APF)) to Morneau Shepell by the due 
date provided.  In the event of a delay, the Employee must notify the Case Manager immediately.    

Please note:  Failure to provide Consent and/or medical information will result in immediate suspension of STD 
benefits.  In addition, if medical documentation does not support any time away from work, the College may 
request re-payment of the STD benefits paid to-date. 

 Participate fully in the disability management/return to work process, in particular by seeking appropriate 
treatment and care, complying with recommendations made by Morneau Shepell. 

 Provide input and cooperate with return to work efforts. 

 Maintain ongoing communication with the Morneau Shepell Case Manager and your Manager.  

 Advise the workplace parties, including your Case Manager if your medical condition changes. 

MANAGER: 

 Ask the Employee when he/she calls:  

 the reason for the absence (e.g. personal illness or injury – not diagnosis) 

 for an expected date of return to work 

 whether an accommodation can assist the Employee return to work 

 for a number at which Employee can be reached 

 Advise Employee to call back if their health status changes. 

 Notify HR if the absence has or is likely to extend beyond 5 consecutive days, or where ongoing, sporadic 
absences occur.  Provide all relative details relating to the situation. 

 Record absence in the Attendance Management System, and notify Payroll if the 100% sick credits have been 
depleted, as salary adjustment will be necessary. 

 Provide input into the development of the return to work plan.  Consult with workplace parties where 
necessary.  

 Support and monitor the progress of the Employee’s efforts while transitioning back to work.  

 Notify HR if there are concerns with the Employee’s ability to maintain the return to work schedule.  
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HUMAN RESOURCES: 

 Provide overall management and administration of the Disability Management Program.   

 Follow-up with the Manager to determine the facts and dates associated with the absences. 

 Refer Employees to Morneau Shepell where absences have or will likely exceed 5 consecutive business 
days, or where ongoing, sporadic absences occur or where requests for accommodation are received. 

 Set-up claim file, check eligibility, i.e. balance of STD credits/time.  Notify the Employee that a Morneau 
Shepell Case Manager will be contacting them. 

 Provide job description details – essential duties to Morneau Shepell Case Manager.  

 Work collaboratively with the workplace parties to prepare and facilitate a return to work plan that 
accommodates the Employee’s abilities, restrictions and limitations.  Send a copy to the Case Manager. 

 Provide support to management and the workplace parties when necessary. 

 Coordinate payment of the disability benefit. 

 

MORNEAU SHEPELL CASE MANAGER: 

 Contact the Employee by telephone within 1 business day of receiving the referral.   

 Issue the Medical Forms Kit to the Employee, and provide a due date for all information. 

 Determine if the medical information supports the absence from work and is eligible for payment of 
STD benefits.  Inform HR of the decision, and then inform the Employee via telephone, with a follow-up 
letter. 

 Provide expertise, a problem solving structure, and the coordination of resources that supports the 
Employees’ return to health and work. 

 Maintain ongoing communication with, and provide support for, the Employee and communicate 
directly with HR throughout the process. 

 When the Employee is cleared to return to work, provide HR with abilities, restrictions and limitations. 

 Monitor the progress of the transition back to work.  Provide additional assistance where necessary 
and where approved by HR. 
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DENIAL OF STD BENEFITS – APPEAL PROCESS 

1. Where medical information does not support payment of STD benefits, the Case Manager will inform HR 
and then contact the Employee by telephone, following up with written correspondence explaining the 
Appeal Process. 

2. HR, in consultation with the Employee’s Manager will prepare a letter outlining the expectations or next 
steps, and will immediately suspend payment of STD benefits.  

Appeal Process: 

 The Employee has 7 calendar days to file a written Notice of Appeal (Orig to Case Manager, copy to HR). 

 The Employee has 14 calendar days to submit new medical information. 

a) Review of New Medical Information:  Morneau Shepell will review the new medical information 
within 5 business days of receipt, make a determination, and advise HR and the Employee of the 
outcome. 

 Decision Change - Approved:  The Case Manager will inform HR and the Employee of the Appeal 
decision, and continue to review the claim on an ongoing basis.  In this case, STD benefits will be 
reinstated and backdated. 

 Maintain Denial:  The Case Manager will inform HR and the Employee of the Appeal decision.   In 
this case, the Employee will be instructed to immediately contact their Manager. 

Please Note: Denial of STD benefits will result in immediate suspension of STD benefits.  In the event that 
Morneau Shepell reports that medical documentation did not support any time away from work, 
the College may request re-payment of STD benefits paid to-date. 

Should there be a significant conflict of opinion between the Morneau Shepell Appeal Team and the Employee’s 
Attending Physician, the Employee may be referred to an Independent Medical Evaluation (IME) for an objective 
opinion (with approval from Mohawk College).  The Case Manager will arrange for the IME, and Mohawk College 
will pay the costs associated with the IME. 

  

Note: Any fees associated with the Appeals process are the responsibility of the Employee, except the fees 
incurred by an Independent Medical Evaluation (IME) when recommended by Morneau Shepell. 

 

 


