Be At Work Program Medical
Accommodation
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Saskatchewan Human Rights Code and the Duty
to Inquire and Accommodate
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* Employers mustimplement
reasonable accommodations

* Unions obligated to facilitate



*Hover Here For Details*

Goal of the Be At
Work Program

The Be At Work Program is
designed to provide an
effective medical
accommodation process for
employees experiencing an
Illness, injury or disability and
help managers administer
the PS 705 Employee
Accommodation Policy.



https://taskroom.sp.saskatchewan.ca/Pages/Public%20Service%20Commission/Service%20Pages/Section-705-Employment-Accommodation.aspx
https://taskroom.sp.saskatchewan.ca/Pages/Public%20Service%20Commission/Service%20Pages/Section-705-Employment-Accommodation.aspx

*Hover Here For Details*

Scope of Accommodation

Duty to accommodate applies to all aspects of employmentincluding:
* recruitment and selection
* working conditions
* performance of job duties
* work related social activities
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What Might Prompt a Request for Medical Leave
or Workplace Accommodation

* Need for a medical accommodation e.g. sit stand station,
allergy/sensitivity, etc.

* Workplace Illness or Injury

* Non-Workplace Illness or Injury e.g. hurt while skiing, disease, car
accident, etc. and absent for five or more consecutive days

* Performance concerns, patterned absence
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Manager/Supervisor Role
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Be At Work Application

Introduction
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What is the Be At Work Application

* Software that supports the management of stay-at and return-to-work
processes

* Standardized approach to managing cases based on best practice

* Central repository for capture of all data related to the case and real
time reporting

* Provides managers/supervisors access to resources, forms, guides,
and just-in-time-training

* Accessed through PSC Client
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Launching the Be At Work Application

Q“!‘, @ im} | . Staffroom Home X| 7 InSite - Home X & PsCClient | Home X PSCClient x  + - [m]
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Filter Portals.
Active Be At Work Cases >

pproved ePDs >

Blue Arrow — If a manager/supervisor recognizes
one their direct employees meets the criteria,
they are required to create a case through the
Be At Work Portal, or Icon.

Create Incident My Employee Create New
Report (Form 101) Profile Request

Red Arrow — The manager/supervisor can view |
an active case already in the system through the cquests >
‘ACtive Be At Work Cases’ Portal. vill show you the status of your submitted requests.

ent Reporting >

Pending Classification Requests >

®

Green Arrow — Managers/Supervisors can use
the ‘Inquiries’ feature to retrieve an Active,

. My Request Details Create New Be at Dashboard
Closed, Cancelled, and Re-Opened case. This Work Case
feature allows the User to narrow down the
search to anindividual case by name as well.
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After Launching the Appllcatlon

{9 @ DO | « Stffroom Home PSCClient | Be at Work x  + - o

<« C ®™ ©)  https//pscclientsaskatchewan.ca/ords/f?p=151:2:12878140008874:HIDE_TREE:NO:CUR_GRP_ID,TEMP_TOP_GRP_ID,CUR TO.. A ¥ & | 0 1= ® o
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* GREEN ARROW - In addition to built in
tips, online tutorials are available in
every step of the application. These
instructions will help guide you through 1 your employee requests an accommodation o is away/wil requie time offwork,fo healthjmedical related reasons, please click the most approprite box below:
the various steps of the process. "

Be at Work o

Please click on the ? in the top right corner to obtain instructions specific to each step within the Be At Work Application

© B B &

Reason for stay at or return to work: *

Absence greater than 5 consecutive work days/shifts
Work-related incident causing an injury/illness

* RED ARROW - After launching the et e m————————
application, for a new case you will
sele ct the most re [eva nt scena I’iO from NOTE: Cases that are left blank and not modified for 60 days are automatically cancelled from the system and cannot be reactivated. Cases that are in progress will not be cancelled.
the four reasons.
* Let’s review these closer on the
next slides.....

