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Equality of Opportunity and Diversity 

The Department for Communities (DfC) is committed to equality of opportunity and welcomes 
applications from those who meet the eligibility criteria irrespective of religious belief, gender, 
disability, ethnic origin, political opinion, age, marital status, sexual orientation or whether or not 
they have dependants. We would particularly welcome applications from women, people with a 
disability, young people and people from minority ethnic groups as they are under-represented 
across public appointments in Northern Ireland.

An e-version application pack is available from publicappointments@communities-ni.gov.uk.  
This material will be made available on request in other formats such as Braille, large print, audit etc.  
All reasonable adjustments will be made to accommodate the needs of applicants with a disability. 

Privacy Notice

DfC will only process the personal data you provide us for the purpose of recruiting new membership 
to the Board of Ulster Supported Employment Ltd, in line with its Articles of Association and  
in line with the CPA NI Code of Practice. For more information, please see our Privacy Notice at  
www.communities-ni.gov.uk/publications/supplementary-privacy-notices-dfc-business-areas.

If you require further information about the appointment process or progress of your application, 
please contact the Public Appointments as below:

E-mail: publicappointments@communities-ni.gov.uk

Telephone: 028 9081 9415 or 028 9081 9417

DfC Public Appointments 
Governance Unit 
Level 5 
NINE Lanyon Place 
Belfast 
BT1 3LP

mailto:publicappointments@communities-ni.gov.uk
http://www.communities-ni.gov.uk/publications/supplementary-privacy-notices-dfc-business-areas
mailto:publicappointments%40communities-ni.gov.uk?subject=
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Dear Applicant

ULSTER SUPPORTED EMPLOYMENT LTD – APPOINTMENT OF BOARD MEMBER

Thank-you for your interest in becoming involved with the Board of Ulster Supported  
Employment Ltd (USEL) as a Member. 

USEL is a unique and progressive organisation providing a wealth of opportunities to assist  
people with disabilities and health-related conditions into employment. It operates as a  
social enterprise business model and aims to champion ability.

As a board member you will have an excellent opportunity to support and govern the 
organisation, whilst further developing your own skills and experience.

I would encourage anyone with the necessary commitment and drive to make a difference  
to consider applying. Applications are welcome from individuals from all backgrounds. 

I hope the information enclosed encourages you to apply for the position. Please remember  
to complete the documentation fully and return it by the required closing date.

Kind regards

Deirdre Ward
Director of Work and Wellbeing Division
Department for Communities
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USEL Board Member Pen Picture
Joan Cowan was appointed as a Member  
to the USEL Board in August 2019. Below 
she provides her thoughts on this role: 

“Outside of my normal job, I was seeking an 
opportunity with an organisation which I could 
respect and support. I saw an advertisement 
for Board Members of USEL, a social enterprise, 
and so I visited their website to learn more 
about what they do. Immediately I was 
impressed by the wide range of ways in which 
USEL assists disabled people with direct 
employment, work placements and learning 
and development. I decided to apply and 
the process was very straight forward. I was 
asked to provide examples of how I met the 
various competencies required. There were no 
essential qualifications and no requirement to 
give a detailed account of experience to date.

I was subsequently invited for interview and 
was asked four or five questions, again around 
the competencies required. I was delighted 
to be informed later that my application had 
been successful and my position on the Board 
commenced on 1 August 2019. In advance 
of this date I was given induction training 
and met the other new Board Members. I feel 
privileged to have been given the responsibility 
which goes along with this governance role.

USEL is a very progressive organisation 
with Board Members from a variety of 
backgrounds. The Board works effectively 
with a very diligent Senior Management 
Team, led by a dedicated and innovative 
Chief Executive. The organisation is proactive 
in seeking new opportunities and is dynamic 
and responsive as they arise. Its governance 
standards are well honed and I am learning 
a lot about boardroom protocol and the 
role of a Board Member in ensuring that the 
organisation is managed to a high standard 
in line with best practice and meeting all 
legislative requirements. Because USEL has 
production, recycling and service functions  
I am learning a lot. 

