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Civil Service values

1. The Civil Service is an integral and key part of the
government of the United Kingdom'. It supports the
Government of the day in developing and implementing its
policies, and in delivering public services. Civil servants are
accountable to Ministers, who in turn are accountable to
Parliament’.

2. As a civil servant, you are appointed on merit on the basis
of fair and open competition and are expected to carry out
your role with dedication and a commitment to the Civil
Service and its core values: integrity, honesty, objectivity and
impartiality. In this Code:

e ‘integrity’ is putting the obligations of public service
above your own personal interests;

e 'honesty’ is being truthful and open;

e ‘objectivity’ is basing your advice and decisions on
rigorous analysis of the evidence; and

e ‘impartiality’ is acting solely according to the merits of
the case and serving equally well Governments of
different political persuasions.

3. These core values support good government and ensure
the achievement of the highest possible standards in all that
the Civil Service does. This in turn helps the Civil Service to
gain and retain the respect of Ministers, Parliament, the
public and its customers.

"This Code applies to all Home civil servants. Those working in the Scottish Executive and
the National Assembly for Wales, and their Agencies, have their own versions of the
Code. Similar Codes apply to the Northern Ireland Civil Service and the Diplomatic
Service.

2 _— , .
Constitutionally, civil servants are servants of the Crown. The Crown's executive powers
are exercised by the Government.

4. This Code’ sets out the standards of behaviour expected
of you and all other civil servants. These are based on the
core values. Individual departments may also have their own
separate mission and values statements based on the core
values, including the standards of behaviour expected of you
when you deal with your colleagues.

Standards of behaviour
Integrity
5. You must:

o fulfil your duties and obligations responsibly;

e always act in a way that is professional® and that
deserves and retains the confidence of all those with
whom you have dealings;

e make sure public money and other resources are used
properly and efficiently;

e deal with the public and their affairs fairly, efficiently,
promptly, effectively and sensitively, to the best of your
ability;

e handle information as openly as possible within the legal
framework; and

e comply with the law and uphold the administration of
justice.

6. You must not:

e misuse your official position, for example by using
information acquired in the course of your official duties
to further your private interests or those of others;

*The respective responsibilities placed on Ministers and special advisers in relation to
the Civil Service are set out in their Codes of Conduct:
www.cabinetoffice.gov.uk/propriety_and_ethics.

4 . . .
Including taking account of ethical standards governing particular professions.

e accept gifts or hospitality or receive other benefits from
anyone which might reasonably be seen to compromise
your personal judgement or integrity; or

o disclose official information without authority. This duty
continues to apply after you leave the Civil Service.

Honesty
7. You must:

e set out the facts and relevant issues truthfully, and
correct any errors as soon as possible; and

o use resources only for the authorised public purposes for
which they are provided.

8. You must not:

e deceive or knowingly mislead Ministers, Parliament or
others; or

e be influenced by improper pressures from others or the
prospect of personal gain.

Obijectivity
9. You must:

e provide information and advice, including advice to
Ministers, on the basis of the evidence, and accurately
present the options and facts;

o take decisions on the merits of the case; and
e take due account of expert and professional advice.
10. You must not:

e ignore inconvenient facts or relevant considerations
when providing advice or making decisions; or

e frustrate the implementation of policies once decisions
are taken by declining to take, or abstaining from, action
which flows from those decisions.



Impartiality

11. You must:

e carry out your responsibilities in a way that is fair, just and
equitable and reflects the Civil Service commitment to
equality and diversity.

12. You must not:

e act in a way that unjustifiably favours or discriminates
against particular individuals or interests.

Political Impartiality

13. You must:

e serve the Government, whatever its political persuasion,
to the best of your ability in a way which maintains
political impartiality and is in line with the requirements
of this Code, no matter what your own political beliefs
are;

e act in a way which deserves and retains the confidence of
Ministers, while at the same time ensuring that you will
be able to establish the same relationship with those
whom you may be required to serve in some future
Government; and

e comply with any restrictions that have been laid down on
your political activities.

14. You must not:

e act in a way that is determined by party political
considerations, or use official resources for party political
purposes; or

e allow your personal political views to determine any
advice you give or your actions.

