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Message from the First Civil Service Commissioner  

I am delighted that you want to know more about these appointments to the Board of 
the Civil Service Commission. We are currently seeking new Commissioners to 
replace those who complete their non-renewable five-year terms of office next year, 
and possibly further Commissioners will be appointed over the next year. Our 
approach will be to identify a pool of appointable candidates, from which we can 
build and maintain a diverse team of people, skills and experience. The present 
Commission is made up of individuals from the public, private and third sectors and 
from across the United Kingdom. I am keen to preserve and enhance that diversity of 
background and experience. 

Why would you want to be a Commissioner? If you want to enable the Civil Service 
to recruit the right people, uphold the values of the Civil Service in its everyday 
activities and have a significant impact on the nation, then the roles should be of 
interest to you. The Civil Service Commission is a high profile body whose work can 
attract considerable public and media interest. Whilst it is independent of 
government, as a modern regulator it will be important for the Commission to enable 
and facilitate the appointment of the right candidates, at the right time, to the most 
senior Civil Service roles to deliver government policy. This is even more important 
at this time of unprecedented constitutional change. 

There are three key elements that we believe are necessary to be a successful 
Commissioner.  First, you will be motivated by the importance of preserving the 
highest standards of conduct in public life and by playing a role in promoting and 
upholding the enduring Civil Service values of honesty, integrity, objectivity and 
impartiality.  

Secondly, you will be strongly committed to the principle of appointment on merit and 
have experience and expertise in executive recruitment (not necessarily from an HR 
perspective) which will enable you, as chair of appointment panels, to help get the 
best people into the top Civil Service jobs. 

Thirdly, you will have interest and experience of what makes good regulation and 
how a regulator can act as an enabler to improving practice and influencing change 
in Government Departments and agencies. 

I have greatly valued the broad range of expertise that the current Commissioners 
bring to our Board and want to preserve the diversity and depth of expertise in the 
new appointments we make. Thank you for taking the time to consider contributing to 
our work at this important time.  

I look forward to receiving your application by 9am on Monday 23rd January. 

 

Ian Watmore 
First Civil Service Commissioner 



 

The Civil Service Commission  

Civil Service Commissioners were first appointed in 1855 following the Northcote-
Trevelyan report, which identified patronage as one of the main reasons for the 
inefficiency of the mid-19th century Civil Service. Since 2010, the Commission has 
existed as an independent executive Non-Departmental Public Body.  

 

The Role 

Civil Service Commissioners: 

- chair recruitment competitions for the most senior-level appointments in the 
Civil Service; 

- adjudicate on complaints investigations (about recruitment and about ethical 
standards); 

- set standards for recruitment into the Civil Service. 

The Commissioners form the Board of the Civil Service Commission and bring a 
range of experience of the private, public and voluntary sectors. They bring an 
independent perspective to ensure a high performing Civil Service is well placed to 
meet the current and future challenges. 

Further information about the Commission’s work can be found at 
http://civilservicecommission.independent.gov.uk  

Skills and experience required 

We are looking to build a diverse Board, with members whose experience is drawn 
from a range of backgrounds. The successful candidates will have: 

● experience of selecting individuals at senior level in the private, public or 
voluntary sectors; 

● excellent judgement and the ability to assimilate a range of evidence and 
perspectives; 

● good communication skills; 

● the ability to demonstrate authority and command trust and confidence at all 
levels; 

● the ability to work well within a diverse team of influential people; 

● an understanding of the importance of effective leadership to the success of 
an organisation.  

http://civilservicecommission.independent.gov.uk/


 

Appointment 

Commissioners are appointed by the Queen on the recommendation of the Prime 
Minister.  

Our approach will be to identify a pool of appointable candidates, from which we can 
build and maintain a diverse team of people, skills and experience to respond to the 
challenges of the day. In line with the legal requirements, they are recruited on merit 
following a fair and open competition in line with the Commission’s Recruitment 
Principles 

civilservicecommission.independent.gov.uk/wp-
content/uploads/2015/05/RECRUITMENT-PRINCIPLES-FINAL.pdf 

Ineligibility 

Under the terms of the House of Commons Disqualification Act 1975, the European 
Assembly Elections Act 1978, the Scottish Parliament (Disqualification) Order 2003 
and the National Assembly for Wales (Disqualification) Order 2003, MPs, MEPs, 
MSPs and members of the National Assembly for Wales are disqualified from 
holding the office of Civil Service Commissioner.  

