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英國、法國高級文官考選制度參訪報告

摘 要

我國公務人員高考一級考試制度實施以來，對政府甄補高級文

官的需求，一直未彰顯出令人滿意的成效，為改進此項考試制度，

有必要借鏡歐美先進國家高級文官考選制度運作情形，爰派員就

英、法兩國高級文官考選制度進行瞭解，以作為本部未來改進公務

人員高級文官考選制度之參考。

英國高級文官之定義係包括 40 個常務次長，其次是助理司（處）

長級以上之高級文官。遴選過程係由英國文官委員會擔任監督的角

色，確保具有優異條件之候選人進入政府部門服務。由於遴選之程

序，係由各用人機關向文官委員會提出申請，經該委員會審核同意

後，交由用人機關自行辦理招募。用人機關在辦理考試過程中，亦

參採人力招募公司提供之能力評量資料，以為甄補審核之參考。

法國國家行政學院係為建立現代化及民主化之文官制度需要而

成立的培訓機構，亦為世界各國提供一套量身訂製之專業訓練課

程。原不具公務人員任用資格者，經錄取進入該學院後，即取得任

用資格。惟法國之公務人員來源，尚有由「預算、審計及公職部」

辦理之招考，或另由各部會自行辦理人才招募。

有關英國參採了高級文官候選人之心理評量測驗，並提供實際

情境之模擬測試，作為是否適任之參考依據，實有參採之價值。而

法國之考試，在考試前即公開委員之名單，雖謂考試係由多位委員

共同決定，非一位委員能決定大局，但此作法依本國國情尚不適合，

我國既有優良嚴謹的考試制度，深獲國人信賴與支持，現有考試制

度之公平、公正、公開等特性仍應維持。
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壹、前言

一、緣起

我國現行公務人員考試中，以具有博士學位始得應考之高考一

級之錄取任用資格（薦任第九職等）為最高等級之考試。該項考試

方式，依公務人員考試法第 8條及公務人員高等考試一級考試規則

規定，分三試舉行，第一試為筆試，第二試為著作或發明審查，第

三試為口試。

惟自民國九十三年訂定發布上開考試規則並辦理考試以來，或

由於各用人機關報缺意願不高，或由於應考人提交之著作不符規

定，或由於錄取後任用職等誘因不大等原因，該項考試在政府甄補

高級文官的需求上，作用成效並不彰顯；因此，如何有效改進此項

考試方式，有參考歐美先進國家作法之必要，本部爰於 97 年 12 月

10 日至 19 日派高普考試司王司長俊卿與專技考試司黃科員明昌二

人前往英、法兩國考察其高級文官考選制度。
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二、考察項目

本次赴英、法參訪，經由我國駐英國代表處、駐法國代表處聯

繫安排，訪問英國文官委員會辦公室（Office of Civil Service

Commission）、英國 MENDAS 公司僱用及評估部門(Recruitment and

Assessment Services)、法國國家行政學院(École nationale

d'administration,ENA)，以及法國「預算、審計及公職部」所屬「公

職行政處」（DGAFP）之「公務員聘用與培訓辦公室」（Bureau des

politiques de recrutement et de formation）等 4單位，就相關

業務與負責人員訪談，並進行意見交流，考察項目如下：

（一）訪問「英國文官委員會辦公室」考察項目

1.貴國文官委員會在高級文官考試中負責之業務為何？

What role does the Civil Service Commission play during

senior civil service official examinations?

2.貴國高級文官考試之應考人資格為何？

What are the qualifications for the UK’s senior

official examinations?

3.貴國高級文官考選之方式為何？

What recruitment and examination methods do you use for

senior officials?

4.貴國高級文官考試是否有其分類？

Are senior civil service officials’ examinations

separated by category?

5.貴國高級文官考試是否以公開競爭的方式辦理考試？

Are senior official examinations held as open

competitions?

6.貴國高級文官考試錄取人員之任用方式為何?

What approach to employment of senior official

examination qualifiers does the UK take?

7.貴國高級文官考試係多久舉辦一次，係定期舉行或採不定

期方式，其原因為何?
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How often does the UK hold senior official examinations?

Are they regularly or irregularly scheduled? What is

the reasoning behind the scheduling?

8.貴國高級文官考試若非採筆試方式進行？係以何方式舉

才？其錄取之標準為何？

If the UK’s senior official examinations are not

administered in written form, how are they given? What

are the qualification standards that will apply?

9.貴國高級文官考試若參照應考人之書面資料，其審核之標準

作業為何？是否對所有應考人參採甄補與評量中心

(Recruitment and Assessment Service, RAS)提供之資料，

以納入評分項目？

If the UK’s senior official examinations take into

account written materials on the candidate, what

standards are used to review qualifications? Are data

provided by the Recruitment and Assessment Service

(RAS) used for all candidates evaluation items?

10.貴國高級文官考試若以口試方式進行，參加口試之委員如

何產生？人數為多少？各委員之遴聘原則為何？各委員之

背景又為何？

If the UK’s senior official examinations are given

orally, how are commissioners derived? How many are

selected? What principles guide selection? What is the

background of a typical commissioner?

11.貴國高級文官考試若以口試方式進行，是否定有結構化之

口試評分標準（預擬各項評分項目，如專業知能、儀態、

口語表達能力等項各佔一定評分比例），若採非結構化之評

分標準，其標準為何？

If your country’s senior official examinations are

given orally, are there certain structural oral
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examination evaluation standards that will be applied ?

For example, evaluation items such as professional

knowledge and competence, conducts and demeanor, oral

expression skills,etc.? Are these factors weighted in

advance ?

12.貴國高級文官考試以口試方式進行，為維持口試評分之公

正與客觀，各口試委員是否均經過口試技術之專業訓練，

若否，其原因為何？

In the interest of fairness and objectivity of senior

official oral examinations, do commissioners undergo

professional training in oral examination techniques?

If so, please detail. If not, please explain.

13.貴國高級文官考試之總成績計算方式為何？

How is the total score of the senior official

examination calculated?

（二）訪問「英國 MENDAS 公司僱用及評估部門」考察項目

1.為何貴公司提供政府部門招募人員甄補與評量服務，這項服

務對政府部門之重要性何在？在英國是否公營機關及民營

企業都相當重視這項服務？其原因為何？

Why does your company provide recruitment and

assessment services for government organizations?

What is the importance of this service for government

organizations ? Is this service considered essential

by public agencies and private corporations alike in

the UK? Please explain.

2.貴公司提供之評量服務係由應徵者自行申請，俾於應徵時提

供僱主參考，或由僱主請貴公司為該僱主欲僱用之應徵者全

面進行這項評量？兩者在進行評量時有無差異？

Do candidates apply for your assessment services on
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their own volition as reference for the prospective

employer during the interview process? Or does the

employer retain your services to conduct a full

assessment of the job candidate? What differences are

there between the two types of assessment?

3.貴公司對一般招募人員之甄補與評量服務包含那些項目？

對高級文官候選人之評量項目有無特殊之處，以符合用人機

關所需？

What items of recruitment and assessment are offered

among your company’s services? Are assessment

criteria for senior officials unusual in any way so as

to meet the needs of employing institutions?

4.貴公司對招募人員之評量方法有那些？是否使用了任何學

術 理 論 為 基 礎 ， 以 支 持 採 行 之 評 量 方 法 ？

What methods of assessment does your company use for

recruits? Does assessment have a particular academic

theoretical basis to support evaluation methods?

5.用人機關對貴公司提供之評量結果應如何運用，方能有效甄

選出適任人才？

How should employing institutions apply your

company’s evaluation findings so that they can

effectively select the right people for the job?

6.貴公司提供政府部門招募人員之甄補與評量服務，是否曾面

臨極待突破或克服之處？貴公司目前提供之前開服務，是否

已規劃近程與遠程之目標？

What issues or obstacles, if any, has your company

encountered over the course of providing government

organizations recruitment and evaluation services?

Have you set near- and long-term objectives for the

services provided?

（三）訪問「法國國家行政學院」考察項目
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1.法國國家行政學院之招生管道為何？不同之招生管道，其考

試方式與錄取標準是否有異？若是，其原因為何？

How does the École nationale d’administration recruit

students? Do different examination and qualification

standards apply to students that matriculate through

different channels? If so, how do they differ?

2.法國國家行政學院之使命為培養高級行政官員，其課程之規

劃勢必極其重要，現職為公務員與非公務員之訓練課程是否

相同，若相同，為何未考慮兩者背景之不同，而給予相異之

訓練？若否，其差異處為何？

Given the ENA’s mission of cultivating senior

administrative officials for various important

government positions, curriculum planning is

certainly of utmost importance. Are the training

programs for current civil servants and non-civil

servants the same or similar ? If so, why aren’t the

different working backgrounds of these trainees being

considered, and different training programs applied

accordingly ? If not, then how would the training

differ ?

3.法國國家行政學院之學生中，已具公務員身分之在職人員，

考取該校後對公務生涯有何助益？若有助於陞遷，就目前法

國公務體系中，是否還有其他訓練管道有助於此？若有，該

訓練與國家行政學院之訓練課程差異何在？

What benefits does qualifying to study at EDA offer for

the careers of students already working as civil

servants? If it benefits rank promotion and

advancement, then are there other avenues of training

in the current French civil service structure with

similar benefits? If so, what differences are there

between such training and the training curriculum

offered at EDA?
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4.法國國家行政學院之培訓課程與高級文官考試(A 級)之訓練

階段，其差異何在？

What are the principle differences between the École

nationale d’administration’s training curriculum

and the training stages for the senior official

examination (Class A)?

5.法國國家行政學院培訓課程之規劃方向為何？學生中原不

具公務員身分者，經培訓課程後，如何至公務部門服務？這

些學生於受訓完成後，如何以其尚淺之行政資歷於政府部門

中擔任高級行政官員？

What is the planned direction for EDA training? After

receiving training, how do students that entered the

institution with no civil servant status go on to serve

in civil service departments? Given their relative

lack of administrative experience, how do students go

on after completion of training to perform as senior

administrative officials?

（四）訪問「法國『預算、審計及公職部』所屬『公職行政處』之

『公務員聘用與培訓辦公室』」考察項目

1.貴國高級文官(A 級)考選體制（含考試之分類及其應考資

格）為何？

Please describe the senior official (Class A)

examination and selection system (including

examination classification and related eligibility

qualifications) in France.

2.貴國高級文官考試制度(A 級)之考試方式為何?是否有相關

考古題可供參考?

What is the format or method of your country’s senior

civil service examination system (Class A)? Are

actual previous exam questions available for

reference?
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3.貴國高級文官考試(A 級)錄取人員之任用方式為何?

What approach to employment of senior official

examination (Class A) qualifiers does France take?

4.貴國高級文官考試(A 級)命題委員產生之方式為何？考試

前命題委員名單是保密或對外公開？榜示後是否公布命題

委員名單？

How are your country’s senior official examination

(Class A) question drafters selected? Is the

membership of the question drafter board confidential

or made public prior to examinations? Is the board

membership list publicly revealed after examination

results are posted?

5.貴國高級文官(A 級)之口試方式如何進行?

How are senior official (Class A) oral examinations

conducted in France?

6.貴國高級文官遴選係以通才，抑或以專才為主?

Is your country’s senior official selection largely

oriented toward general or professional knowledge and

skills?

7.貴國高級文官考試(A 級)是否定期舉辦？

Are examinations for senior officials (Class A) held

regularly in France?

8.貴國高級文官考試(A 級)是否建立題庫，俾以因應每次考

試，或於考試前再行臨時命題？

Is a senior official examination (Class A) question

bank established and maintained in your country for

use with each examination, or as a pool from which to

draw questions at the last minute prior to an

examination?

9.貴國高級文官考試(A 級)考試是否公布命題大綱，供應考人

事先知悉？

Are test question outlines for senior official
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examinations (Class A) made available in advance to

examination candidates?

10.貴國高級文官考試(A 級)考試如何處理試題疑義？試題與

答案是否公布？

How are senior official examination (Class A) test

question disputes handled? Are both questions and

answers publicized?
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貳、英國高級文官考選制度

一、簡介

英國高級文官之定義係 5%之文官，包括 40 個常務次長，其次

是助理司（處）長級以上之高級文官（如下圖一表示）。

圖一 英國高級文官百分比示意圖

高級文官5%(包

括40個常務次長

，其次是助理司

（處）長級以上

之高級文官)

其他文官

95%

英國文官委員會在高級文官考選制度的角色，是監督高級文官

之遴選過程，以確保具有優異條件之候選人進入政府部門服務。由

於遴選之程序，係由各用人機關向文官委員會提出申請，經該委員

會審核同意後，由用人機關自行辦理招募。文官委員會每年進行一

次職缺稽查工作，並監督用人機關之招募過程，以確保招募過程能

正常與公平的進行。用人機關向文官委員會提出招募之申請時，該

委員會將就招募之職缺籌組招募委員會，該招募委員會主席係由文

官委員擔任，委員會將就（1）同位階有無適任人選、（2）現任人員

是否適合陞任、（3）公民營企業中具一定專業能力及行政專長之人

員等三種途徑加以審查，決定其招募之方式。確定招募方式後即以

面試方式進行考試，而非採行筆試，有時面談可能不只辦理一次，

候選人有時也會被要求用簡報方式作自我介紹，及對擬晉用職務提

出個人之抱負與見解，另亦須參加心理測驗評估，心理測驗將模擬

真實之情境，測試候選人之溝通能力與技巧。面試委員人數為 4~6
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人，面試委員將就候選人之領導統御能力、策略思考能力及行政管