3.0.13 A
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Selecting the Reason/Process Stream

The 1st Scenario: Absence greater than 5 . o
5 The 2nd Scenario: Work related incident

consecutive work days/shifts .

‘._r-'"
P el 4_,_‘*:' A wor‘k pljace nTcr_dent
) s resulting in an injury or
require an extended 7 L e N Mhese anidThe
medical leave of A% 4 £/ } ~ employee requires
absence due to a non- | y & | time away, or has
work related illness or | L T | :

- sought medical

i £ T ' attention.
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*Hover Here For Details*

Selecting the Reason/Process Stream

The 4th Scenario: Medical/Health Related

The 3rd Scenario: Absence less than 5 consecutive days,
other attendance or performance management issues

An employee who is absent less '
than five consecutive days, and
there is question regarding
validated sick leave. This particular
process stream does not replace
the Attendance Support policy PS
817. It should be used if an
employee’s absence or
performance management issues
need to be validated by
substantiating medical information.

-_— .
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Accommodation Request

An employee may request to
modify some element of their
work such as work
station/ergonomics, job duties,
or hours of work due to a
medical need which is verified
by sufficient medical
documentation, but has not
been absent from work.

- ———
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Various Steps in the Process

%‘“‘) @ i) | ‘. Staffroom Home X PSCClient | Identification Inform: X + - o

< G m (3 https://pscclient.saskatchewan.ca/ords/f?p=151:2:WIZARD:NO:CUR_PROCESS_ID:58880&cs=3aeh3t2YSrWIHATcKkhO%ena... A ¥ & m = %
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Identification Information Forms Activity Absence Details Stay at Work/Return to Work Phase | and Il Planning File Closure/Authorization
Deggils
= Q oee
Identification |{illrmation (of emplqille)
Case ID MA Con ht contact email * ®
6611 v
Select Employee Assignment * ® Employee Name
Employee Number Employee Assignment Number
Phone Numbers: (work) (home) (cell)
Home Address City/Town Employee Home Email (if available)
Ministry Organization Union
Occupation Code Level
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	Hover for details: 
	Pop-up 1: Where an organization is aware, or reasonably ought to be aware, that there may be a relationship between a disability and someone’s job performance, or their abilities to fulfil their duties, the organization has a “duty to inquire” into that possible relationship before making a decision that would affect the person adversely, including disciplinary action. In such cases, the manager should meet with the employee and ask if there have been any recent changes in their life that could be affecting their behavior. While an employee’s performance or attendance may be unsatisfactory, once a disability is disclosed, an employer has to make all reasonable efforts to accommodate an employee’s nonculpable medical condition.  

Medical accommodation is the right thing to do and a legal responsibility. Legal obligations known as the Duty to Accommodate are part of the Saskatchewan Human Rights Code (SHRC), the Saskatchewan Employment Act, arbitral jurisprudence, and applicable collective bargaining agreement provisions. These protect the rights of persons with disabilities against discrimination in employment and ensure fair and equitable treatment. Failure to intervene early and consider a medical accommodation to the point of undue hardship is a contravention of the legislation. 

The government has a legal responsibility to make reasonable accommodations, in an employee's current position if possible; explore all options for reasonable accommodation; and ensure that ongoing accommodation efforts meet the requirements for accommodation as per the Saskatchewan Human Rights Code.
	Hover for details 2: 
	Pop-up 2: The goal of medical accommodation and RTW planning is to minimize preventable absences where safe, alternative work options are available.  This process complements the terms of any applicable collective agreement.

Responsive and timely medical accommodation and RTW planning contribute to a healthy, inclusive workplace where all employees are engaged and able to contribute to the Service Excellence of the Saskatchewan Public Service.

A manager who is responsive and intervenes early to support a medical accommodation process benefits all employees by creating a respectful, inclusive and productive workplace.
	Hover for details 3: 
	Pop-up 3: Recruitment and Selection 
job applications, skill testing and interviews
examples: written test – if candidate has a neurodiversity condition, they may require more time, some one to read questions to them or substitute with an oral test

Working Conditions 
example:– need adjustment to work schedule or scent/allergies

Performance of Job Duties 
Strategies to perform at optimum ability based on restrictions.

