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FOREWORD

The Health Service Executive was established in January 2005 under the Health Act 2004. It replaces the Health Boards

which were previously responsible for all health and social services nationally. Recruitment to all positions in the Health

Service Executive is subject to the provisions of the Public Service Management (Recruitment and Appointments) Act 2004

with effect from 1st April, 2005 and will be regulated by the Commission for Public Service Appointments.

The Chief Executive Officer of the Health Service Executive may apply to the Commission for Public Service Appointments for

a licence which allows him/her to recruit, on his/her own behalf, or with the assistance of private sector recruitment agencies

specifically approved by the Commission. The licensing arrangements are designed to maintain the probity of the recruitment

process.

The Public Service Management (Recruitment and Appointments) Act 2004 provides a modern and efficient framework for

public service recruitment which allows for greater flexibility in meeting changing business needs while maintaining the high

standards of probity and the record of integrity in public service appointments. 

Recruitment to all positions within the remit of the Public Service Management (Recruitment and Appointments) Act is

subject to codes of practice published by the Commission. These prescribe the necessary standards of probity, merit, equity

and fairness to be applied by all those carrying out recruitment under the terms of the Act, and set out requirements in

relation to the conduct of candidates in the selection process, thereby ensuring that a standardised approach to recruitment

is adopted. The Commission accepts that recruitment practices need to be able to evolve, to keep abreast of good practice in

every sense, and does not wish to limit such scope by prescribing a fixed process for recruitment. As such the dynamic nature

of recruitment systems is acknowledged and indeed encouraged.

This Code of Practice sets out the principles to be observed in respect of external and internal recruitment and selection

procedures and practices for appointment to positions in the Health Service Executive [apart from those positions to

which the Local Authorities (Officers and Employees) Act, 1926 applies – Code of Practice No. 03/04 - i.e. positions

formerly under the remit of the Local Appointments Commissioners]. 
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SECTION 1

1. Introduction to the Code

1.1 The Commission for Public Service Appointments

The Commission for Public Service Appointments (Commission) is an independent body. The mandate for the 

Commission is provided for in the Public Service Management (Recruitment and Appointments) Act 2004. 

The Commission consists of five ex-officio members (Commissioners).

1.2 Who are the Commissioners?

The Commissioners are:

•  Dr Rory O’Hanlon, An Ceann Comhairle

•  Mr Dermot McCarthy, Secretary General to the Government

•  Ms Emily O’Reilly, Ombudsman 

•  The Honourable Mr Justice Matthew P. Smith, Chairman, Standards in Public Office Commission

•  Mr Edmond Sullivan, Secretary General, Public Service Management and Development, Department of Finance

1.3 What does the Commission Do?

1.3.1 The Commission establishes standards of probity, merit, equity and fairness to govern the recruitment 

and selection of appointees and discharges its responsibilities by:

•  publishing and maintaining a code of practice which sets out the standards established

•  auditing and evaluating recruitment and selection policies and practices to safeguard the 

standards and to establish whether the code of practice is being observed  

•  granting recruitment licences and revoking same where necessary

•  issuing instructions and advices to licence holders

•  establishing and setting down appropriate appeal procedures

•  reporting to both the Oireachtas and the Government, and providing information to ministers 

on the operation of recruitment and selection processes.

1.3.2 The Commission also has responsibility for the protection of the public interest in relation to 

recruitment and selection matters. This will be addressed by ensuring that the public is served by a 

highly competent public service, committed to the values set out in this Code. 

Section 1 – Introduction to the Code
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1.3.3 The Commission contributes to the development of an effective and impartial public service by carrying 

out the duties imposed on it by the Act. This provides an assurance to the public that appointments are 

made on merit. This means that the Chief Executive Officer of the Health Service Executive (Chief 

Executive) selects, from those available, the best person for the job.

1.4 What is the Commission’s Statutory Remit?

1.4.1 Recruitment and selection for appointment to positions in the Health Service Executive is governed by 

the Public Service Management (Recruitment and Appointments) Act 2004. 

1.4.2 The Act provides the Commission with responsibility for establishing and safeguarding standards in the 

recruitment and selection of appointees as well as the powers necessary to enforce those standards. The

standards established by the Commission must be made publicly available in codes of practice. The 

standards set in this Code must be observed by the Chief Executive Officer in relation to recruitment 

and selection for appointment to positions in the Health Service Executive.