理能力進行評量，以做為是否適任之參考依據。

由於用人機關在辦理考試過程中，也會參採人力招募公司提供

之能力評量資料，所以本次特別參訪 MENDAS 公司僱用及評估部門。

該公司為英國政府認可之心理評估機構，常常會接受用人機關之委

託，針對職缺之工作性質及內容，與用人機關共同設計各項評估指

標，如領導統御、核心技術及專業技能等。這樣的評量方式，不完

全與心理有關，尚能利用測驗理論與技術，針對候選人之專業能力

以筆試進行測試評估，如此採行筆試與心理測驗量表之綜合評量結

果，提供用人機關甄補審核之參考。

二、考選組織

（一）英國文官委員會辦公室（Office of Civil Service

Commission）

英國於 1855 年設立「文官委員會」，主管英國政府部門之人事

業務。嗣後該機關經過多次演變，自 1991 年起改為「文官委員辦公

室」（Office of the Civil Service Commissioners），而成為「內

閣事務部」的核心部門之一。為配合 1995 年樞密院令而頒訂「文官

委員考試法」，其主要內容：各機關辦理文官考選必須公平，考試程

序依法令規定辦理，各機關依用人需要自行辦理考選，文官委員對

試政與試務擁有獨立監督審核權。是以，由此觀之，政府各機關雖

可以辦理考試，但必須依「考試規則」辦理，並且須受「文官委員」

的監督及追認。

文官委員之任務職掌之一是在挑選高級文官的過程中擔任主席

和監督的角色，所以，英國高級文官之考選，文官委員必擔負相當

的責任。有關文官委員在甄補高階文官時，英國政府訂有一份指導

綱領(Guidance on Civil Service Commissioner’s Recruitment to

Senior Posts)，其重要內容摘述如下：
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1. 除了任期低於十二個月者，各部或各執行機構可依據「文官

委員之甄補法典」之規定自行甄補外，其餘高級文官職位與

高級職位，均須經文官委員的書面批准

2. 除各部首長之任命外，各部與各執行機構高級職位任命之甄

補程序均由公共服務局建立，各部與各執行機構依據而執行

競爭考試，其執行係運用私人機構或「甄補與評量服務中心」

(R.A.S.)或兩者結合使用。

3. 各部或各執行機構決定從文官體系外甄補高級文官職位

時，應儘早與文官委員諮商，以使文官委員瞭解其程序是否

符合「文官委員之甄補法典」與「文官委員之高級職位甄補

指導綱領」之規定。

4. 文官委員對於文官中的領導職位、職位比重評分 13 以上之

職位、執行機構主管職位、直接為部長工作且與部長有高度

接觸之職位、專業主管職位、具公共形象之職位……等，希

望直接參與甄補程序。

5. 競爭考試結果如欲獲得文官委員批准，有關資料包括性別種

族殘障等資料均應予以蒐集，需能顯示出應徵者在甄選過程

每個階段所面對的被接受或拒絕的理由。

6. 某些少數非常高級職位，因涉及政策制定與發布，各部部長

對其甄補與任命擁有合法權力，可予以高度關切，惟需避免

個人或政治之偏見。

7.遴選結果依成績列冊，文官委員應依名冊順序批准。

8.多數高級職位之遴選小組由首席文官委員擔任主席。一般情

形如文官委員直接參與甄補程序，則由文官委員擔任主席；

若文官委員不直接參與甄補程序，則由部或各執行機構安排

推派一位能勝任遴選面談且獨立並與業務單位管理最接近的

人擔任主席。
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9.如由文官委員擔任主席，應將甄選結果以書面通知各部或各

執行機構，此一通知將是文官委員以其權威同意各部或各執

行機構有權去進行任命。

10.遴選之後進入「最後面談」，由三至四位競爭者進入此最後

階段，面談不一定在同一天進行，可分期進行；面談前主席

應與其他委員就面談結構先達成協議。

11.前述所謂文官委員直接參與是指:(1)工作與個人資格條件

草擬的影響與最後敘述的核定。(2)篩選、遴選過程以及過程

中其他方式的採行之主導。(3)競爭考試結果的書面批准。

（二）英國 MENDAS 公司僱用及評估部門（Recruitment and

Assessment Services）

位於倫敦之 MENDAS 公司，由職業心理學家所組成，專長為政府

部門提供心理測驗及心理評估，為英國政府認可之評量機構。該公

司為政府部門所設計之評估指標共分以下四大項：

1.領導統御（Leadership）

（1）為組織提出方針

（2）履行計畫

（3）面臨目前與未來挑戰所具備的發展能力

（4）廉潔的舉止

2.核心技術（Core skills）

（1）人員管理

（2）財務管理

（3）對跡象的使用與分析

（4）計畫與方案的管理

3.高階公務人員（Senior Civil Servants）

（1）溝通與行銷

（2）策略思考
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4.專業技能（Professional skills）：與從事工作有關之特定

專業技能。

上述所設計之評量指標，不完全與心理有關，在英國的心理學

家，尚能測驗出各受試者之專業能力，惟其需與政府部門先行溝通

了解該專業領域各種需求之重要性，方可著手進一步的設計。而這

方面專業技能的設計，亦為該公司近年來持續面臨且亟待提昇與突

破的挑戰。

為何前述之評量指標亦包含了專業技能一項，據該公司心理專

家表示，傳統之高階公務人員是聰明的，但聰明不足以成事，能具

備政府要求之知能才是首要。另高級文官若欠缺溝通的技巧，可能

無法有效宣示政策的執行，且高級文官除了自己部門之外，需有跨

部門之思考模式，故該公司所評估的不僅是受試者所知的事，亦包

括了受試者即將從事的工作。換言之，該公司以心理測驗的方式評

估受試者是否具備擬任工作之專業技能，並針對不同的部門量身訂

做不同的測試方式。

至於如何測試受試者之專業技能呢？筆試仍不失為一個好方

法，而且是採申論題型。惟此種筆試是測試受試者之接受資訊與提

出決策的能力，且受試者可利用筆試提出不同的決策，因為筆試應

比傳統之心理測驗（情境測驗，可能是有標準答案）更精緻，受試

者之作答過程比作答結果還重要。以下以一有關農業方面的知識為

例，如某種農作物在何種情況下，將導致較佳之生長成果，此問題

有兩個面向，其一為受試者未必被提供有關農業相關的專業知識，

即欲測試受試者如何運用他所有的知識進行判斷，其次為心理學家

與各領域專家的共同命題，注重的是作答過程而非作答結果。當然

如此做法可能會有危險，受試者可能提出了一個所有人均未提出的

決策，但此種作法經評估後仍取得較佳之結果。上述方法即測試受

試者在資訊模糊的情況下，如何做出決策因應，惟此種筆試仍應加
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上心理量表當可得出較佳之結果。

除了以上的測驗外，尚有一般常見的性格測驗（無標準答案），

此種心理測驗除了以筆試測驗外，尚可以網路進行，受試者選答「願

意」或「不願意」，這種人格特質的評估報告可以評估受試者是否具

有創新發明之能力，並可提供全面性的個性評量資料，以供面試委

員進一步了解受試者。

近年來，在評量測試之領域有一種互動的方式，此種方式正說

明了要成為高級文官，聰明並不足夠，還要有適當的特質。這種互

動式的測試，心理專家係經由用人單位提供相關之專業資訊，俾了

解受試者應具備之專業智能，模擬一個會議的情境，並向用人單位

確認保證該情境是合情合理的，並適合該招募職位的需求。如此的

情境模擬，由用人單位參與設計，前有案例可能獲致較適任之人才，

而且用人單位亦可經由本次的學習，日後之招募作業可自行辦理。

在模擬的會議情境中，受試者是主席，其他 4人是參與討論者，

心理專家在另一空間透過監視器了解受試者在會議中之處理或表現

是否得宜。心理專家透過監控之方式，其目的不僅在測試受試者，

而是與受試者一起合作，同時不希望他會焦慮擔心，而影響受試結

果。（如下圖二）

圖二 會議情境模擬圖

用人單位 心理測驗專家

模擬情境
受試者 參與討論者

專
業
資
訊

專
業
技
術
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針對英國高級文官之甄補，除了以上所述之筆試、心理測驗以

及互動式評量測驗外，面試仍不失為一項有效的工具，但這種測試

方式的目的，在於了解受試者如何在工作中發揮自己的能力。受試

者將被安排在用人單位工作一天，故受試者在辦公室與心理專家討

論工作內容，並依討論結果訂定行程表。若受試人數眾多，採用此

方式在時間與成本上是否花費頗多？該公司表示將與用人單位一起

合作，從申請表挑出適合人選，再安排時間測試。原則上申請人數

眾多，就用比較簡單、花費較少的方式先行篩選，俟篩選後人數較

少時，再以較複雜且花費較多的方法辦理。

以此種面試的方式，並非僅能一次針對一人進行測試，亦可四

至五人同時進行。其次有關受試者若與工作人員認識，是否會影響

面試之公平性？因受試內容僅有極少數人得知，此點與考試一樣均

須保密，即使提早洩露面試內容，因係由受試者們一起討論，亦無

法由一人掌控測試過程，故亦無極大影響。

MENDAS 公司所提供之評量服務，並非沒有失敗的案例，少部分

失敗的案例是因與用人單位雙方合作不夠縝密，但即使導致失敗，

用人單位亦不會回到從前之遴選方式，而是改善合作模式。早年之

英國一般公務人員之遴選，須經過此類之評估測驗，但高階文官並

未要求，近年則相反，由此可知，英國高級文官之甄補採用前述之

評估服務將是潮流所趨。

三、考選運作情形

英國對高級文官的甄補是採開放模式，允許非現職文官參與高

級文官職位的競爭，希望透過多元型態的人力引進方式，將外界新

血引入公部門；故當產生職缺時，以公開、公平之招募方式，使任

何符合條件之候選人參加，此為文官委員會甄補指導綱領之首要原

則。茲就其考選運作情形分述如後：

（一）考選機關
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英國高級文官之甄補係由各部會辦理，並在文官委員會之監督

下進行，一般公務員多已由各部會依考試法（Recruitment Code）

的規定進用，惟各部會近年已委託甄補及評量公司（Recruitment

and Assessment Services）協助招募事宜。

（二）高級文官的定義

英國之人事制度以品位分類為主，有類別與等級的劃分。其常

任文官（Career Service）區分為高級主管職群組與行政職群組兩

類。其中高級主管職群組為科長級及其相當職位以上者，含常務次

長、副次長、司處長、副司處長、助理司處長、資深科長、科長等

7級，高級文官（senior civil servants）係指常務次長（一等）

至副司處長（五等），招募及薪俸均由政府統一規定，科長並不包含

在內。除高級文官外，其他公務人員僅有新進人員之招募，並無介

於中間層級相當 9 職等科長級以上人員之遴選，其進用方式及薪津

均由各機關自行決定。部分高級文官職缺擴大到對外公開競爭，其

特色如下：

1.均為高級事務官之身分，不包括政治任命或政治職文官。

2.受首相或部長任免，但不與其同進退。

3.最高職務為常務次長，均不得陞任或任命為政務官

4.地位顯著，素質優，社會評價高。

（三）考選方式

英國高級文官職務產生空缺時，其候選人之遴選依據將依以下

三來源而決定：

1.同位階是否有適任人選

2.現任人員是否有適任人選

3.對外進行招募

職缺之甄選方式，最終由高階領導人委員會決定，若三個方式

均適合，通常僅會採取一種方式，當決定某種方式後，則不會另採
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其他方式。由上可知，部分高級文官也有可能採行對外招募，因文

官委員會認為現有文官體系接受外來之挑戰，具有正面的效果，由

體系內與體系外之人員一同競爭，係基於有助體系良性發展之考

量，此與傳統觀念須由低階往上進陞是不同的，但部分如常務次長

之層級，因存在安全查核之因素，仍需由現任人員中遴選較妥適。

由於高階文官之篩選，在招募廣告中已明訂候選之資格標準，

故若獲准面試，即已符合初步之需求，接著將就心理層面進行評估。

評估之標準就其以下三種能力加以考量：

1.領導統御能力

2.策略思考能力

3.企業管理能力

除了以上能力外，其經歷之管理績效，亦為相當重要之評比項

目。由於最高階之文官職位，有時不太有人主動申請，所以亦有可

能會諮詢人才招募顧問，查看是否有對該職位表達興趣或願意接受

挑戰的人選，再由招募委員會主動徵詢。前述之招募顧問來源，即

所謂「獵才公司」（人才招募諮詢公司）。用人機關發布相關訊息後，

該等公司出具提供諮詢能力之條件，共同參與競爭，俟用人單位決

定與那家公司合作後，呈報面試委員會核定。

在評選過程中，可能不只一次的面談，候選人並須自行以簡報

表達對該職位的抱負與期許，且應接受心理測驗評量。面試委員有

4 至 6 位，其中一半之委員先為候選人進行面試，另一半之委員再

為候選人進行第二次的面試，經過兩次的面試後，全部委員們再集

中進行討論。一般而言，文官委員會之委員均為面試委員會之主席，

而所有委員中，可能有一位是具有特殊專長之教授，而常務次長層

級之遴選，則會有具公務人員身分之政府首長擔任委員。前述之面

試方式，只是一般基本之遴選方式，有時在正式遴選程序中會先進

行 15 分鐘之面試後，先挑選出四分之三之候選人進行第二次面試，
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再視情形選出一定比例再做第三次之面試。

此種遴選過程全部採面談之方式，而無所謂之紙筆測驗，有時

亦要求候選人提供書面報告（包括個人對未來之理想與挑戰等），做

為審查依據。至於心理測驗方面，將測試候選人是否具有擔任此項

工作之心理特質、溝通能力與技巧等，或輔以候選人情境模擬之測

試，藉以進行評估。至情境模擬之評量指標，將視不同之職位而有

相異之要求，主要仍依候選人是否具有與民眾溝通之能力特質而

定。面試之評分標準，係依原已設定之評分等級進行考評，惟仍視

不同之工作性質而異，通常文官委員並不加入評分，僅係扮演監督

之角色。且候選人參加面試並無需繳交報名費用，僅應負擔評估報

告之費用而已。其評分等級如下：

（A）傑出

（B）很好

（C）可接受

（D）未達標準

（E）無法接受

綜上所述，英國高階文官之遴選程序大致如下：

1.核定職缺內容及資格條件。

2.處理廣告刊登與相關規定之運用。

3.獵才公司擬定應試初選名單。

4.各部會、文官委員會辦公室代表（委員）與獵才公司一同篩

選複選名單。

5.提列委託範圍（屬初審事宜）。

6.視情形執行複審項目（如個別心理評量），並向面試小組提報

結果。

7.面試小組對候選人進行一小時之面試，在某些特殊情形下，

候選人須在面試過程中進行相關匯報，面試無既定形式，亦
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非僅執行職能或行為導向之測試。

