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Hi 
It was nice to meet you earlier.
As discussed, please see below; guidance for the Chair recruitment process:

Example JD/Person Specifications/terms of appointment attached for member roles that
have been recruited in the past for advisory groups/commissions, these should give you a
guideline of what the recruitment pack should include to enhance the quality of the
applications received; in essence the JD should outline the scope of the role and what is
expected of the appointee, this includes responsibilities for chairing meetings, how many
meetings on average the appointee will need to attend/commit to attending per year,
stakeholders the appointee will be expected to engage with, level of expertise (if
applicable) needed for the role, renumeration (if any). The person specification should
focus on key competencies upon on which you will draw from when
shortlisting/interviewing the candidates. They should be equitable and measurable and
relevant to the scope of the role.
I will ask my contact at the MO in regards to the involvement of the MO throughout the
process (I do believe it is minimal until the preferred appointee upon which we must
present a memo to David Bellamy before presenting to the MO to sign off on
appointments). I have asked the question about the route we take if the recruitment was
to be conducted through nominations instead of an open recruitment process and will get
back to you on this.
Please see attached recruitment guidance point 6. For timeline guidance as well as other
useful information.

@  I have also asked about your queries in relation to the Surface Water Flooding
group and I am awaiting a response (  does not work on Thursdays and I am off tomorrow so
hopefully will have an answer for you early next week).

Please see attached benchmarking for renumeration for your reference.
I know I haven’t answered all queries but I hope to offer further clarity for you in the upcoming
week.
Kind regards,

People Function
Phone: 
Email: @london.gov.uk
GREATERLONDONAUTHORITY
City Hall, Kamal Chunchie Way, London E16 1ZE
Please note my working hours are .







 

 

TERMS OF APPOINTMENT – EQUALITY, DIVERSITY AND INCLUSION ADVISORY 
GROUP (“the Advisory Group”) 

1. Background 

1.1  The Mayor of London has established an Equality, Diversity and Inclusion 
Advisory Group (the Advisory Group herein) to shape, influence and guide the 
delivery of his Equality, Diversity and Inclusion Strategy, published in May 2018. 
The strategy sets out the Mayor’s vision for a fairer, more inclusive city where all 
Londoners are able to prosper.    

 
1.2  The Advisory Group brings together experts on equality and inclusion, providing 

cross-cutting advocacy and advice on inclusive practices and issues faced by 
specific communities or equalities groups. By convening wider stakeholder 
networks, the Advisory Group will also help ensure that the many external 
stakeholders that informed the drafting of the strategy continue to be heard and 
involved in its delivery. 

2. Appointment 

You are appointed as a member of the Advisory Group with effect from the date 
of the accompanying letter (“the Effective Date”) and shall hold such position 
until the end of the current Mayoral term (May 2020), subject to the provisions 
for earlier termination set out at paragraph 9 below (“Termination of the 
Appointment”). 

3. Duties and Responsibilities  

3.1 Advise on the delivery of the Mayor’s Equalities, Diversity and Inclusion Strategy 
by providing expertise and guidance.  

 

3.2 Convene stakeholder group meetings drawing in wider expertise to inform the 
development of policy initiatives and/or programmes.  

 

3.3 Help catalyse new strategic partnerships to deliver the Mayor’s Equality, 
Diversity and Inclusion objectives.  

 

3.4 Provide a powerful advocacy voice on inclusive practices in the capital’s 
communities and businesses.  

 

3.5 Recommend the commissioning of research, reports and events to deliver the 
Mayor’s objectives and priorities for Equality, Diversity and Inclusion.  

 

3.6 Attend and actively participate in meetings, advising on the emerging issues 
pertinent to the brief. 

 

3.7 Hold responsibility for a specific area or issue and liaise with the relevant link 
people in the GLA on this. 
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4. Attendance 

4.1  Your participation in the activities of the Advisory Group is highly valued. 
Membership requires that you endeavour to attend all Advisory Group meetings 
and meetings with GLA Officers working in support of this project wherever 
practicable. If you are unable to attend a meeting, you are asked to inform the 
organiser as soon as is reasonably practicable.  