1.5 Structure of the Code

1.5.1 This Code of Practice sets out how the core principles of probity and fairness, the need to ensure that 

candidates are selected on the basis of merit, and the implementation of best practice might be applied

on a principles basis. The Code has been developed to take account of a changing work and social 

environment, the different business demands that this places on the Health Service Executive, and the 

consequent necessity for flexibility in recruitment practices. The Code consists of:

i. A definition and interpretation of the core principles in relation to the recruitment process.  

Supporting evidence of the principle in practice is set out under each principle (section 2)  

ii. Details of how the audit function operates (section 3)

iii. Details of the obligations placed on candidates (section 4)

iv. An outline of ministerial responsibilities (section 5)

v. Details regarding investigations by the Commission (section 6)

vi. The procedure for processing complaints made to the Chief Executive Officer (section 7)

vii. The procedure followed by the Commission in reviewing allegations of failure to comply with 

this Code of Practice (section 8).

Section 1 – Introduction to the Code
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1.6 Approach of the Code

1.6.1 The Commission is accountable to the public for assuring public confidence in the recruitment and 

selection process. This is done by publishing a Code of Practice on the interpretation and application of 

the standards established by the Commission - standards which must be observed by all those involved 

in recruitment and selection. It is intended that this “principle based” approach will maintain and 

enhance consistency, fairness, transparency, accountability and diversity in recruitment and selection 

practices. The Code reflects the Commission's responsibilities with regard to protecting the public 

interest. 

1.6.2 The aim of the Code is to provide a flexible framework based on the Commission’s recruitment 

principles in relation to selection on merit. The Code permits the Chief Executive Officer to adopt 

strategies and develop processes to implement the principles effectively. 

1.6.3 The Code aims to provide the Chief Executive Officer with a clear and concise guide to the steps which 

must be followed in order to ensure a fair, open and transparent appointments process that produces a 

quality outcome and can command public confidence. 

1.6.4 It is the Commission’s intention that this Code will contribute to the development of best practice in 

the field of recruitment and selection. It reflects but does not replace relevant employment legislation. 

All appointments made under this Code must also comply with relevant employment and equality 

legislation. 

1.6.5 The Code also sets out the procedure in relation to complaints and cases of failure to comply with any 

provision of this Code.

1.7 When does this Code Apply?

1.7.1 This Code applies to the recruitment and selection process for appointments to all positions in the 

Health Service Executive apart from those positions which are subject to the Code of Practice for 

Recruitment for Appointment to positions to which the Local Authorities (Officers and Employees) Act, 

1926 applies i.e. positions formerly under the remit of the Local Appointments Commissioners.  

Section 1 – Introduction to the Code
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1.8 Responsibility and Accountability for the Application of the Principles   

1.8.1 Responsibility and accountability for recruitment and selection rests with the Chief Executive Officer. 

To maintain the probity of the recruitment system, the Chief Executive Officer is responsible to the 

Commission for ensuring that the terms and conditions of the recruitment licence, this Code of Practice

and any other guidelines issued by the Commission are fully complied with. 

1.8.2 The Chief Executive Officer may delegate all or part of the task of recruitment to the Public 

Appointments Service. Where such a delegation is made, the Chief Executive of the Public 

Appointments Service, rather than the Chief Executive Officer, is responsible, to the extent of the 

delegation, for adherence to the terms and conditions of the recruitment licence, this Code of Practice 

and any other guidelines issued by the Commission. 

1.8.3 The Chief Executive Officer may seek the assistance of listed recruitment agencies (details available 

from the Commission) in respect of some of the tasks connected with selection under the recruitment 

licence held. Notwithstanding this, the Chief Executive Officer has sole responsibility for the final 

selection of candidates for appointment and for placing candidates on a panel for appointment. Where 

the assistance of a listed recruitment agency is enlisted, it will remain the duty of the Chief Executive 

Officer to ensure that the listed recruitment agency complies with the terms and conditions of the 

recruitment licence, this Code of Practice and any other guidelines issued by the Commission. 

1.9 Responsibility of Candidates who Participate in the Recruitment Process  

1.9.1 The Act makes very specific provisions in relation to the responsibilities placed on candidates who 

participate in recruitment campaigns (see section 4 of this Code of Practice).

1.10 Monitoring the Application of Standards

1.10.1 Section 13 of the Public Service Management (Recruitment and Appointments) Act 2004 provides that 

the Commission may audit recruitment and selection policies and practices in order to evaluate and 

safeguard the standards established in the Code of Practice. 