You cannot be a Civil Service Commissioner if you are a serving civil servant, 
however you may apply for these roles if you are a civil servant at the time of 
application. 

 

Terms and Conditions 

You will be appointed by the Queen for a five-year non-renewable term of office. We 
anticipate the successful candidates will start in these roles from April 2017 onwards, 
on a mutually convenient date. 

Time Commitment 

There is a steady flow of recruitment competitions which are chaired by a 
Commissioner, however the workload is variable and can be flexible to suit your 
availability. Chairing a competition would normally consist of three or four days work 
spread over a three to four month period.  

Generally Commissioners would be expected to commit a minimum of around 40 
days a year to Commission business, including chairing competitions and attending 
Board and other meetings. However, the workload could be significantly more for 
those with a higher appetite and availability, with fluctuations in workload to 
accommodate busier and quieter periods. 

http://civilservicecommission.independent.gov.uk/wp-content/uploads/2015/05/RECRUITMENT-PRINCIPLES-FINAL.pdf
http://civilservicecommission.independent.gov.uk/wp-content/uploads/2015/05/RECRUITMENT-PRINCIPLES-FINAL.pdf


 
Fees 

Commissioners receive a daily rate of £400 when chairing competitions and a further 
hourly rate for attending Board meetings and other work. 

You will, in addition, be eligible for the reimbursement of any reasonable expenses 
you may incur as a result of your duties as a Commissioner. 

Location 

The majority of Commissioners’ work is done in central London but Commissioners 
are required to travel to and from Government Departments throughout the UK 
(including Edinburgh and Cardiff), for the purposes of recruitment competitions and 
other work.  

Pension and redundancy 

This is an office holder appointment and does not attract any benefits under any Civil 
Service Pension Scheme. You will not be eligible for redundancy pay as you are not 
an employee. No other arrangements have been made for compensation upon 
termination because an office holder who is appointed for a limited duration would 
have no expectation of serving beyond that period. 

Status 

You will share responsibility with the other Commissioners for the discharge of the 
functions laid on you by the Constitutional Reform and Governance Act 2010. The 
work you carry out as a Commissioner will be for you to determine in consultation 
with the First Commissioner and the Secretariat of the Civil Service Commission.  

You will not become a member of the Civil Service. Commissioners are subject to 
the Civil Service Commissioners’ Code of Practice, which sets out the role and 
responsibilities of the Commissioners and standards of conduct they will observe 
while undertaking their business (see Appendix C).  

 

  



 

Selection and Recruitment Process 

This is an open competition and any suitably skilled and experienced individual may 
apply, subject to the eligibility criteria given above. Selections will be made using the 
approach highlighted in the Appointment section above and the framework set out in 
the Commission’s Recruitment Principles (see earlier link). 

How to apply 

Applications should be in writing and should include the following: 

● A CV setting out your career history, with key responsibilities and 
achievements. Please ensure you have provided reasons for any gaps within 
the last two years; 

● A supporting statement (no longer than two pages) explaining how you 
consider your personal skills, qualities and experience provide evidence of 
your suitability for the role, with particular reference to the criteria set out in 
the ‘skills and experience required’ section above; 

● a completed diversity monitoring form (see Appendix A) – this will be kept 
separate from your application and not considered by those making selection 
decisions but will be used to monitor the diversity of the applicant field. We 
will not accept applications that do not include the diversity form; 

● two or three possible referees, including contact details, whom we will contact 
if you are invited for interview;  

● (if applicable) a statement of conflicts of interest – if you, your partner or 
dependents have any business interests or other activities that could be 
perceived as a conflict of interest with the work of the Commission, you 
should declare this when applying;  

● (if applicable) a Guaranteed Interview Scheme Declaration (see form at 
Appendix B). 

Applications should be sent to: 

By Email:  commissioner-recruitment@csc.gov.uk 

By Post:  Executive Recruitment, LG72,100 Parliament Street, London, 
SW1A 2BQ. 

