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The CCRC’s Quality Statement 
The CCRC is committed to achieving high-quality case reviews as quickly as 
possible. In order to achieve this, we operate under a Quality Management 
System; please see ‘Q-POL-01 CCRC Quality Policy’ for further information. 
Our policy documents are available on our website: www.ccrc.gov.uk. 
 
If you or someone you represent has difficulty accessing the internet then 
please contact us via 0300 456 2669 (calls charged at local rate) and we will 
send a hardcopy of the relevant policy free of charge.  
 
This is a quality-controlled document. Significant changes from the last issue 
are in grey highlight: like this. Significant deletions are shown as: [text deleted]. 
 
 

http://www.ccrc.gov.uk/
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Introduction 
This policy sets out clear guidance and procedure to enable Managers to 
undertake recruitment activities effectively, selecting the right person for the 
role based on a fair process. It supports the CCRC’s compliance with the Civil 
Service Recruitment Principles.  
 
 
Key Points 
1) The CCRC is fully committed to providing fair and equal opportunities to 

all candidates, regardless of ethnic origin, religious belief, gender, sexual 
orientation, disability, age or any other characteristic, protected under the 
Equality Act 2010. All candidates will be considered equally on merit at 
each stage of the selection process.  
 

2) This policy applies to all external and internal recruitment, and includes 
permanent and fixed term appointments, as well as individuals sourced 
via Agency. Where an exception or difference in approach applies, these 
are outlined within this policy and within the ‘HR-SOP-18 Recruitment and 
Selection Procedure’. 
 

3) The CCRC aims to provide all candidates with a positive experience of 
our recruitment process, irrespective of the outcome. 
 

4) All recruitment activities will be carried out fairly, objectively and decisions 
based on merit, with all external recruitment activities conducted in line 
with the Civil Service Recruitment Principles.  
 

5) This policy should be read in conjunction with the ‘HR-SOP-18 
Recruitment and Selection Procedure’ to ensure managers understand 
their responsibilities and are confident in applying the process, with 
support from the HR team.   

 
 
Definitions 

Key Word Meaning 
AI Artificial Intelligence 
HR Human Resources 

Candidate 
Information Pack 

Contains the details of the vacancy, including the 
salary, hours, and basis of the contact, as well as the 
job description and person specification. Also includes 
the timeline and details of the recruitment and selection 
process for the vacancy.  

Job Description Outlines what the role entails, such as the tasks to be 
completed and who it will report to.  

Person 
Specification 

The essential and desirable criteria a person will need 
to possess to undertake the role.  

 

https://civilservicecommission.independent.gov.uk/recruitment/recruitment-principles/
https://civilservicecommission.independent.gov.uk/recruitment/recruitment-principles/
https://civilservicecommission.independent.gov.uk/recruitment/recruitment-principles/
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1 Recruitment Principles 

 
1.1 The CCRC has a legal obligation to abide by the Civil Service’s 

Recruitment Principles where positions are advertised externally. This 
means that candidates are selected for appointment “on merit on the 
basis of fair and open competition.” The following three elements must 
be met to satisfy the Principles:   

a) Merit means the appointment of the best available person judged 
against the essential criteria for the role. No one should be 
appointed to a job unless they are competent to do it and the job 
must be offered to the person who would do it best. 
 

b) Fair means there must be no bias in the assessment of 
candidates.  Selection processes must be objective, impartial and 
applied consistently. 
 

c) Open means that job opportunities must be advertised publicly.  
Potential candidates must be given reasonable access to 
information about the job and its requirements, and about the 
selection process.  In open competitions anyone who wishes must 
be allowed to apply. 

 
 
 
2 Diversity and Inclusion 
 
2.1 Where the data supports this, the CCRC may undertake positive action 

to support disadvantaged or underrepresented groups into 
employment. This could include targeting recruitment adverts or 
applying positive action where two candidates have scored the same at 
assessment/interview.  
 

2.2 As a Disability Confident employer, we guarantee to interview a 
proportion of candidates who have self-identified as disabled and who 
meet the minimum criteria for the vacancy. This also applies to ex-
Military personnel, under the Great Place to Work for Veterans 
Scheme. All appointments will continue to be made on merit. 
 

2.3 Selection techniques will be objective, reliable and subject to regular 
monitoring in order to guard against prejudice, discrimination and bias. 
 

2.4 To ensure we are doing all we can to promote fair and inclusive 
recruitment practices, candidates will be asked to complete a diversity 
monitoring form as part of their application. The information contained 
therein will not be viewed outside of HR. HR may report on data 

https://civilservicecommission.independent.gov.uk/recruitment/recruitment-principles/
https://civilservicecommission.independent.gov.uk/recruitment/recruitment-principles/
https://www.gov.uk/government/collections/disability-confident-campaign
https://www.gov.uk/government/news/making-the-civil-service-a-great-place-to-work-for-veterans
https://www.gov.uk/government/news/making-the-civil-service-a-great-place-to-work-for-veterans
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received, however all information will be anonymised and kept fully 
confidential.  
 