1.10.2 The audit function is a key mechanism whereby adherence to the principles is assured. Audit 

programmes are carried out periodically and may focus on issues which are of particular interest or 

concern to the Commission (see section 3 entitled ‘Audit of Recruitment Policies and Practices’).

1.11 Résumé of Terms

1.11.1 The definition of the terms used in this Code is set out at Appendix B.   

Section 1 – Introduction to the Code
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1.12 Contact Point for Advice

1.12.1 Advice and information regarding the content and interpretation of the Code of Practice is available 

from the Director at the Office of the Commission for Public Service Appointments, or such officer(s) as 

may be nominated by the Director.

Section 1 – Introduction to the Code
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PRINCIPLE 1

2.1 Probity

A key objective of the Commission is to ensure acceptable standards of probity in all recruitment and selection 

processes. The principles established by the Commission in this Code of Practice are underpinned by the core 

values that define probity such as integrity, impartiality, fairness, reliability and ethical conduct. The Commission 

is concerned to nurture a values-based culture of trust, fairness, transparency and respect for all, and to ensure 

that probity standards are subject to consistent, rigorous standards and oversight through its audit function. 

The Chief Executive Officer must be committed to these values and must ensure that all aspects of the 

recruitment and selection processes are effective, efficient and ethical.

Examples of the principle in practice include:

Code of Practice 

• Compliance with the terms of this Code of Practice and any other guidelines issued by the Commission.

Recruitment Licence

• Adherence to the terms and conditions of the recruitment licence.

Respecting Confidentiality 

• The treatment of applications in strict confidence, subject to the provisions of the Freedom of Information Acts

1997 and 2003 and any other provisions that have been clearly identified in the published documentation.

Legislative Requirements

• Compliance with relevant legislation including the Official Languages Act 2003, Data Protection Acts 1988 and

2003 and Freedom of Information Acts 1997 and 2003.

Section 2 – Recruitment Principles
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PRINCIPLE 2

2.2  Appointments Made On Merit

Appointment on merit means the appointment of the best person for any given post through a transparent 

competitive recruitment process where the criteria for judging suitability of candidates can be related directly to 

the qualifications, attributes, competencies and skills required to undertake the duties and responsibilities to the 

required standard. It is a fundamentally fair and just approach to dealing with individual applicants resulting in 

the selection of individuals whose competencies, abilities, experience and qualities best match the need of the 

post in question. Merit is therefore an integral principle which must underpin all recruitment and selection 

policies and practices. 

Throughout any merit-based process, it is essential to ensure that the selection process should not provide 

unjustifiable advantage or disadvantage to any particular group of candidates. The selection process should 

embrace issues of inclusiveness, diversity, and genuine equality of opportunity, and these issues should be 

integral to the processes by which appointments are made.

Examples of the principle in practice include:

Attracting Candidates

• Clear and concise advertisements, designed to target an appropriate applicant field, communicated openly to 

afford equality of opportunity.  

• Opportunities accessible to all potentially eligible applicants, including persons with disabilities.

Selection Process

• Criteria for selection should promote the principles of equality of opportunity, inclusiveness and diversity.

• An active focus on ensuring that issues that may adversely affect the process are considered and addressed in 

advance of recruitment campaigns.

• Monitoring and evaluation of recruitment processes, and positive initiatives to tackle any matters arising.

• Clear decisions on the approach adopted in any recruitment campaign and explicit consideration given to 

opportunities and/or measures to promote (or remove possible barriers to) equality and diversity, as part of the 

planning of a selection process.

Section 2 – Recruitment Principles
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Assessment Mechanisms

• Assessment mechanisms that facilitate the identification and selection of the person(s) who best matches the 

requirements of the post.

Eligibility Sift

• Adequate checks in place to ensure that a candidate meets the eligibility requirements before an offer of 

appointment is made. 

• Only candidates who fulfil the eligibility criteria and who have successfully completed the selection process 

(including compliance with this Code of Practice) are deemed eligible for appointment.

• Candidates who do not satisfy the eligibility criteria are disqualified from the process and notified accordingly.   

Appointments

• Appointments made on the basis of a competitive merit-based process with all candidates treated equally at 

each stage of the recruitment and selection process. Merit relates to the abilities, experience and qualities of 

individuals who best meet the requirements of the particular job. 

• Information on the approach to be adopted in determining the order of merit is communicated to candidates 

at the outset (i.e. those elements of the selection process which might influence a candidate’s placing on the 

order of merit are identified in advance).

