
 

Applying for EI – Regular Benefits  
 

The following step by step guide has been built to help you during a difficult time. We know there are 

lots of questions. We tried to apply ourselves so we knew what the experience would be like and to help 

out.  

1. Visit https://srv270.hrdc-drhc.gc.ca/AW/introduction?GoCTemplateCulture=en-CA to apply. Note – 

all applications are to be done online. You will not be able to speak with someone from Service 

Canada unless you already have already applied for EI and have an access code.  

2. You do not need your ROE to start the application process. As soon as you have been given 

notice, you may apply!  

3. Reference codes relate to a work-share program or group termination of 50 or more employees. If 

these do not apply to you, select “no” for this question. Work sharing details are here 

https://www.canada.ca/en/employment-social-development/services/work-sharing.html, an 

application must be submitted 30 days prior to the requested start date.   

 

 

Select the benefit type you are applying. 
4. If you are unable to work due to temporary or permanent layoff, select “regular benefits”.  

5. Select “sickness benefit” if you have COVID-19 or are in quarantine.  

6. “Family care giver” benefits would apply if you are taking care of someone who is self-isolating due 

to COVID-19. 

https://srv270.hrdc-drhc.gc.ca/AW/introduction?GoCTemplateCulture=en-CA
https://www.canada.ca/en/employment-social-development/services/work-sharing.html


 
7. If you choose to self-isolate (and you could still work for your employer), Service Canada will 

determine if you are eligible for EI benefits.

 

As soon as you have been given notice, you can start applying while you 

wait for your ROE.  
8. An ROE is issued electronically by your payroll department but is not needed to begin the process 

 



 
 

Make note of your temporary password. You will need it to re-enter 

your application and check the status. 
 

 

 

Check off any applicable statuses in the Programs and Services section.  
9. As this section is voluntary, you can select “continue” should you choose not to complete it. 

 

 

 

When completing your Last Employer information:  
10. For Last Day worked: enter the last day you were present on the job.  

11. For “Will you be returning to work with this employer?”  

a. i. If you have been permanently laid off, select “no”  

b. ii. If you have been temporarily laid off and know the anticipated return date (if indicated in 

your formal temporary layoff notice), select “yes” and enter the date of the return. (14 days 

for instance)  

c. iii. If you have been temporarily laid off and do not know the anticipated return date, select 

“unknown”  



 
 

 

 

12. Select ‘there was a shortage of work’ whether you have been temporarily or permanently laid off.  

13. If you are on sick live because you are self-isolating pick, “I am on sick leave”.  

14. If you are caring for someone select I am on family caregiver leave. 

 



 

 

 

Complete the Rate of Pay section.  
15. As this section is voluntary, you can select “continue” should you choose not to complete it. 

 

 



 
 

Enter your Job Title Information.  
16. If the exact match doesn’t show as an option, select one which closely matches yours. 

 

 

 

Unless otherwise indicated by your employer, your ROE will be issued 

electronically. 
 

 

 



 

Complete the Other Employers section, if applicable. 
 

 

17. You may receive this message if in the ROE Information – Last Employer section, you selected ‘I 

requested or will request a Record of Employment from my employer to be submitted promptly’.  

 

18. For any previous employers where you are not able to obtain your ROE, call the Service Canada 

Centre for further guidance. 

 

 

19. Complete the Information on Workers’ Compensation Payments, if applicable. 

 



 

 

 

15. Complete the Information on Pensions section, if applicable. 

 

 

 

16. Complete the Business Relationship Information section as it applies to you. 

 



 

 

 

17. Complete the Variable Best Weeks section as it applies to you. 

 

 



 
 

18. Complete the Workforce History section as it applies to you. 

 

 



 

 

 

19. As an employee, you will select “no” for this section. 

 

 

 

20. Complete the course or Training program section as it applies to you.  



 

 
 

21. Complete the Third Party Assistance section as it applies to you. It only applies if someone else was 

helping you apply (this worksheet would not apply!) 

 

 

 



 
22. You will then be required to accept the attestation 
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