 
 

3 Reasonable Adjustments 
 

3.1 The CCRC will make reasonable adjustments for candidates who 
disclose a disability and request reasonable adjustments as part of the 
recruitment and selection process to enable them to perform at their 
best. Candidates will be asked to provide information on what 
reasonable adjustments they may require when applying.  
 

3.2 The Candidate Information Pack will outline what selection methods 
may be used so that candidates are fully informed to be able to advise 
on any reasonable adjustments required in advance of each stage of 
the process.  

 
3.3 Adjustments will be made on a case-by-case basis, according to each 

individual’s specific needs. Assumptions will not be made, and HR may 
contact candidates to ask for more information.  

 
3.4 Some examples of reasonable adjustments are: 
 

a) Ensuring that application forms are available in different or 
accessible formats. 
 

b) Making adaptations to interview locations. 
 

c) Allowing candidates to present their skills and experience in a 
different way. 
 

d) Giving detailed information on the selection / interview process 
in advance to allow candidates time to prepare themselves. 
 

e) Allowing support workers, for example sign language 
interpreters. 
 

f) Making provisions for support animals to attend. 
 

g) Providing additional time to complete timed tests. 
 

h) Providing a written copy of the questions during an interview. 
 

3.5 Equality of opportunity will apply throughout the recruitment and 
selection process in line with the ‘Equality and Diversity Policy’ of the 
CCRC. 
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4 Success Profiles  
 
4.1 The CCRC uses Success Profiles, the Civil Service recruitment 

framework to support all our recruitment activity. Using Success 
Profiles assists the CCRC in meeting the criteria set out in the 
Recruitment Principles, appointing candidates based on merit through 
a fair process.  

 
4.2 Success Profiles enables recruiting managers to assess candidates 

using the appropriate blend of behaviours, strengths, experiences, 
abilities or technical skills relevant to the job role.  Different elements 
can be assessed at each stage of the recruitment and selection 
process and not all elements are mandatory. HR will support managers 
to determine the best ‘success profile’ for their vacancy, based on the 
requirements of the role.  
 

4.3 The elements that make up Success Profiles are: 
 

Element Description 
 Behaviours the actions and activities that people do which result in 

effective performance in a job. 

 Strengths the things we do regularly, do well and that motivate us 

 Ability the aptitude or potential to perform to the required standard 

 Experience the knowledge or mastery of an activity or subject gained 
through involvement in or exposure to it 

 Technical the demonstration of specific professional skills, knowledge 
or qualifications 

 
4.4 Employees involved in any recruitment-related activity must complete 

the Civil Service’s online Success Profiles training in advance. 
 
 
 
5 Recruitment and Selection Process 
 
5.1 All internal and external recruitment activity will follow the process 

detailed below:  
 

Stage 1: Preparing to Recruit 
Stage 2: Advertising 

https://www.gov.uk/government/publications/success-profiles
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Stage 3: Selection 
Stage 4: Offer 
Stage 5: Onboarding 

 
5.2 Recruiting managers should familiarise themselves with the contents of 

the ‘HR-SOP-18 Recruitment and Selection Procedure’, before 
embarking on any recruitment activity.  

 
5.3 Selection criteria will be established at the outset and used consistently 

at each stage of the process. All selection decisions will be based on 
relevant criteria that has been advertised to all, applied consistently to 
all candidates, based on merit with those scoring highest being 
selected to progress. Selection tools and techniques used will be 
applied consistently and fairly to all candidates.  

 
5.4 Scoring during selection will be applied fairly and objectively, using the 

below scoring methods, and in accordance with any benchmarks set 
out in the ‘HR-SOP-18 Recruitment and Selection Procedure’: 

 
• 1 to 7 scale for shortlisting, assessments and interviews with 

the exception of strength questions. 
 

• 1 to 3 scale may be used for shortlisting purposes only at the 
discretion of the manager, with advice from HR. 
 

• 1 to 4 scale for strength questions at interview 
 
5.5 All new starters will be appointed subject to CCRC receiving the 

appropriate security clearance and pre-employment checks. Existing 
employees who possess the required security and pre-employment 
checks will not be required to repeat these.  

 
5.6 The CCRC may advertise vacancies internally only, externally to those 

outside the CCRC (or employees who were not appointed via an open 
external recruitment) and internally simultaneously, or via a recruitment 
agency. This decision will be determined by the recruiting manager, 
with advice from HR. 