I am thoroughly enjoying my time on the 
USEL Board and am making new friends 
and colleagues from different areas of work. 
Under the guidance of the Chairman, we all 
learn from each other. I have been greatly 
rewarded by being part of this dynamic and 
effective organisation and would encourage 
and strongly recommend both those with 
experience and those who have not previously 
served on Boards, to consider applying. The 
organisation needs an inclusive Board from 
a wide variety of backgrounds and skills as 
it continues to provide immensely valuable 
employment opportunities for disabled people.”



Appointment of a Member to the Board of Ulster Supported Employment Ltd

6

Section 1: Background Information
1. The Department for Communities (DfC) 

wishes to invite applications for the 
appointment of two Members to the 
Board of Ulster Supported Employment 
Ltd (USEL). The appointments are 
expected to begin on 1 December 2020 
and will be for a term of up to four years. 

USEL Information
2. USEL is an Arm’s Length Body of DfC. 

It is a private company, and not for 
profit, and was established in 1962 to 
provide supported paid employment 
for disabled people. Approximately 
70% of employees at its manufacturing 
facility in Belfast have a disability or 
health related condition. Today USEL 
is the largest supporter of people with 
disabilities within Northern Ireland 
with offices in Belfast, Londonderry, 
Portadown and Ballymena. Each year 
the company supports over 1200 
people with disabilities in more than 
750 companies to enter and sustain 
economic employment through its 
various employment programmes. 
The company’s vision is “To be the 
lead provider in helping people with 
disabilities gain employment.”

3. It employs nearly 500 staff, including 
those on employment support. As an 
organisation it is currently running with  
an annual turnover of approximately 
£7m from its range of commercial 
activities. These activities include 
manufacturing: bedding products and 
industrial sewing products; circular 
economy: recycling mattresses, carpet 
and confidential paper shredding; a 
number of coffee shops and cafes; and 
its employment services that operates 
employment training programmes.

 Further information on USEL can be 
found at www.usel.co.uk

Governance Arrangements
4. Good governance is essential to 

achievement of an organisation’s 
strategic objectives and demonstration of 
accountability and transparency in the use 
of public funds. It is therefore an important 
area of focus for the USEL Board. The USEL 
Board is committed to high standards of 
Corporate Governance and has established 
a governance framework which reflects 
all relevant good practice guidance.  
The framework includes the governance 
structures and the internal control, risk 
management and assurance arrangements 
which are in place.

https://www.usel.co.uk
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5. The Board currently has one  
sub-committee: the Audit and Risk 
Assurance Committee. Further information 
on corporate governance arrangements can 
be found within USEL’s Annual Report and 
Accounts which is available on its website.

6. All public appointees are expected to 
adhere to the highest personal and 
professional ethical standards at all times 
and must comply with the requirements 
of The Seven Principles of Public Life 
Selflessness, Integrity, Objectivity, 
Accountability, Openness, Honesty  
and Leadership which are described at 
Annex A, and the USEL Board Standing 
Orders and Code of Conduct. 

Public Appointments Information
7. This appointment process is regulated 

by the Commissioner for Public 
Appointments Northern Ireland (CPA NI) 
and the competition may be examined  
by CPA NI for compliance with its Code  
of Practice.

8. The NI Executive has introduced targets 
for the equal representation of men  
and women on public body boards. The 
timescales for achieving gender equality 
in aggregated public appointments is  
as follows:

• From 2017/18 for appointments made 
in-year;

• By end-year 2020/21 for all appointees 
in post, with equality reflected both in 
board membership and at chair level.