The deadline for receipt of applications is 9am on Monday 23rd January 2017 



 

Overview of 
the Process  

The Recruitment Team will acknowledge your application and advise you of 
the outcome of the shortlist meeting.  

Applications will be reviewed by the panel to select those demonstrating the 
best fit with the post and the criteria set out under ‘skills and experience 
required’.  

Depending on the number of applications received there may be a second 
stage to the shortlist process.  

If you are shortlisted, you will be provided with full details of the next stages of 
the selection process.  

The panel will be chaired by Ian Watmore, First Civil Service Commissioner. It 
will also include: 

● Isabel Doverty, a current Civil Service Commissioner; 

● Sue Gray, Director General for Propriety and Ethics at the Cabinet 
Office; 

● An Independent panel member - to be confirmed 

Where possible the Recruitment Team will provide feedback. However, 
depending on the volume of applications it may not always be possible to 
provide individual feedback to all candidates. 

Arrangements 
for interview 

The final interview will be held at The Civil Service Commission, 1 Horse 
Guards, London. You will be advised of the format in advance. If you are 
required to prepare in advance a presentation for the final interview, you will 
normally be given at least one week’s notice of the subject. 

Expenses incurred by candidates during the recruitment process will not be 
reimbursed except in exceptional circumstances and only when agreed with 
the Commission in advance. 

Reserve Lists If we receive applications from more suitable candidates than we have 
vacancies for at this time, we will hold suitable applicants on a reserve list for 
12 months, and future Civil Service Commissioner vacancies could be offered 
to candidates on the reserve list without a new competition. 



 

Alternative 

Formats  

If you wish to receive a hard copy of the information, or in an alternative format 
e.g. Audio, Braille or large font then please contact: commissioner-
recruitment@csc.gov.uk 

If you cannot apply online, please post applications to:  

Executive Recruitment, LG72, 100 Parliament Street, London, SW1A 2BQ. 

Indicative Timeline 

Please note that these dates are only indicative at this stage and could be 
subject to change. If you are unable to meet these timeframes, please let us 
know in your application letter.  

The anticipated timetable is as follows: 

Advert Closing Date 9am on Monday January 23rd 2017 

Long List Meeting 

1st February 2017 

Candidates will need to be available for a longlisting 
interview with the recruitment team between 2 and 17 
February. 

Short List Meeting 22 February 2017 

Interviews  From 1st to 17th March  

Start date From April 2017 



 
Equality and Diversity 

We are strongly committed to supporting the principle that everybody should have 
the same opportunities for employment, development and progression. This should 
be based on their ability, competence and suitability for the role. We value the wide 
range of skills and experience that come with recruiting Commissioners from a 
diverse range of career backgrounds and personal circumstances.  

This means that no applicant should receive less favourable treatment on grounds of 
their ethnicity, gender, sexual orientation, age, marital status, disability, religion, 
transgender status, family or domestic responsibilities. Candidates who have specific 
requirements should contact the Secretariat and we will do our best to accommodate 
any reasonable adjustments. 

Contacts 

For an informal and confidential discussion about the role, the recruitment process or 
about adjustments for applicants with disabilities, please contact:  

commissioner-recruitment@csc.gov.uk 
 

If you feel your application has not been treated in accordance with the Recruitment 
Principles (see link above) and you wish to make a complaint, you should contact  

Peter Lawrence 
Chief Executive 
Civil Service Commission  
Room G8 
1 Horse Guards Road 
London 
SW1A 2HQ 

Chief.Executive@csc.gov.uk 

Appendices 

 

A. Diversity Questionnaire 

B. Guaranteed Interview Scheme 

C. Code of Practice for Civil Service Commissioners 

 

 

  



 
Appendix A: DIVERSITY MONITORING FORM 

The Commission is committed to ensuring that its recruitment processes do not have 
an adverse impact on any particular group. It is vital that we monitor and analyse 
diversity information so that we can ensure that this is the case, or take action to 
address problems. 

We therefore require all applicants to complete this form and to submit it with 
their applications. Applications that do not include a completed diversity monitoring 
form will not be accepted. 

