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We are looking for outstanding individuals for the post of
Parole Board 
  independent Member
Reference number: PAT 160082
            (Please use the above reference in all correspondence)

Location: Our recruitment campaign for Independent Members is open to applicants from any UK location. The role is home based, with most hearings taking place remotely. There may still be some travel required to attend oral hearings held during the working day in His Majesty’s Prison (HMP) establishments across England & Wales, and very occasionally in Scotland and Northern Ireland. You will be asked to select around 25 prisons that are accessible to you.  

We wish to increase the diversity of the Parole Board membership and particularly welcome applications from people with black and minority ethnic backgrounds, as well as Welsh speakers.  

Term of appointment: 5 years, with the possibility of re-appointment subject to training requirements and satisfactory performance, currently up to a maximum of 15 years tenure in total. Any re-appointment is subject to recommendation by the Board based on satisfactory performance appraisal, completion of Chair training, and business need. An active mixed portfolio of casework, including chairing oral hearings and paper decision making, will need to be evidenced for any subsequent re-appointment.
Time commitment: at present minimum of 115 days a year, with options to work more.
Remuneration: At the time of appointment there may be two methods by which member can be renumerated and you will be informed of the details at or before appointment. At present casework fees range between £320 and £365 per day, depending on the type of work undertaken.
Expected start date of role: There are two intake dates for this campaign and you are asked to indicate your preference.

Induction training in two cohorts: Cohort 1: February, March and April 2024 
      Cohort 2: November, December 2024 and January 2025

Closing date for applications 0900 on Wednesday 21 June
Applications should be submitted to the Ministry of Justice Public Appointments Team via PublicAppointmentsTeam@justice.gov.uk. 

Guidance on how to write a successful application is provided at (Appendix 2).

Alternative format versions of this candidate information pack are available on request from the Public Appointments Team, contact details as above.

[image: Twitter]Twitter Follow us to keep up to date with public appointments vacancies.
All public appointments are advertised on the Cabinet Office’s Public Appointments website (http://publicappointments.cabinetoffice.gov.uk/) and the Public Appointments Twitter feed (@publicappts). 

If you have further questions about this post, please contact  Workwithus@paroleboard.gov.uk
If you have questions about the appointment process, you can contact the Public Appointments Team at: PublicAppointmentsTeam@Justice.gsi.gov.uk.

























Introduction from the Chair and CEO of the Parole Board	
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Dear Candidate,
Thank you for your interest in becoming an Independent Member of the Parole Board. Our membership comes from a wide variety of professions, vocations, experience and skills and we value greatly the diversity that this brings to the Board.
 
The Parole Board is an independent body which sits as a court to protect the public by risk assessing prisoners to decide whether they can be safely released back into the community. Our work is of critical importance to victims and public safety, as well as prisoners and their families but it also has a wider role in maintaining public confidence in the justice system.  
 
The Coronavirus pandemic changed the way the Parole Board operates, and we now list over 90% of our hearings remotely, so this role will mainly require homeworking. As a result, we need to ensure that all new members are fully IT capable. There is also a real need for all new members to be well equipped with the skills to Chair hearings and write reasoned decision letters within the first three years of their first tenure. As such, part of the recruitment process will be testing these skills in the application form, written exercises and interview. Detailed eligibility requirements are explained in this candidate pack. 
 
In this recruitment round, we are also very keen to increase the diversity of membership. A significant proportion of the prison population are from a black, Asian or other minority group and lack of representation can impact on trust and confidence. We therefore welcome applications from people with black and other ethnic minority background as well as members with disabilities.

If you share our values and possess the competencies, skills and judgment to contribute to our important work, we welcome your application.  
  
This is a very exciting time to be joining the Parole Board. We have modernised our way of working, we are updating our Rules and we are becoming more transparent.  If you believe that you have the experience and qualities that we are seeking, we hope you will consider applying for this important position. 

