Ref: I/C 24/20: Secretary to the Civil Service Commissions
NI INTERCHANGE SCHEME

CANDIDATE PROFORMA

The following information will enable the host organisation to select the most appropriate candidate for the specified opportunity.



 (
Ref: I/C
 2
4
/20
:
  SECRETARY TO THE 
CIVIL SERVICE
 COMMISSION
ERS
 
(0.8 Full time equivalent)
)
  Title of
  Opportunity
(Please include Reference
 Number IC - -/- -)

1. Candidate details

            Name  

         
          Job title

    Organisation/
       Department

          Address
  




        Telephone 
Number                                             

              E-mail

    
   












2. Please include in the box below or attach separately a short CV (no more than 1 side of an A4 sheet – the box will expand to accommodate text)

	












STATEMENT OF SUITABILITY
3. Please demonstrate how you meet the skills requirements identified for the post, Using no more than two pages in total, candidates should address each skill requirement in the Person Specification individually

	
































4. What contribution will your participation on the Interchange Opportunity make to your personal development? 

	







5. What contribution will your participation on the Interchange Opportunity make to your Organisation/Department’s business objectives/branch plans?

	











6. Candidate / GDPR

	 Signature ____________________________              Date ____________ 

To allow your application to be considered you must confirm that you have read the NICSHR privacy notice available here <https://www.finance-ni.gov.uk/publications/nics-hr-privacy-notice> by ticking this box: 

You have completed your part of the Candidate Proforma.  Your Line Manager must now complete Section 7.


7. For completion by Individual’s Line Manager

     Please provide details of how the individual’s participation on the Interchange
     Opportunity will be of benefit to your Organisation/Department?

	









    Are you prepared to release the individual for the time required?    Yes        No
		
	Line Manager Signature
        Signed

      E-mail   
          
Date

You have completed your part of the Candidate Proforma. Please                 forward to your Interchange Manager (for Interchange Partner organisations) or Business Area (for NICS Staff).


8. For completion by the Individual’s Interchange Manager / NICS Business Area (at least Grade 7 level).
       
Once you have checked that the Candidate Proforma has been fully completed by the candidate and Line Manager please enter your contact information and sign below. 

In endorsing this application you are confirming that the applicant will have a permanent post to return to with your organisation at the end of the secondment period in the event this application is successful.


	


Signed		

	



Email		

	






Address
					
	
	



Tel		
	



Date


Information for candidates:

It is the responsibility of the candidate to ensure that the completed proforma is sent to their Interchange Manager / Business Area in sufficient time to allow for endorsement.
 LATE APPLICATIONS WILL NOT BE CONSIDERED.

PLEASE COMPLETE COMMUNITY BACKGROUND FORM AT ANNEX A 

PLEASE COMPLETE DIVERSITY FORM AT ANNEX B

Annex A

Equality Commission Employee Monitoring Questionnaire

Employee/Applicant Monitoring Questionnaire

MONITORING QUESTIONNAIRE Private & Confidential


We are an Equal Opportunities Employer. We do not discriminate on grounds of religious belief or political opinion. We practice equality of opportunity in employment and select the best person for the job.

To demonstrate our commitment to equality of opportunity in employment we need to monitor the community background of our applicants and employees, as required by the Fair Employment and Treatment (NI) Order 1998.

Regardless of whether we practice religion, most of us in Northern Ireland are seen as either Catholic or Protestant. We are therefore asking you to indicate your community background by circling the appropriate answer below.

I am a member of the Protestant community

I am a member of the Roman Catholic community

I am a member of neither the Protestant nor Roman Catholic community 

Please indicate whether you are: Female		       Male

Note: It is a criminal offence under the legislation for a person to “give falseinformation in connection with the preparation of the monitoring return”

Annex B
Diversity Monitoring Form 
The Civil Service is committed to recruiting, retaining and developing a workforce that at all grades reflects the diverse communities we serve. It is vital that we monitor and analyse diversity information so that we can ensure that our HR processes are fair, transparent and promote equality of opportunity for all staff. Your co-operation in providing us with accurate data will help us ensure we design and use policies and processes that attract and retain a diverse and talented workforce.

