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ADMINISTRATORS GUIDE
January 1, 2009
MCCA MEMBERSHIPS FOR CENTRE EMPLOYEES And
MCCA’s GROUP BENEFITS PLAN

1.  Who is required to join MCCA?

If your centre is enrolled in the Manitoba Child Care Association’s Group Benefits Plan all new employees MUST become a member of MCCA and MUST join the Group Benefits Plan.  (Application forms are included in your Group Benefits Administration Guide.      
  In order to provide quality child care, all practitioners must be actively engaged in ongoing learning to ensure their knowledge and skills remain current with the latest methodologies and researched based best practices.  An MCCA membership is a worthwhile investment for all employees!  All MCCA individual members receive 4 issues of Child Care Bridges magazine, reduced rates for professional development workshops and conferences, easy access to our resource library and curriculum kits, and opportunities to lead, network, make connections with others involved in early childhood care and education.  In addition, MCCA membership also includes membership with the Canadian Child Care Federation, thus providing the additional benefit of 2 issues of Interaction magazine annually. 

2.  When can our employees join MCCA?  

Your employees can join MCCA as soon as they begin work in your centre. Give your new employee MCCA’s membership brochure, which provides an overview of our programs, services, and benefits.  Next, give your new employee a MCCA Individual Membership Form to complete.  Extra copies of the Individual Membership Forms are available on our website at www.mccahouse.org .
Most centres return the Individual Membership Form to MCCA on behalf of their employees.   You can send in the membership application form along with their payment, or if payment will be made by payroll remittance you can include it with your next payroll remittance payment to MCCA.  

Please return the Membership Form and first payment promptly as membership benefits begin when we receive payment.  Your employee will then receive a new member package from MCCA which will be delivered to their address indicated on the application form.    
If you require an MCCA membership number for your employee to enrol in the Group Benefits plan, you can phone us and we will assign a number, but we will not activate their membership until the first membership payment is received.  
Some progressive centres pay all or a portion of their employees MCCA membership fees as an employee benefit.  It’s a great way to support the work of MCCA, helps your employees provide better quality child care, and is another benefit you can advertise to attract and retain staff! 
3.  How do I remit membership fees on payroll remittance?

We provide you with the Membership Remittance Forms, or you can download them off our website at www.mccahouse.org. At the end of the reporting period use your payroll records to tally the deductions you have made for MCCA fees, and complete the remittance form.  In order to keep our records current we need you to complete all sections of the form, including membership numbers!

If your centre is on monthly remittance:  Attach the New Member Form to your completed remittance form for the month with payment.

If your centre is on quarterly remittance:   Attach the New Member Form to a quarterly remittance form for the quarter with payment.

If you have questions about payroll remittance, contact Monique at 586-8587 ext 26 or mnernberg@mccahouse.org
4.  When do I begin deducting membership fees for new employees on payroll remittance?

If your new employee chooses payroll remittance, make the first deduction on their first paycheque. 
5.  Our centre is not on payroll remittance.  Can our employees pay monthly?  

Yes.  MCCA offers an electronic funds transfer payment.  Your employee needs to complete the Electronic Funds Transfer form and mail it to MCCA or fax it 204-589-5613.  Payments are withdrawn directly from their personal bank account on the 10th of every month.  Deductions are based on the monthly remittance schedule below.
6.  Who do I call with questions?

Payroll remittance:       
           Monique * 586-8587 ext 26 or mnernberg@mccahouse.org
Member Records & Registrations:    
Dianne     * 586-8587 ext 27 or djonespearson@mccahouse.org
(*Toll free:  1-888-323-4676)7.  How much are membership fees?

There are four membership categories for individuals working in a child care centre:

	
	Annual Fee 

Due Jan 1 of every year
	Monthly

Due the end of each Month
	Quarterly

Due the 1 of every Quarter

(Jan 1, Apr 1, Jul 1, Oct 1)

	Professional Member 

Any person classified as an ECE II or III working 25 hours or more per week
	$ 208.00
	$ 17.34
	$ 52.00

	Part Time Professional

Any person classified as an ECE II or III working less than 25 hours per week
	$ 124.00
	$ 10.34 
	$ 31.00

	Child Care Assistant
Any person not eligible for classification at the ECE II or III level working 25 hours or more per week.
	$  112.00
	$ 9.34 
	$ 28.00

	Part Time Child Care Assistant
Any person not eligible for classification at the ECE II or III level working less than 25 hours per week
	$  76.00
	$ 6.34 
	$ 19.00


All MCCA members receive a joint membership with the Canadian Child Care Federation.  The $25.00 annual cost of an affiliate membership is included in MCCA’s annual fee.  We remit affiliate fees directly to the Canadian Child Care Federation on a quarterly basis.