Rights and responsibilities

15. Your department or agency has a duty to make you
aware of this Code and its values. If you believe that you are
being required to act in a way which conflicts with this Code,
your department or agency must consider your concern, and
make sure that you are not penalised for raising it.

16. If you have a concern, you should start by talking to
your line manager or someone else in your line management
chain. If for any reason you would find this difficult, you
should raise the matter with your department’s nominated
officers who have been appointed to advise staff on the
Code.

17. If you become aware of actions by others which you
believe conflict with this Code you should report this to your
line manager or someone else in your line management
chain; alternatively you may wish to seek advice from your
nominated officer. You should report evidence of criminal or
unlawful activity to the police or other appropriate
authorities.

18. If you have raised a matter covered in paragraphs 15 to
17, in accordance with the relevant procedures’, and do not
receive what you consider to be a reasonable response, you
may report the matter to the Civil Service Commissioners®.
The Commissioners will also consider taking a complaint
direct. Their address is:

3rd Floor, 35 Great Smith Street, London SW1P 3BQ.
Tel: 020 7276 2613
email: ocsc@civilservicecommissioners.gov.uk

If the matter cannot be resolved using the procedures set out
above, and you feel you cannot carry out the instructions
you have been given, you will have to resign from the Civil
Service.

19. This Code is part of the contractual relationship
between you and your employer. It sets out the high
standards of behaviour expected of you which follow from
your position in public and national life as a civil servant. You
can take pride in living up to these values.

June 2006

>The whistleblowing legislation (the Public Interest Disclosure Act 1998) may also apply in
some circumstances. The Directory of Civil Service Guidance gives more information:
www.cabinetoffice.gov.uk/propriety_and_ethics.

6 . , )
The Civil Service Commissioners’ Appeals leaflet gives more information:
www.civilservicecommissioners.gov.uk. This Code does not cover HR management issues

impartiality

integrity

objectivity

honesty
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Programs

TRPFTL L

PDP Professional Dynametric

ProScan

Identifies strengths, energy levels, energy drains, motivators, stressors
satisfaction index, communication styles, management styles, logic, back-up

styles, and more.
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PDP Professional Dynametric

Programs
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JobScan
Creates Job Models by measuring success criteria required for a position. Matches
applicants to JobModel. Generates behavioral Interviewing Guide based on

applicant’ s match to model.

TeamScan
Measures and defines the team’ s culture. Strengthens team member understanding

and appreciation.

PowerApp
Power application workshops with measurable action plans to improve communication,

leadership, hiring, and team building skills

Strat-Map
Strategic mapping programs develop effective communication for teams and managers,

resulting in greater motivation, satisfaction, and goal-orientation.

Source: http://www. testsky. org/enl/products. html
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asp BPI Scales
®  Hypochondriasis
®  Depression
®  Denial
® Interpersonal Problems
®  Alienation
®  Persecutory Ideas
®  Anxiety
®  Thinking Disorder
®  Impulse Expression
®  Social Introversion
®  Self Depreciation
®  Deviation
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A& A 4 BPI
Basic Personality Inventory

(4

Unique Features

The BPI measures twelve (12) distinct psychological traits. Scale names were chosen
to avoid potentially inaccurate diagnostic labels while emphasizing construct
dimensions of psychopathology. The BPI makes use of sophisticated procedures to
minimize susceptibility to the social desirability response bias. It is sensitive
to the tendency to describe oneself in favorable ("fake-good") and unfavorable
("fake-bad") terms. The easy reading level makes it suitable for a variety of

populations.

Source: http://www. sigmaassessmentsystems. com/assessments/bpi. asp

http://www. previsor. con/

Multiple assessments % f&ip|%

PreVisor has a vast library of pre-employment test solutions including:

Competencies
PreVisor’ s Competency test solutions include Abilities & Aptitude, Biodata &

Situational Judgment, and our popular Personality Test solutions.

11
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Multiple assessments % f&ip|5%
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Skill Assessment

PreVisor’ s Skill Test library offers hundreds of assessments proven over time to
accurately identify candidates’ strengths and weaknesses in relation to a specific

knowledge area or skill.