• Throughout the selection process decisions based on the individual merit of candidates determine which 

candidates progress to the next stage of selection. 

• At the final stage candidates who meet the required standard for the job are placed in order of merit and 

offered appointment in that order.

Section 2 – Recruitment Principles
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PRINCIPLE 3

2.3  An Appointments Process In Line With Best Practice

All recruitment and selection processes and practices should be efficient, cost effective and in line with best 

practice. Best practice extends to all aspects of the recruitment process including defining job and person 

specifications, advertising the vacancy, and selecting appropriate assessment mechanisms. It also includes the 

supporting management arrangements and training provided.  

Examples of the principle in practice include:

Determination of Job Criteria

• Requirements which are not restrictive and reflect what is necessary to perform the duties of the position.  

• Desirable criteria, where identified, are not regarded as a prerequisite for the job.

• Terms and conditions, specific requirements which candidates must satisfy including eligibility criteria and the 

use and knowledge of the Irish language agreed with the Minister for Health and Children.

Language Proficiency

• Provision in relation to the award of additional credit for proficiency in both the English and Irish languages 

made in line with Government policy. 

Job and Person Specifications

• The job and person specifications, being the foundation of the selection process, considered and endorsed at an

appropriate senior level in advance of commencing the process.

• Substantive elements of the job and person specifications consistently reflected throughout the selection 

process.

• A well thought through approach to recruitment with real focus on the requirements of the job and the skills 

needed.

Advertising

• Specific advertising/communication channels appropriate to the vacancy under consideration with supporting 

rationale for the approach adopted.

Section 2 – Recruitment Principles
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Documentation

• Accurate, sufficient and appropriate documentation issued to candidates including information on how to 

access this Code of Practice and in particular information in relation to review procedures as outlined in 

sections 7 and 8 of this Code.

• Documentation supporting assessment stages of the process reflects the selection criteria.

• Documentation and its use which are open to audit by the Commission can be retrieved and accessed.

• Documentation sets out, in line with the requirements of the Act, the specific criteria candidates are obliged to

fulfil, i.e. they must 

– have the knowledge and ability to enter on the discharge of the duties of the post concerned

– be suitable on the grounds of character

– be suitable in all other relevant respects for appointment to the post concerned; and

if successful, they will not be appointed to the post unless they

– agree to undertake the duties attached to the post and accept the conditions under which the duties are, or 

may be required to be, performed

– are fully competent and available to undertake, and fully capable of undertaking, the duties attached to the 

position.

Assessment Mechanisms

• Assessment mechanisms are used in line with best practice.

• Assessment processes appropriate to the selection criteria.

• A selection process underpinned by objectively written effective job and person specifications, focussing on the

purpose of the job, its main accountabilities and the essential skills needed to perform the job effectively.

• A selection process consisting only of properly validated selection tools and techniques.  

• Chosen selection techniques are only used by appropriately qualified individuals who have been properly 

trained in their administration, scoring and interpretation, and who are also qualified to select a test which is 

valid for a particular purpose.

Shortlisting 

• An appropriate means of shortlisting is employed where shortlisting exercises are carried out.

Written Tests

• Written tests are job related where they are used as part of the selection process.

Section 2 – Recruitment Principles
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Management Systems and Administration

• Effective management systems in place.

Training

• Training delivered on a timely basis and appropriate to the specific assessment process being deployed.

Lifecycle of Recruitment Programmes

• While the Commission is conscious of potentially pressing business needs, consideration should be given to the

holding of a new recruitment campaign where a considerable time has elapsed and subsequent vacancies fall 

vacant to be filled from a recruitment process.

Section 2 – Recruitment Principles
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PRINCIPLE 4

2.4 A Fair Appointments Process Applied With Consistency

The Commission wholly opposes any form of direct or indirect discrimination, whether active or passive. The 

selection process adopted and the manner in which it is applied must be undertaken fairly and with real 

commitment to equality of opportunity. The Chief Executive Officer has an obligation to treat candidates fairly, 

to a consistent standard and in a consistent manner.

Examples of the principle in practice include:

Job and Person Specifications

• Job and person specifications are free from bias or poor practice.

• Job and person specifications consistently reflected throughout the selection process.

Advertising

• Vacancies are communicated openly to afford equality of opportunity.

• All advertising and supporting materials are accessible, free from bias and reflect, where appropriate, the job 

and person specifications and assessment process to be followed.

Documentation

• All documentation and its use comply with relevant employment legislation, including Freedom of Information 

Acts 1997 and 2003, Data Protection Acts 1988 and 2003 and equality legislation and guidelines.

