PUBLIC APPOINTMENTS ASSESSOR OPPORTUNITY

INVITATION TO TENDER 

POINTS OF CLARIFICATION: 13 OCTOBER 2011

QUESTION 1

Are we looking for referees to cover criteria or whole career?

1) Referees should be able to confirm your ability and experience in respect of the key criteria.  It is not necessary for each referee to vouch for you in respect of all criteria but the combination of referee’s must be able to cover all criteria.
Details of more than 2 referees can be provided. 
QUESTION 2

Can I claim travel expenses if I attend the information event on 9th November?

2) Yes.  Reasonable travel expenses are payable.  The Commissions Travel Expense policy applies. 

Travel expenses can also be claimed for attending at interview. 

QUESTION 3

Is attendance on the 9th compulsory?

3) No.  This is an information day only and does not form part of the assessment process.  The information day will cover the role of the Commission and the key points of the revised Code of Practice.  This information is available from our website.  www.publicappointments.org 

The information day will be run by members of the Commission team who are not involved in the assessment exercise. 

QUESTION 4

If successful, why are Public Appointments Assessors prevented from working on non-regulated rounds? 

4) This is to ensure that members of public as well as panel members are clear about the rounds that are subject to the scrutiny of this office.   
QUESTION 5

If I am a member of a Board of Scottish public body that is regulated by the Commission am I prevented from becoming a Public Appointments Assessor?

5) YES.  Please see the answer to question 15.  
QUESTION 6

Should I submit a CV?
6) No.  Please follow the instructions at 1.3 of the Invitation to Tender document. (1.3.5 (covering letter/email), 1.3.6 (2 page submission detailing suitability relating to criteria) & 1.3.7 (reference details)) 

QUESTION 7

Is there an upper age limit?

7) No.  Assessor opportunities are open to any individual who can demonstrate that they can meet the specified criteria.  
QUESTION 8

Must all criteria be met?

8) Yes.  There are 4 key criteria detailed at section 1.3 of the Invitation to Tender.  All are required to perform effectively as an assessor. 
QUESTION 9

What format will the interviews take? 
9) The interview will be panel interview with Dr Karen Carlton, Public Appointments Commissioner for Scotland and Lynn Anderson, Guidance Manager at the Commission for Ethical Standards in Scotland.

a. You will not be required to prepare or make a presentation.

b. Questions from the panel will relate to your own submission and the 4 criteria.

c. Full details about the format for the interview will be sent to each individual shortlisted. 

QUESTION 10
Can Companies submit a proposal?

10) The work of an assessor cannot be delegated and therefore submissions must be made from an individual.  However, the Commission can make payments to a company so individuals who are sole traders or Directors of a Limited Company can submit an application.  

QUESTION 11
Can I see the Commission’s policy regarding travel time?

Can I see the Commission’s policy regarding secure storage and handling of documentation?

Can I see the Commission’s Code of Conduct Policy?

Can I see the Commission’s Expenses Policy?
Can I see the Commission’s Equal Opportunities Policy?

Can I see the Commission’s Confidentiality Policy
11) These policies will be posted to our website no later than 14 October 2011.
a. Please check the general information section on our publication page. 
b. Please note that the Code of Conduct Policy is already published on this page. (April 2011) 
QUESTION 12
Must assessors be resident in Scotland?

12) No.  Applications are welcome from anyone who is eligible to work in the UK and meets the requirements of the role.

QUESTION 13

I live in England will I be paid travel expenses?

13) Yes.  Reasonable expenses are payable to assessors resident in the UK.  

Any assessors based out with the UK will be paid expenses as if their base was the Commissions Head Office: 39 Drumsheugh Gardens, Edinburgh, EH3 7SW

QUESTION 14

Is the submission to be 2 sheets or 4 sheets of A4?

14) Submissions should be 2 pages of A4, for example 1 sheet printed both sides or 2 sheets printed single sided.  Or if submitted by email a 2 page long word document. 
QUESTION 15
Can an Assessor hold a role as an office bearer?

15) Assessors cannot hold any of the following positions:

A non-executive role on the board of a devolved public body

A role as an elected member on a Scottish Local Authority

A member of the Scottish Parliament

Assessors are not prevented from seeking election or appointment to any of these roles but would need to resign their assessor post if successful. 
The reason for this restriction is that the Commission for Ethical Standards oversees complaints regarding the conduct of individuals in these roles and it would therefore not be appropriate for an individual who might be investigated by the Commission to be working on its behalf.

QUESTION 16

Is there an application form?

16) No.  Interested parties are asked to submit a proposal as specified in section 1.3 of the invitation to tender.   Please also refer to the answers attached to Question 6 and Question 14.
QUESTION 17

Must I be VAT registered?

17) No. The daily rate payable is £275.  This figure is VAT inclusive. The Commission is not registered for VAT.
Clarification issued 14.04 on 13 Oct 2011:

If you are not currently VAT registered you charge the full £275 per day.  Anyone who is registered for VAT will charge £275 per day but this must be inclusive of VAT. We have adopted this charging structure in order to control our costs more effectively.   Please refer to the charging and travel time policy for further information.

QUESTION 18

I can’t make the interview dates, can I still apply?

18) Yes.  We may be able to accommodate an interview on an alternative date or make arrangements for a telephone or video interview.   Please make it clear in your covering email or letter that you cannot attend for interview. 

QUESTION 19

I am an assessor with Scottish Parliament can I become a PAA?

