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35Figure 4
Appointment by Type
1 April 2006 - 31 March 2007
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Job Categories*

General Service Grades 11,841

Scientific Grades

Number of
Appointments

Number of
Applications

1,869

Secretarial Grades 0 0

551 122

Technology Grades 741 169

Legal Grades 164

Other Professional & Technical Grades

49

Computer Grades 85 15

1,749 307

Centralised Services Grades 311 21

Industrial Grades 655 113

TOTAL 16,097 2,665
* See Appendix B for examples of jobs in each job category

Figure 4(a)
Recruitment by Job Category
1 April 2006 – 31 March 2007

KEY ACTIVITIES DURING 2006/07

Fixed Term (16)



AUDITING OF RECRUITMENT POLICIES AND PRACTICES IN
THE NICS

Article 4(4) of the Civil Service Commissioners (Northern Ireland) Order
1999 requires the Commissioners to audit recruitment policies and practices
within the NICS to establish whether the Recruitment Code is being
observed.

Approach to Audit

External auditors, appointed under contract following an independent
tendering process, perform audits on behalf of the Commissioners. A
thematic approach is generally taken, focussing on gathering information on
two levels:

LEVEL ONE: an assessment of policies, procedures and stated practices
on an identified theme, against the Recruitment Code. This
information is gathered in a number of ways including:
questionnaire; one-to-one discussions with NICS Recruitment
staff; written documentation relating to policy or procedure
and cross-departmental discussion groups; and

KEY ACTIVITIES DURING 2006/07
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Job Categories*

General Service Grades 2,069

Scientific Grades

Number of
Appointments
1 April 2006 –
31 March 2007

Number of
Appointments
1 April 2005 –
31 March 2006

1,869

Secretarial Grades 0 0

149 122

Technology Grades 52 169

Legal Grades 51

Other Prof & Tech Grades

49

Computer Grades 30 15

396 307

Centralised Services Grades 94 21

Industrial Grades 161 113

TOTAL 3,002 2,665
* See Appendix B for examples of jobs in each job category

Number of
Appointments
1 April 2004 –
31 March 2005

2,580

6

250

148

33

66

393

164

114

3,754

Figure 4(b)
Appointments by Job Category
1 April 2004 – 31 March 2007



LEVEL TWO: review of a sample of competition files relevant to the
identified theme to establish issues of compliance in relation
to the selected theme and also in terms of general
compliance with all aspects of the Recruitment Code.

In addition to the thematic approach, full compliance audits may also be
carried out to examine how recruitment policies and practices in specific
Departments align with the requirements of the Recruitment Code.

The revised Recruitment Code sets out four principles the Commissioners
believe underpin the concept of recruitment on the basis of merit and sets
out examples of the Commissioners’ expectations as to how each of these
might be delivered. The principle-based Code altered the dynamic of the
traditional audit relationship which formed a view on compliance with
procedure. A new approach to audit had to be established, where the
emphasis requires NICS to demonstrate, to a greater extent, proactive
efforts to comply with principles. The first audit carried out using this new
approach has not been completed and will therefore be included in next
year’s annual report.

In this report we present the key findings from two audits. The first, on
examining requests for feedback from the recruitment process, was
outstanding from 2005/06.

Audit Programme 2005/06: Feedback Processes

In identifying this theme, the Commissioners sought to examine the
robustness of feedback processes and procedures used by NICS
Departments and Agencies. The Commissioners were pleased to see from
the audit findings that the new Recruitment Code and Central Personnel
Group’s Recruitment Policy and Procedures Manual have had a positive
impact on the provision of effective feedback to applicants. However,
Commissioners fully support the auditors’ recommendation that the Manual
be further developed to provide a more prescriptive approach to the
procedures personnel staff and other users within the NICS should adopt.
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In the Recruitment Code, the Commissioners state they “believe firmly that
confidence is enhanced by the transparency and openness of the manner
with which the NICS deals with candidates at all stages of the recruitment
process. This includes open and active communication on the process to
be adopted, the basis for assessment and comprehensive feedback”. The
following additional recommendations by the auditors, when fully actioned,
should assist in delivering this principle:

record and monitor the level and nature of queries and requests for
feedback;

adopt a standard and consistent approach across the NICS for:
responding to feedback requests; specifying timescales and outlining
the process to be followed;

state openly in application packs that feedback is available and that
requests for feedback will be welcomed;

establish a checking mechanism to ensure that candidates are issued
with all relevant information when applying for positions;

design proformas to record detailed evidence on how candidates
progress through the various stages of a competition;

develop further a procedure for dealing with late applications in order
to ensure a consistent approach;

issue holding letters to candidates should delays be anticipated in
dealing with requests for information;

provide as much detailed factual information as possible in writing in
order to satisfy a candidate’s concerns;

ensure that only Recruitment Service or the personnel department
should provide feedback in writing to candidates in relation to
interview assessment. Panel members, including the Chairperson,
should not contact candidates to provide feedback or inform the
candidate of the result; and

promulgate the outcome of Industrial Tribunal cases to all
Departments in order to prevent recurrence of similar cases and to
share lessons learned.