All information provided on this form will be treated in confidence and will be used for 
statistical monitoring purposes only. It will not be seen by the panel responsible for 
selection decisions. No information will be published or used in any way that allows 
any individual to be identified. 

Please tick/check only ONE box in each section. Options are listed alphabetically. 

What is your gender? 

☐ Female ☐ Male ☐ Prefer not to say 

Is your present gender the same as the one assigned at birth?  

☐ No  ☐ Yes ☐ Prefer not to say 

Are you married or in a civil partnership?   

☐ No  ☐ Yes ☐ Prefer not to say 

What is your sexual orientation? 

 ☐ Bisexual   ☐ Gay man   ☐ Gay woman/lesbian 

 ☐ Heterosexual/straight ☐ Other   ☐ Prefer not to say 

Do you consider yourself to have a disability? 

☐ No  ☐ Yes ☐ Prefer not to say 

Any information you provide here will be used for monitoring purposes only. If you 
need a ‘reasonable adjustment’ or are applying under the Guaranteed Interview 
Scheme then please let us know separately.  

What is your religion? 

 ☐ Buddhist   ☐ Christian   ☐ Hindu 



 
 ☐ Jewish   ☐ Muslim   ☐ Sikh 

☐ Any other religion  ☐ No religion   ☐ Prefer not to say  



 
What is your ethnicity? 

Ethnic origin categories are not about nationality, place of birth or citizenship. They 
are about the group to which you as an individual perceive you belong or identify 
with. Please indicate your ethnic origin by ticking/checking the appropriate box. 

Asian/Asian British ☐ Bangladeshi 

 ☐ Indian 

 ☐ Pakistani 

 ☐ Other Asian background 

Black/African/Caribbean/Black British ☐ African 

 ☐ Caribbean 

 ☐ Other Black background 

White ☐ 
British/English/Scottish/Welsh/Northern Irish 

 ☐ Irish 

 ☐ Gypsy or Irish Traveller 

 ☐ Other White background 

Other ethnic group ☐ Arab 

 ☐ Chinese 

 ☐ Any other ethnic group 

Mixed/multiple ethnic groups ☐ Asian and Black 

 ☐ Asian and White 

 ☐ Black and White 

 ☐ Any other mixed background 

Prefer not to say ☐ Prefer not to say 

  



 

Appendix B: GUARANTEED INTERVIEW SCHEME 

Complete this form only if you have a disability and want to apply under the 
Guaranteed Interview Scheme 

The Commission is committed to appointing and supporting people with disabilities in 
applying for appointment as Commissioners and to making reasonable adjustments 
to enable them to operate in role. We guarantee to interview anyone with a disability 
whose application meets the essential criteria for the post (these are set out in the 
section entitled ‘Skills and experience required’ on page ).  

The Equality Act 2010 defines a disability as a physical or mental impairment that 
has a substantial and long-term adverse effect on an individual’s ability to carry out 
normal day-to-day activities. 

How do I apply? 

If you want to apply under the Guaranteed Interview Scheme simply complete the 
declaration below and send it in with your application. We will try to provide access, 
equipment or other practical support to ensure that if you have a disability you can 
compete on equal terms with people who do not have a disability. 

DECLARATION Please return this completed form with your application 

Vacancy reference number: [PLACEHOLDER] 

I consider myself to have a disability as defined by section 6 of the Equality Act 2010 
and I would like to apply under the Guaranteed Interview Scheme. 

I require the following special arrangements to be made for me to be able to attend 
an interview: 

…………………………………………………………………………………………………
…………………………………………………………………………………………………
………………………………………………………………………… 

Name:…………………………………………… Date: ………………………….. 

 

Signature*: …………………………………………………………………………… 

* There is no need for a signature if you are submitting the form electronically 

 

  



 

Appendix C: CODE OF PRACTICE FOR COMMISSIONERS 

Introduction 

1. This Code sets out the standards of conduct the Members of the Civil Service 
Commission will observe whilst undertaking their public duties as Commissioners. 
The Code’s provisions are intended to be proportionate to the Commission’s 
functions, as set out in the Constitutional Reform and Governance Act 2010. 

