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[bookmark: _Toc83725920][bookmark: intro]1 - INTRODUCTION
This document describes Natural Resources Canada’s Policy Analyst Recruitment and Development Program (PARDP).  It outlines the guiding principles, program components and the roles and responsibilities of the key stakeholders. It also provides a framework for decision-making. However, the Steering Committee can take necessary action to deal with exceptional situations on a case-by-case basis. This updated document is replacing the previous Directive and takes effect October 30, 2021.   
PARDP is driven by the following guiding principles:
i. PARDP is the corporate mechanism for the recruitment and development of Policy Analysts and Economists from the EC-03 to the EC-05 level. The program is designed to attract entry-level policy analysts and economists and further develop the skills and competencies required by the organization.
ii. PARDP is a two-year program (EC-03 rotational assignment for the duration of one year, and EC-04 rotational assignment for the duration of another year, followed by final promotion to EC-05).
iii. PARDPs must complete the duration of the program to be considered PARDP alumni
iv. PARDP participants are reflective of the diversity of the Canadian population with respect to geography, equity seeking communities, linguistic duality and the need to work in both official languages.
v. Our ability to work horizontally will be strengthened by ensuring that PARDP participants have exposure to the priorities and directions of the department through rotational assignments and structured learning opportunities in different sectors.
vi. The Strategic Policy and Innovation (SPI) Sector is the program host and, as such, is the owner of all the PARDP positions (EC-03 and EC-04), and consequently plays a key role in the administrative and decision-making processes.
Under the leadership of an Assistant Deputy Minister (ADM) PARDP Champion appointed by the Deputy Minister, the program is managed by a Deputy Director and a Program Manager, under the guidance of an Executive Advisor, supported by the Human Resources Branch (HRB) and volunteers from across the Department (including PARDP alumni and current PARDPs). The Steering Committee is chaired by the PARDP Champion, and serves as the central decision making body, which is responsible for overseeing the program. It is also responsible for ensuring that program objectives and requirements reflect organizational needs. The Committee is comprised of one representative at the DG-level from each participating sector and representatives from HRB (Corporate Management & Services Sector (CMSS)).
PROGRAM INTEGRITY 
As the primary mechanism to recruit policy analysts and economists to the department. PARDP plays a critical role in supporting sectors policy capacity; teams rely on PARDPs to deliver on key projects and files. As a development program, PARDP is also designed to ensure participants receive the training and support required over the course of two years. As such, in order to maintain program integrity, early promotion and promotion to higher-level positions outside of PARDP is strongly discouraged. 
[bookmark: _Toc357067353][bookmark: _Toc361818528][bookmark: _Toc83725921][bookmark: _Toc357067354][bookmark: _Toc361818529][bookmark: part1section2]2 – PROGRAM COMPONENTS
The program cycle consists of several phases as detailed below: 
[bookmark: _Toc361818531][bookmark: _Toc83725922][bookmark: recruitment]RECRUITMENT
As of September 2021, PARDP has two streams: the Graduate Stream (launched in 2003) and the Indigenous Stream (launched in 2021 as a pilot). The recruitment steps outlined below pertain to both streams. The recruitment campaign launches in the fall of each year and concludes in February. Successful candidates are welcomed into the Department in May, September and January. 
i. Planning: During the planning phase, sectors are required to identify PARDP needs at the EC-03 level for the following year based on business plans and priorities. The decision to move forward with a recruitment campaign will be based on the identified need for EC-03 participants. The Steering Committee is expected to consult with sector managers and leads in order to provide this information to the PARDP Team.  
ii. Program Promotion/Marketing: The recruitment process, led by the PARDP team, includes promotion and marketing of the program with the assistance of current and past PARDP participants (“ambassadors”), hiring managers and senior managers. Mechanisms may include information sessions at universities across Canada, the program’s external website, and promotion using email and/or social media. 
iii. Advertising: The Program is advertised externally, Prospective participants are required to apply on the jobs.gc.ca website, or via. a linked online platform such as Vidcruiter, in order to be considered. 