 Further information about public 
appointments, including how to complete 
an application form, can be found at www.
nidirect.gov.uk/public-appointments

9. CPA NI periodically hosts a series of free, 
half-day workshops that aim to explain 
the Public Appointments process. Further 
information on these workshops, can be 
found at: www.publicappointmentsni.org/
workshops. If you are unable to attend 
a workshop, the CPANI website hosts 
useful public appointment information.

http://www.nidirect.gov.uk/public-appointments
http://www.nidirect.gov.uk/public-appointments
https://www.publicappointmentsni.org/workshops
https://www.publicappointmentsni.org/workshops
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Section 2: Role Profile
Role of the Board
10. The purpose of the Board is to collectively 

provide effective leadership and strategic 
direction to the organisation and ensure 
that the policies, priorities and strategic 
objectives set by DfC and approved by the 
Minister, in line with the NI Executive’s 
Programme for Government, are implemented.

11. The Board is also responsible for ensuring 
that USEL has effective and proportionate 
governance arrangements in place, 
including a risk management and internal 
control framework which allows risks to 
be effectively identified and managed and 
appropriate assurances provided to DfC.

12. Within the policy and strategic framework 
set by the Minister for Communities, it is 
the role of USEL to ensure the efficient, 
economic and effective use of staff and 
other resources.

13. Other activities which the Board performs 
includes:

• establishing the overall strategic 
direction of USEL within the policy and 
resources framework determined by 
DfC and the Minister;

• approving plans, monitoring and 
setting out performance targets 

aligned to strategic priorities set by 
DfC and the Minister; 

• providing constructive challenge to 
USEL’s Executive Team on all aspects 
of its planning, target setting and 
delivery of performance; 

• receiving and scrutinising  
regular performance and financial 
information concerning USEL which 
identifies in a timely manner any 
concerns about the performance of 
USEL; and providing positive assurance 
to DfC that appropriate action has 
been taken on such concerns;

• demonstrating high standards of 
Corporate Governance at all times, 
including ensuring that USEL’s system 
of internal control, risk management 
and assurance are robust.

• operating within the limits of its statutory 
authority and any delegated authorities 
agreed with DfC, and ensuring that 
an appropriate scheme of delegated 
authority is in place within USEL;

• ensuring that statutory or 
administrative requirements for the 
use of Public Funds are complied with 
by USEL including requirements on  
the achievement of value for money.
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Role of Individual Board Members
14. Individual Board Members shall act in 

accordance with their wider responsibilities 
as Members of the Board, namely:

• attending and constructively 
participating in all meetings of the 
Board and, where appropriate, its 
Committees, having made preparation 
by reading relevant papers;

• analysing and reviewing complex 
issues, weighing up conflicting  
points of view and reach sound  
and reasoned decisions;

• formulating positive working 
relationships with other Board members 
and other relevant stakeholders, 
including acting as an ambassador  
for the Board, eg by attending events

• contributing to the annual assessment 
of Board Effectiveness; 

• complying at all times with the USEL 
Standing Orders, Terms and Conditions 
of Appointment, Code of Conduct, 
The Seven Principles of Public Life and 
the rules relating to the use of Public 
Funds and Conflicts of Interest;

• acting impartially in good faith and in 
the best interests of the USEL Board 
at all times; not misuse information 

gained in the course of public service 
for personal profit or for political 
gain, nor seek to use the opportunity 
of public service to promote private 
interests or those of connected 
persons or organisations. 

Integrity and Conflicts of Interest
15. DfC must ensure that the individuals 

appointed are committed to the principles 
and values of public service. These 
principles are: Selflessness, Integrity, 
Objectivity, Accountability, Openness, 
Honesty and Leadership and are described 
more fully at Annex A. Any private 
or personal interests that a potential 
appointee may have and that may be 
relevant to the work of USEL must be 
declared publicly and to the Board.

16. DfC must take account of actual,  
or perceived, conflicts of interest.  
Therefore, applicants must disclose in 
their application form information or 
personal circumstances which, if they 
were to be appointed, could lead to a 
conflict of interest or be perceived as 
such. Conflicts of interest may not be a 
barrier to appointment but both real and 
perceived conflicts must be discussed 
with all candidates by the Selection 
Panel. This is to ensure that the public 
can have confidence in the Board’s 
independence and impartiality and the 
integrity of the potential appointees.
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17. Please refer to Annex B for further 
information on this subject. The Northern 
Ireland Audit Office has issued a  
Good Practice Guide on Conflicts  
of Interest which can be viewed at:  
www.niauditoffice.gov.uk/publications/
conflicts-interest-good-practice

Remuneration, Time Commitment 
and Appointment Term
18. Board members receive remuneration of 

£140 for each board meeting attended. 
Travel and subsistence allowances for 
official business will be payable. Any 
extra work undertaken will be paid 
at an hourly rate. Allowance towards 
reasonable care costs are available.