Any information you provide in this form:
· Will be used by the Ministry of Justice and Cabinet Office for statistical purposes only
· Will not influence the assessment of your application and will not be seen by anybody directly involved in the selection process
· No information will be published which allows any individual to be identified. 

We would appreciate your co-operation in completing this form to help us better understand how we, as an employer, ensure equality of opportunity for all.

PLEASE COMPLETE FORM BELOW
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: OLE_LINK5][bookmark: OLE_LINK6]1. Gender	

	Male
	x
	[bookmark: Check2]Female
	|_|
	Prefer not to say
	|_|

	2. Age

	29 or under 
	|_|
	30 to 39 
	|_|
	40 to 49 
	|_|

	50 to 59 
	x
	60 to 64 
	|_|
	65 and over 
	|_|

	        Prefer not to say 
	|_|

	3. Ethnicity (please tick one box only)

	Asian/Asian British

	Bangladeshi 
	|_|
	Chinese 
	|_|
	Indian
	|_|

	Pakistani
	|_|
	Any other Asian background
	|_|

	Black/ African/ Caribbean/ Black British

	African 
	|_|
	[bookmark: Check16]Caribbean 
	x
	Any other Black/African/
Caribbean background
	|_|

	Mixed/multiple ethnic groups

	[bookmark: Check19]White and Asian 
	|_|
	[bookmark: Check20]White and Black African 
	|_|
	White and Black Caribbean
	|_|

	[bookmark: Check21]
	
	[bookmark: Check22]Any other mixed / multiple ethnic background   
	|_|

	White/White British

	White 
	|_|
	[bookmark: Check23]
	

	Other ethnic group  

	Arab 
	|_|
	Any other ethnic group 
	|_|

	Prefer not to say 
	|_|

	4. Do you consider yourself to be disabled? 

	Yes 
	|_|
	No 
	x
	Prefer not to say
	|_|

	5. Which of the following best describes how you think of yourself? 

	Heterosexual / Straight 
	|_|
	Gay / Lesbian 
	|_|
	Bisexual
	|_|

	Other 
	x
	Prefer not say
	|_|
	
	

	6. Religion or belief (please tick one box only)

	No religion 
	x
	Buddhist 
	|_|
	Christian
	|_|

	Hindu
	|_|
	Jewish
	|_|
	Muslim
	|_|

	Sikh 
	|_|
	Any other religion 
	|_|
	Prefer not to say
	|_|

	7. What is your current work pattern?

	[bookmark: Check28]Full-time  
	x
	[bookmark: Check29]Part-time 
	|_|
	Job Share
	|_|

	Other
	|_|
	
	
	Prefer not to say
	|_|

	8. Do you have caring responsibilities? (Tick all that apply)

	None 
	x
	Primary carer of a child/children (under 18) 
	|_|
	Primary carer of disabled child/children
	|_|

	Primary carer of disabled adult (18 and over)
	|_|
	Primary carer of older person (65 and over)
	[bookmark: Check11]|_|
	Secondary carer
	|_|

	
	
	
	
	Prefer not to say
	|_|

	9. Where are you currently working?

	Home department of vacancy
	x
	Other government dept.
	|_|
	Wider Public Service
	|_|

	Voluntary Sector
	|_|
	Private Sector
	|_|
	Other
	|_|

	
	
	
	
	Prefer not to say
	|_|

	10. Are you applying on promotion? (existing Civil Service applicants only)

	Yes 
	x
	No 
	|_|
	Prefer not to say
	|_|

	11. Are you currently on a cross-government talent scheme? (existing Civil Service applicants only)

	Future Leaders Scheme
	|_|
	High Potential  Development Scheme
	|_|
	Senior Leaders Scheme
	|_|

	Other
	x
	None
	|_|
	Prefer not to say
	|_|

	12. Where did you hear about this job?

	From a Civil Service employee
	x
	From the Civil Service Jobs website
	|_|
	LinkedIn
	|_|

	PM Jobs
	|_|
	Word of Mouth
	|_|
	Other
	|_|
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