User Guide: Plan Sponsor request to continue

group coverage form

You need the most current version of Adobe Acrobat Reader to complete this form.
Do not open in a web browser.
Download a free version at adobe.com

How to save this form

1. Open the attached form and input your main contract number (removing any leading zeros) and plan sponsor email
address in Section 1 — Plan sponsor information (multiple plan sponsor email addresses can be entered).

2. Save your customized form and close it.

How to use this form

1. Open Adobe Acrobat Reader, from the top menu select “file”, “open” and find the form saved to your desktop.
Complete all the required fields.

2. Click the 'Submit” button. This will generate an email with a pre-populated email address and title, with the
completed form attached.

3. Send the generated email.

4. Always submit a new form for each request (including renegotiated requests, extension of any statutory leave, etc.).

Processing timeline

The form will auto-approve your request when it meets all our standard eligibility criteria. You will receive a confirmation
within 3 business days that our systems were updated.

If your request exceeds standard eligibility criteria, then you will get a warning message that Sun Life must review your
request. You will receive a response within 3 business days.

The form will become your approval letter. Please keep the form on file for reference.

What information you will need to complete this form

e Your group insurance contract number (the plan sponsor name will populate)
e The plan member’s information (name, member group insurance ID and date of birth)
e Type of coverage continuation
* Benefits to be continued
e Additional information indicated below, as applicable
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Dependent child studying outside of Canada:

For dependent children studying outside of Canada, you can extend Out of Canada coverage up to a maximum of

10 months. You must complete the form and submit it to Sun Life at the beginning of each school term. Please review
the conditions that must apply (e.g. the child maintains provincial health coverage) before you submit your request to
Sun Life.

The information that you will need to complete the form includes:

Your booklet (under eligibility) or contract (under definitions) to determine eligibility (full-time student age limit)
Whether the dependent is studying full time

Whether the dependent has provincial health coverage extended for the school term

The dependent’s name and date of birth

The date the dependent is leaving Canada and the end of school term date

Location (city and country) and name of the school

Maternity/Parental leave: Sun Life’s standard plan allows you to continue coverage during a Maternity/Parental leave,
as set out in minimum standards legislation applicable to your plan member. It is your responsibility to determine the
duration of the leave available to your plan member.

However, we will allow you to continue coverage for up to 78 weeks (18 months) without submitting a request to
extend coverage. This is the period during which plan members can claim Employment Insurance Maternity and Parental
Benefits. This applies to all plan members, including those in Quebec who are eligible to receive maternity, paternity,
parental and adoption benefits under the Quebec Parental Insurance Program.

If you wish to continue coverage for more than 18 months, please submit the form to Sun Life for review.

You will need to include the last day worked, the start date of the maternity/parental leave and the scheduled return to
work date.

Other legislated leaves: Sun Life’s standard plan allows you to continue coverage for all benefits for the full duration
of any statutory leave. You are responsible for determining the statutory leave available to your plan member and the
duration of that leave. You can continue coverage for up to 6 months after the plan member’s last day of work. To
continue coverage for more than 6 months, you must submit the completed form to Sun Life for review. Please indicate
the plan member’s last day worked, the scheduled return to work date and verification that both the type of leave and
maximum duration of the leave is required by the provincial/federal minimum standards legislation that applies to your
plan member.

Statutory notice period for termination of employment: Sun Life’s standard plan allows you to continue coverage
for all benefits during the statutory notice of termination period. You are responsible for determining the period that
applies to your plan member. You are also responsible for determining your other legal obligations, including those set out
in minimum standards legislation (e.g. statutory severance and notice for group or mass terminations).

To extend coverage beyond this statutory notice period, you must submit the form for Sun Life’s review. We will allow you
to continue some benefits beyond the statutory notice period for termination.



You must include in the form: last day worked and the statutory notice period for termination of employment as set out
in the provincial/federal minimum standards legislation (link to summary table), which applies to your plan member.

Optional benefits, STD and LTD will terminate at the “End of statutory notice period date”. You must also include the “End
of coverage continuation date” for all other benefits, which will default to this date. You can deselect any benefit(s) you
wish to stop at the “End of statutory notice period date” and you can modify the “Date coverage continuation terminates”
for any benefit in Section 4 of the form.

If you have a non-standard contract that allows you to continue coverage for a period that is greater than the statutory
notice period for termination of employment, then you would only submit this form for any request to continue coverage
beyond the period set out in your contract.

Temporary lay-off/Personal leave: Sun Life’'s standard plan allows you to extend coverage up to 3 months from the
plan member’s last day of work for lay-offs and personal leaves of absences. If you wish to extend coverage beyond the
time period set out in your contract, please submit the form to Sun Life for review. Please include the plan member’s last
day of work and scheduled return to work date in the form. Please also note that if the personal leave is not a statutory
leave, then you must submit your request to extend coverage under this section of the form.