[image: ]                               [image: ]
 

Caroline Corby Chair of the Parole Board                Martin Jones CBE CEO of The Parole Board
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[bookmark: _Toc135143021][bookmark: OLE_LINK12]About the Parole Board  
The Parole Board is an independent body that works with other criminal justice agencies to protect the public by risk assessing prisoners to decide whether they can safely be released into the community. Their work is of critical importance to public safety, as well as prisoners and their families but the Parole Board also has a wider role in maintaining public confidence in the justice system Full details about the Parole Board and its work is at https://www.gov.uk/guidance/work-with-us#what-is-being-a-member-like

[bookmark: _Toc11630578][bookmark: _Toc135143022][bookmark: Three]The role of the Parole Board Member  
Job Description: The key task of all members of the Parole Board is to make rigorous, fair and timely risk assessments about individual cases which have the primary aim of protecting the public and which contribute to the rehabilitation of offenders where appropriate. 

· Analyse and critically evaluate information to identify continuing risks in parole cases referred by the Secretary of State, where information may come from a variety of sources including electronic dossiers and evidence given at oral hearings. 
 
· Apply knowledge and judgement to parole cases to decide whether a prisoner can safely be released into the community; to set licence conditions where release is appropriate; and, in relevant cases, to decide whether to recommend a prisoner is transferred to open conditions. 
 
· Be proactive to identify and resolve issues in all allocated cases at the earliest opportunity, applying the current relevant law, procedure and guidance. Seek advice from subject experts within the Board, including specialist members, and legal and practice advisors. Be proactive to manage case administration that arises both as a Chair and co-panellist. This will require regular email monitoring during the working week.  
 
· Assess parole cases on referral to conclude on the papers or set directions for effective case management of those to be considered at an oral hearing. Take an active part in oral hearings ensuring all areas of risk are identified and addressed by the panel, witnesses are questioned appropriately to inform the panel’s assessment of risk, and there is a full panel discussion of a case to properly weigh the evidence. Work collaboratively with other panel members to make judgements about the available evidence and to provide structured written reasons for the panel’s decision or recommendation in every case.  
 
· Use Parole Board IT effectively to access electronic dossiers, draft reasons for panel outcomes, communicate with the panel and colleagues and to undertake learning and development activity. 
 
· Complete all mandatory continuing professional development in line with Parole Board policy. Take responsibility for personal development by accessing materials and opportunities provided by the Board to remain up to date with current law, procedure, guidance and developments. Reflect individually and collectively on experiences and practice.  
 
· Achieve accreditation and maintain an active mixed portfolio of casework including paper panels (MCA), oral hearings, duty cases and chairing. You will train as a Chair in year 3 and Oral hearing chair accreditation is required within the first 5-year term of appointment.    
 
· Work will be allocated based first on the business needs of the Parole Board and then on the availability provided by members and their accreditations.  
 
· Be an effective ambassador whenever representing the Parole Board. Contribute positively to the effective running of the organisation through non-casework activity including mentoring, quality assurance, governance, training and participation in consultation, working groups and development roles. 
 
· Travel in line with Parole Board policy to attend oral hearings in prisons throughout England and Wales.  Also travel to the London office and other venues to attend Parole Board events, including training. Occasional overnight stays may be required, and expenses will be reimbursed in accordance to the prevailing policy. 

Essential criteria
Candidates will be able to demonstrate the following:
· Demonstrable ability to conduct effective evidence-based decision making, bringing independence of mind and making sound judgements through:  
· weighing facts and evidence. 
· analysing and critically evaluating large volumes of complex information and;  
· identifying key issues, within tight deadlines and working on own initiative.  

 
· Demonstrable report writing skills including:
· the ability to condense multiple documents with complex and potentially conflicting information into an accessible and legally justified document; 
· ability to work collaboratively to assist colleagues in the drafting and review of these reports; 
· ability to draft well-formed written accounts which accurately document, analyse and summarise evidence in support of a decision or recommendation; 
· able to work collaboratively to produce written reasons that accurately reflect how the panel came to its decision or recommendation.  