19. The time commitment required for all Board 
Members is attendance at approximately 11 
board meetings per year, plus other ad-hoc 
activities and attendance at any relevant 
board member training. Board meetings 
are normally held at USEL’s Head Office, 
Cambrai Street, Belfast. Meetings are held on 
the last Wednesday of the month during the 
afternoon, but this may be open to flexibility.

20. The appointments are for a term of up to  
4 years commencing on 1 December 2020

Appraisal
21. The performance of Board Members will be 

subject to ongoing performance appraisal 
with a formal assessment being completed 
by the Chair of the Board at the end of 
each year (and prior to any reappointment 
taking place). Board Members will be made 
aware that they are being appraised, 
the standards against which they will be 
appraised, and will have an opportunity  
to contribute to and view their report.

Previous Appointments to the 
USEL Board (the Two Terms Rule)
22. Under the CPA NI Code of Practice, 

applicants who have served two terms 
(ie eight years) as USEL Members are 
not eligible to apply for a third term. Any 
previous time served as a Board member 
will be taken into account. If you are unsure 
if this applies to you, please contact DfC 
using the contact details at paragraph 25.

https://www.niauditoffice.gov.uk/publications/conflicts-interest-good-practice
https://www.niauditoffice.gov.uk/publications/conflicts-interest-good-practice
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Section 3: Person Specification
Person Specification
23. Applications are welcome from a wide 

range of individuals who have an interest 
in public service. The Department wishes 
to recognise less traditional career paths 
and experiences such as community 
involvement or charitable and voluntary 
work, as well as those experiences found 
from within the business community and 
the wider public sector. 

Selection Criteria
24. Candidates will be expected to 

demonstrate in their application form 
and – if shortlisted – at interview specific 
examples that show they are able to 
satisfy each of the following essential 
criteria and have the skills, experience 
and knowledge required:

 Note: The term ‘organisation’ can be 
defined as a body operating in the public, 
community, voluntary or private sectors.

 1. Financial Expertise

 Experience of dealing with financial 
management and financial analysis, 
including internal control and audit systems.

 Examples of the type of evidence the 
selection panel will be looking for are 
outlined below:

• Experience of dealing with financial 
management and complex financial 
analysis at a strategic level

• Experience of analysing and 
managing risk

• Experience of implementing compliant 
risk management, internal control and 
audit systems.

• Understanding how to use financial 
resources effectively in line with public 
accountability including identification 
of fraud and error.

 2. Commercial Management

 Experience of commercial management 
within an organisation including income 
generation.

 Examples of the type of evidence the 
selection panel will be looking for are 
outlined below:

• Sound commercial experience  
within an organisation;

• Experience of making decisions 
relating to commercial activity  
and performance;
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• Ability to identify income opportunities 
and successfully raising funds through 
these avenues;

• Experience of introducing plans, 
strategies and/or models to  
support commercial activity. 

 3. Strategic Planning for the Future

 Experience and knowledge of good 
strategic planning – in the public,  
private, community or voluntary sector –  
to ensure the delivery of long term goals, 
objectives and targets for an organisation.

 Examples of the type of evidence the 
selection panel will be looking for are 
outlined below:

• Identify key strategic issues that will 
impact on an organisation over the 
next 3–5 years;

• Experience of contributing to the 
development and implementation  
of an organisation’s strategic plans;

• Understanding of, and considering  
the effect of, current and future 
internal and external factors when 
planning for the organisations future;

• Knowledge of the political, economic 
and social environment in which an 
organisation operates and why this  
is important;

• Consideration of potential future 
scenarios that may impact on the 
organisation and planning how they 
should be addressed;

• Ability to constructively review 
objectives and achievement of  
targets and challenge as appropriate.