Simulations
PreVisor offers a large number of online simulations that provide a realistic method

of assessing candidate skills and abilities for a wide variety of jobs.

Pre-Packaged Job Assessments

PreVisor’ s Pre-Packaged Job Assessments combine the best of the best predictive

employment screening assessment content, including hard and soft skills

Tailored Solutions

PreVisor’ sTailored Solutions are specifically designed to meet the unique requirements

of your hiring program.

http://www. previsor. con/products/assessments
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Multiple assessments % f&ip|5%
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Assessments: Competencies

PreVisor’ s competency assessments measure multiple attributes m

such as personality, cognitive ability, past performance, and

work-sample behaviors to determine a candidate’ s suitability

for a job role. Using this assessment test during selection will help you evaluate a
candidate’ s job fit. This thorough evaluation, particularly when combined with a

Knowledge and Skills assessment test, reveals not only if the candidate can do the job,

but also if they will do the job.

Personality

Knowing a candidate’ s personality tendencies helps employers select and place
applicants in positions where they are most likely to be motivated and successful.
PreVisor’ s personality testing approach evaluates several factors such as emotional
control, stress tolerance, self confidence, adaptability, independence,

responsibility, initiative, competitiveness, social awareness, empathy, and influence.

13
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Cognitive ability is one of the most predictive worker traits, especially in more complex
jobs. Along with specific abilities like numerical reasoning, verbal reasoning, and
analytical ability, cognitive ability can tell you a lot about a candidate’ s
trainability and problem solving skills. PreVisor’ s ability tests are frequently
combined with other test types to maximize prediction of a variety of performance

behaviors while reducing the potential for adverse impact

Behavioral

PreVisor has industry-leading biodata instruments that reveal a candidate’ s past

behavior and performance to give employers insight into his or her potential for future
success on the job. These assessments cover employment and educational background, key
developmental experiences, and past achievements. PreVisor’ s behavioral assessments
also include immersive simulations and realistic situational judgment tests that provide

additional information predictive of future performance.

Source: http://www. previsor. com/products/assessments/competency

7 - fEha (7 3 - Rl
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nce. php

Myers Briggs Personality

Testing

The Myers Briggs assesses your personality preferences based on the
following four scales:

Extraversion (E) - Introversion (I)

e [Extraversion - Energised by the outside world of people, activities and
things.
e Introversion - Energised by the inner world of thoughts, feelings and

reflections.
Sensing (S) - Intuition (N)

e Sensing - Look for facts and details. Practical, concrete thinkers.
e Intuition - Look for patterns and connections. Ideas-oriented, abstract

thinkers
Thinking (T) - Feeling (F)

e Thinking - Make decisions based on logic and objective facts.

o Feeling - Make decisions based on personal values and feelings.

15
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(H)

Myers Briggs Personality
Testing
i)

Judging (J) - Perceiving (P)

e Judging - Preference for living a planned, organised and structured life.

e Perceiving - Preference for living a casual, flexible and spontaneous life.

Source:

http://www. katieroberts. com. au/meyers-briggs-personality-testing+vocational-gu

idance. php

http://www. caliperonlin

e. com/assessments—-consu
lting. asp

Caliper services

ABSTRACT REASONING

This is a sub-set of intelligence and an important component in problem solving.
Those with higher levels tend to be somewhat more expansive in their ability to
handle complex or multidimensional problems. They are likely to have the ability
to apply or modify general problem-solving techniques in new situations and will
often develop new skills informally, without participation in well-structured
training programs. Those with lower levels tend to be more concrete in their approach
to problem solving.

ACCOMMODATION

Measures affability, or friendliness in personal interactions; a willingness to
be helpful and provide service. Individuals who score high on this trait have a
need to be liked, they respond to recognition, and they work hard to please others
They will usually seek out situations in which they can demonstrate their

compassion.
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(5)

(4

Measures domination and ascendance over events and others. Individuals who have
high scores may tend to be “heavy-handed” 1in their approach to “getting their
way.” While some degree of aggressiveness is valuable, it must be tempered with
a good level of self-discipline, empathy and thoroughness, if it is to be used in
a positive manner.