另按其實際作業之運用，經彙整如下頁圖三所示。



事先協議決定那些高級文官職位適合運用到

遴選流程
計畫招募程序

顧問簡介

決定遴選程序跟日程表
與相關部會面談
需求確認

工作說明書
於適當的地方實施初步調查

資訊公開

報章媒體
留意應徵者的種族情況
21

圖三 高級文官遴選流程

檢查應徵者的資格

正式實施遴選程序

及時提供委員應徵者的簡介及背景

考慮一般大眾對高階文官的遴選標準

12-15 分鐘長時間面試

挑選出 3/4 進行第二次面試

對於錄取者或未錄取者均敘明理由

選出一定比例再進行第三次面試

通知

通知未錄

每位面試者均

傳



錄取資格之保留事
選項

初步面談

評量中心

與心理學者面試
資格不符者

請 更
圖

取者 進

項

第二次面試通過者提供
一步的個人詳細資料
第三次面試

做詳細的紀錄報告
送報告

通知錄取者



22

四、各種招募人才之評鑑方法檢討

英國文官委員辦公室為協助公部門改善遴選及聘用最高階人員

的方式，並期望能確認他們制定的過程以及各公部門或機構聘用員

工所使用的評鑑方法是最有效的，以鑑別出最有價值的應考人，曾

委託 Cliver Fletcher（註）教授展開一項研究計畫，定名為「有

效遴選高級文官之研究」；根據該研究報告的發現，用「效力」、「公

平性」、「對候選人的影響」及「成本」等四種標準，來審視各種不

同招募人員評鑑方法的有效性時，各種方法的平均效度如下表：

（說明：相關係數 1.0 代表最佳預測【從未達到】，而 0.2、0.4、

0.6 左右的相關係數分別代表低【但仍可有用】、好、高的效力。）

註：Clive Fletcher 教授是人事評鑑有限公司的總經理。他曾在倫敦大學

Goldsmiths’學院擔任職業心理學教授，即使後來離職至私人公司服務，仍有榮

譽教授的頭銜。他也是 Henley 管理學院的客座教授。投身學術界前，他在英

國政府工作近七年。他是有執照的職業心理學家，也在相對少數的心理學家中，

獲選為英國心理協會(British Psychological Society)的研究員。

Clive 有近 200 篇論述工作環境中的心理評鑑文章，發表於書、合集、期刊、研

討會。(近期作品可見 www.personnel-assessment.com)他在很多私人機構和政府

部門擔任諮詢和顧問的職務，目前他擔任內閣辦公室和國家醫療評鑑中心的顧

問，並在防禦科學顧問會議擔任獨立會員。他在評鑑領域的學經歷，廣獲國際

認可。他受邀在歐美的研討會發表論文，同時也是美國及其他各地公司的科學

顧問委員會成員。

招募評鑑方法 與績效評量間的相關係數

結構式面試 0.44 - 0.56

認知能力測驗 0.40 - 0.50

評鑑中心法 0.37 - 0.43

人格問卷 0.40

工作樣本測驗 0.32

個人檔案 0.30 - 0.35

推薦函 0.25

非結構式面試 0.14 - 0.33

http://www.personnel-assessment.com/
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然而，實際進行招募時很少只採用單一評鑑方法，即使在最低

階級，通常至少有面試與推薦函兩種招募方式；而且，在一定程度

上，各種不同的評鑑方法若結合使用，將可增強效力，例如，結構

式面試加上心理測驗一起使用，通常能達到 0.63-0.65 左右的效力。

另外，該研究在各種不同的評鑑方法上，尚有以下主要結論：

（一）面試

1.面試類型的標準化越高，而且面試時間越長，則效力會趨

於越高。

2.不管有多少面試結構，面試官的培訓會造成差異。

3.小組面試的效果低於或不高於連續進行的一對一面試。

4.無證據顯示結構式面試有不公平的偏見，但非結構式面試

較其他評估方法更有可能面臨法律挑戰。

5.應考人大多會很積極回應主考官的詢問。

（二）心理測驗和問卷：認知能力測驗

1. 很多研究報告調查了成千上萬的應考人與廣泛的工作類

型，蒐集到的證據幾乎都顯示，認知能力測驗是預測未來

工作表現的最佳工具之一。

2. 一般而言，高階主管當然須要高度的一般心智能力，但要

到多高的程度？門檻的設定標準很可能隨著工作和職務的

不同而異。

3. 使用認知能力測驗時，若應考人是一群有名校學位和傑出

經歷的人，其價值可能較小，若應試群有多元的背景和學

術成就或工作性質經歷，即使是高階人員的招募，特別是

對智力有要求時，則認知能力測驗將可提供更多的貢獻。

4. 認知能力測驗沒有特別受到應考人的歡迎，若測驗的目的

與方式有經過解釋，而且提供表現的回饋，應考人在面對
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測驗時態度會更積極。

5. 認知能力測驗對每位應考人只需要幾英鎊的成本，是現有

最具成本效益的評鑑方式。

（三）心理測驗和問卷：人格問卷

1. 人格問卷在英國被廣泛的使用。皇家人事與發展機構

（CIPD）於 2004 年的人力招募、保留與流動的調查中，顯

示有 46%的研究機構在使用，相較之下，有 43%使用評鑑中

心法，53%使用認知能力測驗。然而，公部門組織使用的數

據各只有 36%、48%、52%。以英國來說，從 2002 年開始增

加使用測驗和問卷，同時減少使用評鑑中心法。

2. 證據顯示人格測驗能預測行為和表現，並產生有用的關

聯，但不如認知能力測驗有效。然而，那種個性因素才是

評量中最重要的，這點並不明確，且會因不同的工作而異。

3. 人格問卷很少在族群上顯示出差異，但在性別上卻表現出

差異，這似乎反映真正的差別在於行為與自我意識。

4. 應考人對人格問卷的反映，就如同認知能力測驗一樣。應

考人在個性測驗中若有造假情事，似乎整體上也不會特別

減損評量的效益，或許是因為高階文官應考人常充分保持

自信，並誠實直接的表現自己。

（四）申請書、推薦函、個人檔案

1. 申請書常是首先篩選的機制。它常用於收集應考人基本

資料，但也擴展到蒐集評估個人能力的資料。證據顯示，

特定的結構式自我評估表，與推薦人的評鑑會產生關

聯，並可能有些參與遴選的價值，不過，單憑申請書很

難達到有效的數據。
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2.使用結構式推薦函較傳統型推薦函會有適度的效力呈

現。推薦函在證明應考人有其主張的資格上是越來越重

要，但卻又越來越難取得，因為法律已改變─允許應考

人看信裡寫什麼並提出異議，若推薦函包含錯誤或查無

實證的陳述，足以傷害一個人的名譽，則應考人可提出

訴訟─此外，雇主沒有法律上的義務需要提供推薦函；

因而，現在推薦的作用除了確認個人於一定期間有工作

紀錄外，雇主不太願意再做其他敘述了。

3.個人檔案是個名稱，在應考人的基本身家資料基礎下，

用來預測未來表現的統計工具。其內容可包括「硬」檔

案（如就讀學校、學術成就等）以及「軟」檔案（如個

人喜好、興趣等）。為了塑造有效的個人檔案評量，須先

蒐集資料，然後統計分析何種因素與之後的表現相關，

這顯然是相當精密的行動，但不保證成功。

（五）評鑑中心法與工作樣本測驗

1.一般對評鑑中心法抱持正面評價，認為此方法在性別或

種族上並無負面影響，但有爭議的是，此方法在領導力

上，無論是其表現的領導力之基本模式，以及就能力與

行為而言所陳述的方式，還是帶有男性主導的觀點。

2.工作樣本測驗和情境模擬法是評鑑中心法的一大部分，

但它們也可作為單獨使用的工具。工作樣本測驗也常被

認為是公平的，而且在某些案例中可做為傳統認知能力

測驗之外的另一選擇。例如，建立收文或類似的個人決

策演練，藉以評估智力與能力，並以實用的方法，應用

在組織所關切的真實議題上做為樣本。

3.評鑑中心法有高度的「面對效力」－也就是，它看起來

就像在測量相關工作行為，一般來說，應考人會正面看
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待評鑑中心法；然而，它會對失敗的應考人造成長期不

利的心理影響。特別就高階管理群而言，評鑑中心法較

少吸引力，特別是這層應考人較不希望自己的候選資格

為人熟知。此外，少部份應徵高階職缺的應考人，可能

因人數太少，以致於無法設置評鑑中心法，較適用的方

法是個別決策演練，因為在大團體中，比起心理測驗，

它較不會使候選人揭露太多個人資訊。

4.工作樣本測驗對候選人來說，同樣有可信度和可接受

度，作為單獨使用的工具，在遴選程序中，包含面試或

人格問卷應該較便宜，特別若是它是被成套收買（如同

很多實境模擬演練可做到的）。

這項研究報告最後並提出以下之建議，俾提昇測驗的效力：

1.以精確且有系統的敘述手法來說明工作內容、資格條

件，至少部分是依據相關職能。

2.評鑑方法不再只有面試－還有心理計量測驗，以及條件

許可下的工作樣本測驗。

3.面試至少有部分包含結構式行為焦點訪談的方法，以及

較長的訪談時間。

4.對面試官進行各種新的任用方法的訓練。
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參、法國高級文官考選制度

法國的政治體制是採中央分權制，傳統文官甄選方試，並非由

某一機關固定辦理考試，各用人機關均可自行舉辦公開之人才招募

考試；惟各機關辦理之考試雖尚能維持公平公正，但是，中央政府

之高階文官難免會因出身於自己部會的考試，且經此部會中成長，

而有形成特定團體利益集結與門戶之見及養成較強本位主義，致使

各部會中高階文官間很難合作與協調等缺陷。

嗣國家行政學院成立，利用統一的考試與培訓，甄選出同質性

的一群人分散至各部門，除可藉以打破門戶成見外，更有助於政府

政策擬定與協調過程的順暢，提高政府內部的整合性。因此，本次

考察參訪機關選擇「國家行政學院」及「預算、審計及公職部」，藉

以從不同面向深入瞭解法國高階文官考選制度。

一、國家行政學院

法國公務員的官等體系，由上而下分為 A、B、C、D四個等級；

雖然 A級官是公務員體系中的最高層級，但卻不等於是最核心的高

階文官，真正核心的高階文官是享有最高決策權，而且就一般行政

官僚體系而言，他們都是通過「國家行政學院」之考試與訓練，然

後再經歷多年的公職實務經驗，最後才能晉升為最高階的公務員。

因此，要瞭解法國高級文官考選制度，對法國國家行政學院的組織、

功能、招生程序、應考資格及相關的訓練期程、內容等加以探討是

有必要。

（一）國家行政學院（ENA）組織概況

法國為達到以民主、公開透明的制度來遴選並培訓具有公共管

理及各領域專業才能的國家級高階公務員，於 1945 年由戴高樂所領

導的政府頒佈法令成成立「國家行政學院」，它隸屬總理府，設院長

一名，其下分設有秘書處、學務處、實習處、永續培訓暨研究處及

國際關係處等五個部門，永續培訓暨研究處下另有設行政研究暨專
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業中心（CERA）。目前該學院擁有兩座校區，校本部位於史特拉斯

堡，另一校區位於首都巴黎市。ENA 大約有 200-220 名工作人員，

惟僅設 2名常設教師，分別負責法語教學及體育，另聘超過一千名

客座教師負責教授相關課程，此外，還設有行政理事會，其成員來

自國民議會、參議院及歐洲議會，主席則由行政法院（Conseil d’Etat）

副院長（最高行政文官）擔任，理事會主席及成員係由部長會議

（Conseil des Ministres）依法任命。法國多名政治人物如前總統

席哈克、前總理戴維班及社會黨前總統候選人華雅爾女士等均出自

該校。

（二）國家行政學院（ENA）功能

國家行政學院的組織功能為：

1.培育法國國家級與世界級的高級公務員。

2.短期與長期培育精進法國語之外國公務員。

3.以跨校、跨行政部門、跨地域或跨國合作等方式，使學生得

以接觸實務之公共管理與行政事務。

4.專門出版發表以行政科學為主的學術文章。

5.訓練學生熟悉歐洲問題及準備各種考試。

另該校在培訓學生時，非常重視下列兩個前提：

1.專業前提：依照公部門所需求的領域，以一種全方位與跨部

會的目的，培訓學生具備法律、公共金融、應用經濟、歐洲

與世界問題研究、公共政策之地域整合、國家行政電腦化等

方面之專業知識。

2.公共行政前提：主要是針對在持續變化中的環境，傳授團隊

管理、計劃管理、集體效率監測與評估、成本控管與人力管

理等方面的知識。

在這兩種教學前提下，國家行政學院的學生得以透過觀察、

個案研究追蹤和情境模擬行使職責等學習方式來建構學習內
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容；另外，再配合聘請具有專家知識及團隊管理等實務經驗

的教學主講人，來充分幫助學生，因而使國家行政學院成為

一所應用學校，可以培訓出具備充分專業知識兼管理才能的

行政官員。

法國國家行政學院對歐洲及國際的開放是其辦學計畫的一個

重要軸心，這一開放的體現形式，不僅是接納外國學生和培訓學

員，而且也包括在國外完成專家諮詢與支持任務，這是兩項發展

迅速的業務。接納外國學生和培訓學員是國家行政學院自成立以

來一項始終如一的工作，學院於 1949 年接納了第一名外國學生

後，近 1990 年以來，其國際長期班便已錄取超過 700 名外國學生，

這些外國學生曾與國家行政學的學生共享學業課程，如今已回國

擔任重要職位。

法國國家行政學院為外國學生開設齊全而多樣的課程，其對

象既可以是年輕大學生，也可以是資深公務員。學校為此提供以

下三項長學制課程，課程教學在史特拉斯堡進行。

1.國際長期班（18 個月）

2.國際短期班（9個月）

3.公共管理國際班（6.5 個月）

其中國際長期班（18 個月）與國際短期班（9 個月）有助於

來自五大洲的外國學生與法國學生之間進行難得的經驗交流，另

公共管理國際班（6.5 個月）的學生亦來自不同國家，也能從此種

知識與實踐的可貴交流中獲益。

（三）國家行政學院（ENA）招生有關規定

1.考試類別

進入國家行政學院接受基礎課程訓練的主要管道，是參加國

家行政學院每年定期舉辦的（1）外部考試，（2）內部考試，

（3）第三考試等三類入學考試。不過，任何人報考這三類考

試中任一種考試均不得超過三次，且報考這三類考試的總次
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數不得超過五次。