· Demonstrable case management skills, effective time management, organisational and administrative skills.  Ability to identify and resolve issues at an early stage taking proactive steps to ensure cases are concluded at the earliest opportunity. 


· Evidenced IT skills, ability to use templates and spreadsheets, review and comment on documents online and to conduct meetings online with multiple people. Ability to adapt to new technology and a willingness to learn.  

· Strong commitment to professional and personal development.  

· Effective communication and interpersonal skills; able to gain respect and maintain rapport through effective communication and influencing skills.  Confident to challenge opinions, work collegiately and resolve differences to reach sound decisions. Able to communicate sensitively and effectively with a wide range of individuals, varying the approach as necessary, treating others with respect, listening actively and evaluating replies to probe issues. 
 
· Demonstrable high standards of corporate and personal integrity and conduct, including a strong desire to serve the public, evidence of commitment to equality and diversity, resilience and reflection in decision making, and personal accountability. 
 
Eligibility
There must be no employment restrictions, or limit on your permitted stay in the UK. Applications are welcome from anyone aged 18 or over. There are circumstances in which an individual will not be considered for appointment. They include:   

· People who have received a prison sentence or suspended prison sentence of three months or more in the last five years; 

· People with ongoing and/or outstanding professional conduct or fitness to practice matters and/or those who have had their employment terminated for conduct or criminal offence reasons.
 
· Current operational employees within the prison service.

· Elected office holders, in which their involvement in any outside activity might be seen to cast doubt on their impartiality or conflict with their appointment to the Board. This would include political activity and or nomination or adoption as a prospective candidate for election;

· Those who have had their appointment terminated under the agreed protocol for termination of membership of the Parole Board.  

We welcome applications from all those who are eligible. 
 
[bookmark: Four][bookmark: _Toc135143023]Other important appointment information
Remuneration, Allowances and Abatement:
· Tenure: Members are appointed by Secretary of State for a five-year term with the possibility of re-appointment at the discretion of Ministers. Any re-appointment is subject to recommendation by the Board based on satisfactory performance appraisal, completion of Chair training, and business need. An active mixed portfolio of casework, including chairing oral hearings and paper decision making, will need to be evidenced for any subsequent re-appointment. If re-appointed, the total time served in post will not exceed 10 years unless you sit actively as a Chair where it can be extended by an additional 5-year tenure. 

· [bookmark: _Hlk135743547]Remuneration: We are considering potential changes to terms of appointment and remuneration for these roles. You will be informed should changes be made by the time of appointment. At present casework fees range between £320 and £365 per day, depending on the type of work undertaken. All remuneration is taxable and subject to Class 1 National Insurance contributions. If you currently receive a salary from the public purse your remuneration for the Parole Board role may be subject to abatement. (any queries you may have about how this may affect you, will need to be taken up by you with your pension provider). You will be entitled to statutory sick and parental leave and the role is not pensionable.

· Time commitment: At present you should be prepared to provide a minimum of 115 days. You will be supported with continuing professional development. All work is allocated on a business need and then on availability and accreditation. The time commitment includes preparation time for panels, which can be undertaken at home and in the evenings, to fit in with your other responsibilities. You may also be required to attend prisons for oral hearings during office hours. You will need to set aside an additional 10 days each year for training.

· Continuing Professional Development (CPD): In addition to induction training all members are expected to create and complete an annual CPD portfolio, of which there are mandatory training elements.  Members are also expected to contribute to the development of the organisation through consultation, pilot projects and non-casework activity, such as mentoring, training and quality assessment. You will need to set aside an additional 10 days each year for training.

· Travel and Subsistence:  Members are entitled to claim for those travel costs necessarily and actually incurred on Parole Board business at the normal public service rates. Where no extra expense is incurred, no reimbursement is due. Members are also entitled to claim subsistence payments to reimburse them for any additional expenditure incurred while away from home on Parole Board business.  

· Performance Appraisal: All Parole Board work will be observed and quality assured. All members will be subject to regular monitoring and appraisal of their performance.  This will include an initial appraisal after completion of the first year of membership. These appraisals will be shared as part of your reappointment. 
 
