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Agency referral of breach of standard claim to the Public Sector Commission
1. Claim details
	Agency
	

	Standard involved
	Recruitment Standard

	Type of vacancy
	Choose an item.
	Process used 
	Choose an item.
	Date claim received 
	Click or tap to enter a date.
	Claim is eligible
	Yes ☐ No ☐

	Claim received in required timeframe
	Yes ☐ No ☐


2. Claimant details
	Name
	

	Phone
	

	Email
	

	Copy of breach claim attached
	Yes ☐


3. Panel member details (those involved in recruitment process)
	
	Panel Chair
	Panel member
	Panel member
	Panel member

	Name
	
	
	
	

	Position title
	
	
	
	

	Phone
	
	
	
	

	Email
	
	
	
	


Regulation 10 compliance
Under regulation 10 of the Public Sector Management (Breaches of Public Sector Standards) Regulations 2005, your agency is required to make reasonable efforts to resolve the breach claim and keep appropriate records demonstrating these efforts. 
The Breach of standards: Information for agencies has useful information about agency responsibilities when a claim is received.
4. Appointment of officer to deal with claim
	Name
	

	Position 
	

	Contact phone 
	

	Contact email 
	

	Not involved in original process
	Yes ☐


If the information requested below is already included in your internal assessment of this claim, you are not required to repeat it here. However, as this information forms part of our review, it must be clearly addressed either in your responses below or in the supporting documents provided. 
Please also ensure the declaration at the end of this form is completed to confirm that all relevant information has been provided.
5. Initial engagement with claimant
	Date first contacted
	

	Method of contact
	

	Summary of discussion
	

	Summary of claims raised
	

	Preferred outcome identified
	


6. Assessment of claim
	Date completed
	

	Records reviewed
	

	Information provided by individuals involved in process
	

	Summary of findings for each claim
	

	Conclusion (outcome of assessment)
	

	Rationale
	


7. Discussion of outcome
	Date communicated to claimant
	

	Method (written/verbal)
	

	Summary of explanation
	


8. Actions to resolve
	Proposed actions
	

	Claimant response
	


9. Outcome status
	Status (Resolved/Not resolved/Withdrawn)
	

	If not resolved, rationale
	

	Date confirmed / withdrawn
	


10. Records
	*Records attached
	

	Officer name
	

	Signature
	

	Date
	


* To support our review, please provide all relevant documents combined into a single PDF when submitting your response. Examples of records you may include are the position description, job advertisement, selection report, shortlisting and selection records, conflict of interest declarations, correspondence between panel members, and approval documentation. 
While processes may vary, it is essential that the reasons for decisions are clearly documented to support the rationale for decisions made.
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