上述三種入學考試的報名期限、考試日期與其他相關事宜，

國家行政學院會公布在每年三月份出刊的法蘭西共和國官方

公報上，在公報公布報考日期之時，國家行政學院即可受理

報考申請。至於報名的方式，也會詳細公布在國家行政學院

的網站上，應考人除可線上報名外，亦可於網站上下載報名

資料，填寫完成後再將報名資料以掛號信件郵寄至位於史特

拉斯堡校區之受理考試部門；或報考者可親自將報名表件拿

到上述同一地點。

2.應考資格

有關上述各種考試之應考資格概述如下：

（1）外部考試：

參加外部考試的考生必須具有法國國籍，或擁有歐洲聯

盟會員國之一國籍；在考試當年一月一日時，年齡必須低於

二十八歲；且至少必須持有一個大學、商業學校、工程學

校、師範學校或各種政治研究院等高等教育學歷文憑（相

當於大學畢業）。

（2）內部考試：

參加內部考試的考生必須具有法國國籍，或擁有歐洲聯

盟會員國之一國籍；在考試當年七月一日時，年齡不得大

於四十歲；且必須提出在考試當年十二月三十一日於包括

地方政府、公務單位或跨政府組織等公家機關服務滿四年

（不包括各種實習）之證明，但沒有學歷文憑的要求。此

類考生有大學教授、中小學教師、派駐地方官員、中央政

府各部會官員、軍人、醫院院長或博物館館長等。

（3）第三考試：

參加第三考試的考生必須具有法國國籍，或擁有歐洲聯
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盟會員國之一國籍；在考試當年七月一日時，年齡不得

大於四十歲；且必須提出在考試當年七月一日是非公務

部門授薪人員或民選官員（包括全國性或地方性）至少

一項或多項服務屆滿八年之證明。此類考生通常為醫

生、記者、管理人員、企業高階人員、顧問、行銷主管、

民選官員等。

3.筆試應試科目

依據 2006 年三月二日公布之法令規定，國家行政學院各種

入學考試筆試科目種類、考試時間以及各科目之比重如下

表：

科目名稱 外部考試 內部考試 第三考試

試題題型 申論題
根據一份檔案

撰寫報告

根據一份檔案

撰寫報告

考試時間 5小時 5小時 5小時
公共法

比 重 4 4 3

試題題型 申論題
根據一份檔案

撰寫報告

根據一份檔案

撰寫報告

考試時間 5小時 5小時 5小時
經濟學

比 重 4 4 3
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試題題

型
申論題 申論題 申論題

考試時

間
5小時 5小時 5小時

一般文

化

比 重 4 4 3

試題題

型

根據一份檔案

撰寫報告

根據一份檔案

撰寫報告

根據一份檔案

撰寫報告

考試時間 5小時 5小時 5小時

歐盟相

關問題

或社會

有關問

題 比 重 4 4 3

名 稱

1、外國語（兩

種語言翻

譯）：德文、

英文、古典

現代阿拉伯

文、中文、

丹麥文、西

文、現代希

臘文、希伯

來文、日

文、荷蘭文

與俄文。

2、技術科目：

公務法、民

法、刑法、

人文經濟地

理、歷史、

政治學、社

會學、企業

財務與會計

管理；資訊

與通信科

技、數學、

統計學。

1、中央行政單

位與各部門

之管理

2、地方各單位

之管理

3、公務機關之

管理

4、教育系統之

管理

1、組織社會學

2、企業管理

3、地方單位管

理

4、社會關係

考試時間 5小時 5小時 5小時

選考科

目

比 重 2 4 3
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4.口試評分項目

評分項目 外部考試 內部考試 第三考試

考試時間 三十分鐘 三十分鐘

準備時間 十分鐘 十分鐘
公共財

政

比 重 2 3

考試時間 三十分鐘 三十分鐘 三十分鐘

準備時間 十分鐘 十分鐘 十分鐘
國際問

題

比 重 2 3 3

考試時間 三十分鐘 三十分鐘 三十分鐘

準備時間 十分鐘 十分鐘 十分鐘

歐盟相

關問題

或社會

問題 比 重 2 3 3

考試時間

三十分鐘

進行非考生

所選的考試

語文朗讀、翻

譯與對話

三十分鐘

朗讀、翻譯與

對話

三十分鐘朗

讀、翻譯與對

話

準備時間 十分鐘 十分鐘 十分鐘

外國語

文

比 重 3 3 3

考試時間 四十五分鐘 四十五分鐘 四十五分鐘
面談讓

主考官

觀察考

生的性

格與入

學意願

比 重 6 6 6

體育 比 重 1 1 1
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5.錄取名額

上揭三類管道錄取名額不定，每年約有 2,500 人報考，共

錄取 80~90 人（以 2006 年為例，外部考試錄取 45 名，內部考

試錄取 36 名，第三考試錄取 9名），一經錄取則具有公務人員

資格，外部考試錄取者，於受訓期間可實領月薪 2,100 歐元。

（四）國家行政學院（ENA）入學準備考試

由於上述三種國家行政學院入學考試範圍很廣，應考人必須

具備廣泛的文化素養，並且須要深入瞭解經濟、公共法、公共金

融、各種社會問題、國際問題與歐洲問題等議題，通常應考人都

需要有一至二年的考試準備，國家行政學院為使應考人得以熟悉

入學考試試題（申論、試題紙格式、如何與主考官面談等等），

在巴黎市與各地方設有共十二個特約準備考試機構（大多為政治

研究中心與特定的幾所大學），提供應考人準備考試相關資料。

國家行政學院會定期舉辦內部考試與第三考試之預備考試，

其辦理情形分述如下：

1.內部考試之預備考試

欲報考內部考試之現職公務員可以選擇全天上課或函授等

兩種方式準備考試。

（1）採函授方式準備者：

得向國家行政學院之經濟管理與發展研究院購買準備

考試須知及相關講義，並利用中午與晚間配合經濟管理與

發展研究院函授進度準備；另外，此類應考人亦得申請七

月份舉辦的快速準備考試方案與密集衝刺方案。

（2）採全天上課方式準備者：

可於每年十月份到隔年考試當年一月份，以網路線上

或索取紙本資料方式向國家行政學院報名。國家行政學院

會根據報名者所具備之資格條件予以分類審核；通過者，

除了國家行政學院會參考其志願分發到七個考試準備中
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心，進行為期一年或兩年由國家行政學院統籌之預備考試

科目之研習外，期間亦得申請津貼補助與各種獎學金。

進行為期一年課程研習者，應具備之條件為：

A.須具備公務員身分或擔任公職屆滿四年

B.須具備教育部頒發之基本文憑、三級文憑、高等教

育文憑或國外相當於法國高等教育文憑

C.須結業於有 A等級公務員身分學校之經歷

D.於申請當年的七月一日年齡不超過 39 歲。

進行為期二年課程研習者，為所有不具備上述 B項文憑及

於申請當年的七月一日年齡不超過 38 歲。

2.第三考試之預備考試

除了申請人須於私人機構服務或擔任民選官員屆滿八年

外，其他條件規定與申請內部考試之預備考試者大致相同。

至於欲參加外部考試者之準備方式，應考人得向國家行政

學院之經濟管理與發展研究院報名函授，經濟管理與發展

研究院將販售相關講義。

（五）錄取人員之培訓

由於國家行政學院以歐洲的行政管理第一學府自許，並且以

於各地各階層執行國家政策自勉，故在訓練課程的設計上，不但

要培養有能力確保國家機器良好運作之行政官員，且要使得畢業

生擁有思考與預設各種狀況的能力，亦即，其訓練學生以專業與

管理、理論與實務等為重點。

因此，三種考試管道之應考人在通過考試後，需接受為期 27

個月包含上課及實習的培訓課程。另外，受訓學員在校期間會接

受三次性向測驗，第一次在學員入學後不久，第二次於學業當中，

最後一次在學業結束之前；這可使得學員很清楚自己未來職業生

涯的方向，因而，畢業生在選擇出路時，大都以部門團體為方向，
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而非以職位為考量。

有關上課課程，是於每年 1 月開始，其主題可分為歐洲、本

國領土及公共管理三階段，每階段各 8 個月，最後 3 個月為專業

選修，學生可選擇加強國際、經濟暨財政、社會、國土及法律等

方面議題。

至於實習，因其目的是為使學生在結業後即可自如應對各種

面臨的狀況，故實習都以分發到各部會實際參與工作，並由相關

部會高階官員擔任指導員。

（六）學員身分與薪給

應考人自考上國家行政學院後，便享有公務員身分，為實習

公務員，因此享有國家公務員薪俸，同時學員也應當履行公務員

的義務，在結業之後，均應在公家單位最少服務 10 年。有關學員

的薪俸約如下：

1.通過外部考試學員 1,370 歐元/月

2.通過內部考試學員 2,100 歐元/月

3.通過第三考試學員 2,100 歐元/月

（七）學員出路

國家行政學院結業生得在法國與法國以外的國家選擇多達

十一種不同類別的工作，在不同類別的工作間，不但可以相互

流動調任，整個公職生涯的經驗與資歷亦可累積。結業生可以

選擇的工作類別有下列數種：

1.高等司法人員

此類別的工作內容又可分為：

（1）法國最高行政法院助理辦案員，其資歷較淺者，均於

訴訟部門開始辦公。

（2）法國審計院助理稽核，其工作是審查公部門會計單位

所記的帳。
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2.監督團成員

此類別的工作內容又可分為：

（1）財政視察（身分為副稽查員），擔任此職務者，得參

與各種行政部門與金融單位的稽查、核對與檢查任務。

（2）行政體系整體工作視察（身分為副稽查員），擔任此

職務者，得參與各種行政部門與金融單位的稽查、核

對與檢查任務，且多半為內政部裡的稽查工作。

（3）公司整體事務視察（身分為副稽查員），擔任此職務

者，掌握著國家社福行政部門（包含社會保險）之機

能。

3.外交領事使節團

在外交領事使節團工作的身分為外交事務顧問，擔任此

種職務者，大多服務於法國駐外外交單位（大使館或領事

館），但其公職生涯中也有部分期間，會參與外交部中央行

政的運作。

4.行政審判與地方審計法院顧問

（1）在行政法庭擔任顧問，負責司法裁量的工作。

（2）在地方審計法院擔任顧問，負責地方行政區及其所

屬相關機構帳務審查工作。

5.內政官員與專區區長

（1）內政官員團團員：國家行政學院將近一半的結業生

會被延攬到各個部會或中央政府秘書處。負責準備

法案及執行政府政令。

（2）專區區長：內政官員團團員隨時得派駐至省級單位

擔任部門官員，省或專區區長、秘書長。

6.巴黎市行政部門官員團

擔任此項職務者，即為巴黎市行政團隊的一員。



38

二、預算、審計及公職部

法國公務人員之進用，除了國家行政學院的管道外，各部會

亦可自行辦理人才招募，現今法國之整體公務員中，約有 48%之

人員係由「預算、審計及公職部」（以下簡稱「公職部」）所辦理

錄取的，故同一部門之公務員可能參加不同主辦考試單位所辦理

之考試分發任用，考試分發係依名次排序。

法國「公職部」之成立，係因法國規定所有涉及公務員事項

之法案，凡是會發生直接或間接之預算效果者，必須經由財政部

部長副署，但是除了與預算相關之統合管理外，仍有其他需要統

合之事項，所以自 1945 年創設了一個嶄新的統合組織，並經多年

之演變至當今的「公職部」。

公職部通常一年舉辦一次考試，每次辦理之考試均分筆試及

口試，先進行筆試，筆試通過後再進行口試；部分性質特殊之考

試（如警察考試），以前亦針對體能進行評定，惟現今已取消該體

能測驗；部分考試亦會參採心理測驗之報告，以為遴選依據。

通常筆試科目依職務性質而異，大致約有 2至 3科，目前仍

研擬再減少筆試科目；試題則均為臨時命題，並未建立題庫；另

傳統之考試科目中，除了專業能力外，較注重應考人之文化素養，

因年輕人缺乏文化資本，且法國國家政策是包容各種移民與世

代，所以將法國歷史列入考試科目，對新移民來說是困難的，近

來擬放寬文化的限制。

筆試評閱結束後，部分應考人得以進入第二階段之口試，惟

此部分由委員決定其比例，並非固定，故委員們掌有極大的權力。

口試並無結構化之評分項目，口試委員在進行口試前先商定評分

之項目，即不同的考試可能有相異之評分項目，隨即訂定評分標

準。同一考試區分若干組進行口試，若各組平均分數存在差異，

則進行分數的調整，使各組平均分數趨於一致，倘由兩位以上之
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委員評閱不同應考人之同一筆試科目，亦採用前述之方式予以調

整，俾達到其所謂形式上之公平。口試成績所占之百分比，並無

規定，視錄取人數決定錄取標準。

在法國委員名單是公開的，而且在考試前即已得知，因其係

由一群委員共同決定試題，非由一人決定，雖存在委員是否應迴

避之疑慮，但完全相信委員。命題、閱卷委員如此，口試委員亦

相同，口試委員在口試前經過訓練後，加上原已具有的專業，3

至 4名委員一起面試，亦無法由一人操縱評分結果，其或許為法

國能完全公開委員名單之原因。

應考人在考試後若對試題有疑問亦可提出試題疑義，考古題

被公布供應考人參考，試務委員會亦予網路上提供較好之作答內

容，但其並非官方之答案，僅供參考。榜示後應考人若對評分結

果不服，亦可依規定提出行政救濟，試務委員會將先視評分是否

錯誤，或存在任何人為或形式上之疏誤，原則上均尊重委員之專

業性，此點與我國頗為類似。
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肆、心得與建議

本次赴英、法參訪，各項行程由外館悉心聯繫安排，得以順利

拜會，實地與相關機關代表會晤，深入訪談並相互交換意見，獲益

甚多。有關本次參訪心得與建議如下：

一、目前我國國家考試之辦理方式有筆試、口試、測驗、實地考試、

審查著作或發明、審查知能有關學歷經歷證明等，上述各種方

式業已供現今各項國家考試之舉行，且行之有年，為國選擢無

數人才。本次參訪英國高級文官之考選制度，瞭解到該國之考

選機制中，採用了心理評量測驗此一方式，該方式並提供實際

情境之模擬測試，作為是否適任之參考依據，實具我方參採之

價值。雖然目前我國採用之團體討論，類似模擬情境，但英國

之實際情境之模擬，並未侷限於會議中的討論，舉凡公務職場

中所可能遭遇之情形，均在其模擬之範圍。心理評量測驗之運

用於高階文官甄選，其目的即在於高階文官之遴選標準包含了

心理層面，而非傳統紙筆或口試的方式可測得，國家考試若能

採取此種測量評選方式，將是國家考試之一大突破。

二、英國高級文官之考選均以面試辦理，無紙筆測驗，用人機關委

託人力召募公司協助辦理甄補作業。人力召募公司依其與用人

機關商討後之資訊，設計一套篩選方式，以期能選出最適任之

人才。人力召募公司經與用人機關會同測試所有候選人後，提

出報告於用人機關，該份報告雖包含所有候選人經評量後之成

績排名，惟提供於候選人之報告係屬候選人與擬任職務之間的

比較，而非全部候選人之排名，簡言之，即為候選人與擬任職

務之間適任性的分數。基於此種觀念之啟發，對長久以來以筆

試之分數結果做為名次排列依據的國家考試，建議適度加入適

性評量測驗，在現有的考試技術與考場設備下，若能加入前開
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測驗評估結果，當能舉拔更適任之人才，蔚為國用。