In line with the Governance Code for Public Appointments, there is a strong presumption that no individual should serve more than two terms or serve in any one post for more than ten years. Where a Parole Board member is Chair accredited and actively sitting as a Chair there is the possibility for a final 5 year term bringing the total appointment period to 15 years. 

Standards in Public Life: Public appointees are required to uphold the Committee on Standards.  Seven Principles of Public Life You are also expected to adhere to the  Code of Conduct for Board Members of Public Bodies and the Parole Board Members Code of Conduct.
[bookmark: Five][bookmark: _Toc135143024]Advisory Assessment Panel (AAP) membership
The role of the Panel is to decide, objectively, following sift and interviews who meets the published selection criteria for the role; in other words, who is appointable to the role. It is then for Ministers to consider determine merit and make the final appointments .The names of panel members will be confirmed in due course. 
The Parole Board Chair, Caroline Corby, the PB Chair and HH Peter Rook QC, the PB Vice-Chair, and a senior MoJ official will provide oversight of this campaign and will report to Ministers at all stages.  
[bookmark: _Toc135143025]Assessment framework  
Candidates will be assessed using success profiles which will assess your behaviours, strengths and experience against the essential criteria for the role. More information on the framework and how it is used elsewhere in government is at https://www.gov.uk/government/publications/success-profiles

This post is a public appointment, not a civil service post.  Success profiles is a flexible framework and the Civil Service example has been adapted to reflect behaviours that are both specific to the Parole Board and generic to a public appointment.  Success profiles assess candidates against a range of elements using a variety of selection methods. This blended approach, based on behaviours and strengths, will allow candidates to discuss both their experience and their motivation and engagement.  

Candidates must first meet the eligibility criteria, including the professional qualifications and registration to meet the technical skill requirement.

Assessment thereafter will be in two parts; the sift  stage and the interactive stage.  A total of four behaviours and seven strengths will be assessed by the time of final selection.  All behaviours and strengths relate to the essential criteria for the role, as below:  

To demonstrate the potential to adopt the required behaviours in the role of a Parole Board specialist member please answer the following three questions, each within a limit of 250 words. 
In your response to these questions, you should refer to the essential criteria and job description at Section 3. above
· Limit your answers to 250 words for each of the three questions;
· Be aware that you may draw on your personal life experiences as well as any voluntary or paid work experience;
· Select your strongest examples, these do not need to involve the criminal justice system, we are looking for evidence of transferable knowledge, skills and qualities in the examples that you give;
· Ensure your own role in the example is clear and that your answers are specific and tailored to cover the essential competency criteria that we are testing in each question.

Behaviour One – Making effective decisions
Parole Board members must analyse and critically evaluate information to identify continuing risk in a parole case.  Information may come from a variety of sources including written dossiers, verbal evidence and electronic updates to decide whether it is necessary for the protection of the public that a person remains confined in prison. All decisions are made by panel of 1, 2 or 3 Parole Board members. 
ANSWER THIS QUESTION:
1. Please give an example of how you went about making a significant decision to positively impact upon public safety, where you had to reconcile differing opinions and/or conflicting evidence to decide upon a course of action.   

In no more than 250 words, please outline: the situation and your role; what you wanted to achieve; how you went about making your decision; and what the outcome was. 
Behaviour Two – Delivering at Pace
Parole Board members are required to use a range of IT effectively to access documentation, share and comment on written decisions and communicate with other panellists and staff. Hearings are conducted in person, by telephone and by video.  Other cases are completed remotely on the papers without the parties being present. Parole Board members need to plan their time carefully to ensure they are fully prepared and meet deadlines whilst being flexible to accommodate changing circumstances, some of which may be beyond their control.  
ANSWER THIS QUESTION:
2. Please give an example of a time you worked under pressure in a professional setting to manage competing objectives and deadlines which had consequences for you and other people or organisations.