 
5.7 The CCRC recognises the potential use of Artificial Intelligence (AI) by 

candidates within recruitment processes. Due to the nature of the roles 
within the CCRC, a good level of written communication skills are 
considered essential, and there is an expectation that employee’s will 
share in our Values (Independence, Passion, Professionalism, 
Fairness, Accountability). Candidates must therefore be truthful in their 
applications and be able to demonstrate their ability to communicate 
effectively. The use of AI to provide candidate responses on application 
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forms or during selection assessments, such as Chat GPT or Google 
Gemini, is therefore prohibited when applying for any CCRC vacancy. 
However, the use of spelling or grammar checking software is 
acceptable. Candidates will be disqualified from the process if found to 
have plagiarised work, which includes presenting the ideas and 
experience of others, or generated by artificial intelligence, as their 
own. 

 
 
 
6 Reserve List 
 
6.1 The CCRC will maintain a Reserve List for those who achieved an 

appointable score, but who were not appointed.  
 
6.2 Candidates who wish to be placed on the Reserve List will remain on 

this list for no longer than 6 months. This time limit starts from when 
they are first placed on the Reserve List. Where a vacancy arises that 
matches their original recruitment activity (job role, salary, hours, 
location, terms and conditions), they will be contacted, in merit order, to 
be offered the position. Where a person accepts an offer under this 
provision, there will be no need to advertise the position externally.  

 
 
 
7 Interview Costs 
 
7.1 Any expenses incurred from attending an interview or assessment with 

the CCRC will not be reimbursed.  
 
7.2 We support our internal staff in developing their careers within the 

CCRC. Therefore, internal candidates applying for a position within the 
CCRC, who are attending an interview or assessment within their 
normal working hours, are permitted to use their time during work hours 
to do so, but any preparation should be done in their own time. 
Attendance at an interview or assessment that falls outside an 
employee’s usual working hours, or for any organisation external to the 
CCRC (including Civil Service organisations) must be done in the 
employee’s own time.  
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8 Redeployment 
 
8.1 Where there are staff who are at risk of redundancy, they will be 

offered the opportunity to apply for any suitable vacancies before they 
are advertised, in line with the ‘Redundancy Policy’. HR will advise 
Recruiting Managers should there be someone suitable for 
consideration, prior to advertising the vacancy.  
 
 
 

9 Fixed Term Contracts 
 
9.1 Recruitment for fixed term contract posts must follow the same 

procedure as permanent post recruitment. Advertising may be carried 
out via internal only, external and internal simultaneously, or via an 
agency, as appropriate.  

 
9.2 Over the duration of a fixed term contract, the reason for the temporary 

nature may change, for example time-limited funding may become a 
permanent funding stream, or an employee on long-term absence may 
not return to work.  

 
9.3 Therefore, advertisements for fixed term or temporary vacancies will 

include a line that states there may be a possibility of extension or 
permanency, which ensures any extension of contract or conversion to 
permanency does not constitute a breach of the Civil Service 
Recruitment Principles and demonstrates the original recruitment 
activity was open and fair to all.  

 
9.4 Subject to the above, where a fixed term or temporary position later 

becomes permanent, the existing employee may then be offered the 
permanent role without the need to recruit.  

 
9.5 Where the employee has not undergone an open external recruitment 

process, such as for those sourced via an Agency, an external 
recruitment process must take place for the permanent role, with the 
existing employee afforded the opportunity to apply.  

 
 
 
10 Complaints 
 
10.1 All candidates have a right to complain to the Head of Human 

Resources at any stage of the recruitment process, who may appoint 
an independent investigator if required.  
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10.2 Complaints should be addressed to Robin Davis, Head of Human 

Resources at: hr@ccrc.gov.uk  
 
10.3 Recruitment records will be kept for 2 years. This will ensure that there 

is sufficient information to conduct an investigation if an applicant 
submits a complaint.  

 
 
 
11 Data protection 
 
11.1 We process all personal data collected during the recruitment process 

in accordance with our ‘IG-POL-04 Information Governance Policy’. 
 
11.2 Staff should report immediately any inappropriate access or disclosure 

of candidate data in accordance with our data protection policy. It may 
also constitute a disciplinary offence, which will be dealt with under our 
Disciplinary procedure. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:hr@ccrc.gov.uk
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Appendices 
None 
 
 
Relevant Documents 

Q-POL-01 CCRC Quality Policy 
HR-SOP-18 Recruitment and Selection Procedure 

HR-F-02 Request to Recruit Form 
HR-F-18 Job Description Template 

1364268 v1 Redundancy Policy  
IG-POL-04 Information Governance Policy 

- Disciplinary Policy & Procedure  
- Equality & Diversity Policy 

 
 
Document Control 
Document author:  Felicity Chandler, Resourcing Manager 
Issue authorised by: Robin Davis, Head of HR 
 
Version History   

Date Issued Version Brief Details of Change DCR 
27/06/2024 1.0 First Issue 24/17 
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