2. The Code was approved by the Civil Service Commission to come into effect from 
November 2010. It replaces the Code that previously applied to the Civil Service 
Commissioners operating under the Civil Service Order in Council 1995 (as 
amended) and the Diplomatic Service Order in Council 1991 (as amended). The 
Code has been endorsed by the Cabinet Office as sponsoring department. 

3. The Code will be reviewed formally by the Commission at least once every five 
years. The Commission may make amendments to the Code at any time prior to a 
formal review. 

Standards in Public Life 

4. Civil Service Commissioners will: 

● observe the highest standards of integrity, honesty, objectivity and impartiality 
in relation to the management of their affairs and the discharge of their duties; 
operate in a way that is open and transparent and in compliance with the 
Freedom of Information Act, regularly placing in the public domain information 
about their activities, publishing an annual report, and accounting to 
Parliament as invited; 

● not misuse information gained in the course of their public service for personal 
gain or for political purpose, nor seek to use the opportunity of public service 
to promote their private interests or those of others; 

● not hold any paid or unpaid posts in a political party; publicly support or 
criticise a political party; or canvass on behalf of a political party. Where they 
wish to engage in political activities, or comment in public on political issues, 
Commissioners will be mindful of their independent and impartial public role 
and exercise proper discretion. 

5. The First Civil Service Commissioner may be consulted by Commissioners where 
there are any doubts about the application of these standards. 

The Commissioners 

6. Civil Service Commissioners take collective responsibility for the discharge of their 
functions under the Civil Service Commission. These functions are laid on the 



 
Commission by the Constitutional Reform and Governance Act 2010. In summary, 
they are: maintaining the principle of appointment on merit on the basis of fair and 
open competition; prescribing and publishing Recruitment Principles; chairing 
selection panels and approving appointments at the most senior levels of the Civil 
Service; auditing appointing authorities; and hearing and determining appeals under 
the Civil Service Code. 

7. Collective responsibility means that the Civil Service Commissioners will: 

● discharge their duties as members of the Commission’s Board; 

● engage fully as individuals in collective consideration of issues that impact on 
the discharge of their functions while supporting the Board’s decisions when 
decisions have been reached; 

● exercise their role as Commissioners in accordance with any protocols, 
guides and frameworks they have collectively agreed; 

● seek to preserve the good reputation and independence of the Commission; 

● ensure that they do not misrepresent the views or actions of the Commission. 

The First Civil Service Commissioner  

8. The First Civil Service Commissioner: 

● is the Chair of the Board of Commissioners; 

● provides strategic leadership and encourages high standards of propriety 
including adherence by Commissioners to this Code of Practice; 

● ensures that the Commission is fit for purpose, undertakes annually an 
assessment of the contribution of individual Commissioners and ensures that 
there is a proper balance of skills and experience on the Commission; 

● seeks annually an assessment from the other Commissioners on his or her 
contribution; enables collective consideration and ensures that the 
Commissioners have an appropriate forum for deliberation, and that minutes 
of meetings accurately record the decisions taken;  

● formally represents the views of the Commissioners; 

● promotes the efficient and effective use of staff and other resources by the 
Commission and provides support and leadership for the Chief Executive, 
managing his/her contract and performance, including appointment and 
dismissal, and managing the relationship between the Commission and the 
Chief Executive and staff; 

● ensures that communication between the Commission and staff is good, and 
the Chief Executive is managing the Commission in an effective manner. 



 
Conflicts of Interest 

9. Civil Service Commissioners are appointed on a part time basis, and may hold 
other positions and have other interests in addition to their role as Commissioners. 
However in order to operate effectively as Commissioners, there must be public 
confidence that they are wholly objective in the exercise of their responsibilities and, 
in particular, are free of any party political or governmental influence or favour. The 
following provisions are intended to avoid Commissioners being influenced or 
appearing to be influenced, by their private interests in the exercise of their duties as 
a Commissioner. 

Previous appointments 

10. Prior to their appointment, Civil Service Commissioners will declare any pre-
existing appointments and interests which raises or might raise a question about 
their independence or impartiality to the First Civil Service Commissioner who will 
decide what, if any, actions are needed to ensure compliance with the Code. The 
First Civil Service Commissioner will similarly declare to other Commissioners any 
pre-existing appointments and interests. 