 4. Partnership working

 Experience of developing and building 
effective internal and external partnerships.

 Examples of the type of evidence the 
selection panel will be looking for are 
outlined below:

• Ability to develop trustful, positive and 
professional working relationships;

• Using persuasive and compelling 
arguments, using clear, concise 
language, to get others to understand 
and accept a different perspective;

• Ability to constructively contribute to 
group discussions and decision making;

• Ability to use partnerships to deliver 
shared objectives and outcomes;

• Experience of working across a 
wide range of organisations to gain 
commitment and to achieve consensus.
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Section 4: Application, Selection 
and Assessment
How to Apply and Contact Details
25. All applications must be made on the 

form provided. Hard copy or electronic 
versions are acceptable. Due to the 
current situation and the office not 
being manned at all times due to remote 
working, you are encouraged to return 
your application via e-mail to:

 Email: publicappointments@
communities-ni.gov.uk

 If you are unable to e-mail your application 
and wish to post or hand-deliver it, the 
office address is below. However, as the 
office is not currently manned please 
contact the Department via e-mail or 
telephone before doing so.

 Public Appointments  
Governance Unit 
Department for Communities 
Level 5 
NINE Lanyon Place 
Belfast 
BT1 3LP

 Telephone: 028 9081 9415 or  
028 9081 9417

 Text Relay: 18001 02890 819415

 If you have any queries regarding the 
appointment process or any other aspect 
 

of this competition, please contact Ruth 
McNeill via the above contact details.

26. In your application form, you may use 
examples from your working or personal 
life, e.g. part-time or leisure activities, 
including any voluntary or community 
work you are or have been involved in.  
Make sure you take full advantage to 
provide practical evidence and examples 
of how you consider you meet the 
requirements for this appointment. 
Further advice can be found within  
the application form.

27. To ensure equality of opportunity for all 
applicants:

• CVs, letters, or any other 
supplementary material in place of,  
or in addition to, completed application 
forms will not be accepted;

• applicants must ensure their completed 
application form is legible, whether this 
is completed electronically or written;

•  applications will not be examined 
until after the closing deadline;

• The number of words is limited to  
350 per criterion. 

28. It is the applicant’s responsibility  
to ensure that their application form  
is complete. 

mailto:publicappointments@communities-ni.gov.uk
mailto:publicappointments@communities-ni.gov.uk
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Equal Opportunities Monitoring 
Form
29. The DfC is required to monitor a 

number of areas including gender, 
ethnic origin, community background 
and disability of applicants to ensure 
that equal opportunities measures are 
effective. Applicants are therefore asked 
to complete the Equal Opportunities 
Monitoring form included in the 
application pack. The information is 
purely for monitoring purposes. It is  
not made available to the selection  
panel and does not play any part in  
the decision-making process.

Timeframe for Process
30. The deadline for receipt of all 

applications is 12 noon (GMT) on 
18 September 2020 with delivery 
instructions at paragraph 25. It is the 
responsibility of the applicant, taking 
into account their chosen method of 
delivery, to ensure that sufficient time 
is allowed for their application to arrive 
with the Department, on or before the 
deadline. Late applications will not  
be accepted.

31. As a result of the current emergency
 situation, the postal service is
 experiencing delays. Please bear this
 in mind when deciding how to submit
 your application, with e-mail being
 the preferred method. 

32. Applicants who send their application 
form electronically are also required  
to meet the closing deadline for  
receipt in this office. The date and  
time at which the electronic application 
was received as recorded by the 
Department’s IT system will be used 
to determine whether an application 
sent electronically is received before or 
after the closing date/time. Once your 
application has been received, it will be 
acknowledged within 3 working days.

