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Whether you are joining the Public Service for the
first time, or have transferred from another
department, welcome! New employees often have
questions about pay, leave and benefits, and
those recently transferred to DFO may have
questions about leave balances, promotional

pay and other issues. Don't hesitate to reach
out to MyPay, our own DFO-Coast Guard ‘
Pay Support Team.

We're here to help! - :

BENEFITS

AND YOUR EMPLOYMENT STATUS

What type of leave am | entitled to? What type of insurance am |
eligible for?

Have you asked yourself one of these questions? Refer to the Benefits
Chart to know if you are eligible for various types of leave, insurance
coverage, and other benefits based on your employment status.

For more information about how to apply, consult the sections about
New Employees and Public Service Health Care Plan in the Employee
Reference Guide, available from the Pay Support LaunchPad.

DYK: New employees should receive
their first pay within 4-6 weeks of the

able to access the Phoenix pay system
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Did you know? !

beginning of their employment.
Learn more.

DYK: New employees may not be

for up to 6 weeks. Read more.

Pay information sessions for
new employees

Signing up for Public Service
Health Care Plan

ARE YOU A MANAGER OF NEW EMPLOYEES?

¢ You can claim new employees in Phoenix while
they wait for access.

WINNINel=¥ ¢ You should enter the work schedule of a new
CORNER employee as soon as possible.

¢ You need to manage your new employee’s leave
until his or her transfer is completed.

= Transferring between
departments

= Cant’ access Phoenix?

= Who to contact when you
need pay support of any kind

Canada


https://intranet.ent.dfo-mpo.ca/mpo/sites/dfo-mpo/files/MyPay/benefitschart-en.pdf
https://intranet.ent.dfo-mpo.ca/mpo/sites/dfo-mpo/files/MyPay/benefitschart-en.pdf
https://intranet.ent.dfo-mpo.ca/mpo/sites/dfo-mpo/files/employee_reference_guide.ppsx
https://intranet.ent.dfo-mpo.ca/mpo/sites/dfo-mpo/files/erg_fv_9_5_2019.pptx_repaired.ppsx
https://intranet.ent.dfo-mpo.ca/mpo/en/file/1918/download?token=1uVYIVIG
https://gts-ee.webex.com/gts-ee/onstage/g.php?PRID=0bb318d580feae86b9f6686df1078913
https://gts-ee.webex.com/gts-ee/onstage/g.php?PRID=0bb318d580feae86b9f6686df1078913
https://www.youtube.com/watch?v=oLbnBIojfTE&list=PL_Vgi11akJYuwcF2cARPB-pJ0BtPnFyKY&index=14&t=0s
https://www.youtube.com/watch?v=oLbnBIojfTE&list=PL_Vgi11akJYuwcF2cARPB-pJ0BtPnFyKY&index=14&t=0s
https://intranet.ent.dfo-mpo.ca/mpo/en/node/2847
https://intranet.ent.dfo-mpo.ca/mpo/en/node/2847
https://intranet.ent.dfo-mpo.ca/mpo/en/node/3125
http://www.gcpedia.gc.ca/gcwiki/images/0/0a/4.1_-_Who_ya_gonna_call_-_2019-04-22.pdf
http://www.gcpedia.gc.ca/gcwiki/images/0/0a/4.1_-_Who_ya_gonna_call_-_2019-04-22.pdf
https://gts-ee.webex.com/gts-ee/onstage/g.php?PRID=0bb318d580feae86b9f6686df1078913
https://intranet.ent.dfo-mpo.ca/mpo/en/node/3125
https://www.youtube.com/watch?v=0nCy0lf1SHc&list=PL_Vgi11akJYuwcF2cARPB-pJ0BtPnFyKY&index=11
https://www.youtube.com/watch?v=1kZNh6b8phE&list=PL_Vgi11akJYuwcF2cARPB-pJ0BtPnFyKY&index=2
https://intranet.ent.dfo-mpo.ca/mpo/sites/dfo-mpo/files/transfer-in_faq_-_2019-10-17_0.pdf
mailto:mypay-mapaye@dfo-mpo.gc.ca?subject=Please%20indicate:%20Region%20–%20Employee%20Name%20–%20Type%20of%20Issue%20//%20Veuillez%20indiquer:%20Région%20–%20Nom%20de%20l’employé%20–%20Description%20de%20problème

TRANSFERS BETWEEN ORGANIZATIONS

v

The transfer of an employee from one government organization to another is a two-part process; transfer-out and fransfer-in. Each
step is dependent on the previous one and, therefore, the transfer-in cannot be initiated before the transfer-out is completed. The
process may vary depending on the government organizations involved.

Initial department -

Following the employee's notice
of departure, the manager sends
a Pay Action Request and the
employee's new letter of offer to
the Trusted Source to initiate the
fransfer-out.

Pay Centre

The compensation advisor corrects
any outstanding pay issues that may
have an impact on this transfer. This
step may take several months de-
pending on the complexity of the
employee's pay file.

The Trusted Source will then
forward the request to the
Pay Cenfre.

Transfer-out

The compensation advisor then
notifies the new department's human
resources that the fransfer-in is ready
for processing.

New department

Pay Centre

Human Resources creates

the employee'’s file in the L The compensation advisor performs
human resources system E B the actions related to the transfer-in,
(such as PeopleSoft), which - such as:

generates a case af the
Pay Cenfre.

1. Transferring leave balances; and
2. Adjusting the salary (for example:
promotion and bilingual bonus).

TIPS & TRICKS: TRANSFER OUT

Are you about to transfer to another department?
Before you leave:

A Timely Goodbye

Did you know... timeliness matters for departures too! If you
are retiring or leaving the public service earlier than expected,
it's important to inform the Pay Centre at least 30 days in
advance by submitting a Pay Action Request (PAR) via the

Trusted Source. > Put your myKey on a USB key so you can continue to use it

until it is transferred;

Transferring to another organization? Remember to provide
your manager with the letter of offer as soon as possible in
order to initiate the transfer of your pay file.

> Take a screen shot of your leave balances from PeopleSoft.
Make sure it is dated and signed by your current manager.
This will allow you and your new manager to adequately track

. . our leave balances until your file is transferred.
For more information on how to ensure a smooth departure y y

from the Department, please refer to the intranet page
Setting Sail.
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https://intranet.ent.dfo-mpo.ca/mpo/en/node/3359