 
4.2  Whilst membership is restricted to Advisory Group members, the Advisory Group 

will invite outside specialists to attend selected meetings, and input where 
appropriate. A GLA member of staff will attend meetings. The Mayor’s Office or 
other GLA Officers may attend meetings as appropriate. 

 
4.3  Meetings shall be held on a bi-annual basis or at such other intervals as the 

Advisory Group may agree. If the Chair decides that a meeting is not necessary, 
that person may decide to cancel the meeting. The Chair may call additional 
meetings or informal meetings / workshops as required. 

5. Remuneration and Expenses 

The position of Advisory Group Member is honorary, unremunerated, and non-
pensionable. Appointees will be entitled to be reimbursed, in accordance with 
the GLA’s Expenses and Benefits Framework, for travel and other expenses 
reasonably incurred in performing their role with the Advisory Group. This will 
also cover requests for reasonable adjustments. 

6. Code of Conduct 

  When undertaking work in connection with the Advisory Group, Members are 
required to agree to comply with the standards and processes relating to 
conduct as detailed in the ‘Code of Conduct’ issued to Members of the Advisory 
Group by the GLA’s Monitoring Officer and any relevant applicable provisions of 
the GLA Group’s Corporate Governance Framework Agreement (as amended 
from time to time). This includes provisions in relation to adhering to the seven 
principles of public life (‘the Nolan principles’) and the potential disclosure and 
registration of interests. 

7. Confidentiality 

7.1 You acknowledge that in the ordinary course of conducting the role of an 
Advisory Group Member you may receive information about the policies and 
business of public and commercial bodies that is confidential or is commercially 
or politically sensitive, which may not be readily available to other bodies or to 
the general public and which if disclosed could be liable to cause significant harm 
to the Advisory Group, the GLA and/or any of these bodies.   

7.2 You will not during the period of the appointment obtain or seek to obtain any 
financial advantage (direct or indirect) from the use of or disclosure of such 
information acquired by you in the course of the appointment. 



 
Terms of Appointment Page 3  
 

 

 

 
7.3 You will not either during the period of appointment (including without 

limitation any period of absence or exclusion) or after its termination without 
limit in time, for your own purposes or for any purposes other than as agreed by 
the GLA’s Head of Paid Service, use or divulge or communicate to any person, 
firm, company or organisation, any secret or confidential information acquired or 
discovered by you in the course of the appointment relating to the private affairs 
or business of the Greater London Authority. 

7.4 The restrictions contained in this paragraph 7 do not apply to: 

7.4.1 any disclosure authorised by GLA’s Head of Paid Service or required in 
the ordinary and proper course of the appointment or as required by the 
order of a court of competent jurisdiction or by an appropriate regulatory 
authority or as otherwise required by law; or 

7.4.2 any information which you can demonstrate as being already in the public 
domain otherwise than as a result of a breach by you of your obligations 
under this paragraph; or 

7.4.3 a disclosure made in accordance with the Public Interest Disclosure Act 
1998. 

7.5 Nothing in this paragraph restrains nor purports to restrain you making fair 
comment or proper disclosure, taking account of any relevant guidance from 
time to time issued by the GLA’s statutory officers.  

8. Data Protection 

8.1 You consent to the GLA holding and processing any information about yourself 
which you provide to the GLA or which they may acquire as a result of the 
appointment. You consent to the GLA holding and processing any sensitive 
personal data about you (“sensitive personal data” having the meaning given to 
it in the Data Protection Act 1998 and as amended in May 2018 by the EU 
General Data Protection Regulation). 