Assessment Mechanisms

• Assessment tools comply with requirements on fairness and freedom from bias.

Selection Process

•  Shortlisting criteria are job related and applied consistently across all candidates.

•  Gender representation is taken into account when constituting selection boards.

•  Systems are in place to ensure that selection boards carry out the selection process in a fair and consistent 

manner.

Section 2 – Recruitment Principles
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•  All appropriate accommodations are provided to candidates with special needs thereby ensuring that they have

the best opportunity to perform to their optimum.

Management Arrangements

• The effectiveness of assessment processes regularly reviewed and actioned.

• Appropriate monitoring arrangements in place and follow-up actions adopted.

• Mechanisms in place to collect feedback from selection practitioners.

• Controls in place to ensure appropriate processes are adopted and delivered.

Training

• Arrangements are in place to ensure appropriate training is available and delivered.

• Appropriate training is received and evidenced by any individual participating in a selection process.

• Training is delivered to an appropriate standard and updated as necessary.

• Training covers the structure of the process and the recruitment context including current and forthcoming 

legislation.

• Effectiveness of training is monitored and followed up.

Section 2 – Recruitment Principles
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PRINCIPLE 5

2.5 Appointments Made In An Open, Accountable And Transparent Manner

Transparency in the processes and the openness with which candidates are dealt with by the Chief Executive 

Officer will enhance candidate confidence. Open and active communication on the process and the basis for 

assessment should be adopted. There should also be a real commitment to offering meaningful feedback to 

candidates who seek it. 

Examples of the principle in practice include:

Advertising

• Advertising and supporting materials accessible to all candidates.

Documentation

• Documentation and its use support a commitment to offer open feedback to candidates.

Management Arrangements

• Arrangements in place to ensure effective candidate communication throughout an appointments process.

• An appointments process which is not subject to undue delays, and with reasons for delay recorded.

Selection Boards

• Systems in place to ensure that selection boards carry out the selection process in an open and transparent 

manner.

• Members of selection boards have regard to their responsibilities under the Freedom of Information legislation 

and relevant employment equality legislation.

Feedback

• Clear, specific and meaningful feedback provided when requested by candidates.

• Enquiries and complaints dealt with in an efficient, timely manner.

Section 2 – Recruitment Principles
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Retention of Records

• It is imperative that recruitment processes are fully documented at all stages. 

• Records/papers should be retained for a reasonable period of time and only then disposed of in accordance 

with the terms of the National Archives Act, 1986.

Section 2 – Recruitment Principles
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SECTION 3

3. Audit of Recruitment Policies and Practices

3.1 The Legal Position

3.1.1 Section 13 (1) (c) of the Act provides that the Commission may establish procedures to audit the 

recruitment and selection process.

3.2 Application

3.2.1 The objective of the audit process is to ensure that recruitment and selection policies and practices are 

designed and operated in accordance with the Code of Practice. Audits may examine any part of the 

recruitment and selection processes and may include a review of individual recruitment programmes or 

may be carried out on a thematic basis.

3.2.2 The key issue for the Commission and its audit process is that (i) the core principles are maintained and 

(ii) the Chief Executive Officer operates the licence in accordance with the terms and conditions set out

by the Commission.

3.3 Audit Procedures

3.3.1 Audits will be undertaken in a professional manner, in a spirit of improvement and with the goal of 

sharing knowledge and best practice rather than focussing solely on compliance.

3.3.2 Advance notice will be given of the intention to carry out an audit. This will not only provide sufficient 

time to prepare all necessary documentation and statistics, but will also permit the review to take place

with the minimum of disruption.

3.3.3 At the conclusion of an audit, the findings of the audit will always be discussed with the Chief 

Executive Officer before a report is submitted to the Commission. The Chief Executive Officer will also 

have the opportunity to comment on audit reports in respect of matters of factual accuracy, before 

such reports are finalised. Where shortcomings in a particular area have been identified, 

recommendations to address them will be made. The emphasis will be on providing assistance and 

support.

Section 3 – Audit of Recruitment Policies and Practices
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3.3.4 When conducting audits, the Commission’s mandate will be to ensure that:

• There is no scope for patronage.

• The Chief Executive Officer’s instructions and guidance, including guidance on the use of listed 

recruitment agencies, are consistent with the spirit and letter of the Commission’s Code of 

Practice. 

• The Commission’s requirements are understood.

