


I hereby delegate to the managers and
supervisors of Health Canada the human
resources authorities as outlined in this

Human Resources Delegation Instrument.

Simon Kennedy
Deputy Minister / Sous-ministre
Health Canada / Santé Canada
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Je délegue, par la présente, aux
gestionnaires et aux superviseurs de Santé
Canada les pouvoirs en ressources
humaines, comme il est établi dans le
présent docun tde délégation.
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Kevision ®:

Date:

Description:

Approved by :

Rev. A.1

March 5, 2014

Minor editorial changes to Interchange
and Work Force Adjustment sections.
Correction of typographical error

Rev. A.2

January 15, 2015

Editorial change to signature section to
reflect appointment of new Deputy
Minister of Health Canada.

Minor editorial changes to Classification,
Resourcing and Performance Management
sections.

Comments added for clarification.
Correction of an administrative error in
Performance Management section.

Note added as a header to explain links to
legislative and policy references.

Cathy Peters

KRobert laniro

Rev.D.1

January 26, 2015

Change in level of the authority to approve
the content of non-generic work
descriptions for EX positions from level 2
to level 3.

Simon Kennedy

Rev.D.2

February 2, 2016

New authority delegated to the Deputy
Head from the Public Service Commission
(PSC), regarding the approval of
exceptions to the national area of
selection for external processes effective
April 1, 2016. Modifications made to the
resourcing section, specifically the order of
non-advertised appointments (16) and a
new criteria added under section 16.
Change delegation level for actings over
18 and 36 months. Changes to delegation
levels for the leave entitlements without
pay and changes to leave with or without
pay for union business.

Simon Kennedy

Rev. A.3

March 1, 2018

Rev.D.3

March 1, 2018

Editorial changes to Classification for
clarity. Alignment of wording of
Resourcing authorities to the Appointment
Delegation and Accountability Instrument
(ADAI). Update to titles to reflect HR re-
alienment.

Cathy Peters

New authority delegated to the Deputy
Head from TBS with regards to creating
positions outside of the classification
standards {Deputy Head Directed

Simon Kennedy




Llassitication vecisions). New
Classification authority for all transactions
pertaining to EC-08 positions.

Clarificat s to authorities relate to EX
resourcing. New Official Language (OL)
training requirements added to rc ect
Executive cmmittee approval of the OL
Policy for the Executive Group. New non-
advertised criteria. Amendment to the
trainit requirements for sub-del ition.
Changes in delegation authority levels for
Workfor.  Management.
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Deputy Heads receive human resources delegation through the powers delegated by the Treasury Board
Secretariat (TBS) and Governor in Council as established in the Financial Administration Act (FAA), as well as
through agreements with the TBS and the Public Service Commission (I ).

Deputy Heads delegate some of their authorities to managers and supervisors through the Human Resources
Delegation instrument, while remaining ultimately responsible and ac  intable for these authorities to central
agencies and Parliament. Authorities are assigned to managers where responsibility can be most effectively
exercised and where accountability for results can be determined.

As part of the Shared Services Agreement between ! 1lth Canada (HC) and the Public Health Agency of Canada

(the Agency), the Human Resources Services Directorate (HRSD) had developed a common framework for the

Delegation Instrument. This framework combines the best-practices of both organizations while also allowing
ich Deputy Head to delegate their authorities according to the needs d culture of t|  r specifico inization.

People are our most important asset. As such, effective people management is essential to establishing a
healthy and productive workplace. As managers, it is your role to create a workplace culture that nurtures the
talents of each employee, enabling them to deliver on the priorities of 2 organization.

Employees who are well-supported and receive needed training and feedback are better prepared to do their
jobs. Above all, dialogue with the team and transparency in management actions contribute to maintaining
trust, pectand a sense of fairness. All of these elements play an important role in building a high performing
workplace culture. Managers and supervisors throughout the organization have a major role to play to maintain
and expand organizational dialogue, and to foster transparency and engagement at all levels.

Managers are expected to administer their delegated authorities in a fair, transparent and objective manner
that is mindful of employees’ needs and responsive to operational requirements. Managers will be held
accountable for all decisions they make in accordance with their delegi :d authority.

This Instrument identifies the lowest level of management that is delegated to act. For example, if an authority
is delegated to Level 5 managers, any Level 1 to Level 4 manager in the same organizational hierarchy can also
exercise that authority. A delegate cannot approve actions that would impact themselves directly. For example,
a delegate cannot approve their own leave. In 2 absence of the responsible manager or supervisor, the human
resources delegation rests with the next higher position in the management hierarchy, or with the person
designated to act in their position, respecting established policy frameworks as appropriate.