The national area of selection is used in order to ensure access and representativeness are achieved. Additionally, various language requirements are identified to support linguistic duality and to ensure that the guiding values of representativeness, fairness and access are upheld. Finally, when assessment results are similar and to ensure a representative workforce, preference may be given to members of the following Employment Equity groups in accordance with identified organizational needs: Indigenous Peoples, Visible Minorities, Persons with Disabilities and/or Women.
iv. Assessment: Assessment for appointment into the program will be based on the EC-03 Statement of Merit Criteria, inspired by the Policy Community Project’s Skills and Mindsets Framework as well as NRCan’s EC Competency Profile. 
Tools such as written examinations/written samples, interviews and/or reference checks will be used to assess candidates and if there are enough candidates, establish a pool of fully or partially qualified candidates. Sector representatives will be engaged throughout this process to develop assessment tools, and to conduct assessments (i.e. two rounds of interviews, written examination and reference checks). 
[bookmark: _Toc361818532][bookmark: _Toc83725923][bookmark: appointments]APPOINTMENTS TO THE PROGRAM
i. Conditions of Employment: All participants are required to obtain a Secret security clearance prior to their appointment to the program. 
ii. Salary: For participants recruited from outside the public service, the initial appointment to PARDP is at the first step of the EC-03 pay scale.  Salary above the minimum may be permitted on a case-by-case basis, based on demonstrated prior professional experience, following the guidelines from TBS and upon approval from the ADM Champion. If the participant is already a public service employee, the salary will be determined in accordance with the Directive on the Terms and Conditions of Employment. 
iii. Relocation Assistance:  Participants appointed from outside of the federal public service are entitled to relocation assistance to a maximum amount of $5,000 to be paid by the host sector for the 1st rotational assignment, in accordance with the 
TBS Initial Appointees Relocation Program.   
Candidates who are already public servants are entitled to relocation assistance as per the National Joint Council Relocation Directive. The responsibility for payment of such relocation assistance will be determined on a case-by-case basis.
iv. Flexible work arrangements, including remote work, can be considered upon discussion with the host manager. In cases where remote work is allowed for positions located in the National Capital Region, a telework agreement will need to be signed. 
[bookmark: _LEARNING_&_COMPETENCY][bookmark: learning][bookmark: _Toc361818533][bookmark: _Toc83725924]LEARNING & COMPETENCY DEVELOPMENT
With an effective EC Competency Profile and the PARDP Learning and Development Roadmap  guiding participant development, the objective is to ensure participants are well positioned to successfully complete the program within the prescribed timeframes and develop the skills necessary to succeed at the EC-05 level upon graduation. All developmental elements of the program are designed to align with the EC Competency Profile and reflect the knowledge aspects valued by the Department: 

i. On-Boarding: The PARDP onboarding process includes: a welcome email from the PARDP Team and orientation led by the PARDP Network. PARDP orientation is designed to  introduce participants to the Department and its priorities as well as the program and its requirements. 
ii. Rotational Assignments: Participants are required to successfully complete two rotational assignments (12 months at the EC-03 level & 12 months at the EC-04 level), designed to assist them in gaining the competencies necessary to perform at the EC-05 level.  It is mandatory that participants seek out rotational assignments in two different sectors to broaden their experience and strengthen their ability to work collaboratively and horizontally throughout the department. 
Before a participant is offered an rotational assignment, the hiring manager must develop a preliminary work plan to ensure they will receive the experience and exposure necessary to demonstrate the competencies required at the next level. 
iii. Work and Learning Plans: At the onset of each rotational assignment, host managers and PARDP participants are required to enter work objectives and learning plans, using the Public Service Performance Management (PSPM) web application. Work objectives and the learning plan are designed to align on-the-job learning with the competencies required at the next level. A work plan must be submitted to the PARDP Team for review within one month of the rotational assignment start date.  