KEY ACTIVITIES DURING 2006/07
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Implementation of Audit Recommendations

Central Personnel Group (CPG) has confirmed that the majority of the
recommendations have already been implemented. CPG has also
commented that the new approach, whereby Recruitment Service
undertakes all recruitment of temporary staff, has already resulted in greater
consistency in the management of feedback to candidates as well as
making it more meaningful and helpful for candidates. As part of the
2007/08 audit programme the Commissioners intend to quality assure the
improvements made by the NICS to enhance the quality of feedback to
candidates, including how and when it is received.

Audit Programme 2006/07: Order of Merit in volume competitions

An audit on this theme was conducted on the Commissioners’ behalf, in
2002. It was, in fact, the first of the thematic audits which are now core to
the audit process.

The Commissioners were interested to examine the progress made within
Departments and subsequent guidance which had been issued by the NICS
as a result of the findings from this audit.

The Commissioners were pleased to note that staff in Recruitment Service
(the main body which deals with volume competitions) are fully conversant
with both the former Recruitment Code and the new Code introduced in
June 2005. The Commissioners also noted that, in constructing a merit list
in multiple panel situations, the auditors have confirmed that Recruitment
Service follows the method advocated by the Commissioners.

They were, however, disappointed to find that certain aspects of the audit’s
key findings had not been addressed. As a result, the Commissioners
expressed disappointment and concern at the following:

inadequate evidence of proper completion, collation and retention of
all records clearly supporting each stage of the recruitment process;

certain documentation unavailable to the Commissioners’ auditors;

lack of procedural guidance for staff on selection of candidates from
the merit list;
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no concrete written evidence to verify the methodology used to select
candidates from the merit list and how job offers were made to
candidates;

no transparent system of recording issues which cause a delay in
candidates being offered a position, including remedial action taken
e.g. delays due to security and other checks;

some documentation is “not fit for purpose” for volume competitions,
in particular the Mark Frame for recording the order of merit;

inconsistent methods of recording tied scores by panel members; and

the Commissioners’ Office was not being consulted on compliance
issues when necessary, e.g. offers had been made to candidates on
terms different to those advertised and from those of other candidates
appointed as a result of the same competition.

Implementation of Audit Recommendations

The NICS has given an undertaking to attend to the audit findings, many of
which they believe have already been addressed subsequent to the audit.
The Commissioners will review the situation before the end of the year and
will seek further assurances in due course that the new provider of
recruitment processes, under HRConnect, will operate effectively and
uphold the Merit Principle when undertaking volume competitions.

Audit Programme 2006/07: Attracting Candidates

This audit examined how the NICS attracts candidates to apply for positions
within the Civil Service. The Report for this audit was not finalised within the
reporting period and will be covered in our next Annual Report.

Audit Programme 2007/08

The Commissioners have agreed the following programme of audits for
2007/08.

Audit 1 quality assure action taken by the NICS to address the findings
and recommendations in previously completed audits; and

Audit 2 examine the selection processes utilised by the NICS, including
the format and content of job and person specifications and how
these are reflected throughout the selection process.

KEY ACTIVITIES DURING 2006/07

C
IV

IL
SE

RV
IC

E
C

O
M

M
IS

SI
O

N
ER

S
FO

R
N

O
RT

H
ER

N
IR

EL
A

N
D

|A
N

N
U

A
L

R
EP

O
RT

20
06

/
07

40



C
IV

IL
SE

RV
IC

E
C

O
M

M
IS

SI
O

N
ER

S
FO

R
N

O
RT

H
ER

N
IR

EL
A

N
D

|A
N

N
U

A
L

R
EP

O
RT

20
06

/
07

41

KEY ACTIVITIES DURING 2006/07

Code of Ethics Appeals

One application was received for consideration under the Code of Ethics
during 2006/07. Following clarification by the applicant, the Commissioners
concluded that the concerns raised were not matters for consideration under
the NICS Code of Ethics. There was no evidence that the correspondent
had been required to carry out duties as a Civil Servant in a way which
conflicted with the Code nor was evidence presented of unethical behaviour
by other Civil Servants. The factors which caused the applicant concern
arose from external issues and not from his position as a Civil Servant. The
Code of Ethics was, therefore, not an appropriate mechanism through
which to seek to resolve these concerns.
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Objectives Position at 31 March 2007Targets