1. The Deputy Head is responsible, as a delegate, for the exercise of the powers and functions of the PSC, with
certain exceptions as specified in the Appointment Delegation and Accountability Instrument (ADAI). The
Deputy Head is given the authority to sub-delegate some of these HR authorities.



2. All Level 2 and Level 3 delegates, as defined in the Chart of Delegation Levels, must:

a. ensure all staff with a managerial / supervisory role are informed of what delegated HR
authorities they have; and

b. consult with Executive Groups Services (EGS) for any actions impacting executives.

3. The Director General, Human Resources Services Directorate (DG, HRSD), is responsible for the periodic
review of this Human Resources Delegation Instrument and recommending any changes as required.

4. HR Advisors in all disciplines are responsible for providing effective and timely advice and assistance to sub-
delegated managers and supervisors with respect to this Instrument.

5. Sub-delegated managers and supervisors are responsible for:

a. being aware of and respecting all applicable legislation related to their sub-delegated
authorities, in addition to collective agreements and terms and conditions of employment;

b. adhering to organizational policies, PSC and TBS policies, be they related to people
management, the integrity of appointments or any other relevant frameworks, directives or
guidelines;

c. exercising authority within their sphere of responsibility, in accordance with the levels defined in
this Instrument, in a manner that is consistent with the objectives of the organization;

d. consulting with an HR Advisor where indicated, and ensure they have, or have obtained, the
appropriate financial delegation, prior to making decisions on items with cost or budget
implications, and consulting their financial officers as required;

e. bearing in mind that consuitation with Labour Relations is always good management practice
and is strongly encouraged at all times; and

f. restricting delegation of HR authorities to positions under their responsibility, if required, and
advising incumbents of those positions accordingly. With respect to the staffing authority, only
the Deputy Head can restrict this authority.

if, after an investigation, the Deputy Head concludes that there has been a contravention or abuse of sub-
delegated authority, the Deputy Head shall take remedial measures such as imposing additional conditions or
restrictions, or rescinding the sub-delegated authority in whole or in part. Where the authority of a sub-
delegated manager has been restricted or rescinded, the supervisor of the sub-delegated manager will exercise
the human resources authority.

Public servants maintain public confidence in the objectivity of the public service by preventing and avoiding
situations that could give the appearance of a conflict of interest, result in a potential for a conflict of interest or
result in an actual conflict of interest. To this end, it is the responsibility of each and every employee to review
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their specific situation and refer to their obligations under the Health Canada Values and Ethics Code, and if a
real, apparent or potential conflict of interest exists, he or she is to file a report in a timely manner.

In order for an organization to react quickly to changes in its working environment, it is important that the
specific authorities for the management of human resources be easily accessed and modified.

If a functional lead determines that it is necessary to change the authorities table (e.g. because of a legislative
change or as a result of monitoring), the functional lead writes the chai : and forwards it to DGO for approval.
The DG, HRSD then seeks approval of the Assistant Deputy Minister, Corporate Services Branch (ADM, CSB).
Once approved by the DG, HRSD and the ADM, CSB, the recommended 1anges are presented to the DH for
approval.

The Deputy Head delegates to the DG, HRSD, the authority to make administrative changes to this Instrument
that dor 10t impact the delegation levels. This may include, but is not limited to, updating the wording of the
authority for added clarity, updating “Special” delegated authorities if the title of the position changes, updating
the front matter before the Chart of Delegation Levels, updating references, or modifying the document for
Intranet accessibility.

This Human Resources Delegation Instrument supersedes all previous |  egation Instruments.



NOTES:

Levels identified in the authorities table indicate the lowest level sub-delegated to exercise that
authority. For example, if an authority is delegated to Level 5 managers, any Level 1 to Level 4 manager
in the same organizational hierarchy can also exercise that authority.

Associates for any position may exercise the same authorities as the position they are associate to,
unless specified otherwise in the comments section.