三、目前我國各項國家考試所遴聘之委員名單，均未予公布週知。

按典試法及其施行細則之規定，該等人員之資格、職責、迴避

及嚴守秘密等事項，均應受其規範。而法國於考試前即公布命

題委員、閱卷委員或口試委員之作法，依本國國情尚不適合。

另法國有關試題疑義之處理，與榜示後應考人採取救濟之作

法，與我國類似，顯見我國國家考試常久以來，除能維持其公

平公正之原則外，其嚴謹的制度亦能與先進國家同步，深得信

賴與支持。

四、當今我國國家考試採行口試之作法，依口試規則第 3條之規定，

得依考試等級、類科、應考人數、時間分配，分組舉行。無論

個別口試、集體口試或團體討論，均明訂其評分項目及配分，

且應考人之口試成績，以該組口試委員評分總和之平均數為其

個別口試、集體口試或團體討論實得成績。惟口試委員均尚未

能具備口試專業之訓練，又或因個人之主觀評分因素，導致應

考人為分組進行口試，有評分標準不一，致考試不公情事產生

之質疑。法國考試階段之口試，如採分組辦理，將依各組之平

均分數予以調整每位應考人之分數，使各組之平均分數為一

致，此種作法對於解決前開質疑情事，容或有酌衡借鏡之價值。
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PART 1: INTRODUCTION

Purpose of Guidance

1.1 This is a procedural guide for departments and agencies on carrying out recruitment from
outside the Civil Service for those senior appointments which require the approval of the Civil
Service Commissioners. It replaces the previous edition of this guidance dated April 1999.

1.2 It is in three parts:
 Part 1 explains the purpose of the guidance and the appointments it covers;
 Part 2 deals with recruitment through open competition;
 Part 3 covers appointments that can be made other than through selection on merit on the

basis of fair and open competition.

1.3 This guidance should be read alongside the Civil Service Commissioners' Recruitment Code
which explains the legal requirements of the Civil Service Order in Council 1995, interprets the
recruitment principle and explains how it should be applied, and describes the circumstances when
appointments can be made other than by application of the recruitment principle. All appointments
to the Civil Service, including ones to senior posts, must be made in accordance with the
Recruitment Code.

Enquiries

1.4 The Office of the Civil Service Commissioners (OCSC) can help with queries about
recruitment to senior posts and the recruitment principles in general. A list of contact points is at
Annex A.

Posts requiring Commissioners’ approval

1.5 Appointments to posts at the most senior levels in the Civil Service and to

certain other specified posts, detailed at Annex B, require the specific written

approval of the Civil Service Commissioners. The only departure from this general
requirement is for appointments of less than twelve months, their exceptional extension up to 24
months and inward secondments of up to 24 months; in these cases, departments and agencies
may make appointments, in accordance with the Recruitment Code, without the approval of the
Commissioners.

1.6 Only appointments to situations within the Home Civil Service or Diplomatic Service are
covered by these procedural rules. The approval of the Commissioners is not therefore required
for:

 appointments to the boards of public bodies (which fall under the remit of the
Commissioner for Public Appointments);

 staff appointments to public bodies, unless the staff are civil servants;
 the appointment of certain senior statutory office holders. Where, however, an office

holder acts under a government department (rather than independently) the post is likely
to be within the Home Civil Service. In cases of doubt, consult the OCSC.



PART 2: CARRYING OUT OPEN COMPETITION

The Role of the Department or Agency

2.1 Responsibility for making senior appointments lies with the department or agency concerned
except in the case of Head of Department appointments, where the Cabinet Office will organise
the process. Departments may choose to conduct competitions themselves or they may opt to use
executive search or recruitment consultants. In the latter case, the specification for the consultant
must comply with the Commissioners' Recruitment Code.

2.2 The following guidance describes broadly how the Commissioners will expect to be
involved and the information they need, any other clearances that the recruiting department or
agency needs to secure, especially from the Cabinet Office, and the procedures which should be
followed. This guidance should be read alongside “A Checklist of Processes for Senior
Appointments” available from the Cabinet Office Corporate Development Group.

2.3 A checklist with an outline timescale is at Annex C, and a flow chart showing the main
stages is at Annex D.

Participation of the Civil Service Commissioners

2.4 The Civil Service Commissioners should be consulted at the earliest possible

stage once a department or agency decides to recruit from outside the Civil Service

for a post requiring the Commissioners’ approval (see Annex B). The Commissioners
will want to be satisfied that appropriate recruitment procedures are used, in accordance with the
Recruitment Code and this Guidance.

2.5 For these posts they will:

 take part in the drafting of the job and person specification and approve the final versions;
 approve the advertisement and the media to be used;
 chair the selection panel throughout and possibly take part in other aspects of the selection

process;
 provide written approval at the end of the competition.

2.6 In some instances Commissioners may be prepared to agree that a department or agency may
carry out a competition without their direct involvement. In deciding whether or not to give their
agreement, the Commissioners will take account of how much contact the post holder is likely to
have with Ministers, how high the post's public profile is, and the experience and record of the
recruitment unit in carrying out Commissioners' recruitment.

2.7 To enable decisions to be reached in such cases, departments and agencies will need to
provide information on the job and person specifications; the proposed advertising arrangements
and selection procedures; the proposed role of any recruitment / search consultants, and
arrangements for overseeing their contribution; and the proposed make-up of the selection board.

2.8 Where the Commissioners decide not to be involved, approval will be given at the outset for
appointment to be made from the competition. This will be on the condition that the agreed
procedures will be followed. The department or agency will be required to complete and return to
the Commissioners at the end of the competition a report form on the outcome (see Annex E) so
that the Commissioners can account for all recruitment that falls within their sphere of
responsibility.



Checks with Cabinet Office and HM Treasury

2.9 The Senior Secretary of the Senior Leadership Committee (SLC) should be consulted on all
appointments to "SLC Group" posts – ie all SCS Payband 3 posts and above. The Treasury should
be consulted as early as possible about prospective appointments to Accounting Officer posts
(including certain agency Accounting Officer) - see 4.1 of Government Accounting: the Treasury
Officer of Accounts can provide an initial point of contact. Where a post with Accounting Officer
responsibilities is being filled, the ability to undertake these duties is a key consideration. The
Cabinet Office Corporate Development Group should be informed about Agency Chief Executive
appointments.

2.10 For posts in the Senior Civil Service, departments and agencies have discretion to advertise
and pay to external appointees salaries up to the target rate of the relevant pay band without the
need for central approval to the pay terms. Where departments and agencies perceive a need to
advertise a rate of pay which exceeds the relevant target rate, because there is a premium in the
wider market for the skills and expertise required, they will need first to obtain approval from
Cabinet Office Corporate Development Group. Departments and agencies need to demonstrate
that such cases are exceptional given the general presumption that internal and external
appointments should be accommodated within the relevant pay bands. For Permanent Secretary
posts, departments will need to obtain the Head of the Home Civil Service's approval to the rates
of pay to be advertised and offered.

Confidentiality

2.11 The strictest confidentiality should apply at all stages of senior recruitment competitions.
External and internal applicants may be seriously embarrassed if the fact of their candidacy
becomes known prematurely (or at all, if they are unsuccessful). One senior person within the
department or agency should oversee the whole selection process and act as a contact point for
candidates. Papers should not be copied more widely than is strictly necessary. References,
including appraisal reports from other departments, should not be taken up without the candidate's
permission.

Equal Opportunities

2.12 For all appointments requiring Commissioners' approval, equal opportunities data should be
collected for gender, ethnic origin and disability showing how all applicants fared at each stage of
the selection process with reasons for selection and rejection. This is required by the Cabinet
Office as well as for departments' and agencies' own monitoring.

2.13 At the outset of the recruitment process departments and agencies should consider the
arrangements for any disabled candidates. The Civil Service Order in Council contains special
provisions to allow some (limited) departures from the recruitment principles for disabled people,
in line with Civil Service policy. For example the department or agency may guarantee an
interview or modify other selection arrangements for disabled candidates. Further guidance on
recruitment of disabled candidates is given in Part 2 of the Commissioners' Recruitment Code, and
in the Guidance for Civil Service Departments and Agencies on using the Employment Service
Disability Symbol Positive About Disabled People (which contains advice on the implementation
of a Guaranteed Interview Scheme for Disabled People), which is available from Civil Service
Diversity Website.

Involvement of Ministers



2.14 Ministers, including Scottish Ministers and the First Secretary and Assembly Secretaries of
the National Assembly for Wales, may have a particular interest in appointments to certain posts.
That interest must be accommodated within a system which selects on merit, is free from personal
or political bias and ensures that appointments can last into future Administrations. This section

sets out the way in which Ministers may be involved in the selection and appointment

processes. No procedures for determining selection additional to these may be used

without the express approval of the Commissioners.

2.15 If the post to be filled is one in which the Minister is interested, it is essential to agree with
the Minister at the outset the terms on which the post is to be advertised, the job and person
specifications and the criteria for selection. The composition of the selection board, and in
particular the choice of external members, may also be agreed with the Minister against specified
relevant criteria.

2.16 It is important that the department or agency ensures that it uses appropriate selection
techniques to identify suitable candidates. If search consultants are being used it may in some
cases be helpful for them to see the Minister. The Minister should be kept in touch with the
progress of the competition throughout, including being provided with full information about the
expertise, experience and skills of candidates on the long and short lists. The Minister cannot
interview the candidates or express a preference among them. Any further views the Minister may
have about the balance of the expertise, experience and skills required for the post should be
conveyed to the selection panel.

2.17 The candidate recommended for appointment must be the one placed first in order of merit
by the selection panel. It is perfectly acceptable for the Minister to meet the lead candidate before
deciding to approve the appointment but only that candidate may normally be appointed unless he
or she turns the job down, in which case the position may be offered to reserve candidates above
the line in order of merit. The Minister cannot pick and choose among the candidates.

2.18 For "SLC Group" appointments approval from the centre is also required (see paragraph
2.38).

2.19 In a rare case, where, despite having been kept in touch throughout, the Minister does not
feel able to appoint the lead candidate, he or she must refer the matter back to the selection panel
with his or her reasons. If, in the light of this explanation and having reviewed the balance of the
selection criteria, the panel is minded to revise the order of merit and recommend another
candidate from amongst those previously considered appointable, it must refer the case to the
Civil Service Commissioners for their collective approval.

2.20 The Commissioners may either approve the submission of an alternative candidate or take
the view that the original order of merit should stand. If the latter, no appointment on merit other
than that originally recommended by the panel can be made as a result of this competition. If a
fresh competition is to be run, it will need to be advertised with a different job and/or specification
and/or salary.

2.21 There is a limited provision under the Orders in Council that enables the Commissioners to
approve, in exceptional circumstances, the appointment of a candidate selected under open
competition but not first in order of merit. The Commissioners would need to be satisfied that
there were valid and exceptional reasons relating to the needs of the Service for such approval to
be given.

2.22 The Commissioners will record in their annual report the number of cases referred to them
under paragraphs 2.19 – 2.21.



Advertisement and Job/Person Specification

2.23 The Civil Service Commissioners and, where they are used, the search consultants (see
paragraphs 2.25 and 2.26 below) should be involved in drawing up the advertisement and the job
and person specifications. They will look particularly at the following important factors:

 Terms of appointment. Where appointments are on a fixed term basis, the
advertisement should state the length of the contract, whether or not it is renewable or
convertible to permanency, and/or offers any prospect of movement elsewhere in the Civil
Service.

 Experience and skills required. Some senior posts attract very large numbers of
applicants and a clear statement of the skills and experience needed will attract more
realistic applications and make sifting easier. On the other hand, the experience required
should not be specified so narrowly as to restrict the field unnecessarily or artificially. A
clear specification of the job to be done and of the skills, qualities, experience and
qualifications sought is vital. The matrix of core criteria for Senior Civil Service posts at
Annex F should be used to clarify the requirements for particular appointments. The
criteria for selection should be clear from this specification.

 Remuneration. In the interests of fairness, the advertisement taken together with the
supporting literature must make clear what the true position in relation to remuneration is
going to be. To advertise a job at one salary and then finally settle at a much higher salary
fails to meet the requirement for openness and would be unfair to potential applicants, and
it might short change the department since the higher salary might have attracted a better
quality field. References to salary can be expressed in terms of a range or upper limit. It
should also be clear whether it includes bonus, pension provision or other benefits. If the
department needs scope to settle above the quoted salary then the advertisement must
carry the words "more may be available to an exceptional candidate". Where it is intended
to apply this flexibility, the approval of the Cabinet Office Corporate Development Group
will be needed.

 The description of the role of the Commissioners. For competitions they chair,
Commissioners would expect candidates to be given an explanation of the role of the
Commissioners and a copy of the Civil Service Code so that candidates appreciate the
constitutional framework in which all civil servants work and the values they are expected
to uphold. Annex G offers model paragraphs to be included in the information pack for
candidates.