• Those serving on selection boards undergo training delivered on a timely basis and appropriate 

to the specific assessment process being deployed or have sufficient interviewing experience at 

an appropriate level. 

• Those administering selection techniques are appropriately qualified individuals who have 

received proper training.

• Action has been taken to correct any instances uncovered by internal monitoring where the 

Code of Practice has not been followed, and that any new developments in recruitment policy or

practice such as new selection procedures are consistent with the Code.

3.4 Publication of Audit Reports

3.4.1 The Commission will include a summary account of each audit undertaken in any Annual Report which 

it may publish.

Section 3 – Audit of Recruitment Policies and Practices
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SECTION 4

4. Obligations Placed on Candidates who Participate in the Recruitment Process

4.1 Candidates should note that canvassing will disqualify and will result in their exclusion from the process.

4.2 Candidates must not:

• knowingly or recklessly provide false information

• canvass any person, with or without inducements

• personate a candidate at any stage of the process

• interfere with or compromise the process in any way.

4.3 Any person who contravenes the above provisions, or who assists another person in contravening the above 

provisions, is guilty of an offence. A person who is found guilty of an offence is liable to a fine and/or 

imprisonment.  

4.4 In addition, where a person found guilty of an offence was or is a candidate at a recruitment /selection 

process, then:

• where he/she has not been appointed to a post, he/she will be disqualified as a candidate; and 

• where he/she has been appointed as a result of that process, he/she shall forfeit that appointment.

Section 4 - Obligations Placed on Candidates who Participate in the Recruitment Process
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SECTION 5

5. Ministerial Responsibility

5.1 Matters relating to eligibility requirements, terms and conditions and use or knowledge of the Irish language 

for positions in the Health Service Executive are the responsibility of the Minister for Health and Children.

Section 5 – Ministerial Responsibility
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SECTION 6

6. Investigating Interference or Attempted Interference With the Recruitment Process 

6.1 Where the Commission is of the opinion that there may have been interference with the recruitment process, it

may investigate the matter or cause it to be investigated by a person authorised on its behalf. Accordingly:

• The Chief Executive Officer has a duty to inform the Commission of any interference or attempted 

interference with the process.

• Where all or part of a recruitment process covered by this Code of Practice has been delegated to the 

Public Appointments Service, the Chief Executive has a duty to inform the Commission of any 

interference or attempted interference with the process.

• A listed recruitment agency has a duty to inform the Chief Executive Officer of any interference or 

attempted interference with the process. 

• A person found guilty of an offence is liable to a fine, or to imprisonment, or to both.

Section 6 – Investigating Interference or Attempted Interference With the Recruitment Process 
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SECTION 7

7. Review Procedures in Relation to the Recruitment and Selection Process

7.1 In circumstances where a complaint is received from a candidate the Commission recommends that every 

effort should be made by the *Chief Executive Officer, subject to the agreement of the candidate, to resolve the

matter on an informal basis before making use of the formal review procedures set out hereunder. Should the 

candidate remain dissatisfied following any such discussion, then he/she may adopt the formal procedure set 

out below. The informal process may be availed of within 5 working days of notification of the initial decision, 

and should normally take place between the candidate and the person who communicated the decision (or 

such other person acting on behalf of the *Chief Executive Officer as may be appropriate depending on the 

circumstances).

7.2 The review process enables candidates to seek review when they believe that an action or decision taken in 

relation to the selection process was unfair or unreasonable. 

7.3 Fair procedures should be applied by all bodies dealing with complaints/requests for review. 

7.4 The Commission has no remit to investigate complaints relating to non-selection or non-appointment unless it 

appears that the selection process has breached a Code of Practice.  

7.5 It is essential for the *Chief Executive Officer to have effective systems in place for handling complaints. The 

*Chief Executive Officer must keep a full record of all correspondence and any relevant documentation, such as

minutes of meetings, records of e-mails, and notes of telephone conversations, in relation to all candidates 

who present for interview or any other form of assessment whether successful or not. 

7.6 Candidates must be made aware that the *Chief Executive Officer will only deal with requests for review 

received within 10 working days of the notification of the decision. Where the decision being conveyed relates 

to an interim stage of a selection process, the candidate should be informed that a request for review must be 

received within 3 working days. This is necessary to ensure that delays in the recruitment process are avoided. 

Any extension of those time limits will only be granted in the most exceptional of circumstances and will be at

the sole discretion of the *Chief Executive Officer.