Participants are required to complete the training marked “Mandatory” in the Learning and Development Roadmap, and are encouraged to participate in other recommended learning opportunities aligned with the EC competency profile. Participants will also participate in at least one in-house policy training activity offered by NRCan. This may include special sessions, such as Indigenous Engagement, Science Policy Integration, Parliamentary Business, etc. or lab tours.  It is recommended that PARDP participants discuss their learning progress regularly with their manager and keep track of all completed activities, as it is a condition of promotion to the next level.
iv. Mentoring: PARDP participants are paired with a peer mentor (second year PARDP or program alumni) as part of the on-boarding process in their first year. They are also encouraged to have a mentor for the duration of the program by accessing mentorship initiatives organized through employee networks, including the PARDP Network. 
v. Second Official Language Training: In accordance with the Official Languages Act, and, in addition to the Code for Values and Ethics in the Public Service, the EC work objectives typically include the ability to work in both official languages. As such, bilingualism is an important skill for employees in this occupational group, and for NRCan to remain a workplace of excellence. PARDP encourages participants, if not already bilingual, to commit to becoming bilingual prior to graduation from the program, typically in small group classes offered by the NRCan Language School. All participants should aim to have an Official Language proficiency of at least ‘BBB’ in English and French upon graduation. 
Participants who have already achieved BBB can discuss further training options with their manager. It is mandatory for participants to contact NRCan’s Language School upon starting the program to obtain a Language Evaluation and Training Plan (LETP), if required. If participants are already bilingual, they are encouraged to inform the NRCan Language School that they are interested in Second Language Evaluation. 
All participants are permitted to attend part-time language training (up to 192 hours per year) without impact on their projected promotion date. Host managers are required to support participants in the pursuit of second official language acquisition. Additionally, any time spent on language training beyond 192 hours part-time must be made up at the substantive level before the participant can be eligible for promotion. 
vi. PARDP Network: All PARDPs are encourage to take responsibility for their own development experience, in part, by joining the PARDP Network. For more information on the role of the PARDP Network, refer to section 4. 
[bookmark: _PERFORMANCE_MANAGEMENT_&][bookmark: _Toc361818534][bookmark: _Toc83725925][bookmark: performance]PERFORMANCE MANAGEMENT AND ASSESSMENT FOR PROMOTION
i. Performance Management: Notwithstanding the TBS Directive on Performance Management, the host manager is responsible for initiating a Performance Management Agreement (PMA) in the Public Service Performance Management (PSPM) Application with clearly defined work objectives. It is also the responsibility of the host manager to raise performance-related issues, including concerns relating to readiness for promotion, with participants both verbally and in writing if and as soon as they arise. The manager must also consult with the PARDP Team immediately, for guidance on managing the identified issue(s). The PARDP Team consults and collaborates with HRB-CMSS[footnoteRef:1].  [1:  For performance-related questions, please contact the Learning Unit; for performance-related issues, please contact the PARDP Team and Labour Relations. ] 

ii. Mid-Year Review: Notwithstanding the importance of managing performance on an on-going basis, the participant’s manager will conduct a mid-year evaluation of the participant against the work objectives identified for the current position in the PSPM Application.  In addition, they should identify progress toward required competencies for the next level and adjust the learning plan to focus on learning required to address competency gaps.  The manager is also required to conduct a face-to-face discussion with the participant regarding their performance and development needs. Any performance concerns must be addressed, documented, and communicated to the PARDP Team.
iii. If significant performance issues are identified and addressed during the mid-year review, the host manager must identify to the PARDP team. The PARDP team will work with the host manager to support the participant and create a learning and development plan to address competency gaps. 
a. The action plan and recommendations must be documented and submitted as part of the participant’s HR file.
b. With respect to performance issues, Labour Relations should be consulted at an early stage.  
iv. Final Evaluation: Before a promotion (non-advertised appointment) can occur, the following requirements must be fulfilled: 
a. Completion of one 12 month rotational assignment at the level below the promotional level[footnoteRef:2] [2:  Note that any promotions that take place before the 12 month mark will be reviewed on a case-by-case basis and may be flagged to the ADM Champion of PARDP. ] 

b. Completion and Submission of Mid-Year Review 
c. Completion and Submission of final Evaluation that identifies completion of mandatory training and demonstrates the competencies required for the next level 
In accordance with section 30 (1 and 2a) of the Public Service Employment Act, justification must be provided for how the participant meets each merit criteria as prescribed in the Statement of Merit Criteria for the next level. This process should be initiated approximately 8 weeks prior to the anticipated promotion date.
v. Unsuccessful Participants: 
Should a participant not meet one or more of the prescribed competencies for the next level upon assessment at the end of their rotational assignment, the participant may be given an extension to demonstrate the required competencies. The length of the extension will be determined on a case-by-case basis pursuant to a discussion between the host manager and PARDP Team, in consultation with Labour Relations. If issues raised concern behavioral competencies, extensions will be considered on a case-by-case basis.