Selection

2.24 The traditional process of selection at this level following advertisement has been by paper
sift followed by a board interview. But other approaches should be considered for two reasons. In
the first place, the traditional process may not provide sufficient information in particular cases on
which to base a selection decision. Given the size of the investment, consideration of further
assessment techniques is strongly recommended. Recruitment agencies will be able to offer advice
on which to use. Secondly, outside candidates will often be used to a less formal approach
involving, probably, several one-to-one interviews and may find Civil Service methods offputting.
Where it is particularly important to encourage applications from outside candidates, therefore,
other approaches may again be considered, so long as they can be seen to be strictly fair. Options
for consideration include:



 using search or recruitment consultants or members of the selection panel (including
the Commissioner involved) or both to hold preliminary interviews with long-listed
candidates (see paragraphs 2.26 – 2.27);

 using an assessment centre where short-listed candidates can be given a range of
different kinds of relevant tests eg structured interviews, psychometric testing, written
exercises, presentations, and group exercises. This has been used successfully for
more junior posts; at the most senior levels psychometric testing is sometimes used
but group assessment work is more unusual;

 using an occupational psychologist to interview short-listed candidates in depth;

 giving long or short-listed candidates an opportunity to meet key people in the
department. This is very important for senior people: elsewhere in the public or
private sector it would be rare for new members of a team to be recruited without a
thorough briefing on the operation and ensuring that they would fit in with the
organisation. Feedback from such briefings may be made in confidence to the
selection panel though it should be remembered that the purpose of the meeting is to
give the candidate the opportunity to find out more about the job and the organisation,
not to interview him or her;

 a series of one-to-one interviews with individual members of the selection panel concluding
with a meeting of all panel members to compare assessments and decide on the merit order.

2.25 Whatever methods are used, departments and agencies should take care to see that they are
applied to all candidates equally. For posts at this level of seniority, departments and agencies
should participate in all sifts, even if the recruitment process itself is contracted out. Where there
are preliminary interviews of any kind, the results should always be put to the full sift or interview
panel before any candidates are eliminated.

Search Consultants

2.26 For senior appointments, the use of executive search consultants has become more common
and indeed for many appointments it may be difficult to attract a good field only through
advertising - at senior levels people often expect to be approached. Nevertheless, using search
alone will not be sufficient to satisfy the fair and open competition rules: there must also be an
advertisement. A search can tap into a field of people who would not respond to an advertisement
and can enrich the field of women, ethnic minority and disabled candidates. The consultants can in
any case usefully be brought in at an early stage to contribute to defining the job and person
specification (see paragraph 2.23 above). They can also interview search and advertisement
candidates and thus add to the information available. Search consultants can either be retained to
carry out the whole process including placing the advertisement, or to do the search alone with the
advertisement handled separately. Different search consultants will offer a different range of
services. Enough time must be built into the selection process to allow the consultants to
undertake an effective search and any interviews with individuals.

2.27 Guidance on using search consultants is available from the Cabinet Office Corporate
Development Group. The Cabinet Office has also introduced a central framework agreement with
a number of search consultants which Departments and agencies can use. Departments and
agencies using search consultants should take care that advertisement candidates are treated
equally with search candidates throughout. In particular common criteria must be applied. The
search consultants should not be present at the final interview, though it may be helpful to have



them available at the end of the day to discuss arrangements for notifying candidates of the
outcome.

The Selection Panel

2.28 Where the Commissioners participate directly in the selection procedures the Commissioner
will chair the panel. Selection panels for “SLC Group” posts are normally chaired by the First
Commissioner. Where the Commissioners do not participate directly in the selection process
departments and agencies should make arrangements to provide a chairperson competent in
selection interviewing.

2.29 Board members should be identified as early as possible so that they can be involved in all
stages of the selection process. Boards for "SLC Group" and some other senior posts usually
consist of four or five members: more should not be necessary and is likely to result in a less
productive final interview with candidates. There are usually two departmental or agency
representatives, but it is preferable that the current incumbent of an advertised post should not be a
member of the panel so as to avoid the panel being unduly influenced by the approach of the
current postholder. At these levels there should always be someone from outside the Civil Service,
perhaps representing a customer interest, on the board. Care should be taken however to identify
outside members whose knowledge of candidates is unlikely to cause embarrassment. Retired
civil servants may be invited to serve on boards in appropriate cases but should not normally have
been retired for more than five years. Board membership of three or four is more common for
lower level boards but again outside representation is desirable. For professional posts, the Head
of Profession or a representative should be invited to participate. Both men and women should be
represented on the board as well as ethnic minorities if possible. Some departments are
experimenting with the inclusion on the board of a reportee to the post being advertised.

Short-listing

2.30 Before the short-listing, all applicants should be sorted into three categories based on
suitability for appointment: A - strong runners; B - of possible interest; C - out of the running.
Brief details should be recorded on each candidate (for example in a summary table) including the
category in which each has been placed and the reasons. The summary table and all papers
including CVs and application forms should be made available to board members at least 2-3
working days in advance of the sift.

2.31 As far as possible the same panel should be used for sifting and for the final interviews and
the sift panel should always include a departmental representative. For the more senior posts, or if
there are fairly large numbers of promising candidates, a preliminary sift may be necessary to
produce a "long list" of candidates on whom enquiries or interviews have to be carried out before
deciding the final short-list. Sift panels should settle at the outset the criteria and relative
weighting to be used in selection, which should be consistent with those set out in the
advertisement and accompanying literature. Those short-listed for interview should always be
candidates with a realistic chance of being judged appointable. Three or four candidates will
usually be enough to offer the board a satisfactory choice.

The Final Interview

2.32 It is not necessary for the final interviews all to take place on the same day. They may be
spread over several sessions if this is more convenient for candidates and practical for board
members. The board chairperson will agree a structure for the interviews with board members.
Where board members have been involved in preliminary interviews with candidates, they may be
able to suggest points to be pursued. An Aide-Memoire for Board Members involved in Senior
Recruitment, at Annex H, offers notes for guidance on the conduct of interviews and copies should



be provided for members with the board papers.

Board Proceedings

2.33 The panel operates as a college in making its decisions and its recommendation is a
collegiate one. Taking all the evidence into account, the panel should establish which candidates
are suitable for the job. It should then place them in an order of merit. If the leading candidate
turns the job down, it can be offered to the reserves in merit order. The chairperson will record the
board's findings with the reasons for the decisions reached on each candidate. The proceedings of
each selection panel, including the written records, are confidential, but may have to be produced
in Employment Tribunal hearings if an unsuccessful candidate lodges a complaint of unlawful
discrimination. Information produced by the board may also be discloseable in accordance with
the Freedom of Information Act 2000.

2.34 The remuneration package is not normally discussed at interview since this is for the
department or agency to settle with the successful candidate afterwards. But where the post has
been advertised on the basis that more may be available to an exceptional candidate and it is
known that particular candidates will not be available without invoking this extra percentage, it is
helpful if the selectors, having established the order of merit, indicate whether in their view such a
candidate is worth more in relation to others lower down in the order of merit. If the candidate is
not prepared to take the job for the salary the department or agency then decides to offer, the
department or agency will be able to approach the next person in order of merit. It is important
however that value for money considerations do not influence and distort the original order of
merit.

After Interview

2.35 Where a Commissioner has chaired a board he or she will write to the department or agency
recording the outcome. This letter will also form the Commissioners' authority for the department
or agency to appoint. Where the Commissioners have approved selection arrangements at the
outset, that approval will also constitute the Commissioners' authority for appointment to be made
(see paragraphs 2.6 – 2.8).

Appointment Process

2.36 It is for the department or agency to make the appointment subject to the necessary
clearances. The department or agency does not have to make any appointment. It can only go
down below the lead candidate if it is not possible to reach a satisfactory agreement with that
candidate. For cases where Ministers are involved see paragraphs 2.14 – 2.22.

2.37 It is also for the department or agency to settle the remuneration package with the lead
candidate. A clearly identified individual should be responsible for negotiating terms with the
successful candidate, normally the Permanent Secretary or Director of HR in departments and the
Senior Secretary to SLC on behalf of the Head of the Home Civil Service for Heads of
Department. The person negotiating terms will need approval from the Cabinet Office Corporate
Development Group if the starting salary is above the target rate of the relevant band. The
Commissioners should be kept informed because they will need reassurance that it stays within
the terms of the original advertisement. The Commissioners should, in any case, be notified of the
terms finally agreed (see paragraph 2.40 below).

2.38 The reserve candidates may not be told the outcome until it is clear that the chosen candidate
will take up the job and any necessary clearances have been obtained (see paragraph 2.39). But
candidates who are clearly unacceptable should be told straight after the panel has concluded its



business. This will normally be done by the department or the recruitment agency. Unsuccessful
candidates should be treated sympathetically and, if they ask for feedback, it should be given.

Clearances

2.39 Appointments to "SLC Group" posts require the approval of the Head of the Home Civil
Service and the Prime Minister, and departments should consult the Senior Secretary of SLC on
such appointments. For Agency Chief Executives and for "SLC Group" posts departments will
need the agreement of their own Ministers. Departments and agencies should reach a provisional
agreement with the candidate before getting these approvals but they cannot finally appoint until
all the necessary approvals have been given.

End of Competition Report

2.40 Once it is clear that the lead candidate will be appointed, the End of Competition report
(Annex E) should be completed and sent to the Commissioners (see address in Annex A). This
will enable the Commissioners to report on all appointments they are required to approve. When
remuneration negotiations are subsequently completed - which may sometimes be a matter of
several months - the final section of the End of Competition report should be completed and
returned.

Pre-appointment Checks

2.41 These are the employing department's or agency's responsibility and they must satisfy
themselves as to a candidate's eligibility for appointment on such matters as security, health,
character, nationality, and any potential conflict of interest with the job to be done (see the Civil
Service Management Code).

2.42 Once checks are completed the successful candidate must be asked to sign a formal contract.
Model contracts are available from the Cabinet Office Corporate Development Group.

PART 3: SENIOR APPOINTMENTS OTHER THAN THROUGH SELECTION ON MERIT ON THE

BASIS OF FAIR AND OPEN COMPETITION

Circumstances and information required for case to be considered

3.1 The Orders in Council enable the Commissioners to approve some appointments other than
by application of the fundamental principle of selection on merit on the basis of fair and open
competition. Details are set out in Part 2 of the Civil Service Commissioners' Recruitment Code
and apply to all appointments including senior ones. Accordingly, this guide should be read in
conjunction with the Recruitment Code.

3.2 Apart from short-term appointments of less than 12 months, their exceptional extension up to
24 months, or secondments of up to 24 months, all appointments made other than by application
of the recruitment principle to posts specified in Annex B require the written approval by the
Commissioners. If a department or agency proposes to make such an appointment, they

should consult the Commissioners (copied to the Cabinet Office Corporate

Development Group where appropriate) at an early stage to obtain agreement in

principle. They should set out the reasons why an appointment as an exception to fair and open
competition and selection on merit is justified and give the following details:

 the job and person specification for the post, including job title, grade level and location;



 the candidate's application form or CV showing name, date of birth, qualifications and
experience and relevant current or previous experience;

 how the candidate was identified (enclose a copy of any advertisement);
 how the candidate was assessed as suitable (enclose any sift and selection reports);
 the type of appointment (eg permanent, secondment, fixed term) and length of

appointment and date of commencement if for a fixed term;
 the remuneration package (include base salary, additional performance pay or bonus,

pension provision, relocation etc).

3.3 Particular points to note on the use of the exceptions in relation to senior posts are as
follows:

 Inward secondments (see para 2.32 of the Recruitment Code) Departments and agencies
should consult the Civil Service Commissioners for any secondments expected to extend
beyond two years (copied to the Cabinet Office Corporate Development Group for
secondment to “SLC Group” posts) before any selection arrangements are put in hand, so
that they can agree the proposed procedures for identifying a field of candidates. Where a
department or agency wishes to maintain a programme of secondments, they may seek the
Commissioners' agreement to arrangements for such a programme instead of making a
separate case each time. A case must always be put to the Commissioners in advance if it
is proposed to extend a secondment beyond five years, or if conversion to permanency (or
fixed term appointment) or transfer to a different post is being considered.

 Re-appointment ( see para 2.33 of the Recruitment Code and, where appropriate, the

procedure set out in the checklist for Senior Civil Service posts). For re-appointments
where the level of appointment is higher than at the time of resignation, the
Commissioners may want to participate in the assessment process.

 Disabled candidates (see paras 2.45 – 2.49 of the Recruitment Code) If a successful
disabled candidate has been offered any special arrangements not available to other
candidates the appointment must be approved as an exception to fair competition. For
boards chaired by the Commissioners, they will take responsibility for doing this. Where
the Commissioners have authorised a department or agency to run the whole selection
process, the end of competition report must show that this exception has been used.

Exceptional arrangements reserved for the Commissioners (See paras 2.43 – 2.44
of the Recruitment Code)

3.4 Use of the two further categories of exceptions, which can be exercised only by the
Commissioners and solely for the appointments described in Annex B, is expected to be rare.
Decisions must be taken collectively by the Commissioners, and recorded in their annual report.

Proven Distinction of the Person

3.5 The case must show that a waiver of open competition can be justified for exceptional
reasons relating to the needs of the Service and the proven distinction of the person.

Appointment not in order of merit

3.6 This is designed to deal with a situation where a Minister wishes to appoint another person
who has been assessed in open competition as suitable, but not as the best candidate, for reasons
which the Commissioners regard as legitimate. The department or agency would need to set out
for the First Commissioner the reasons why the alternative candidate was preferred. These should



be based on the requirements of the job and "exceptional reasons relating to the needs of the
Service". Personal chemistry would not be an acceptable reason, nor clearly would political
stance.

Exceptions outside the Commissioners' Recruitment Code

3.7 Articles 6 and 7 of the Order in Council set out the categories of permitted exceptions. The
Commissioner’s Recruitment Code covers the most common circumstances under which
exceptions can be made. However, the Code cannot cover all eventualities and the Commissioners
have discretion to approve exceptions in other circumstances, provided they fall within the scope
of the Order. Departments and agencies may put specific cases to the Commissioners. Such
requests are expected to be rare.