ASSERTIVENESS

Indicates the positive forcefulness a person will use to control a situation; it
is the ability to express one’ s thoughts forcefully and consistently, without
having to rely on anger. Those scoring high in this quality will often be able to
be direct and straightforward even when addressing a somewhat unreceptive audience.
Individuals scoring low on this measure may be less comfortable expressing
themselves forcefully and may back down or be reactive in certain situations.
CAUTIOUSNESS

The degree to which a person is hesitant and careful in making decisions. This
characteristic relates to the care with which one evaluates situations or materials
and takes action. High scores on this trait are likely to indicate a tendency to
be deliberate and careful when making decisions. Those scoring extremely low on
this quality are likely to be more impulsive or intuitive in their approach to

decision making.
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Ego-drive is a composite trait that incorporates a number of other Caliper measures.
Ego-drive is the inner need to persuade others as a means of gaining personal
gratification. The Ego-driven individual wants and needs successful persuasion as
a powerful enhancement of his or her ego. Ego-drive is not ambition, aggression,
energy, or even a willingness to work hard. Rather, it is an internal gratification
that comes from getting another person to say “ves.”

EGO-STRENGTH/RESILIENCE

Resilience is the self-confidence and ability to handle rejection and accept
criticism in a manner that is positive and growth oriented. Individuals with a
healthy, intact ego have a positive picture of themselves. Liking and accepting
the way they are allows them to function at or near the top of their capacity. On
the other hand, individuals scoring low on this trait may be preoccupied with
conflict or feelings of inferiority, thus reducing their effectiveness.

EMPATHY

Empathy is a composite trait that incorporates a number of other Caliper measures.
Empathy is the ability to accurately sense the reactions of another person and to
objectively perceive their feelings without necessarily agreeing with them. An
empathic individual, therefore, has the capacity to appropriately adjust his or

her own behavior in order to deal effectively with people.
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EXTERNAL STRUCTURE

Measures the degree to which a person is sensitive to the environment and the
structure that exists. Individuals scoring high in external structure are sensitive
to externally defined rules, policies and procedures. They operate with some
sensitivity to authority and will generally prefer a working environment in which
direction is set.

FLEXIBILITY

An indicator of flexibility/inflexibility. Individuals who rank high in this
quality are generally willing to modify their approach as changing conditions or
circumstances require. They can easily "change gears" to respond to the input and
feedback of others. Those who score lower may be more tenacious in holding onto
their views and less willing to modify their position.

GREGARIOUSNESS

Measures gregariousness or buoyancy, and overall optimism. It reflects a comfort
with people and crowds. Individuals who are gregarious are extroverted, ebullient
and optimistic. Gregarious people are outgoing and enjoy working with large groups.
IDEA ORIENTATION

Measures originality or creativity. Individuals who score high on ideational items
show an orientation toward creative problem solving, idea generation and concept
development. Lower scores may indicate a preference for practical or concrete

solutions.
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RISK TAKING

Determines an individual’ s willingness to take necessary risks. It is a sense of
adventure; an optimistic desire to try new things. It does not necessarily imply
recklessness (i.e., one can be a cautious risk taker). Individuals scoring low on
this scale tend to prefer conventional or well-established methods as opposed to
those in which failure might occur.

SELF-STRUCTURE/SELF-DISCIPLINE

Measures an individual’ s ability to determine and direct his/her own priorities
Individuals ranking high in this area are self-defining. They typically establish
and manage their own agendas. Those scoring low in this area tend to enjoy variety,
can be distractible, and may require some direction to gain focus.

SKEPTICISM

A concern with the attitudes of others towards oneself. Individuals scoring high
on this quality tend to be suspicious of the motives of others. In many roles a
degree of skepticism can be helpful in making correct judgments. Low levels on this
scale generally suggest a degree of trust or naiveté.

SOCIABILITY/OUTGOINGNESS

Measures sociability: the ability and desire to be with and work with people.
Individuals who rank high in this quality enjoy being with and working with others.
More specifically, they relate well in one-on-one and group situations. They are

likely to have a large circle of close friends.
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THOROUGHNESS

Measures an individual’ s attention to detail and tendency to persevere.
Individuals who score high in thoroughness tend to be careful and will take ownership
of the jobs assigned to them. Those who score lower may be more expeditious than
thorough.