Within the first two weeks, the host manager will work with the participant to develop an action plan that identifies the participant’s competency gaps in addition to the activities that will be assigned to address them. This action plan will then be validated by Labour Relations, the host manager and the PARDP Team. The manager will also be expected to conduct a review of the participant’s progress and provide the participant with regular written feedback on their performance, including information on any gaps between expectations and performance, next steps and implication. On a monthly basis the manager will be responsible to communicate their findings with the participant, PARDP Team, and Labour Relations. 
Approximately 8 weeks prior to the end of this period, the final evaluation process will recommence. If the participant meets all the requirements for promotion, the participant will be promoted to the next level. In the event that a participant still does not meet one or more of the merit criteria for the next level, the participant will be given notice of termination of employment in accordance with section 62 of the PSEA, or in the case of a participant no longer on probation, the participant will cease to be a participant of the program (see Section 3.C) and will be deployed within NRCan at their substantive level. 
[bookmark: _Toc357067356][bookmark: _Toc361818535][bookmark: _Toc83725926][bookmark: part2section2]3 - PROGRAM MANAGEMENT
[bookmark: _HIRING_OUTSIDE_OF][bookmark: _Toc361818536][bookmark: _Toc83725927][bookmark: hiring]HIRING OUTSIDE OF PARDP
PARDP is the main departmental mechanism for hiring indeterminate EC-03, EC-04 and EC-05 Policy Analysts and Economists. There may be times when PARDP cannot fulfill the needs of a hiring manager. Such circumstances might include the following: 
i. The position being staffed is not developmental in nature;
ii. The time period of the work to be performed does not align with the program requirement for 12-month rotational assignments;
iii. The position is within the EC group but is not within the Research/Policy Analyst Broad-band parameters;
iv. There are no available program participants that meet the needs of the hiring manager; and,
v. Other reasonable circumstances
[bookmark: _Toc361818537][bookmark: _Toc83725928][bookmark: leave]LEAVE AND EXTENDED LEAVE
Requests for vacation, sick and other short-term leave shall be approved by the host manager in accordance with the EC Collective Agreement. Extended leave must be approved by the host manager in consultation with the PARDP Team and/or CMSS- HRB.  All leave requests will be considered on a case-by-case basis. 
Time spent on extended leave, defined as one month or more, must be made up before the participant can graduate. Promotion eligibility dates may therefore be impacted. Before a participant takes extended leave, a re-integration plan must be prepared by the host manager in partnership with the PARDP Team, in consultation with CMSS- HRB. Reintegration will be dealt with on a case-by-case basis. 
Assignments with other GoC departments are not permitted, unless otherwise approved by the ADM champion. 
[bookmark: _PARTICIPANTS_ON_PROBATION:][bookmark: _Toc361818538][bookmark: _Toc83725929][bookmark: probation]PROBATION: 
In accordance with Section 61 of the PSEA and the TBS Regulations establishing periods of probation and periods of notice of termination of employment during probation, employees appointed from outside the public service to a Professional Development or Apprenticeship Program, such as PARDP, are subject to a probationary period for the duration of the Program, excluding any periods of leave without pay, full-time language training or leave with pay in excess of thirty consecutive days. As such, participants are considered to be on probation until they have met the requirements of the Program and are appointed to the EC-05 level.
Participants appointed to the Program who are indeterminate employees recruited from within the public service currently serving their probationary period, will remain subject to the probationary period established upon initial appointment to the Public Service. In accordance with section 62 of the PSEA, management retains the discretion to reject on probation program participants who do not meet the requirements of the Program or who are deemed unsuitable for the work to be performed. 
[bookmark: _PARTICIPANTS_NO_LONGER]Participants who were Public Servants prior to appointment to the PARDP and have already completed their 12-month probationary period but who do not meet the Program requirements or are found unsuitable for the work to be performed will be deployed out of the Program, to a position for which they are qualified at their substantive level. In such an event, the Steering Committee may help the participant find an appropriate position.