In no more than 250 words, please outline: the context; what the team wanted to achieve; your role and what you did to increase the chances your team would succeed; the outcome; and what you learned in the process. 
Behaviour Three: Communicating and Influencing 
Parole Board members are required to take an active part in oral hearings as a panel member or panel chair.  They work collaboratively with other panel members in order to make judgements that have a fundamental impact on the lives of others. An oral hearing panel can have 1, 2 or 3 members.  They each need to be receptive to others’ views, prepared to be challenged on their own views, communicate effectively and work well as a team.
ANSWER THIS QUESTION:
3. Please give an example of where you adapted your approach to a team activity (at work or in your private life) to make sure that the team reached its goal.  The situation should be one which shows how you made everyone feel equally valued, accommodated different needs and used the strengths of each person to maximum effect.

[bookmark: _Hlk115438084]In no more than 250 words, please outline: the context; what the team wanted to achieve; your role and what you did to increase the chances your team would succeed; the outcome; and what you learned in the process. 
The assessment panel will sift the responses and will recommend successful applicants for interview.  Prior to the interview, candidates will be asked to prepare and deliver a presentation on a parole case study.  Interviews will be held online via Microsoft Teams. 

Applicants will also be assessed using success profiles. This blended approach, based on behaviours and strengths allows candidates to discuss both their experience and motivation/engagement. 
[bookmark: Six][bookmark: _Toc135143026]The appointment process and timeline
The Commissioner for Public Appointments ensures that appointments are made in accordance with the Governance Code and the principles of public appointments. All appointments follow a recruitment process set out in the Governance Code for Public Appointments.  
Key stages and timings in the campaign process, candidates will be updated if any changes are made to this timetable:
	[bookmark: _Hlk97796132]APPLICATION
Submit application and answer behaviour questions.
	21 June 2023

	SIFT                               
The Panel will meet to assess the applications.
Candidates will be informed of the outcome by e-mail approximately 2wks prior to the interview date.

	September 2023 

	INTERVIEWS
Shortlisted candidates will be asked to prepare and deliver a presentation on a parole case study and then interviewed by the Panel. References will be taken before interview.
	November 2023

	INTERVIEW RESULTS
Candidates will be informed of the outcome by e-mail approximately 4wks after interviews.
Candidates will be updated if there are any changes to this timetable.
	January 2024

	ANNOUNCEMENT
Appointments are publicly announced and security checks started
	January 2024

	NEW MEMBER INDUCTION
Newly appointed members are invited to hybrid training delivered by the Parole Board that will involve preparation and e-learning in advance. 
	February 2024
November and December 2024 and January 2025



· Feedback: Please note that it is not possible to provide specific, individually tailored feedback following the sift stage, but we will provide, on request, feedback to those interviewed. 

· Interviews: Interviews may take place via MS Teams, and will be confirmed on invitation to interview. If you accept an invitation to interview, we will take two references in advance of the interview.  By providing the details of two referees you are consenting to us approaching them in this way. If you cannot attend an interview on the date shown, please advise us as soon as you can. It may be possible to arrange an alternative date at the discretion of the Advisory Assessment Panel (AAP).  Please note if face to face interviews are conducted, travel expenses will not be reimbursed. The Secretary of State or another Minister may ask to meet each of the candidates before or after interview. 

· Security Clearance - For successful candidates, confirmation of appointment will be subject to basic clearance checks, covering confirmation of identity and right to work in the UK plus a criminal record check. This will involve completion of several paper and electronic forms and can take up to five weeks to process following completion of the forms

[bookmark: _Toc135143027][bookmark: Seven]How to apply 
In order to apply you will need to create an account or sign in on the public appointment website https://apply-for-public-appointment.service.gov.uk/create-account  Once you are logged into your account, click on 'apply for this role' and follow the on-screen instructions. 
To apply, all candidates are required to provide:
· a Curriculum Vitae (CV) - (maximum two sides of A4) detailing your qualifications, employment history and any appointments or offices you hold. At the top of your CV, please provide - in bold - a short biography, not exceeding six lines, which outlines your current and previous roles. Please also provide your preferred contact number and email address.

