
Exception Request-Salary is at or above the SCS Pay Band 2 minimum
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This form should be used where you want to make an appointment to the Civil Service using an exception in the Recruitment Principles at any grade below SCS PB2 where the salary is above the SCS Pay Band 2 minimum. If the appointment is a secondment, the Commission’s agreement is required irrespective of whether some, or all, of the secondee’s salary is being paid by his/her permanent employer. 








[bookmark: _GoBack]
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:



4. Please provide details of the request including the exception that you are applying for (1-10), proposed start and end dates, the total length of the exception (months/years)

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




5. Brief description of the person’s proposed role.

	
















6. How did you find and select them for this role?

	






7. a)	What is the complete salary on a pro rata basis[footnoteRef:1]?  [1:  The total figure for the pro rata amount should include the base salary including all guaranteed allowances other than overseas living allowances. The figure does not need to include discretionary bonuses. ] 

b) What is the justification for paying above the Pay Band 2 limit[footnoteRef:2]?  [2:  As of August 2020, the Pay Band 2 minimum is £93,000.] 


	a)

b)






8. Why is the exception necessary?

	










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? 

	









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

	













Please submit completed forms to info@csc.gov.uk clearly stating in the subject line that this is an 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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