To promote public
confidence in
recruitment to the
NICS

To provide timely
responses to queries
from the public and
Ministers

To provide timely
advice to NICS
Departments/NIO

To approve SCS
appointments within
specified timescales

Raise profile of the
Commissioners’ roles and
responsibilities through a
Communications Strategy

To ensure appointments are
made on merit

To ensure exceptions to the
Merit Principle comply with the
Recruitment Code

To ensure that accurate and
timely advice is given to the
public and Ministers

To ensure that accurate and
timely advice is given to
Departments /NIO on
interpretation of the Code/remit
of Commissioners

To ensure that the SCS
recruitment process meets the
requirements of the Recruitment
Code

To ensure that SCS approvals
are completed in the agreed
timescale for each stage

Achieved. Presentation at the
launch of the NICS Code of
Ethics, with follow-up article in
departmental magazines

Achieved. Commissioners
chaired all SCS competitions;
audit programme complete

Achieved. New exception
introduced through General
Regulations 2007 to allow for the
re-instatement of civil servants
who have had to resign to
pursue parliamentary
candidature

Achieved

Achieved. Visits to Personnel
Directors/Establishment Officers

Achieved. Commissioners
attended NICS Recruitment
Interviewing Course July 2006

Achieved
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APPENDIX A

Objectives Position at 31 March 2007Targets

To progress Code of
Ethics appeals with
minimum delay

To promote equality of
opportunity and good
relation duties under
Section 75 of the
Northern Ireland Act
1998

To demonstrate our
commitment to
Freedom of
Information

To ensure the
Commissioners have
effective support and
advice to enable the
achievement of their
statutory role and
responsibilities

To support and assist
the new Chairperson
and Commissioners in

To encourage and contribute to
the development of a revised
NICS Code of Ethics

Process all new appeals in line
with agreed procedures

Prepare revised appellant leaflet

Monitor the implementation of
the new Recruitment Code

To carry out a 5 year review on
the Commissioners’ Equality
Scheme by 14 June 2006

Prepare report on
implementation of 2005-06
Equality Scheme by 30
September 2006

Agree and publish a Good
Relations Strategy

To maintain and review
Publication Scheme

To ensure that all necessary
support and advice is provided
to Commissioners accurately
and within appropriate
timescales

To develop good working
relationships with senior
management of
NICS/NIO/Ministers/ other
Commissioners etc

Achieved. Commissioners
contributed to consultation on
the new NICS Code of Ethics
and Chairperson made a
presentation at the launch.

One appeal received. Appeal
rejected as it was not considered
to fall under the Code of Ethics.

Achieved. Revised Guidance for
Appellants prepared and posted
on website.

Achieved

Achieved

Achieved May 2006

Achieved. Good Relations
Strategy published on website
May 2006

Achieved. New website
launched May 2006
Summary minutes of meetings
on website

Achieved. Induction day for new
Commissioners held June 2006
with follow-up sessions in-year

Achieved. Introductory meetings
held with key stakeholders
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44 Objectives Position at 31 March 2007Targets

To effectively and
efficiently manage the
Commissioners
meetings with the
support of the
secretariat

To produce an Annual
Report on time

To develop and
establish an effective
approach to audit
NICS recruitment
practices against the
new Recruitment Code
and to complete an
agreed Audit
Programme

Provide papers at least one
week in advance of meeting

Provide responses to queries
within one day of receipt where
all information is available

Prepare draft minutes of
meetings within one week

Agree Report content and format
by 30 April 2006

Draft Report by 15 May 2006

Obtain statistics from
recruitment points by 1 May
2006

Finalise report by 31 May

Publish and distribute Report by
30 June

To establish and implement a
new approach to auditing the
new Code with NICS by 30
September 2006

To ensure that reports are
completed by agreed timescales

Each audit report reviewed
within one week of receipt

To prepare papers for
Commissioners on issues
arising from the audits as
required

To identify and implement any
action required as a result of
agreed audit recommendations
within agreed timescale

