REPLACEMENT PROCEDURES 

 SHORT TERM DISABILITY AND

WORK ACCIDENT (CSST) ABSENCES

General objective

To facilitate the reimbursement process between the Benefits office and departments requesting replacement funds for employees absent due to work accident or sick leave.

1.  Availability of Replacement Funds 

Funds are available from the Benefits office for replacement of regular staff on sick leave.  

Administrative & Support Staff:  Replacement funds become available on the 21st day of absence (working days). This period is calculated from the 1st day the employee is justified to be absent based on a valid medical certificate. The Summer Fridays and Statutory Holidays are not considered as working days.

Academics:  Replacement funds are available any time during the term of the absence.  The amount of the replacement funds available will be calculated based on the length of the absence less 20 working days.  Statutory Holidays are not considered working days.

Research Assistants/Associates & Professional Associates:  Replacement funds become available on the 21st day of absence (working days). This period is calculated from the 1st day the employee is justified to be absent based on a valid medical certificate.  Statutory Holidays are not considered as working days. 

2.  Amount of Replacement Funds Available
The weekly maximum funded by Benefits is based on 80% of the salary minima of the position, or for positions without a scale, i.e. Research Assistants, 80% of the regular hourly rate. This maximum amount includes the vacation pay.  If the replacement period begins or ends mid-week and/or during Summer Fridays, the weekly maximum will be pro-rated accordingly.  Please note that replacement funds will be limited to the weekly maximum or to the amount requested, whichever is less.

3.  Requesting Replacement Funds
Replacements can be paid by Appointment Form, Course Lecturer Contract, Overtime Requisition and Casual Requisition with Casual Requisitions being the most popular method of replacement.

Casual Requisitions:  Casual payroll requisitions (Pops 6.0) must specify the name of the casual employee, the name and Banner ID of the employee being replaced, the CPM reason code and the necessary pay information (i.e. hours, rate, gross amount,).  If requesting replacement funds, please select the Mat/Sick Leave Funding box.

If eligible, Benefits will replace the departmental FOAPAL with a Benefits’ FOAPAL.  If the payment requested is greater than the maximum available, Benefits will not change the FOAPAL and the originating Department’s FOAPAL will be charged.  In such cases Benefits will enter a reason for the decline in the Comments box (Casual payroll requisitions).
Once the initial request has been approved by Benefits, the following requests must be provided on an on-going basis (weekly/bi-weekly when using Pops 6.01). 

Reimbursement of lump sum payments such as Course Lecturer Contracts can be made throughout the absence by sending a request for reimbursement, with a copy of the Contract, to the Benefits Office. 
Delay to request the payment  

If a regular employee is replaced by a casual employee, the department requesting reimbursement must do so within two weeks of the 21st day of absence.

Period not covered by a valid medical certificate.

Replacement funds are not available if, during the course of the absence, a period is not covered by a valid medical certificate. Benefits will reimburse the total amount for said period should they receive a valid certificate, and the requisition for reimbursement, within 2 weeks of the date of the medical visit.  

4.  Frequently Asked Questions:
Can I replace an Administrative & Support Staff member immediately?
You may replace immediately but the department must pay for the replacement.  You must still enter the requisition as an STD replacement (enter S in the CPM box and the employee’s ID in the Replacement ID box) but do NOT enter a Y in the Mat/Sick Lve Fund Req box.
What if Replacement Funds become available mid-week, can I still use the weekly maximum?
No, you must pro-rate the weekly maximum by the number of days you are entitled to replacement, i.e. Wednesday is the first day of entitlement, then pro-rate weekly max to 3/5.

What if I pay the replacement a higher rate than is available in replacement funds?
If the rate paid to the replacement is higher than the funds available you will have to create two requisitions.  One for the amount eligible for replacement funds (be sure to enter Y in the Mat/Sick Leave Funding box) and a second for the excess amount (do NOT enter Y in the Mat/Sick Leave Funding box but do indicate that it is an STD replacement.

Can I pay the replacement a higher rate but for less hours?
If you are entitled to the full weekly maximum it can be used to pay several  people, more hours than usual at lower rate, less hours than usual at higher rate as long as the maximum is respected for the week.

Can I pay the replacement for Statutory Holidays/Summer Fridays/Christmas break?

Statutory Holidays are paid according to Labour Standards which includes Christmas Day and New Year’s Day.  The additional days of Christmas break and the Summer Fridays are not paid unless the employee on STD would  have been expected to work and the replacement actually did work.  In such a case please advise Benefits in writing prior to submitting the requisition.

Where can I find the Salary Minima for Administrative & Support Staff?
This information is available on the Human Resources web site at http://www.mcgill.ca/hr/scales
Where can I find the Salary Minima for Academics?

This information is available on the Academic Personnel Office web site at http://www.academic.mcgill.ca/guides/gheass/recruiting/salary_minima.htm
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