Sifting and Shortlisting of 
Applications
33. The selection panel will meet to consider 

applications and will carry out a sift 
exercise, against a numerical rating scale, 
to assess how the skills, knowledge, 
experience and other qualities presented in 
your application meet the selection criteria 
as detailed in paragraph 24. Applications 
provided to the selection panel will be 
anonymised, which means that it will not 
include your name or personal details. 

34. Only those applications that meet the 
acceptable standard for each of the 
essential criterion will be considered 
for interview. If a high number of 
applications are received and shortlisting 
is required the agreed panel scores for 
criterion 1 (Financial Expertise), and 
criterion 2 (Commercial Experience) will 
be used, with those candidates scoring 
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highest in these criteria proceeding to 
interview. All candidates sifted out will 
be provided with feedback based on the 
selection panel’s agreed assessment of 
their application, if requested, as well as 
having the option of asking for a review 
of the selection panel’s decision. 

Guaranteed Interview Scheme (GIS)
35. The aim of the GIS is to provide applicants 

with a disability the opportunity to 
demonstrate their abilities beyond the 
initial application stage. Applicants with 
a disability who meet all of the essential 
criteria at the sift stage will automatically 
be offered an interview. Their application 
will not be subjected to any short-listing 
which may take place. Further information 
on this scheme can be found in Section 6 
of the application form.

Interviews
36. Interviews are expected to take place on 

19, 21 and 23 October 2020 at NINE, 
Lanyon Place, Belfast. The interviews will 
be conducted in a covid-safe environment 
and social distancing measures will 
be observed, in line with government 
guidelines. However, if you are shielding  
or government advice changes, then 
options including conducting the 
interview via video-conference, for 
example Zoom, will be considered.  
The selection panel members are: 

• Deirdre Ward – Director of Work  
and Wellbeing Division, DfC (Chair); 

• William Leathem – Chair, Ulster 
Supported Employment Ltd (Panel 
Member); and

• Raymond Mullan – Commissioner for 
Public Appointments NI Independent 
Assessor (Independent Panel Member).

37. The interview will be criteria based which 
means that all the questions asked by 
the selection panel will be linked to the 
criteria. You will be asked to provide 
specific examples and the selection 
panel will evaluate your answers. 
Candidates invited for interview are 
eligible for reimbursement of reasonable 
travelling expenses incurred within  
the UK and Ireland only. Candidates are 
asked to advise DfC Public Appointments 
if they anticipate difficulties attending 
on the dates specified.

Presentation of Results to the 
Minister
38. The selection panel will evaluate candidates 

at interview against an agreed pass mark 
and those found to have achieved the pass 
mark will be recommended to the Minister, 
with a letter issued to these candidates 
advising of the interview outcome. 
Ministerial choice is a key element of public 
appointment policy, and the Minister  
for Communities has requested that  
she is presented with candidates in  
an unranked (alphabetical) list.
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39. The Minister will, in line with their 
preference, be presented with a ‘candidate 
summary’, agreed by the panel. This will 
provide the Minister with an objective 
analysis of each candidate’s skills and 
experience, based on the information 
provided by each candidate during the 
appointment process and the panel’s 
assessment of that candidate.

40. Those candidates who are unsuccessful  
at interview and do not have their name 
presented to the Minister, will be advised 
in writing of the outcome of their 
interview which will include detail on how 
to request feedback on their performance. 
Candidates who are successful at 
interview, and will be considered for 
appointment, will be advised in writing.

41. Prior to names being presented to the 
Minister, a cross-departmental check 
will be carried out on the probity and 
performance of candidates who currently 
hold or have held public appointment 
roles. Any information that indicates  
that a candidate’s performance and /  
or probity have been unsatisfactory will  
be noted in the candidate summary.

Appointment
42. Those candidates whose application is 

successful, and who are appointed by 
the Minister, will have their appointment 
confirmed formally in writing. Those 
candidates not selected by the Minister, will 
also be advised in writing of the outcome.

43. The Minister for Communities will be 
asked if they wish to create reserve 
lists for member positions to fill any 
unforeseen vacancies on the Board  
that may arise within 12 months from  
the date of the Minister’s decision. 