Waiver and Release: If your plan member is entitled to maintain coverage under the terms of your contract and
decides to waive coverage, then we require the plan member to sign a waiver and release (“waiver”). We have included

a link to the waiver in the form. There are options for waiving coverage, which we have also listed in the waiver. You must
review these options with your plan member and sign the waiver indicating that you have done so. Please consult your
legal counsel to determine whether you require a separate waiver to help protect you in the event that a plan member
or their dependents suffer a loss or injury, submit a claim, make a demand for payment or start a legal action for benefits
or other damages, relating to the waived coverage(s) or in connection with the waiver.

Important! If you send an eligibility file to Sun Life, the termination dates on your file submission must match the dates

approved on this form. At this time, the form is not designed for employees absent from work due to illness and/or on an
approved disability claim.

Should you have questions about the form or require assistance, please reach out directly to your Sun Life representative.
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If this message is not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document.

Y ou can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting http://www.adobe.com/go/reader_downl oad.

For more assistance with Adobe Reader visit http://www.adobe.com/go/acrreader.

Windows s either aregistered trademark or atrademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark
of AppleInc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvaldsin the U.S. and other
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Statutory Notice of Termination

0 e 2 0 AB B B B 0 P ()

Minimudr:r::r;zrlloyment 90 days 3 mos. 30 days 6 mos. 3 mos. 3 mos. 90 days 90 days 3 mos. 6 mos. 3 mos. 13 wks. 6 mos.
Less than 1 year 1 wk. 1 wk. 1 wk. 2 wks. 1 wk. 1 wk. 2 wks. 2 wks. 1 wk. 2 wks. 1 wk. 1 wk. 1 wk.

1 year but less than 2 1 wk. 2 wks. 2 wks. 2 wks. 1 wk. 1 wk. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks.

2 years but less than 3 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks. 2 wks.
3 years but less than 4 2 wks. 3 wks. 4 wks. 2 wks. 2 wks. 2 wks. 3 wks. 3 wks. 3 wks. 2 wks. 2 wks. 4 wks. 3 wks.
4 years but less than 5 4 wks. 4 wks. 4 wks. 2 wks. 2 wks. 2 wks. 4 wks. 4 wks. 4 wks. 2 wks. 2 wks. 4 wks. 4 wks.
5 years but less than 6 4 wks. 5 wks. 6 wks. 4 wks. 3 wks. 4 wks. 5 wks. 5 wks. 5 wks. 4 wks. 4 wks. 6 wks. 5 wks.
6 years but less than 7 5 wks. 6 wks. 6 wks. 4 wks. 3 wks. 4 wks. 6 wks. 6 wks. 6 wks. 4 wks. 4 wks. 6 wks. 6 wks.
7 years but less than 8 5 wks. 7 wks. 6 wks. 4 wks. 3 wks. 4 wks. 7 wks. 7 wks. 7 wks. 4 wks. 4 wks. 6 wks. 7 wks.
8 years but less than 10 6 wks. 8 wks. 6 wks. 4 wks. 3 wks. 4 wks. 8 wks. 8 wks. 8 wks. 4 wks. 4 wks. 6 wks. 8 wks.
10 to 15 years 8 wks. 8 wks. 8 wks. 4 wks. 4 wks. 8 wks. 8 wks. 8 wks. 8 wks. 6 wks. 8 wks. 8 wks. 8 wks.

15 years or more 8 wks. 8 wks. 8 wks. 4 wks. 6 wks. 8 wks. 8 wks. 8 wks. 8 wks. 8 wks. 8 wks. 8 wks. 8 wks.

*Last reviewed: May 2018
+ If federal labour standards apply to your employees, please refer to the Canada Labour Code.
**This chart sets out the minimum standards for notice of termination only. Do not rely upon it to determine your obligations under the legislation or at law. It

does not include the notice period for statutory severance nor for group or mass terminations (e.g. more than 50 employees). Although we endeavour to
ensure its accuracy, it may not have complete or updated information. For this reason, please verify the time period set out in the legislation and seek advice
from your legal advisor before providing notice to your employees. For your convenience, we have provided you with links to the legislation.




http://work.alberta.ca/documents/Termination-of-Employment-and-Temp-Layoff.pdf

http://www.labour.gov.bc.ca/esb/facshts/termination.htm

https://www.gov.mb.ca/labour/standards/doc,terminate-employment-after-apr-30-07,factsheet.html

http://www2.gnb.ca/content/dam/gnb/Departments/petl-epft/PDF/es/NoticeOfDismissalLayoffTermination-AvisDeCongediementDeMise.pdf

https://www.gov.nl.ca/employment-and-labour/

http://novascotia.ca/lae/employmentrights/endingemploymentfaq.asp

https://www.ece.gov.nt.ca/en/services/employment-standards/frequently-asked-questions

https://www.ceridian.ca/en/resources/compliance-centre/employment-standards/nunavut.html

http://www.labour.gov.on.ca/english/es/tools/esworkbook/termsev.php

https://www.princeedwardisland.ca/en/information/workforce-and-advanced-learning/notice-termination

https://www.cnt.gouv.qc.ca/en/end-of-employment/notice-of-termination-of-employment/

http://www.saskatchewan.ca/business/employment-standards/layoffs-and-termination

http://www.community.gov.yk.ca/pdf/es_faq.pdf

https://laws-lois.justice.gc.ca/PDF/L-2.pdf
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