[bookmark: _Toc361818540][bookmark: _Toc83725930][bookmark: costsharing]COST SHARING
PARDP operates under a cost-recovery funding model. Funds are recovered from sector participants and determined based on the number of PARDPs allocated to each sector. 
The following costs will be covered by the Host Sector:
· Relocation costs as specified in section 2.B.iii of this Directive (for public servants appointed to the program, it will be discussed on a case-by-case by the PARDP Steering Committee members)
· Salary of the PARDP participant and training costs
· Costs associated with second official language training
· Operating costs for program administration 
[bookmark: part3section2][bookmark: _Toc357067357][bookmark: _Toc361818541][bookmark: _Toc83725931]4 – ROLES AND RESPONSIBILITIES
[bookmark: _Toc83725932][bookmark: steeringcommittee]STEERING COMMITTEE  
The PARDP Steering Committee is chaired by the PARDP Champion, with sector representation at the Director General level.  The Committee serves as the central decision-making body for the program`s operations.  The committee is responsible for:
i. Representing the interest of the Department and of their Sector, including briefing of their respective senior management teams, while ensuring that program goals and requirements reflect organizational needs (including number of participants needed and matching of the EC-03 participant to initial rotational assignment);
ii. Supporting the recruitment campaign (promotion & assessment process), or identifying sector representatives to do so;
iii. Ensuring that Sectors actively support PARDP and provide high quality rotational assignments; and, 
iv. Maintaining a record of decision for the meetings.
[bookmark: SPI][bookmark: _Toc83725933]STRATEGIC POLICY AND INNOVATION SECTOR (SPI) 
The SPI Sector is responsible for managing qualified PARDP candidates, who should be considered departmental resources. As such, should there be departmental decisions affecting the number of participants, these positions will be managed on a departmental basis, rather than on a sector basis. As such, SPI is generally responsible for:
i. Ensuring the appropriate number of PARDP positions at the EC-03 and EC-04 levels, with the appropriate linguistic profiles. The number of required positions may be reduced/increased over time as recruitment needs evolve;
ii. Approving the list of candidates to which employment offers are made; and, 
iii. Facilitating and completing administrative actions required for appointments within the program.
[bookmark: _Toc83725934][bookmark: executivelead]PARDP CHAMPION & PARDP EXECUTIVE ADVISOR 
The PARDP Champion is the departmental lead, and is responsible for:
i. Designing/updating the program and ensuring it meets the needs of the Department;
ii. Overseeing the operations with regards to the recruitment campaign (including naming an Executive Lead and chairing the meetings of the Steering Committee);
iii. Maintaining effective relationships with all the key players (PARDP participants, PARDP alumni, hiring Sectors, HRB);
iv. Reporting to Executive Committee & the Deputies on progress, results and issues.
The PARDP Executive Lead supports the PARDP Champion in all his roles, and is in charge of the operations of the program, in consultation with the Steering Committee and HRB. To do so, the Executive Lead will:
i. Identify a team of PARDP alumni and ensure that their management is on-board with the amount of time/effort required to help with the recruitment campaign and other PARDP-related activities;
ii. Operationalize and project-manage the promotional and recruitment campaign;
iii. Manage the PARDP cohort (training, mentoring, working with host managers to ensure participants have workplans, mid-year and end-of-year performance feedback).

[bookmark: _Toc83725935][bookmark: hrssdivision]PARDP TEAM

The PARDP Team is responsible for delivering the program, with support from CMSS, by: 
i. Planning and implementing the recruitment process, including developing assessment tools and promotional material, determining departmental needs, coordinating volunteers for outreach to universities and organizations, as well as coordinating volunteers to help with application screening and interviews; 
ii. Planning and enhancing the development experience, including on-boarding resources, working with the PARDP Network to organize orientation, and providing opportunities for learning; 
iii. Monitoring the experience of participants and mangers to recommend on-going changes to the program design and delivery in the spirit of continuous improvement; and, 
iv. Advising and briefing the PARDP Steering Committee, PARDP Champion, and senior management on program updates, challenges, and opportunities. 