19) No.  In your current role you may be involved in the appointment of a CES Commissioner at a future date and this would present an actual or perceived conflict of interest.  Another issue relates to the CES policy on working on unregulated appointments in Scotland. None of the officeholder appointments are regulated and therefore it would be contrary to the requirements of the Service Level Agreement for a PAA to work on unregulated appointments. 
QUESTION 20

I am an assessor in elsewhere in the UK, can I become a PAA?

20) Yes.  However you must be able to comply with the requirements of the Service Level Agreement, this means that you cannot work on any appointment in Scotland that not regulated.  This means that if it is a Scottish body is must be regulated by this Commission and if it is a cross border body the appointment must be regulated by OCPA or OCPANI.

QUESTION 21

My experience of one of the criteria is historic, – does this matter?

21) We are interested in experience and practical knowledge, if you can demonstrate a depth of understanding rather than recent experience that would be acceptable.   
QUESTION 22

The tender document refers to scrutiny – should the example given be related to recruitment?
22) Applicants should carefully consider their own examples and provide an example of where they have provided scrutiny – this does not need to be linked to a recruitment or appointment process.

QUESTION 23
With regard to section 1.3.1 of the tender document does knowledge of equality & diversity mean in the workforce or in recruitment only?

23) The requirement relates to recruitment and / or appointment activity. 

QUESTION 24

Is a signed application required or is email fine.

24) Applications can be made by hard copy or email.  Hard copy responses must be made in triplicate.  Email only applications are welcomed.

QUESTION 25

Does an Assessor have a statutory right of access to particular documents, or to particular people, in the course of an Assessment?

25) The Public Appointments and Public Bodies etc. (Scotland) Act 2003 (the Act – our founding legislation) at section 3 (1) advises that:

“(1) The Scottish Ministers must provide the Commissioner with such information as the Commissioner reasonably requires in the exercise of the Commissioner’s functions.”

Additionally, at section 2 (6):

“(6) The Commissioner may issue guidance to the Scottish Ministers (either generally or in a particular case) as to compliance with the code of practice.”

The Commissioner has issued statutory guidance on the form that her regulation will take under the revised code of practice:

http://www.publicappointments.org/publications/publication/106/statutory-guidance-on-the-revised-code-of-practice-the-commissioners-scrutiny
Taken together, the Act and the statutory guidance set out what role the assessor will play and what documents (and people – primarily members of the selection panel) the assessor will have access to in the course of an assessment.

QUESTION 26

In a standard Assessment, what is the length of time allotted to interviewing , documentary study, and writing?

26) We do not set arbitrary limits on time allotted for interviewing, review of documentation, writing and so on as these matters are inevitably dictated by the appointment round itself. For example, if a selection panel dispenses with the need for a written application form then more time will be spent by assessors on scrutiny at interview than on reviewing documentation.

Our last annual report advises that the average time taken by assessors to provide oversight of an appointment round in 2010/11 was 5.6 days. 

QUESTION 27

Why is the following waiver in place? 

"Where specialist knowledge is to be assessed by an expert panel member, that member may not be required to demonstrate [knowledgeability about equality and diversity issues and the impact the chosen methods may have on different groups of applicants].” 
27) Specialist knowledge is, by its nature, restricted to a relatively small pool of applicants and of those in a position to test it. Requiring knowledgeability about equality and diversity issues from individuals who are experts in a completely different chosen field of study could restrict the field of potential experts available to selection panels to the extent that it would not be possible for panels to test some types of specialist knowledge effectively. Evidence of specialist knowledge is also considerably less liable to subjective interpretation than some other types of evidence. Please note that paragraph E1 of the code continues to apply and that, for example, whichever method is used to test specialist knowledge it is required to demonstrate that it removes as far as possible the impact of personal bias on selection decisions. 

You will note also that the code only allows this waiver in relation to specialist knowledge and that all other skills and knowledge to be tested for a given position are subject to E3iii.  

Question 28

The Service Level Agreement was not attached to the Invitation to Tender
28) The Service Level Agreement is available for download on the general information section of the publication page on our website.  Please follow this link. 
a. http://www.publicappointments.org/publications/10/general-information
Question 29
How is point G4 of the Code is to be understood?

29) Paragraphs E1 vi and H2 to H4 of the code set out the requirements applicable to the fit and proper person test. Paragraph G4 advises that the results of the fit and proper person test may be taken into account by the appointing minister in coming to an appointment decision. Fit and proper person is defined in the glossary.

Question 30
My experience of equality and diversity in recruitment is not as a direct recruiter, will my experience be taken into consideration?

30) If you are able to demonstrate that you can ensure equality in recruitment practices that is what is required.  The role of an assessor is not a recruiter.
REMINDER
Submissions must be received in the format specified at section 1.3 of the Invitation to Tender no later than 9.30AM on 21 OCTOBER 2011

REASONABLE ADJUSTMENTS & DIVERSITY
The Commission is passionate about inclusion and actively encourages applications from disabled people; we will do all we can to ensure information is made available in an accessible format and that our work is taken forward in an inclusive manner.  We have sought to ensure that the tender process is as open and barrier free as possible and if required reasonable adjustments will be made on to ensure full participation throughout the selection process and to ensure success in the role of Assessor.   
We recognise that individuals who have the skills to work as an assessor may not be familiar with the public sector or may not fully understand the role of the Commission or the application of the revised code of practice for public appointments.  That is why we are holding an information day, open to all shortlisted candidates.  
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