Positions reporting to Level 1 to Level 4 managers that are responsible for support (e.g. Strategic
Advisors, Senior Advisors, etc.) and who have staff are considered a Level 5 delegated authority if they
are a cost centre manager, or a Level 6 delegated authority if they do not have delegated financial
signing authority.
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AUTHNRITV LEVEL COMMENTS
e Non-EX posit
e Creation of position Level 1 | Also delegated to accredited Classification Advisors with
e Review and update the exception of Deputy Head Directed Classification
e Reclassification Decisions.
¢ Change in reporting relationship
e Change in language
requirement:
e Deletion of positions
e Change in position title
e Change in geographic location
PS Ffhanan in carurity
Approve retroactivity ot classification
actions
e EX position: Level 1 | Areclassification of an EX position should normally not
be retroactive more than one (1) year.
e Non-EX positions
e |ess than 6 months Level 5 | Must be approved by a manager two hierarchical levels
above position(s) impacted.
e 6to 12 months Level 4
e more than 12 months Level 2
Grant classification accreditatior Special* | *Accreditation proposals are submitted by the Executive
Director, Corporate Policy and Programs, to TBS/OCHRO
who will review, and once satisfied that requirements
havia hann mat wsill icenia flaceificatinn arrraditatinn
classification grievances betore forwarding them to the
Classification Poli~ Centre.
Respond and render a decision on
classification grievances
o EX positions Special* | *OCHRO within TBS retains this authority.
e Non-EX positions Special* | *Delegated to the Executive Director, Corporate Policies

and Programs, on the recommendation of a Grievance
Committee.
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AUITRUKIIY

LEVEL

CUVIvITm™ "D

Approve the exclusion of a unilingual
person eligible for an immediate annuity
under the Public Service Superannuation
Act (PSSA) within two years after a non-
imperative appointment to a bilingual
position if the person submits an
irrevocable resignation to take effect no
later than the end of that two-year period

Level 1

Approve the extension of the two-year
period referred to in an agreement to
become bilingual for one or more
additional periods — of not more than two
years in tota

Level 1

The Official Languages Program is responsible for the
follow up of all non-imperative staffing cases (for non-
EX positions).

Recommend exclusions from meeting
official language proficiency requirements

Exclude periods OT term employment rrom
the calculation of the cumulative working
period for indeterminate appointment

e Work Force Adjustment situations
e Sunset-funded programs / projects

1 iniaimdtimn

Advertised appointments 1o and within tne
public service based on merit

e EX positions

» Nan-EX¥ nnsitions

under the TBS Term Employment Policy for:

Level 1

Level 1

Level 2
Level 5

An exclusion form has to be filled out, signed by the
Deputy Head and submitted to PSC for approval.

inageterminate or term.

When appointing from an external
advertised process, give preference, in the
following order, to:

e apersonin receipt of a pension by
reason of war service
e aveteran or survivor of a veteran
i ® aCanadi=~ citizen

Lecide to not apply the provisions ot the
PSEA that relates to appointing a person
with a priority entitlement if the
appointment will result in another person
having a priority right.

Level 5

Level b
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AUTHORITY LEVEL LUV =™~
Approve non-EX level assignments of Level 1 The Deputy Head cannot sub-delegate this authority.
external participants when interchange cannot exceed five years.
e they are employees of a personal
corporation
e theindividual does not meet the
linguistic requirements of the
position
e the salary exceeds 125% of the
total compensation of the
position/function to be performed
e extending for a fourth or fifth year
e any other exceptional
circumstances
tnd an assignment prior 1o the agreed end Special® *Delegated to the managers that signed the
date agreement.
The participant or the outside organization may also
end the agreement prior to the agreed end date.
Approve pay-in-lieu of notice when ending Special* *Delegated to the managers that signed the
an assignment prior to the agreed end date agreement.
Approve, under exceptional circumstances, Level 1 Deputy Heaa cannot sub-delegate this authority.
where the participant has been employed
in their home organization for less than six Deputy Head must obtain prior written approval from
months. the Chief Human Resources Officer at OCHRO.
Mandatory consultation with the Staffing Policy Centre,
Approve all Special Interchange Level 3

Agreements for dental therapists in
transferred First Nations communities in
provinces where dental therapists are not
professionally indemnified

24







Appoint to another position a person
whose appointment was revoked pursuant
to:

e Subsection 15(3) after investigation by
the deputy head

e Subsection 67(2) following an
investigation conducted by the
Commission on behalf of the deputy
head
Subsection 81(1) as a result of a
complaint upheld by the Public Service
Labour Relations and Employment
Board

Level 1
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| AUIHURIIY | LEVEL CUMMENIS
| 2rant 3 form~! Daneto Uaad ~uined [ 1 Avala

grant a formal Branrn Hean awara Level 2

Grant a formal Directorate Head award Level 3

Grant a formal Regional Head award Level 3

Approve an inst=nt award Level 5

30































AUIRUKIIY LEVEL CUONMIVENID

Approve career transition agreement or Level 1
| st'rnlis perioc

Approve alter Level 2

Recommend a waiver of pension reduction Special* | *Delegated to the DG, HRSD.

(pension waiver’ Organizations can recommend a waiver of pension

reduction, however only the PWGSC Pension Centre has

L the authority to approve it.
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