URGENCY
A measure of an individual’ s sense of immediacy. Urgency is an inner-directed and

focused need to get things done. Extremely high scores indicate impatience or

unrealistic expectations. Low levels indicate patience and potential complacency.

Source:
http://www. caliperonline. com/brochures/Caliper%20Profile%20Users%20Guide. pdf
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http://www. saterfiel.com/Le | The Leadership Knowledge | The Leadership Knowledge Challenge is a training needs assessment

adership_Knowledge. htm Challenge which measures an individual’ s knowledge of leadership in the

following seven areas:

Attitude - The Leadership Personality
Time Management

Planning

Organizing

Staffing

Leading

Facilitating

Source: http://www. saterfiel. com/Leadership_Knowledge. htm

22



http://www.saterfiel.com/Leadership_Knowledge.htm
http://www.saterfiel.com/Leadership_Knowledge.htm
http://www.saterfiel.com/Leadership_Knowledge.htm

RS D P/ e ik ey - S
http://www. hoganassessments | HPI PRIMARY SCALES
..com/ Hogan personality inventory Adjustment

confidence, self-esteem, and composure under pressure
Ambition

initiative, competitiveness, and desire for leadership roles
Sociability

extraversion, gregarious, and need for social interaction
Interpersonal Sensitivity

tact, perceptiveness, and ability to maintain relationships
Prudence

self-discipline, responsibility and conscientiousness
Inquisitive

imagination, curiosity, and creative potential

Learning Approach

achievement-oriented, stays up-to-date on business and technical
matters
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. con/

(H)

Hogan personality inventory

(4

Service Orientation

being attentive, pleasant, and courteous to customers
Stress Tolerance

being able to handle stress, even-tempered, calm under fire
Reliability

honesty, integrity, and positive organizational citizenship
Clerical Potential

ability to followdirections, pay attention todetail, and communicate
clearly

Sales Potential

energy, social skills, and the ability to solve problems for customers
Managerial Potential

leadership ability, planning, and decision-making skills

Source:
http://www. hoganassessments. com/hogan—-personal ity-inventory
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HDS PRIMARY SCALES
Hogan development survey Excitable

moody, easily annoyed, hard to please, and emotionally volatile
Skeptical

distrustful, cynical, sensitive to criticism, and focused on the
negative

Cautious

unassertive, resistant to change, risk-averse, and slow to make
decisions

Reserved
aloof, indifferent to the feelings of others, and uncommunicative
Leisurely

overtly cooperative, but privately irritable, stubborn, and
uncooperative

Bold

overly self-confident, arrogant, with inflated feelings of self-worth
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Mischievous

charming, risk-taking, limit-testing and excitement-seeking
Colorful

dramatic, attention-seeking, interruptive, and poor listening skills
Imaginative

creative, but thinking and acting in unusual or eccentric ways
Diligent

meticulous, precise, hard to please, and tends to micromanage
Dutiful

eager to please and reluctant to act independently or against

popular opinion

Source: http://www. hoganassessments. com/assessments-hogan-development-survey
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Motives, Values, Preferences
Inventory (MVPI)

PRIMARY SCALES

Recognition

responsive to attention, approval, and praise
Power

desire for success, accomplishment, status and control
Hedonism

orientation for fun, pleasure, and enjoyment
Altruistic

desire to help others and contribute to society
Affiliation

desire for and enjoyment of social interaction
Tradition

dedication, strong personal beliefs, and obligation
Security

need for predictability, structure, and order
Commerce

interest in money, profits, investment, and business opportunities
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Motives, Values, Preferences Aesthetics

Inventory (MVPI)
(5

need for self-expression, concern over look, feel, and design of work products
Science

quest for knowledge, research, technology, and data

THEMES

Lifestyles

concern the manner in which a person would like to live

Beliefs

involve “shoulds,” ideals, and ultimate life goals

Occupational preferences

include an individual’ s preferred work, and what constitutes a good job
Aversions

reflect attitudes and behavior that are disliked or distressing
Preferred associates

concern the kind of person desired as coworkers and friends
Source:

http://www. hoganassessments. com/motives-values-preferences-inventory
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Hogan Business Reasoning
Inventory (HBRI)

SCALES & INTERPRETATIONS

The HBRI evaluates two kinds of problem solving: tactical and strategic reasoning.
It evaluates these two kinds of reasoning using basic business data presented in
the form of textual, quantitative, and graphic items.

