

[image: ]Exception Request – Appointing by Exception within 12 months 
of an earlier appointment by Exception
This form should be used where you want to appoint an individual by Exception on a fixed term appointment within 12 months of an earlier fixed term appointment by Exception.





1. Department making the request

	



2. Department contact details

	Name:
Phone:
Email:



3. Full Name, Title of Role and Grade of the Individual 

	Name:
Title of Role:
Grade:
(AA, AO,EO,HEO,SEO,Grade 7, Grade 6, SCS PB1, SCS PB2, SCS PB3 and Perm Sec)  



4. [bookmark: _GoBack]Please indicate the Exception (1-10) under which the person was originally appointed, the department to which they were appointed, along with their start and end dates and salary.

	Exception Number:
Department:
Start Date of Appointment:
End Date of Appointment:
Salary:



5. Please indicate the exception (1-10) under which you now propose to appoint the person, along with their start and end dates and salary.

	Exception Number:
Start Date of Appointment:
End Date of Appointment:
Salary:



6. Why is this exception necessary?

	









7. How did you find and select this person for the role?

	









8. Please provide a brief description of the person’s proposed role.

	







9. a) Why can’t you appoint someone permanently or on a fixed term contract, on merit on the basis of fair and open competition to fill this role? 

b) Why can’t you fill this role with an existing member of staff? 

	a)


b)




10. What succession plans do you have in place for when the exception comes to an end?

	








Please submit completed forms to info@csc.gov.uk clearly stating in the subject line that is a exception request. Please note that the Commission aims to respond to requests within 5 working days once all information required has been received. 




For information on how we collect, and what we do with your personal data, please see our privacy notices:
http://civilservicecommission.independent.gov.uk/privacy-and-cookies-policy/
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