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Spare	Board	Guarantee	–	Claim	Submission	Process	 	

For	this	job	aide	we	will	assume	our	employee	John	Doe	was	assigned	to	the	brakeman	spare	board	for	
the	full	two	weeks	of	the	guarantee.	In	order	to	determine	monetary	amounts	we	will	say	he	is	from	
Coquitlam	(west	of	Calgary	rates)	and	is	at	100%	step	rate.	The	same	process	is	applicable	for	other	Spare	
boards	but	will	have	different	penalties	and	entitlement	amounts.		
	
Specific	guides	for	each	type	of	guarantee	are	included	at	the	end	of	this	document.	
	

STEP	1.	
Verify	guarantee	period	dates.		
In	this	example	we	will	use	guarantee	period	04,	which	ran	from	January	14	to	27.		
*Guarantee	period	dates	follow	the	weekly	crew	change	Monday	to	Sunday.		

	
*TIP:	You	can	add	up	your	earnings	for	this	period	and	if	greater	than	the	2-week	entitlement,	no	need	
to	claim.		

	
STEP	2.		
Calculate	days	eligible.		
Days	eligible	can	be	viewed	in	CMA	in–	‘Employee	Hist	Inquiry’.		(Screen	18)	
*Must	be	on	spare	board	for	at	least	one	day	during	spare	board	guarantee	period	to	claim	a	guarantee.		

• Days	on	a	non-penalty	off	status	greater	than	12	hours	do	not	get	counted.	(Company	business,	
EDO,	etc.).	These	days	are	prorated	out	of	the	guarantee.	If	off	less	than	12	hours	on	a	non-penalty	
off	status	but	lose	work	due	to	off-status	then	this	day	would	also	be	prorated.	

• Must	be	on	spare	board	for	12	hours	or	more	for	day	to	get	counted.		
• Maximum	number	of	days	that	can	be	included	is	14.		

	
*More	details	on	non-penalty	off	statuses	can	be	found	here:		
Eastern	Employees	(crtl-click)	
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Western	Employees	(crtl-click)	
Example	of	proration.	

	
In	this	example	the	employee	was	booked	off	company	business	Jan	24	at	1301	and	booked	back	on	Jan	25	
at	1700.	We	would	prorate	January	25	out	of	the	calculation	as	you	need	a	minimum	of	12	hours	on	spare	
board	to	count	the	day.		
Note:	Any	earnings	made	on	a	prorated	day	could	still	count	against	guarantee	even	though	the	day	is	
not	counted.	This	could	include	GH	(general	holiday)	earnings,	or	any	earnings	made	from	spare	board	
work.	

	
STEP	3.	
Calculate	penalties	-	if	any.		
*Remember	2	or	more	penalties	in	a	guarantee	period	will	void	guarantee	entitlement.	
	
Example	of	penalty.	

	
	
What	is	important	is	when	the	penalty	took	effect	as	this	determines	if	it	counts	as	a	weekday	or	weekend	
penalty.	In	this	case	the	employee	booked	off	January	16	at	1722	this	would	be	a	weekday	penalty	for	
determining	monetary	amount	deducted	as	it	fell	on	a	Wednesday.	
*Being	off	sick	or	personal	36	hours	or	more	counts	as	2	penalties	and	nullifies	the	guarantee.		
	
*More	details	on	penalties	can	be	found	here	:		
Eastern	Employees	(crtl-click)	(bottom	of	page)	
Western	Employees	(crtl-click)	(bottom	of	page)	
	
	

STEP	4.	
Calculate	guarantee	amount	allowed	to	claim.	
Since	John	Doe	had	one	prorated	day	we	cannot	use	the	full	2	week	guarantee	rate,	we	will	have	to	use	
the	daily	rate	to	calculate	his	eligible	amount	to	claim.		
	

14	days	(minus)	1	day	(company	business)	=	13	days	on	spare	board.		
	
*The	daily	rate	for	an	employee	at	100%	and	in	Coquitlam	would	be	181.48.	(This	rate	can	change	
depending	on	the	guarantee	type	and	an	employee’s	location	and	step	rate).		
	

13	x	$181.48	=	$2359.24	(Guarantee	claim	amount)	
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Now	will	deduct	the	penalty	that	was	incurred.	(This	amount	will	depend	on	guarantee	type,	location,	
step	rate,	and	whether	penalty	occurred	on	weekday	or	weekend).		
	

$2359.24	(minus)	$157.81	(penalty)	=	$2201.43	
	
$2201.43	is	John	Doe’s	spare	board	entitlement.		
	

STEP	5.	
Calculate	earnings	and	deduct	from	adjusted	guarantee	amount.	
Total	earnings	from	guarantee	period	(in	this	case	Jan	14	to	27)	and	subtract	from	spare	board	
entitlement.	

	
In	this	example	John	Doe	made	$2147.39	during	guarantee	period.	Subtracting	this	from	his	spare	board	
entitlement		gives	him	a	+	$54.04.	If	this	was	a	negative	then	no	guarantee	would	be	claimed	for	this	
period.	$2201.43	(spare	board	entitlement)	minus	$2147.39	(earnings)	=	$54.04.	
	
The	rate	and	calculation	worksheet	would	appear	as	follows:	
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STEP	6.	
Entering	claim.		Miscellaneous	claim		(Screen	12)	
	

• Be	sure	to	enter	correct	claim	code		
o GN	=	non-protected	BK	
o GS	=	Protected	BK	
o GY	=	Yard	Spareboard		

• Enter	guarantee	claim	dates.		
• Enter	amount	of	guarantee	payable.	
• Type	notes	showing	calculations,	including	your	step	rate	and	guarantee	period.	
	

	
	
For	GS	(Protected	employees	hired	pre	June	18,	1990)	the	TYPE	will	always	be	a	“M”	
For	GN	the	TYPE	will	always	be	a	“$”	
For	GY	the	TYPE	will	always	be	a	“$”	
	
	
	

Frequently	Asked	Questions	
Spareboard	Guarantee	FAQ	
	
	
	
	
	
	
	
	
	
	