Tactical Reasoning

Concerns solving problems and coming to sensible conclusions once the facts are
known. High scorers tend to be disciplined, steady, and precise.

Strategic Reasoning

Concerns the ability to detect errors, gaps, and logical flaws in graphs, memos,
diagrams, written reports, numerical projections, and tables of data.

High scorers are seen as curious and open-minded, tolerant of ambiguity, and
interested in feedback.

The HBRI is the first measure of reasoning ability based on a theory of intelligence
and designed exclusively to predict real-world performance.

The HBRI is based on evolutionary psychology. Within this context, intelligence
is a function of meta-representational competence, the ability to reflect on one’ s
past actions, determine where the problems have occurred, and then devise methods
to avoid repeating those problems in the future. Individual differences in this

cognitive capacity enhance performance in every significant domain of human action.

Source: http://www. hoganassessments. com/hogan-business-reasoning-inventory
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http://assessments-usa. com/

job-fit-assessments. asp

The ProfileXT

The ProfileXT™ is an all-purpose assessment that measures the qualities that make
up "The Total Person” — Thinking style and Reasoning. Occupational Interests, and
Behavioral Traits.

The report gives you a Profile of the Total Person

Thinking Style

Learning index, Verbal Skill, Verbal Reasoning, Numerical Ability,
and Numeric Reasoning.

Behavioral Traits

Energy Level, Assertiveness, Sociability, Manageability, Attitude,
Decisiveness, Accommodating, Independence, and Objective Judgment.
Interests

Enterprising, Financial/Administrative, People Service, Creative,
Technical, and Mechanical.

Source: http://assessments-usa. com/ job-fit-assessments. asp
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360 degrees evaluation

The CheckPoint 360° Multi-Rater Peer Review

The Profiles Checkpoint Peer Review is a powerful professional development tool,
designed to positively impact a manager’ s growth and career, and an organization’ s
success. For managers, supervisors and others in leadership positions, it can

facilitate peak performance that generates improved productivity in the workplace.

Checkpoint Peer Review is an ongoing process that can be used at key intervals to
monitor the progress of professional growth. This confidential survey covers 70

specific job skills, which fall into 8 major Skill Clusters and 18 Skill Groups.

These classifications aid in both organizing the survey and in reporting the
results. These 70 items are the most universally required for success in leadership,

management, supervision, and effective team participation.
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Source: http://assessments-usa. com/360-peer-review. asp
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http://www. opusproductivity | OPUS profiling The personality assessment tool utilized by OPUS Productivity
. com/services. html#profilin measures seven key aspects of a behavioral style. Those are an
g individual’ s Dominance, Extroversion, Pace/Patience, Conformity,

Energy Level, Energy Style, and Fact/Feeling orientation. The profile
also measures the differences between how a person feels they are
naturally versus how they feel they need to modify their style. As
a result, additional measurements on energy drain and morale become
available. This vital service is integrated into literally every

service provided by OPUS Productivity.
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http://www. profilesnorthwes | PI survey Attitude Assessment

t. com/SteplSurvey?2. html

The Step One Survey II is an employer’ s first step in evaluating a job candidate’ s

qualifications for employment. It is the hiring tool that empowers executives by

providing essential information about job candidates attitudes. It has three parts:

1.

A direct-admissions structured interview format that asks about recent work
history, record of honesty, drug/alcohol use and related issues. The results
of the "interview" are assessed by the company to evaluate the candidate’s
suitability for employment.

Assesses the candidate’ s attitudes toward Integrity, Substance Abuse,
Reliability, and Work ethic. The Step One Survey spots applicants who share

attitudes with convicted felons, and want to work for you! !

3. Suggested interview questions

Source: http://www. profilesnorthwest. com/SteplSurvey?2. html
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