[bookmark: _Toc83725936]CORPORATE MANAGEMENT AND SERVICES SECTOR (CMSS) HUMAN RESOURCES BRANCH (HRB)
CMSS – HRB is responsible for supporting the program by:
i. Providing advice and guidance on staffing, through an HR Advisor who acts as a strategic partner, including planning for the recruitment process, reviewing assessment tools, competency development, providing timely support for the issuance of letters of offer at the EC-03, EC-04, and EC-05 level for PARDPs, and recommendations for continuous improvement of the program; 
ii. Providing advice and guidance on learning and development, including at least an annual review of the PARDP Learning and Development Roadmap and sharing information-related to changes in the Canada School of Public Service’s learning content as well as NRCan’s on-boarding practices; 
iii. Providing advice and guidance on performance management, including at least an annual review of the PARDP Evaluation Forms as well as support to managers with PARDPs experiencing performance-related issues; 
iv. Providing support, guidance, and concrete advice to the PARDP Team and PARDP managers on labour relations issues; 
v. Providing support, accurate guidance, and opportunities for learning and development, including Second Official Language training on a priority basis and the NRCan language school as well as proposing (and approving) alternatives, as needed; 
vi. Supporting SPI in the management of 1st year, 2nd year, and graduating participants; 
vii. Processing all appointments and assignment agreements within the context of the program as a departmental priority, and working with client managers to ensure that graduating participants have an EC-05 position into which they can be appointed; and, 
viii. Creating or changing positions for PARDP, as needed. 	
[bookmark: _Toc83725937][bookmark: hostmanagers]HOST MANAGERS
Host managers are responsible for giving PARDP participants every opportunity to develop the necessary skills and competencies. This will be accomplished by:
i. Taking a collective approach to support the program, offering high quality rotational assignments to participants and helping them to successfully complete the program;
ii. Establishing work objectives and learning plans in collaboration with the participant, within the first month of the rotational assignment, using the Public Service Performance Management (PSPM) web application;
iii. Supporting the participant, including financially, in the completion of the mandatory training (including part-time language training and other recommended training);
iv. Managing performance on an on-going basis;
v. Conducting a Mid-Year Review and advising the PARDP team and HRB of any potential challenges to the participant’s success; using the Public Service Performance Management (PSPM) web application;
vi. Completing the final evaluation for the participant, in alignment with the Evaluation Grid and taking into consideration concrete examples provided by the participant; and, 
vii. Facilitating and completing administrative actions required to conduct appointments within the context of the program (i.e. Completion and submission of an ePAR to initiate the assignment agreement for the EC-03 or EC-04 participant between their Branch and SPI).

[bookmark: participants]PROGRAM PARTICIPANTS (I.E. pardps)
PARDP participants are responsible for managing their own careers by taking full advantage of each rotational assignment and participating in learning activities.  This also includes:
i. Contributing to the success of the organization, maintaining high level of performance, as well as successfully completing the program;
ii. Ensuring that work objectives and learning plans (that will ensure that the requirements for promotion are fulfilled) are put in place in collaboration with their host manager, and actively engaging in the challenges offered by each rotational assignment and participating in learning activities;
iii. Identifying and securing the 2nd rotational assignment, as well as the EC-05 position (with the help of the Steering Committee if required);
iv. Maintaining concrete examples of how they have met the required competencies during the course of their rotational assignment; using the Public Service Performance Management (PSPM) web application and/or by developing an Accomplishments Library;
v. Taking advantage of the opportunities offered for language training, by submitting a request for a Language Evaluation and Training Plan (LETP), in addition to submitting timely registration requests as per the Language School registration process; and, 
vi. Contributing to enhancement of the PARDP experience by participating in the PARDP Network and serving as peer mentors for 1st years when in second year.  
[bookmark: network][bookmark: _Toc83725939]PARDP NETWORK 
The PARDP participant network is the Departmental platform that allows PARDP participants to support one another while developing professional skills and relationships. The network is co-chaired by two current PARDP participants. The network is generally responsible for:
i. Organizing additional learning events, beyond the context of the program Competency Map, as and when necessary for program participants; and, 
ii. [bookmark: _Part_II:_EC-04][bookmark: _ANNEX_2:_PARDP][bookmark: _ANNEX_3:_PARDP][bookmark: _Part_I:_EC-02][bookmark: _Toc357067379]Organizing social events for program participants as and when necessary or desirable.
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