ANNEX A

OFFICE OF THE CIVIL SERVICE COMMISSIONERS

Address

35 Great Smith Street
LONDON SW1P 3BQ

Contacts for competitions chaired by Commissioners

Steve Pares
Tel: 020 7276 2615
Fax: 020 7276 2606
Email: Steve.Pares@csc.x.gsi.gov.uk

Other contacts

First Commissioner

Janet Paraskeva
(Secretary: Val Iceton)
Tel: 020 7276 2601
Fax: 020 7276 2102
Email: Val.Iceton@csc.x.gsi.gov.uk

Secretary to the Commissioners and Head of OCSC

Richard Jarvis
Tel: 020 7276 2604
Fax: 020 7276 2109
Email: Richard.Jarvis@ independentoffices.x.gsi.gov.uk

Policy and approval of exceptions

Barry Forrester
Tel: 020 7276 2580
Fax: 020 7276 2606
Email: Barry.Forrester@csc.x.gsi.gov.uk

mailto:Barry.Forrester@csc.x.gsi.gov.uk


ANNEX B

SENIOR APPOINTMENTS REQUIRING THE COMMISSIONERS’ APPROVAL

The approval of the Civil Service Commissioners is required for the following appointments and
any subsequent extension (apart from appointments of less than 12 months, extensions of these
appointments up to a maximum duration of 24 months, and secondments of up to 24 months):

 Permanent Secretary
 Appointments in Pay Band 2
 Appointments in Pay Band 3
 Senior Civil Service posts in government communication
 Chief Crown Prosecutor (London), Crown Prosecution Service
 Deputy Chief Executive, Office of Government Commerce
 Directing Actuary, Government Actuary’s Office
 Government Actuary, Government Actuary’s Department



ANNEX C

COMMISSIONERS' RECRUITMENT

A CHECKLIST OF PROCEDURES

Departments will be very familiar with what is required by the Order in Council and the
Commissioners' Recruitment Code for recruitment by fair and open competition on merit. But
this checklist (broadly in chronological order) will serve as a reminder. It includes a number of
steps specific to Commissioners' recruitment. A specimen outline timescale is given at the end of
this Annex.

Decide whether or not to go to open competition

 Clear with Minister if necessary.
 Contact Cabinet Office Corporate Development Group for very senior ("SLC

Group") and Agency Chief Executive appointments.
 Clear with HM Treasury if Accounting Officer.

Before advertising

 Consider timetable for key stages and clear diaries for sift and board members (see
Outline Timescale at end of this Annex).

 Consult OCSC; if appropriate make case for recruitment without direct involvement of the
Commissioners. If Commissioners are to be involved, OCSC will arrange to appoint
chairperson.

 Appoint panel members - for senior boards two from the department and one or two
outsiders is usual.

 Consider use to be made of recruitment consultants/search consultants. Choose and brief
accordingly.

 Consider the value of arranging an early meeting of the panel to consider the core
requirements of the post and the best means of assessing candidates.

 Compile job and person specifications (against core criteria for Senior
Civil Service - see Annex F and, if an Accounting Officer post, take fully into
account these responsibilities), consulting board members and OCSC if Commissioners
involved.

 Discuss with Minister where interested in appointment.
 Decide criteria for selection, consulting board members.
 Decide length and type of appointment.
 Decide remuneration and clear as necessary (eg with Cabinet Office Corporate

Development Group if special remuneration).
 Decide on selection procedures including need for interviews by occupational

psychologists and/or assessment centre procedures, consulting Commissioner.
 Consider design of structured application form to facilitate analysis with or without CVs.
 Consider nature and extent of national and/or specialist media and 'in Service' publicity

and consult Commissioner.

The advertisement text

 Draft concise explicit description of job, location, the employer, qualifications and
experience required, remuneration, relocation expenses, length and type of appointment,
closing date (minimum 2/3 weeks), where to send applications/CVs, and an equal



opportunities statement. Clarity will encourage self-selection and attract realistic
applications.

 Consider bilingual approach where appropriate eg Welsh.
 Clear with Commissioner.


After advertisement appears

 Issue application forms with equal opportunities questionnaires, model paragraphs about
the role of the Commissioners (where involved), and full particulars of post.

 Register and acknowledge applications.
 Record details of gender, ethnic origin and disability.

Long listing/Short listing

 Establish process with chairperson.
 Provide sift members in good time with applicant papers and summary of applicants and

of their allocation to agreed categories.
 Where response exceeds, say 100 applications, a preliminary sift may be done to identify

obvious rejects which the formal sift panel will need to approve. This must be done on
criteria agreed in advance and with the involvement of a member of the department.

 Record how and why candidates have been categorised.
 If a long-list is to be selected for preliminary interviews, sift (for single post) 12-15

candidates; otherwise sift 3 or 4 candidates for final interview, who have a realistic
prospect of being judged appointable. If longlisting is adopted a second formal sift will be
required.

 Record reasons why candidates are included or excluded from short-list.
 Show long-list / short-list to Minister if appropriate.
 Show short-list to HM Treasury for Accounting Officers.
 Inform excluded candidates.
 Once candidate's permission has been received, obtain references for short-listed

candidates.
 Prepare board papers in good time for board members, including OCSC notes for board

members.

Preliminary interview/selection stage

Record each candidate's performance at any preliminary interview or other selection stage and
produce summary report.

Final interview

 Ensure chairperson has recorded each candidate's performance and produced a report on
the outcome.

Outcome

 Inform candidates of results at the earliest opportunity. Reserves may be held until the
lead candidate has accepted, sending holding letters if necessary.

Commissioners' approval



 Given by the chairperson when a Commissioner. May be given at outset in certain
circumstances.

Other approvals

 Obtain Ministerial approval when appropriate.
 Obtain Treasury approval for Accounting Officers.
 Obtain approval from Cabinet Office Civil Service Corporate Management Command for

"SLC Group" posts.

Pre-appointment checks

 Check character, health, nationality, security and any conflict of interest.

Terms of appointment

 Settle salary terms etc and give candidate a formal written contract.
 Obtain Cabinet Office Civil Service Corporate Development Group approval if any

question of exceeding previously agreed special terms,

Competition report form (see Annex E)

 Complete form and return to OCSC

Retention of papers

 Retain all recruitment papers for 12 months.

Outline timescale of open competition

 Preparation of particulars, drafting and placing the advertisement
(depends on choice of media)

2/3 weeks

 Candidate response time from appearance of advertisement 2/3 weeks
 Agreeing a list of candidates for interview (assuming a two sift

process)
3 weeks

 Sift to board 1/2 weeks

 Approvals 1/2 weeks

TOTAL 9/13 weeks

Note: Timescale will be extended if occupational psychologist interviews are needed (say an extra
2 weeks), or if executive search is involved (say an extra 3-4 weeks).



ANNEX D

SUMMARY FLOW CHART OF MAIN STAGES OF RECRUITMENT TO SENIOR POSTS





ANNEX G

MODEL PARAGRAPHS FOR INCLUSION IN INFORMATION PACKS FOR COMPETITIONS CHAIRED

BY A CIVIL SERVICE COMMISSIONER

“A Civil Service Commissioner will chair the selection process. The Commissioners have two

key functions.

The first is to maintain the principle of selection for appointment to the Civil Service on merit

on the basis of fair and open competition. For the most senior posts in the Civil Service, the

Commissioners discharge their responsibilities directly by overseeing the recruitment process

and chairing the final selection panel.

The second is to promote an understanding of the Civil Service Code which sets out the

constitutional framework in which all civil servants work and the values they are expected to

uphold, and to hear and determine appeals made under it. A copy of the Code is enclosed.”

NOTE: Departments and agencies are free to adjust the first paragraph if it is their practice

to name the selection

panel.
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INTRODUCTION

1. The 'Civil Service Commissioners' Guidance on Senior Recruitment' sets out procedures

for departments and agencies covering the whole of the recruitment process to senior posts,

where the appointment requires the approval of the Commissioners. This aide-memoire

provides good practice guidance on the role of the members of selection boards in that

process. Its purpose is to outline the arrangements and procedures typically used in senior

selection. These notes are not

concerned with interviewing techniques. They assume that members of senior selection

boards are experienced interviewers, but where necessary departments can provide

appropriate training.

COMPOSITION OF THE SELECTION BOARD

2. Where the Civil Service Commissioners participate directly in the selection procedures a

Commissioner will chair the selection process. Boards for the most senior posts are normally

chaired by the First Commissioner. Boards normally comprise four or five members,

representing the employing department or agency, any other interested department or agency

and relevant stakeholders.

ROLE OF THE SELECTION BOARD

3. The key elements of the board's role are:

 to determine which applicants should be short-listed on the basis of the available

information about them, ensuring equal consideration of both internal and external

candidates;

 to interview each short-listed candidate against the selection criteria they have

established;

 to assess which candidates are suitable for the job in the light of all the available

evidence including the interview;

 to rate suitable candidates in order of merit and to recommend the best candidate to

the appointing authority;

 to preserve the confidentiality of candidates throughout the selection process. If

candidates are required to participate in group assessment exercises, they should have

been made aware of that in the recruitment information pack.

SIFTING AND SHORT-LISTING



4. A sifting process will normally be necessary to reduce the number of applications to a

manageable short-list for final interview. In some cases the sifting process may require a

preliminary stage to produce a long-list of candidates on whom further enquiries have to be

carried out. The sifting process is overseen by the selection board, meeting for that purpose.

5. If consultants are engaged to assist in identifying candidates for shortlisting

either from search or advertisement, their role is advisory. Responsibility for

decisions rests with the selection board.

6. Matters to be decided include:

 the selection criteria, derived from the requirements published in the advertisement

and supporting information for applicants;

 where there is a preliminary long-listing stage, to agree what further information is

needed;

 which candidates should be short-listed for final interview. Three or four candidates,

with a realistic prospect of being judged appointable, will often be enough to offer a

satisfactory choice. It should rarely be necessary to interview more than five.

7. The short-listing meeting is also a convenient time to set in hand preparations for the

conduct of the final interviews. In particular:

 if it is intended that the interview should include an initial presentation by each

candidate, to settle the topic so that notice can be given to the candidates;

 to identify the broad areas of questioning to be pursued by each member of the board;

 to agree how much time needs to be allocated to each interview.

8. It may not always be practicable for all members of the board to meet at the sifting stage.

It is, however, desirable that sifting decisions are taken by at least two members of the board

including the chairperson, where possible after the department has gathered the views of other

board members.

FINAL INTERVIEWS

9. Before the interview programme commences, the chairperson will wish to be satisfied

that the physical arrangements are suitable. It is a matter of fairness to candidates that, within

the limits of practicality, external distractions (e.g. undue noise) are minimised. By the same



token all board members will want to make arrangements to avoid interruptions.

10. Preliminaries. Before the first interview, it is helpful for the chairperson to remind

members of the agreed selection criteria against which the candidates will be assessed; and to

confirm the broad areas of questioning to be pursued by each board member (see paragraph 6

above).

11. Timetable. A typical timetable allows one hour per candidate of which some 45-50

minutes may be allocated to the interview itself. The board will need to decide how to

structure this time. It is usual to allow a few minutes at the end for any questions the

candidates may have and to advise them about the decision process and when they will be told

their result.

12. Interview Good Practice. Anything relevant to the job and the candidate’s suitability

for it can be discussed in the interview, but there are some points to note:

 Equal Opportunities. Board members need to be, and be seen to be, impartial,

particularly on matters relating to age, disability, gender, religion, politics, marital

status, sexual orientation, race, colour, nationality or national origin, (or, in Northern

Ireland, community background). Should any of these matters appear to be in issue,

the board will need to make it clear that it is not concerned with them. Supplementary

notes on the legal provisions relating to discrimination, which are relevant to

selection interviewing, are in the appendix.

 Conflicts of Interest. Candidates should be assessed on merit, and they should

not be treated more or less advantageously because of their previous or current

activities, affiliations, or the employment of their partner or family members. It is for

the appointing department to decide, in accordance with its own rules of conduct,

how to proceed where it appears that an actual or perceived conflict of interest may

arise. Subject to the Department's view, it is legitimate for selection boards to explore

any such concerns with candidates, to establish whether they are sufficiently

significant to prevent the candidate from carrying out the requirements of the post.

The board will wish to decide whether to explore this or leave these matters to the

department.

ASSESSMENT

13. The Commissioners’ marking scale is:



A an outstanding candidate

B a very good candidate

B/C clearly above the minimum acceptable level

C acceptable

D near-miss

E clearly not acceptable

14. It is good practice for the board to make an initial assessment of each candidate

immediately after each interview, recognising that assessments made earlier in the day may

need to be reviewed as standards are clarified in the light of their assessments of later

candidates. Usually, the chairperson will invite each member to give a provisional mark and

the reasons for it based on all the evidence including that available before the interview

15. The board acts as a college in making its decisions and its recommendation is a

collegiate one. Where opinions differ, the board will need to review the evidence until a

consensus is reached. Taking all the evidence into account, the board's task is to establish

which candidates are suitable for the job, and to draw up an order of merit. If acceptable terms

cannot be agreed with the lead candidate, or the candidate otherwise turns the job down, the

job can then to be offered to the reserves in merit order. This means that by placing a

candidate above the line, the board is recommending their appointment, in the eventuality that

the candidate(s) above in the order of merit drop out.

BOARD REPORT

16. The proceedings of the board are confidential. The chairperson reports the outcome in

the form of a letter to the department summarising the reasons for the board's conclusions,

including the reasons why those not recommended for appointment were considered less

suitable than those who were recommended. Apart from the assistance this may give to the

department in providing any feedback to candidates, the board report may have to be

produced in Employment Tribunal hearings if an unsuccessful candidate lodges a complaint

of unlawful discrimination. Board members should also be aware that the same may apply to

any personal notes they may decide to retain. It is also possible that information produced by

the Board may be discloseable in accordance with the Freedom of Information Act 2000.



Appendix

SUPPLEMENTARY NOTES ON EQUAL OPPORTUNITIES

Discrimination on Grounds of Sex or Marital Status

The Sex Discrimination Act 1975 makes it unlawful to discriminate directly or indirectly on

the grounds of sex or marriage. The board must ensure that all candidates are assessed on the

basis of the same objective job-related criteria regardless of gender, marital status, domestic

responsibilities or pregnancy.

Subtle and unconscious discrimination, which can result from general assumptions about

men's or women's capabilities, characteristics and motivation, must be avoided.

If an assessment of candidates' future potential is relevant, no assumptions should be made

about the potential of men or women or their motivation to advance in the Service.