Publicising Appointments
44. A press release will be published to 

announce the appointments made. Should 
a candidate be appointed, they will be 
required to complete a political activity 
form and approve a short biography for 
publication. The biography will be based 
on information provided by the candidate 
throughout the competition process.

45. The press release will include:

• The candidate’s name;

• A short description of USEL;

• A brief summary of the skills and 
knowledge they bring to the role;

• The length of the appointment term 
and whether it is remunerated;  
if remunerated the amount will  
be included;

• Details of all other ministerial public 
appointments held and any related 
remuneration received; and

• Details of the candidate’s response  
to the political activity question.
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Diversity in Public Appointments
46. DfC is committed to equality of 

opportunity and welcomes applications 
from all suitably qualified people 
irrespective of religious belief, gender, 
disability, ethnic origin, political opinion, 
age, marital status, sexual orientation  
or whether or not they have dependants.  
We would particularly welcome 
applications from women, people with a 
disability, young people and people from 
minority ethnic groups, as these groups are 
under-represented in public appointments.

47. All public appointments must be made on 
the basis of merit. Only those individuals 
judged to best meet the requirement 
of the post will be recommended to 
the Minister for appointment. The final 
decision on appointment will rest with  
the Minister for Communities.

Induction and Training
48. Those appointed will be expected 

to attend appropriate induction and 
training courses, as a condition of your 
appointment. Further information will  
be provided upon appointment.

49. Every effort will be made to provide 
whatever reasonable support is needed 
to help appointees carry out their duties.

Complaints
50. If you wish to make a complaint about any 

aspect of this appointments process, you 
should in the first instance contact DfC’s 
Head of Governance Public Appointments 
who will manage your complaint:

 FAO Head of Governance and Public 
Appointments 
Public Appointments 

 Department for Communities 
Level 5 
NINE Lanyon Place 
BELFAST BT1 3LP

 Email: publicappointments@
communities-ni.gov.uk

 Telephone: 028 9052 4731

51. If you remain dissatisfied you may write to:

 Commissioner for Public Appointments 
for NI 
Dundonald House 
Annexe B 
Upper Newtownards Road 
BELFAST BT4 3SB

 Email: info@publicappointmentsni.org

 Telephone: 028 9052 4820

Double Paying (Applicants  
from the Public Sector)
52. Applicants who already work in the 

public sector need to be aware that:

• they may be ineligible for consideration 
for this appointment if in DfC’s view 
there is a conflict of interest, the 
perception of a conflict or a potential 
conflict, between the appointment  
and their existing commitments; and,

• they will be asked to confirm that  
they have permission from their 
employer to take up an appointment  
if one is offered and the employer  
will be asked to confirm this. 

mailto:publicappointments@communities-ni.gov.uk
mailto:publicappointments@communities-ni.gov.uk
mailto:info@publicappointmentsni.org
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Annex A: The Seven Principles of 
Public Life
Public appointees are expected to uphold  
the seven principles of public life as set by  
the Committee on Standards in Public Life:

SELFLESSNESS
Holders of public office should take decisions 
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 doing so. 

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. 
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Annex B: Integrity and Conflicts  
of Interest – Guide for Candidates
This guidance should be read in conjunction 
with the information contained in the leaflet 
“Guidance on Conflicts of Interest, Integrity 
and How to Raise a Complaint” produced 
by the Office of the Commissioner for Public 
Appointments, Northern Ireland, which 
provides examples of the types of issues  
that may give rise to conflicts of interests.

All candidates who put themselves forward  
for a public appointment must be able  
to demonstrate their commitment to  
the principles and values of public service.  
One of the issues which might arise in 
relation to this is that of conflict of interest.