7.7 The *Chief Executive Officer should appoint a Decision Arbitrator (a person at a senior level unconnected with 

the selection process) who will adjudicate on requests for review in cases where a candidate is not satisfied 

with the outcome of an initial review. The *Chief Executive Officer may appoint an external Decision 

Arbitrator if he/she so wishes. The decision of the Decision Arbitrator in relation to such matters is final.

Section 7 – Review Procedures in Relation to the Recruitment and Selection Process
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7.8 The procedures and standards to be followed by the *Chief Executive Officer in the handling of complaints are 

set out below:

Initial Review

• The candidate must address his/her concerns in relation to the process in writing, setting out the basis 

for the complaint being made, to the *Chief Executive Officer in the first instance. A complaint or 

request for review must be made within 10 working days of the notification of the initial decision or 

within 5 working days of the outcome of the informal review stage, if availed of.  However, where the 

decision being conveyed relates to an interim stage of a selection process, the candidate should be 

informed that a request for review must be received within 3 working days of the date of receipt of the 

decision or within 3 working days of receipt of a decision under the informal process; candidates 

electing to use the informal process at the interim stage must do so within 2 working days of 

communication of the decision to them. Any extension of these time limits will only be granted in the 

most exceptional of circumstances and will be at the sole discretion of the *Chief Executive Officer.  

• Upon receipt of the request for review, the *Chief Executive Officer should issue an acknowledgement 

within 3 working days.

• The case should be reviewed by a person other than the individual who made the decision in question.

• The person conducting the initial review (the “reviewer”) should consider any written submissions made 

by the candidate, and all other relevant information, including any e-mails, notes or memoranda held 

by the *Chief Executive Officer in respect of the selection process. Where necessary, the reviewer should

meet with the personnel of the *Chief Executive Officer involved in the selection process and/or the 

candidate for the purpose of eliciting further information. Subject to any statutory (or other relevant) 

restrictions on disclosure, the reviewer shall provide the candidate with any relevant and material 

e-mails, notes or memoranda held by the personnel of the *Chief Executive Officer in respect of the 

selection process, on request.

• The outcome must be notified to the candidate within 20 working days of receipt of the complaint or 

request for review.  Where the investigation does not allow a decision within this timeframe, the initial 

reviewer must keep the candidate informed of the status of the review and the reasons for the delay.

• In communicating the outcome to the candidate, which will be done by means of written report, the 

initial reviewer should indicate that he/she may seek further review by referring the matter to the 

Decision Arbitrator. The initial reviewer must further state that a request to do so must be made within 

7 working days of receipt of the outcome of the initial review. 

Review by the Decision Arbitrator

• The request must be received within 7 working days of the notification of the outcome of the initial 

review.

• Upon receipt of the request for review, the Decision Arbitrator should issue an acknowledgement within

3 working days.
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• The outcome of the investigation must be notified to the candidate in the form of a written report 

within 10 working days.

• The decision of the Decision Arbitrator in relation to such matters is final. The Decision Arbitrator will 

make his/her decision on the basis of any written information available in respect of the matter, or 

written submissions made, and will not generally conduct interviews, although he/she may do so if felt 

warranted by the particular circumstances of individual cases.

* Responsibility in these matters rests with the Chief Executive of the Public Appointments Service, rather than the Chief 

Executive Officer, where responsibility for particular selection processes has been delegated to the Public Appointments 

Service
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SECTION 8

8. Review Procedures in Relation to Allegations of a Breach of the Code of Practice

8.1 The review process enables persons to seek review by the Commission when they believe that there was a 

breach of the Code of Practice by the *Chief Executive Officer.  Allegations of such breaches should be 

addressed in writing, setting out the basis for the complaint being made, to the *Chief Executive Officer in the 

first instance. The Commission has no remit to investigate complaints relating to non-selection or non-

appointment unless it appears that the selection process has breached the Code of Practice.  

If it is the view of the Commission that the matter is in relation to the process, it will be re-directed to the 

*Chief Executive Officer and the complainant will be notified of this.

8.2 Fair procedures should be applied by all bodies dealing with complaints/requests for review. 

8.3 A complaint in relation to a breach of the Code of Practice will be accepted by the Commission when it has 

been examined by the *Chief Executive Officer in the first instance and the complainant is dissatisfied with 

the outcome.  

8.4 The standards and procedures to be followed by the *Chief Executive Officer in relation to allegations of 

breaches of the Code of Practice are as set out below:

• A complaint in relation to a breach of the Code of Practice must be made to the *Chief Executive 

Officer without delay.