8.  How much do I deduct off each pay cheque?

	
	Biweekly
	Semi-Monthly
	Monthly

	Professional Member 


	$ 8.67
	$ 8.67
	$ 17.34

	Part Time Professional


	$ 5.17
	$ 5.17
	$ 10.34

	Child Care Assistant
.
	$  4.67
	$ 4.67
	$  9.34

	Part Time Child Care Assistant

	$  3.17
	$ 3.17
	$  6.34


Deduct half the monthly fee off each pay cheque.  If you pay your staff biweekly, there are 2 months in each year with 3 pay periods.  Do not make an MCCA deduction off that 3rd pay cheque in the month.  

Employees who begin work between the 1st and 15th of the month must pay for the whole month.  Employees who begin work after the 15th of the month pay half the monthly fee for their first month. 

Employees who terminate employment between the 1st and 15th of a month, pay for half the month.

Employees who terminate after the 15th of the month pay for the whole month.

9.  When should I send MCCA the membership fees I have deducted from my employees?

	Monthly
	Due Date
	Quarterly
	Due Date

	January
	February 7
	January to March
	January 1

	February
	March 7
	April to June
	April 1

	March
	April 7
	July to September
	July 1

	April
	May 7
	October to December
	October 1

	May
	June 7
	
	

	June
	July 7
	
	

	July
	August 7
	
	

	August
	September 7
	
	

	September
	October 7
	
	

	October
	November 7
	
	

	November
	December 7
	
	

	December
	January 7
	
	


10.  What happens if I remit late?

a)  Memberships on payroll remittance which are not renewed 30 days after the due date will be provided at least one reminder notice prior to being deactivated from our database.  After 30 days your employees will be deactivated.  The centre will be charged a $ 20.00 reactivation fee for each employee reinstated.

b)  As the employer, your employees are counting on you to remit their fees promptly, in the same way you remit to Revenue Canada or for group benefits. .  Late payments can affect their membership receipts and suspend their benefits.  Your employees will not receive their Child Care Bridges and their Interaction magazines.  They will not be able to register for MCCA’s conference and/or register for their professional development workshops at the member rate.
11.  When should I give an employee the Change of Member Information Form?

A. When contact information changes, such as name or mailing address.  It is due within one week of information changing, to ensure the member continues to receive all the mailings they have paid for.

B. When an employee terminates employment at your facility.  Return the form to us within the first week after you issue the employee’s last paycheque, so we can terminate or transfer their membership.

C. When an employee’s membership category is changing.  This would most commonly be used when a child care assistant becomes an ECE, or when an employee changes work hours from part-time to full-time or vice versa. 

MCCA’S GROUP BENEFITS PLAN
1.  Is it mandatory for my new employee to join the MCCA Group Benefits Plan?

Yes, your contract stipulates that “All Future employees must be enrolled in the plan following the 3 months or six months waiting period.”  All employees on the MCCA Group Benefits Plan must be members of the Manitoba Child Care Association.     
2.  I have a part time employee.  Can my part time employee enrol in the MCCA Group Benefits Plan?
Yes, a part time employee must meet the minimum requirements of 20 hours per week to be enrolled in the MCCA Group Benefits Plan.
3.  My employee is covered under their spouse’s benefit plan.  Does my employee have to join the Group Benefits Plan?

Yes.  Your employee can opt out of health and dental benefits, but must be insured for short term and long term disability.

4.  When is my employee entitled to Group Benefits?

The centre’s signed contract will stipulate whether your employee has three months waiting period or six months waiting period; however, an employer can choose to waive the waiting period upon their board’s discretion.

5.  Where do I find enrolment forms and plan coverage information?
Every centre that offers MCCA’s Group Benefits Plan for their employees has a Group Benefits Administration Guide.  If your Group Benefits Administration Guide has been misplaced or you require additional application forms, claim forms and booklets, please contact Moracene Graham, Senior Account Executive, Health Source Plus at 940-3916 or mgraham@healthsourceplus.com. 
6.  I am a new Director and don’t know what is required of me as the group benefits administrator for my child care centre.  Who do I contact for more information?
Please contact Moracene Graham, Senior Account Executive, Health Source Plus.  940-3916 or mgraham@healthsourceplus.com 
7.  We’re a new centre or a centre not currently participating in MCCA Group Benefits Plan.  Where do we get more information?

Call Moracene Graham, Senior Account Executive, Health Source Plus, at 940-3916 or mgraham@healthsourceplus.com.
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