11. Civil Service Commissioners will not be formally linked to, chair competitions for, 
or play any part in auditing or dealing with any complaints or appeals in respect of 
any department or agency in which they were previously employed or for which they 
have undertaken any consultancy work which has, or might appear to have, a direct 
relationship to their role as a Commissioner for at least one year from the date they 
leave that department’s employment or complete the consultancy. 

Concurrent and subsequent appointments 

12. Civil Service Commissioners will declare to the First Civil Service Commissioner 
any offers of other appointments or work which they receive and are minded to 
accept whilst serving as Commissioners, or within one year after stepping down 
which raises or might raise a question about their independence or impartiality. The 
First Civil Service Commissioner will decide what, if any, actions are needed to 
ensure compliance with the Code. The First Civil Service Commissioner will consult 
with other Commissioners about similar offers of appointment he or she may receive. 

13. Commissioners will not undertake any concurrent appointments or work for a 
Civil Service department or agency which has, or might appear to have, a direct 
relationship to their role as a Civil Service Commissioner, in particular where they 
represent the formal link between the Commissioners and the department or agency. 

Other interests 

14. Civil Service Commissioners will also declare other relevant interests. A relevant 
interest is any interest – whether direct or indirect, pecuniary or nonpecuniary – 
which might influence their judgement, or which could be perceived by a reasonable 
member of the public to influence their judgement, in the exercise of their duties as a 



 
Commissioner. This will also include such interests of close family members and of 
people living in the same household. 

15. This may include where a Commissioner knows a candidate or appellant:  

● as someone with whom the Commissioner has, or has had – or in his/her 
judgement might have – business or professional dealings; 

● as a friend or relation; 

● as an acquaintance, whether through their personal, business or professional 
life; 

● having mentored, appraised or acted as their referee. 

Reporting 

16. The reporting of relevant interests by Civil Service Commissioners will depend on 
the circumstances. Where it relates to an individual involved in: 

● an appeal under the Civil Service Code or a complaint under the Recruitment 
Principles, the Commissioner will declare the interest and consider, in light of 
the nature of the interest, whether he/she should withdraw from the process in 
question and/or discussion of it. Where there is any doubt the First Civil 
Service Commissioner should be consulted; 

● a recruitment panel that they are chairing, the Commissioner will declare the 
interest to the other panel members and consider, in light of the nature of the 
interest, whether he/she should withdraw from the competition or further 
consideration of a candidate. Where there is any doubt the First Civil Service 
Commissioner should be consulted. 

17. Commissioners will declare all other relevant interests and consider with the First 
Civil Service Commissioner, in light of the nature of the interest, on any appropriate 
subsequent action. 

18. The First Civil Service Commissioner will declare any relevant interest which 
relates to his or her position to the other Commissioners. 

Recording 

19. Reports of relevant interests arising out of the circumstances described at para 
16 above will be recorded and filed with the papers relating to the appeal, complaint 
or competition in question. 

20. All other relevant interests will be recorded in the Commissioners’ Register of 
Interests. The Register will be available for public scrutiny on the Commission’s 
website. 



 
Gifts and Hospitality 

21. Civil Service Commissioners will not accept gifts or hospitality or receive other 
benefits from anyone which might be seen by a reasonable member of the public to 
compromise his or her independence or impartiality as a Commissioner. If 
Commissioners are in any doubt about the propriety of accepting a gift and/or 
hospitality they will consult the First Civil Service Commissioner. The First Civil 
Service Commissioner will discuss similar offers with other Commissioners. 

22. Apart from trivial items with a value of less than £25, Civil Service 
Commissioners will record all offers of gifts and hospitality related to their work as 
Commissioners, whether or not they are accepted, in their Register of Gifts and 
Hospitality. 

Personal Liability of Commissioners 

23. A Civil Service Commissioner, who has acted honestly, and in good faith, will not 
have to meet out of his or her personal resources any personal civil liability which is 
incurred in the execution or the purported execution of his or her board functions 
save where the Commissioner has acted recklessly. 

 

 

 

 