Achieved

Achieved

Achieved

Achieved

Achieved

Achieved

Achieved

Achieved. Published on 17 July

Achieved

Achieved

Achieved

Achieved

Achieved
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45Objectives Position at 31 March 2007Targets

To continually review
processes for
improvement including
electronic records
management

To monitor and report
on exceptions to the
merit principle

To improve and update
the web site

Maintain a minimum of
6 Commissioners and
successfully manage
the transition of
integrating the new
Chairperson and new
Commissioners to
ensure a continuing
balance of diversity
and competence levels

Maintain staff levels
required for the
effective discharge of
the Commissioners’
functions

To review SCS approval process
in light of the NICS new
Recruitment Guidelines on SCS
appointments

Identify any process which
needs to be developed/reviewed
as appropriate

To develop branch records to
make best use of OASIS by 31
March 2007

To ensure compliance with the
exceptions to the Merit Principle

Monitor and report exceptions to
the Merit Principle in the Annual
Report Achieved

To improve website access and
layout and make it more user
friendly by 30 September 2006

To implement a succession plan
to ensure the appointment of a
new Chairperson and 3 new
Commissioners within the
designated timetable

To maintain appropriate staffing
levels within the Secretariat

Deferred

Achieved

Achieved

Achieved

Achieved

Achieved. Website launched
May 2006

Website upgraded to
accessibility conformance level
Double A status (on making web
content accessible to people
with disabilities)

Achieved

On target

APPENDIX A



Objectives Position at 31 March 2007Targets

To deploy and manage
resources to secure
good value for money

To provide effective
strategic leadership
and direction to the
OCSC secretariat

To live within the budget set for
the financial year

Measure actual spends against
forecast

100% scrutiny of bids, business
cases and in-year expenditure

To meet all response dates for
estimates, in-year monitoring
and other financial exercises

Delivery of timely, accurate and
complete reports and
submissions for the Divisional
Coordinator/Financial Services
Division within 2 days of FSD
deadline

To manage and implement the
2006/07 Business Plan

Establish Forward Job Plans
within 15 working days of new
reporting year

All staff understand their
individual contribution

To induct new staff and agree
Personal Development Plans
within 2 months

Perform 95% of Performance
Appraisal Interviews within 5
working days of the end of the
agreed period

Establish an agreed 2007/08
Business Plan by 1 April 2007

Achieved

Achieved

Achieved

Achieved

Achieved

Achieved

Achieved

Achieved

N/A

Achieved

Achieved

APPENDIX A
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47Objectives Position at 31 March 2007Targets

To provide induction
training and
continuous
professional
development for the
Commissioners

To continue to provide
appropriate development plans
for Commissioners

To ensure implementation of the
Training and Development Plan

To ensure that networking
opportunities are maximised

Achieved

Achieved

Achieved

APPENDIX A



APPENDIX B
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Occupational Group

General Service Grades
Graduate Recruitment, Administrative Officer,
Administrative Assistant

Secretarial Grades Typist

Scientific Grades
Scientific Officer, Fisheries Officer, Fuel Technologist,
Microbiologist

Technology Grades
Graduate Trainee Quantity Surveyor, Electrical Engineer,
Architect, Trainee Civil Engineering Assistant, Tracer

Legal Grades Legal Assistant, Law Clerk

Computer Grades Programmer, Programmer Analyst, Systems Analyst

Other Professional &
Departmental Grades

Graduate Trainee Valuer, Inspector of Schools, Nursing
Officer, Statistician, Vehicle Inspector, Veterinary Officer

Centralised Services
Grades

Cleaner, Messenger, Security Guard, Telephonist,
Laboratory Attendant

Industrial Grades
Road Worker, Industrial Technician, Porter, Farm
Worker, Labourer, Fish Farm Assistant

Example Grades

OCCUPATIONAL GROUPS FOR RECRUITMENT PURPOSES

For recruitment purposes there are 8 occupational groups.
Examples of grades within these groups are as follows:-



Feedback
Whilst this Report is a document of record it is important that it is also relevant
and informative to the public. Should you have any comments regarding any
aspect of the Report (e.g. content, layout, etc.) the Civil Service Commissioners
would be happy to receive them. Any such comments should be sent to the
following address:

Office of the Civil Service Commissioners for Northern Ireland
5th Floor
Windsor House
Bedford Street
Belfast BT2 7SR

Alternatively, please e-mail the Commissioners at:
ocsc@nics.gov.uk
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