What is a conflict of interest?
1. Public Appointments require the  

highest standards of propriety, involving 
impartiality, integrity and objectivity, 
in relation to the stewardship of 
public funds and the oversight and 
management of all related activities. 
This means that any private, voluntary, 
charitable or political interest which 
might be material and relevant to the 
work of the body concerned should be 
declared. There is always the possibility 
for real or perceived conflicts of interest 
to arise. Both are a problem, as the 
perceived inference of a conflict may, 

on occasions, be as damaging as the 
existence of a real conflict.

2. No-one should use, or give the appearance 
of using, their public position to further their 
private interests. This is an area of particular 
importance, as it is of considerable concern 
to the public and receives a lot of media 
attention. It is important, therefore, that 
you consider your circumstances when 
applying for a public appointment and 
identify any potential conflicts of interest, 
whether real or perceived.

Surely a perceived conflict is not a 
problem, as long as I act impartially 
at all times?
3. The integrity of the individual is not in 

question here. However, it is necessary 
for the standing of the individual and the 
board that members of the public have 
confidence in their independence and 
impartiality. Even a perceived conflict of 
interest on the part of a board member 
can be extremely damaging to the body’s 
reputation and it is therefore essential 
that these are declared and explored, 
in the same way as an actual conflict 
would be. The fact that a member acted 
impartially may be no defence against 
accusations of potential bias.
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What should I do if I think  
I have a conflict of interest?
4. You will find a section on conflicts of 

interest in the application form for you to 
complete. This asks you to consider and 
declare whether or not you have a real, 
or perceived, conflict. If you are unsure if 
your circumstances constitute a possible 
conflict, you should still complete this 
section, in order to give the Selection 
Panel as much information as possible.

If I declare a conflict, does this 
mean I will not be considered  
for appointment?
5. No – each case is considered individually. 

If you are short-listed for interview, 
the Panel will explore with you how far 
the conflict might affect your ability to 
contribute effectively and impartially 
on the board and how this might be 
handled, if you were to be appointed. For 
example, it may be possible to arrange 
for you to step out of meetings where 
an issue is discussed, in which you have 
an interest. However, if, following the 
discussion with you, the Panel believes 
that the conflict is too great and would 
call into question the probity of the board 
or the appointment, they can withdraw 
your application from the competition.

6. The report on the outcome of the interview 
process which is put to the Minister will 
include clear written reference to any 

perceived or actual conflicts of interest 
or integrity issues connected to any 
candidate put forward as suitable for 
appointment. It will include sufficient 
information to ensure that the Minister  
is fully aware of any of these matters  
and can make an informed decision.

What happens if I do not declare 
a known conflict, which is then 
discovered by the Department  
after my appointment?
7. Again, each case would be considered on 

its merits, but the Department may take 
the view that by concealing a conflict of 
interest, you would be deemed to have 
breached the Seven Principles of Conduct 
Underpinning Public Life and may 
terminate your appointment.

What happens if I do not realise  
a potential conflict exists?
8. This situation may arise where the 

candidate is not familiar with the broad 
range of work which a body covers and 
therefore does not realise that a conflict 
might exist. In some cases, the Panel, 
with their wider knowledge of the body, 
might deduce that there is a potential 
conflict issue, based on the information 
on employment and experience provided 
by the candidate in the application form. 
They will then explore this at interview 
with the candidate.
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What happens if a conflict of 
interest arises after an appointment 
is made?
9. This could arise for two main reasons. The 

first is that the member’s circumstances 
may change, for example, they may 
change jobs and in doing so, a conflict 
with their work on the board becomes 
apparent. The second is where a member 
is unfamiliar with the range of the work  
of the body, but after appointment,  
it becomes clear that a conflict exists 
where none had been envisaged during 
the appointment process.

10. In both cases, the issue should be 
discussed with the Chair of the board and 
the Chief Executive of the body concerned, 
in consultation with the Sponsoring 
Department, to decide whether or not  
the member can continue to carry out 
their role in an appropriate manner and 
each case is considered individually.

11. It may be that the conflict is such that it 
would be impractical for the member to 
continue on the board, if they would have 
to withdraw from a considerable amount 
of the body’s routine business. In such, 
cases, the member may be asked to stand 
down from the board.
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