Questions which are relevant to the job - for example, about candidates' ability to undertake

travel when this is a feature of the work - should be asked of men and women; both may be

asked about mobility in relation to family circumstances, but no unwarranted assumptions or

enquiries should be made about the future mobility of candidates based on hypothetical

circumstances.

Discrimination on grounds of race

Other than permitted exceptions relating to the Civil Service nationality rules, the Race

Relations Act 1976 make it unlawful to discriminate directly or indirectly on grounds of

colour, race, nationality or ethnic or national origin. The interview must therefore be

completely objective and give candidates every chance to show their qualities.

Care should be taken to see that all candidates are asked relevant questions related to the

requirements of the job and that the agreed criteria finally adopted for the assessment of

candidates do not in themselves discriminate indirectly against members of a particular racial

group.

Subtle and unconscious varieties of discrimination which can result from general assumptions

about the capabilities, characteristics and interests of ethnic minority groups should be

avoided together with any preconceptions about the possible reactions of colleagues to the



employment of ethnic minority workers in particular posts.

Candidates should not be placed at a disadvantage by questions which are based on a common

cultural background or experience similar to that of the board members.

Security considerations, such as a candidate's length of residence in this country are the

responsibility of the prospective employing department and must not influence the board's

assessment.



Discrimination on grounds of sexual orientation and religion or belief

Since December 2003 discrimination on the grounds of sexual orientation and religion or

belief has been unlawful. There are two sets of regulations that apply: the Employment

Equality (Sexual Orientation) Regulations 2003 and the Employment Equality (Religion or

Belief) Regulations 2003. These regulations follow the broad pattern of the Sex

Discrimination Act 1975 and the Race Relations Act 1976 in the way that they prohibit direct

and indirect discrimination.

Candidates with Disabilities

The Disability Discrimination Act (1995) protects people who have a disability or have had a

disability in the past from unfair discrimination in employment. A person is disabled if they

have a physical or mental impairment, which has a substantial and long-term adverse effect on

their ability to carry out normal day-today activities.

The Act states that an impairment is only to be treated as affecting the person's ability to carry

out normal day-to-day activities if it affects: mobility; manual dexterity; physical

co-ordination; continence; ability to lift, carry or otherwise move everyday objects; speech,

hearing or eyesight; memory or ability to concentrate, learn or understand; or perception of

the risk of physical danger.

The chairperson should put candidates at ease by explaining to them that disability will not

affect the consideration they will receive and board members should focus on the ability of

the disabled person to do the job with a reasonable adjustment if necessary. There must be no

less favourable treatment of a candidate for a reason related to the person's disability unless

this can be justified within the terms of the Act.

The Act also places a duty on employers to take reasonable steps to reduce or remove any

substantial disadvantage which a physical feature of the premises or employment

arrangements causes a disabled employee or job-applicant compared to a non-disabled person.

Therefore any discussion about the disability or notes in the board report should be confined

to the person's ability to do the job after such reasonable adjustment has been made.

Rehabilitation of Offenders Act 1974

The purpose of the Act is to help former offenders 'live down' the damaging effects of their

old convictions without fear that their past will be resurrected to their disadvantage. An



offender who remains free of further convictions for a specified period (the 'rehabilitation

period') then becomes a 'rehabilitated person' and the conviction becomes 'spent' unless it is

one of the special cases covered by the Exceptions Order (1975) in which case the board

papers should say so. A gap in a candidate's employment history might mean that he or she

was in prison during the relevant period and special care should be exercised when

questioning about such gaps since the candidate is not obliged to declare or discuss any spent

convictions.

The board must ensure that any adverse information about spent convictions, which comes to

light, even if accidentally is not taken into account when the assessment of the candidate is

made. The chairperson should tell the candidate that it will be disregarded but should record

what is said at the interview as a basis for dealing with any consequences.



Fair Employment Law in Northern Ireland

Any Home Civil Service posts where the work is done wholly or mainly in Northern Ireland

would be subject to the Fair Employment and Treatment (Northern Ireland) Order 1998. The

Order re-enacts the provisions of the Fair Employment Acts 1976 and 1989 which make it

unlawful to discriminate, directly or indirectly on the grounds of religious belief or political

opinion, in respect of employment in Northern Ireland.

A Code of Practice has been produced which provides advice on how the duties and

obligations imposed by the legislation can be given maximum effect. Although the Code does

not have the status of law, it will be taken into account by a Fair Employment Tribunal where

considered relevant. The Code is available on the Equality Commission for Northern Ireland’s

website: www.equalityni.org.

http://www.equalityni.org/














































































Welcome to Mendas

Assessing and Selecting Civil Servants

Justin Spray C.Psychol. - Director

Dr Simon Draycott C.Psychol. - Director

Mendas Ltd
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Mendas

Team of Chartered Occupational
Psychologists

Preferred supplier of assessment solutions
to the UK Public Sector
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Relevant Experience

Page 4

Skills needs in the Civil Service

Leadership
– provide direction for the organisation
– deliver results
– build capacity for the organisation to address current and future challenges
– act with integrity

Core skills
– people management
– financial management
– analysis and use of evidence
– programme and project management.

Senior Civil Servants
– communications and marketing
– strategic thinking.

Professional skills
– Job-specific professional skills are related to the specific work undertaken
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Possible tools

Written tests

Psychometric tests

–Ability measures

–Personality measures

Interactive exercises

Interviews

Assessment Centres

Page 6

Facilities to video/record role play

State of the art assessment centre facility in Holborn in
Central London

Mendas can set up these facilities anywhere in the world

High definition, remote-operated cameras in each of its
assessment rooms

Cameras linked through to video monitors located in a central
observation room

Allows assessors to monitor activities more closely, playing
back sections of an assessment as and when required

Less obtrusive for candidates – more natural behaviour

Playing the exercises back to help develop candidates
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OBSERVE and LISTENOBSERVE and LISTEN

RECORDRECORD

EVALUATEEVALUATE

RATERATE

The assessment process

Page 8

Behavioural indicators

Manages time effectively (eg finishes presentation in time)

Articulates conflicts eg concerns around loan sharks vs financial exclusion of students

Has appropriate ideas for resolving information issues

Identifies clear outcomes for firm

Has sound evidence-base and rationale for proposals

Comes up with sensible proposals for next steps

Accurately prioritises areas for immediate action

Avoids jumping to unreasonable conclusions

Able to drill down into the detail when required

Thinks strategically: sees the wider picture eg need for FSA researche into new market

Demonstrates comfort with the ambiguity

Demonstrates confidence in own analysis

Identifies gaps in information

Identifies significant ambiguities/conflict in the information

Takes a systematic and structured approach to further action

Synthesises information and draws out implications/themes

Has approached portfolio in systematic way

+o-Total 17
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Rating Scale

4
The participant’s responses suggest that he/she is operating at a level that is considered to be extremely strong for the role. In some respects the

participant is considered to be outstanding.
Very limited room for improvement has been identified in respect of this competency in this role.

The participant’s performance suggests that he/she almost always demonstrates the assessed area of competency in his/her working life.
Represents an insignificant risk that will not be able to meet the required standard in the assessed area of competency if offered a role.

3
The participant’s responses suggest that he/she is operating at a level that is considered to be strong for the role in question.

There are some areas for improvement across the assessed area of competency but not significant ones.
The participant’s responses suggest that he/she usually demonstrates the assessed area of competency in his/her working life.

Represents little risk that will not be able to meet the required standard in the assessed area of competency if offered a role.

2
The participant’s responses suggest that although there are some areas of strength, the participant would need to improve in a number of areas

before they could be considered strong for this role.
The participant’s responses suggest that he/she sometimes demonstrates the assessed area of competency in his/her working life but that he/she is

somewhat inconsistent.
He/she represents some risk that will not be able to meet the required standard in the assessed area of competency if offered a role.

1
The participant’s responses suggest that they are operating at a level that is less than competent, and further development is required to bring the

overall performance on the assessed area of competency to a satisfactory level.
The participant’s responses suggest that he/she usually does not demonstrate the assessed area of competency in his/her working life.

He/she represents a significant risk that will not be able to meet the required standard in the assessed area of competency if offered a role.

0
The participant’s responses suggest that they are operating at well below a competent level and would benefit from substantial development.

The participant’s responses suggest that he/she rarely demonstrates the assessed area of competency in his/her working life.
He/she represents a very significant risk that will not be able to meet the required standard in the assessed area of competency if offered a role.
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Une école au service du changement

一所为变革服务的学校

• créée en 1945

• 成立于1945年

• pour aider la France à se relever de la guerre

• 旨在帮助法国战后复兴

附錄五
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Un double objectif
双重目标

• de modernisation...

• et de démocratisation...

de la haute fonction publique

高级行政部门的：

–现代化

–大众化
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• une formation spécifique/一种特殊的教育课程

• une formation unique/独一无二的教育课程

• qui favorisent le dialogue interministériel

有利于部际对话
• permettent la mobilité professionnelle

促进职业流动

• et contribuent à ce titre /并因此有助于:

– à la diffusion de l‘innovation/传播创新
– à placer la capacité d‘adaptation au premier rang des

qualités cultivées chez les futurs dirigeants de
l’administration

/把适应能力置于未来行政领导人应具备素质
的首要地位
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Un recrutement exigeant
严格的招生程序

fondé sur un concours pluridisciplinaire qui garantit que les
bases théoriques ont été acquises par les élèves avant leur

entrée à l‘ENA.

以一种多学科竞考为基础，确保学生在进入

国立行政学院之前便已获得各种理论基础知识
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Trois voies de recrutement pour 80 à 100 candidats

三个招生渠道，每届名额80至100人

• le concours externe : 50% des postes

外部竞考：50%名额
• le concours interne : 40% des postes

内部竞考：40%名额
• le troisième concours : 10% des postes

第三类竞考：10%名额
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Les trois concours
三类竞考

• Comportent de légères différences/略有不同
• Mais sont fondés sur des exigences communes

但以共同要求为基础：

– une solide culture générale/扎实的综合文化修养

– des connaissances précises dans des domaines divers

/不同领域的具体知识

– la capacité de raisonnement/分析推理能力

– la clarté de l‘exposition/表述清楚

– le sens de l‘Etat et du service public/国家与公共服务意
识
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Une formation fondée sur la pratique
以实践为基础的教育课程

• Les stages, un apprentissage/实习，也即 :

 par l‘observation /通过观察学习

 par l‘exemple / 通过实例学习

 par l‘exercice de responsabilités / 通过行使职责学习

• Les études, également pratiques, à travers

课程教学也在以下各方面体现实践特性 :
 les enseignants /教员

 la méthode pédagogique/教学方法

 la finalité : non un diplôme, mais l‘accès à un corps de
l’administration/学习目的：不是取得文凭，而是获得某一行
政官员职系的准入资格
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Etudes et stages se combinent dans une
scolarité de 27 mois

organisée en trois modules
学制27个月，课程学习与实习相结合，

按3个单元进行组织

• Europe / 欧洲

• Territoire /区域行政

• Management /管理

• et une option d'approfondissement

另加一个专业深化任选单元
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Un système adapté au monde complexe et en
mouvement dans lequel nous vivons

一种与我们所处的复杂而
不断变动的世界相适应的体制

• nouveaux champs d‘action pour l’Etat

/国家的新行动领域
• multiplication des acteurs

参与角色的增多
• des attentes encore plus grandes

/期待要求更高
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La formation permanente complète la
formation initiale

继续教育与初始教育互为补充

• des formations facultatives /非强制性培训

• des formations obligatoires /强制性培训

– CSPA – 70-2/民事官员高级进修班

– Directeurs /司局长

– Sous-directeurs/处局长
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Ecole Nationale d‘Administration, l’ENA
est aussi une école européenne

国立行政学院也是一所欧洲性学校

• qui a son siège à Strasbourg/本部设在法国斯特拉斯堡

• dont l‘Europe constitue l’un des trois modules d‘enseignement

/欧洲问题为三个教学单元之一
• qui assure à des publics français ou européens de

nombreuses formations consacrées à l‘Europe ou s’y

rattachant / 学校为法国或欧洲不同公众提供关于
欧洲专题或与欧洲相关的各种培训课程
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... une école européenne
一所欧洲性学校

• qui accueille depuis 1949 des fonctionnaires ou des étudiants
européens dans ses cycles

自1949年以来在各类培训班中接纳欧洲各国公
务员或大学生

• qui admet désormais les ressortissants de l'UE à se présenter
au concours d'entrée en vue de devenir fonctionnaire français

现已允许欧盟籍公民参加以成为法国高级公务员
为目标的国立行政学院入学竞考
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L‘ENA est enfin une école internationale
国立行政学院也是一所国际性学校

• un recrutement diversifié / 多样化招生

• une coopération très active/国际合作积极活跃
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Un recrutement diversifié
多样化招生

• 2773 élèves étrangers...

2773名外国学生

• ... représentant 118 nationalités
différentes

/ 代表118个不同国籍
• ... dans trois cycles de longue durée

/ 分布在3类不同的长期班

• ... ouverts à des participants
étudiants ou fonctionnaires âgés de
21 à 50 ans

/对象为21至50岁的外国公务
员或大学生
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Une coopération très active
积极活跃的国际合作

• des cycles spécialisés de courte durée à Paris

/在巴黎开设短期专题班
• des formations à l'étranger

/赴国外举办培训
• des visites d'études en France et en Europe

/在法国和欧洲组织考察访问
• des stages dans l'administration française

安排在法国行政部门实习
• des missions d'expertise à travers le monde

在世界各国承担专家任务
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La lettre internationale de l‘ENA
法国国立行政学院《国际通讯》

• Restons en
contact avec

让我们通过网站
保持联系：

www.ena.fr
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Merci de votre attention

谢谢您的关注



參訪人員與文官委員會辦公室官員 Mr. Bill Brooke

及內閣辦公室官員 Ms Paulette Riddell 合影

參訪人員與 MENDAS 公司 Mr. Justin Spray 及 Mr. Simon Draycott 合影

附錄六



參訪人員與法國國家行政學院（ENA）國際關係處長 Mr. Bertrand Leveaux

及國際部副主任 Mr. Alexandre Tran-Chuong 合影

參訪人員與法國公職部人事晉用部門官員 Mme Caroline SORDET

及 M. Bernard HAMMAT 合影