· Answers to the three questions above.

· equality information - Information is requested for monitoring purposes only and plays no part in the selection process. It will be kept confidential and will not be seen by the AAP.

· information relating to any outside interests or reputational issues - You need to declare this as part of the online application process. The AAP may explore any issues with you before they make a recommendation on the appointment. Failure to disclose such information could result in an appointment either not being made or being terminated. Conflicts might arise from a variety of sources such as financial interests or share ownership, membership of, or association with, particular bodies or the activities of relatives or partners.

· requests for referees - Please provide names and contact details of two people who may be asked to act as referees for you.  You should send this to Public AppointmentsTeam@justice.gov.uk (being clear to quote your name and PAT160082 in any correspondence). At least one referee must have knowledge of your work relating to your most recent professional and/ or voluntary activity. They will be expected to have authoritative and personal knowledge of your achievements in a professional or public service capacity. 


Guidance on how to write a successful application can be found at Appendix 2.


[bookmark: Eight][bookmark: _Toc135143028]Diversity and Inclusivity
We want to ensure any appointee to the Department’s arm’s length bodies is committed to promoting diversity, in its broadest possible sense. This will include embedding a commitment to the principles of levelling up and championing opportunity for all across the organisation, helping to ensure that the organisation is one in which a genuinely diverse range of views can be expressed, without fear or favour.
We encourage applications from all candidates regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.
Arrangements for candidates with a disability: 

An offer of an interview will be given to candidates with disabilities who meet the minimum selection criteria for the role (this is the essential criteria outlined in Section 3). (Please go to the “how to apply” section of the job advertisement and complete the diversity monitoring form).
The MoJ is a disability confident employer; further information can found here https://www.gov.uk/government/collections/disability-confident-campaign    

Reasonable Adjustments: 
If you have a disability and require any arrangements or adjustments for any part of the recruitment or selection process, please state clearly on your form and contact the public appointments team at  PublicAppointmentsTeam@justice.gov.uk 
[bookmark: _Hlk31033365]Further information can be found via this link: https://publicappointments.cabinetoffice.gov.uk/recording-whether-or-not-you-have-a-disability/


[bookmark: Nine][bookmark: _Toc135143029]Complaints Process
If you have a complaint about any aspect of the way your application has been handled, we would like to hear from you. In the first instance please contact Maggie Garret, Head of the Public Appointments Team at: PublicAppointmentsTeam@justice.gov.uk quoting the appropriate campaign reference number.
Complaints must be received by the Public Appointments Team within 12 calendar months of the issue or the closure of the recruitment competition, whichever is the later. 
We will acknowledge your complaint within two working days of receipt and reply as quickly and clearly as possible; within 20 working days of receipt. We will tell you if we cannot meet this deadline for any reason and provide an expected reply date. 
Taking it further: If you are still concerned after receiving your reply you can write to:
Commissioner for Public Appointments, Room G/8, Ground Floor, 1 Horse Guards Road,
London, SW1A 2HQ.

[bookmark: OLE_LINK11]The Commissioner for Public Appointments (CPA) regulates and monitors appointments to public bodies to ensure procedures are fair. More information about the role of the Commissioner, the Governance Code for Public Appointments and the complaints process is available here.  
Alternatively, please contact the Commissioner’s office on 020 7271 6729, or 0207 271 3305 for a printed copy of the complaints process.

[bookmark: _Toc135143030][bookmark: Ten]Checklist
Please refer to the table below to ensure you send us all the necessary information.
	Documents to be uploaded on to the website
	Tick 

	Your CV and brief biography (maximum two side of A4) 
	