• Upon receipt of the complaint, the *Chief Executive Officer should issue an acknowledgement 

within 3 working days.

• The complaint should be reviewed by a person other than the individual directly associated with the 

selection process in question. The persons conducting the review (the “reviewer”) will have regard to all 

information which is material to the complaint, including any e-mails, notes or memoranda prepared 

by the personnel of the *Chief Executive Officer, relevant to the complaint. Where necessary the 

reviewer will meet with personnel of the *Chief Executive Officer relevant to the complaint and/or the 

complainant, for the purpose of eliciting further information. Subject to any statutory (or other) 

restrictions on disclosure etc. the reviewer shall provide the complainant with any relevant and material

e-mails, notes and memoranda held by the personnel of the *Chief Executive Officer in respect of the 

selection process in question.

• The outcome must be notified to the complainant within 20 working days of receipt of the complaint.  

Where the investigation does not allow a decision within this timeframe, the complainant must be kept 

informed of the status of the review and the reasons for the delay.

• In communicating the outcome to the complainant, the *Chief Executive Officer should indicate that 
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he/she may seek further review by referring the matter to the Commission. The *Chief Executive 

Officer must further state that a request to do so must be made within 7 working days of receipt of the

outcome of the initial review. 

8.5 In order to facilitate the Commission in its review of alleged breaches of the Code of Practice, the *Chief 

Executive Officer must keep a full record of all correspondence and any relevant documentation, such as 

minutes of meetings, records of e-mails and notes of telephone conversations.  

8.6 The Commission may take whatever action it deems necessary where there has been failure to comply with this

Code of Practice, in accordance with the provisions of the Public Service Management (Recruitment and 

Appointments) Act 2004.

8.7 The procedures and standards to be followed by the Commission in the handling of complaints of breaches of 

the Code of Practice are set out below:

• A complaint to the Commission in relation to an alleged breach of the Code of Practice must be made 

within 7 working days of receipt of the notification of the decision of the *Chief Executive Officer.

• Acknowledgement of receipt of the request will be made within 3 working days.

• The complaint will be examined by the Commission.

• The outcome will be notified, in the form of a written report, to the party making the complaint and the

*Chief Executive Officer within 20 working days.  Where the investigation does not allow a decision 

within this timeframe, the Commission will keep both parties informed of the status of the review and 

the reasons for the delay.

• The Commission will make its decision on the basis of any written information available in respect of 

the matter, or on the basis of any written submissions made to it, and will not generally conduct 

interviews, although it may do so if felt warranted by the particular circumstances of individual cases.

• The decision of the Commission is final.

* Responsibility in these matters rests with the Chief Executive of the Public Appointments Service, rather than the Chief 

Executive Officer, where responsibility for particular selection processes has been delegated to the Public Appointments 

Service
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APPENDICES 

A Accounting for Recruitment Decisions

• Those responsible for recruitment and selection processes need to be able to demonstrate that they have 

complied with the principles.

• Clear decisions on the approach should be adopted in any recruitment process. 

• Recruitment and selection processes should be fully documented and effective management systems and 

arrangements (including document management) should be in place. 

• Those responsible for recruitment need to monitor and evaluate their processes and take positive 

initiatives to tackle any matters arising.

• Records/papers should be managed in accordance with the terms of the National Archives Act, 1986 (see also 

section 2 (Principle 5) of this Code).

• The *Chief Executive Officer - and ultimately the Commission – needs to be satisfied that recruitment and 

selection processes have been properly carried out.

B Definition of Terms in this Code

In this Code

• “The Act” means the Public Service Management (Recruitment and Appointments) Act 2004.

Except where the context otherwise requires – 

• “Appointment” means the appointment of a person to a position within the Health Service Executive;

•  “Commission” means the Commission for Public Service Appointments;

• “Chief Executive Officer” means the Chief Executive Officer of the Health Service Executive.

* Responsibility in these matters rests with the Chief Executive of the Public Appointments Service, rather than the Chief 

Executive Officer, where responsibility for particular selection processes has been delegated to the Public Appointments 

Service
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This Code of Practice (No. 01/05 Revision January 2006) is prepared by the Commission for Public Service Appointments in

accordance with the provisions of sections 23 and 24 of the Public Service Management (Recruitment and Appointments) Act

2004. 

The Commission may revoke or amend this Code of Practice as it sees fit.

It is open to the Commission to take whatever action it deems necessary where it is of the opinion that there has been

failure to comply with the terms of this Code of Practice.
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