Process for leave without pay for five consecutive working days or less

1. Employee needs to enter the request in MyGCHR
Submit request requiring section 34 delegation (compensatory banked, leave without pay, additional hours, banked time earned)

2. Employee needs to enter the request in Phoenix as well
Employee Self-Service: Timesheet

3. Manager (section 34 delegated) approves the request in MyGCHR 
Approve, deny request requiring section 34 delegation

4. Manager (section 34 delegated) approves the request in Phoenix 
Manager Self-Service: Section 34 payable time

Additional resources: 
· Reporting leave without pay for five days or less in Phoenix and MyGCHR (job aid)
· Information about common leave types


Process for leave without pay greater than five consecutive working days

1. Employee needs to fill out the Leave Application Form (GC 178) and submit it to their delegated manager

2. Manager (section 34 delegated) signs the form and submits it to the Compensation team compensation-remuneration@tribunal.gc.ca

3. Compensation must record the leave in MyGCHR 
Record leave of absence greater than five consecutive working days

4. Compensation must record the leave in Phoenix as well
Phoenix process for LWOP greater than five working days

Additional resource: 
· Information about common leave types