	Answers to the three questions 
	

	Diversity monitoring form – to be completed online
	

	Preference for Training Date 
	

	Requests for referees - names and contact details of two people who may be asked to act as referees to be sent to PublicAppointmentsTeam@justice.gov.uk
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[bookmark: _Toc135143031]Your personal Information
In accordance with the Public Appointments Order in Council 2019(4)(5), we will process your application in accordance with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and the Ministry of Justice’s Information Charter, which can be found at https://www.gov.uk/government/organisations/ministry-of-justice/about/personal-information-charter.
Your data will be held securely and access will be restricted to those dealing with your application or involved in the recruitment process. Your data may also be shared with the Commissioner for Public Appointments and other relevant government departments, including the Cabinet Office, as part of a complaint investigation or review of the recruitment process. Cabinet Office will handle data in accordance with their Privacy Notice https://publicappointments.cabinetoffice.gov.uk/privacy-notice.   Your data may also be disclosed as required by law or in connection with legal proceedings.
Your data will be stored for up to two years and processed for the purpose of the recruitment process, diversity monitoring and, if successful, your personal record. If appointed, your data will be stored for the duration of your tenure and may be shared with the organisation to which you are appointed, unless you specifically request us not to. 
Should you wish your data to be removed from our records, please contact publicappointmentsteam@Justice.gov.uk.


[bookmark: Ap1][bookmark: _Toc135143032]Appendix 1 - The seven principles of public life
All candidates for public appointments are expected to demonstrate a commitment to, and an understanding of, the value and importance of the principles of public service. The seven principles of public life are:
Selflessness
Holders of public office should act solely in terms of the public interest.
Integrity
Holders of public office must avoid placing themselves under any obligation to people or organisations that might try inappropriately to influence them in their work. They should not act or take decisions in order to gain financial or other material benefits for themselves, their family, or their friends. They must declare and resolve any interests and relationships.
Objectivity
Holders of public office must act and take decisions impartially, fairly and on merit, using the best evidence and without discrimination or bias.
Accountability
Holders of public office are accountable to the public for their decisions and actions and must submit themselves to the scrutiny necessary to ensure this.
Openness
Holders of public office should act and take decisions in an open and transparent manner. Information should not be withheld from the public unless there are clear and lawful reasons for so doing.
Honesty
Holders of public office should be truthful.
Leadership
Holders of public office should exhibit these principles in their own behaviour. They should actively promote and robustly support the principles and be willing to challenge poor behaviour wherever it occurs. 








[bookmark: _Toc135143033][bookmark: Ap2]Appendix 2 – Guidance for those applying for an MoJ Public Appointment
This guidance gives some helpful tips on how best to present yourself to the panel who will be reviewing your application. There is no official or ‘correct way’ to write your CV; this is simply a guide that you may wish to refer to or use as a template.
1. CV
Here are a few pointers to keep in mind whilst writing or updating your CV:
· Please write your name at the top; 
· Do not write more than 2 pages. We appreciate this may be a challenge and your achievements could spread across several pages. However, please appreciate that the panel may have a large number of applications to assess so brevity would be appreciated. 
· Avoid spelling and grammatical errors;
· Tailor it to the position you’re applying for. Make sure to draw attention to how you have met the essential and desirable criteria throughout your achievements in life. An opening paragraph at the top of the front page would be beneficial;
· Use an updated CV. Explain what you are currently doing or what you most recently have done that fits to the role you are applying for, including dates of the positions you have held;
· Avoid big blocks of solid text. Using bullet points will help those reading the CV;
· Always explain what abbreviations stand for;
· Only include key information. The panel do not need to know about your hobbies unless they specifically match the criteria of the role you are applying for. Personal details including name, address, phone number & email address should be included. There is no legal requirement for you to put your age, or any other protected characteristic (under the Equality Act 2010) on your CV.

2. Answers to the three questions
In your response to these questions, you should refer to the essential criteria and job description above
· Limit your answers to 250 words for each of the three questions;
· Answer the question being asked specifically
· Be aware that you may draw on your personal life experiences as well as any voluntary or paid work experience;
· Select your strongest examples, these do not need to involve the criminal justice system, we are looking for evidence of transferable knowledge, skills and qualities in the examples that you give;
· Ensure your own role in the example is clear and that your answers are specific and tailored to cover the essential competency criteria that we are testing in each question.
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