Work-related Social Activities
those that are intended for all employees, such as team events i.e. food restrictions and holding events in accessible locations.
	Hover for details 5: 
	Pop-up 5: If you have an employee that meets any of these criteria, you are required to create a case in the Be At Work Application found in PSC Client
	Hover for details 6: 
	Pop-up 6: Managers and supervisors will enter their direct reports that fit one of four criteria in the Application.

As managers, you also have a role in effectively managing medical accommodations and utilizing the BAW program.
Your role:
Familiarize yourself on the BAW application and know when to use the program.

Be proactive – if you know there’s an upcoming medical issue (IE a planned procedure), connect with your Medical Accommodation Consultant for guidance. See the Be At Work Page in Taskroom for more information, including the Medical Accommodation Consultant Directory.

Be Collaborative – when navigating a BAW and medical accommodation case, don’t wait to call your Medical Accommodation Consultant. It’s good to be engaged in as early of the process as possible.

Be Flexible, open to considerations, explore opportunities – Think outside the box and the realm of possibilities about how you can support an employee.

Maintain confidentiality – sometimes, for example, if an employee is away, coworkers might start asking you questions. Your role is to maintain privacy and confidentiality and not share information with anybody!

Engage in Dialogue – much of the medical accommodation process is involving the employee in discussions. Talking with employees in a supportive way is key. We know, sometimes these conversations are challenging (especially complex, or long-term medical accommodations), but asking the employee for ideas on strategies and what might work for them is also important. 

Document, Document, Document – make sure you document information. Sometimes, we need timelines, or a better understanding of formal and informal accommodations, so ensure that you document things accordingly.

Complete the required documentation and right time codes – it’s important to complete the right documentation, at the right time. For example, if somebody exhausts their SL entitlements, then they need to go on a medical DLOA. It’s also important to use the right time codes. Failure to do this could result in an overpayment situation, which is not great for the client experience.
	Hover for details 7: 
	Pop-up 7: 1st Scenario: An employee may require an extended medical leave of absence due to a non-work related illness or injury. Common examples include surgery, car accident, broke a bone, disease, etc.

2nd SCENARIO: A workplace incident resulting in an injury or illness, and the employee requires time away, or has sought medical attention.
	Hover for details 8: 
	Pop-up 8: 3rd Scenario: An employee who is absent less than five consecutive days, and there is question regarding validation of sick leave. 
This particular process stream does not replace the Attendance Support policy PS 817. 
This stream should be used if an employee’s absence or performance management issues need to be validated by substantiating medical information.

4th SCENARIO: An employee may request to modify some element of their work such as work station/ergonomics, job duties, or hours of work due to a medical need, but has not been absent from work
This process helps to verify the request though sufficient medical documentation. 
For example, if a manager calls an HRBP because they have received a medical note to provide the employee with a sit/stand desk, this process would be used.
	Hover for details 9: 
	Pop-up 9: GREEN ARROW - Once the manager/supervisor selects the applicable scenario, they are taken to Step 1 to complete the employee’s identification information. 

RED ARROWS - Depending on the scenario selected there are up to 4 steps the manager/supervisor may have to complete throughout the life of the case – not all steps are required for all cases.
These steps walk the manager/supervisor through the process they need to follow and will prompt them what to do.
	Step 1 – Identification Information
	Step 2 – Forms and Medical information related step
	Step 3 – Absence details
	Step 4 – Stay at work/return to work details

YELLOW ARROWS - There are 2 other steps which are dedicated to Employee Wellbeing and Inclusion Branch (EWIB), PSC.
Step 5 assists the Vocational Rehab Consultant during a return to work when the employee is in the Rehabilitation Placement process, LOU #09-1, of the SGEU Collective Bargaining Agreement.
Step 6 contains file closure information and is managed by EWIB.