9. Termination of the Appointment 

The appointment may be terminated: 

9.1 By the Mayor following consultation with the Chair of the Advisory Group, at any 
time and for any reason by giving written notification to you such termination 
having immediate effect; 

9.2 By you at any time by giving one month’s notice in writing to the Mayor via the 
Advisory Group Secretariat; or 
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9.3 Without prejudice to 9.1 above, by the Mayor following consultation with the 

Advisory Group, if you persistently fail to attend Advisory Group meetings or 
meetings with GLA Officers without reasonable justification and written 
notification of such termination will have immediate effect.   

10. Status 

You acknowledge that your appointment as a Advisory Group Member does not render 
you an employee of the GLA under a contract for services or consultancy. 

11. Variation 

No variation to these terms of appointment shall be effective unless such variation is in 
writing and has been signed by or on behalf of the parties. 

 
 
 I accept the Appointment on the terms set out above: 
 
 Print name……………………………………………… 
 
 Signed………………………………………………….. 
  

Dated…………………………………………………… 





Recruitment Guidance for GLA Group Bodies 
Mayor of London - Board Appointments  

This document provides an overview of the key recruitment and appointment processes, 

which apply to Mayor of London board members.    

There will be specific policies and practices which will apply to each board.  Please liaise 

with the GLA when planning a recruitment campaign to ensure that you are meeting the 

requirements of the Protocol. The GLA has significant experience of managing board 

recruitment campaigns and can provide advice and guidance throughout the campaign.  

1. Protocol on Mayoral Appointments

The protocol on Mayoral Appointments governs the full board appointment process. 

mayoral appointments - july 2018.pdf (london.gov.uk)  

Its purpose is to set out how the Mayor of London will comply with the Principles of Public 

Life and associated best practice when making appointments.  It sets out the approach to be 

followed by the Mayor, the GLA and GLA functional body members of staff when making 

these appointments.  

The appointments process should be clear and transparent. An independent element (See 

section 52 of the Protocol) will be involved when appointing to the functional bodies and 

making other “statutory” board appointments (as set out in Section C of this Protocol). This 

is to provide some measure of assurance that the Mayor has acted reasonably in making any 

such appointment. The Independent element’ is referred to as the ‘independent panel 

member’ in this document. 

 Please familiarise yourself with Protocol, specifically the checklist at section E. The 

expectation is that these standards are met for all board appointments. 

2. Use of executive search

You may run an in-house recruitment campaign or choose to use an Executive Search 

agency. In both cases, the process still needs to adhere to the Protocol and meet the 

expectations of the GLA.  If you intend to procure an executive search agency, please ensure 

you speak to the GLA in advance as there may be specific considerations which need to be 

factored into the specification and tendering documents.  

3. Initial Steps

The below are initial steps required by the GLA Group lead: 



Confirm the vacancies and the number of appointments required, identify skill gaps and 

anticipated start date for new board members. This will need agreement from GLA Project 

Managers. 

Establish who in the GLA and Mayor's Office need to be involved, along with GLA group 

stakeholders; confirm roles and responsibilities, agree candidate attraction strategy and 

timeline for the full recruitment campaign. This will need to be agreed with GLA Resourcing 

Manager and Project Managers. 

The key recruitment materials needed are the applicant pack and advert. Mayor's Office. 

The GLA will provide templates in advance. These documents require approval from the GLA 

Resourcing Manager (and where necessary the Mayor’s Office).  

4. Independent panel member

An independent panel member is required as their involvement is needed to observe the 

selection process; the GLA has a newly established pool of independent panel members and 

is responsible for securing the independent.   

The GLA will arrange a briefing to the independent to clarify the nature of, and timetable 
for, the appointment, how the role of the independent is to be carried out in practice, and 
to define their role and responsibilities within the process. 

The information that should be provided to the independent is: 

• A summary of the role and function of the position(s) to be filled

• The timetable for the appointments

• Copy of the advertisement and list of where it was published

• The applicant pack

• Short listing criteria and how they were applied

• Information on any interview process

• Information arising from references and checks undertaken

The person acting as the independent panel member should be invited to attend and 
participate in any interview process for candidates. 

5. Advertising

The Mayor has set out clear aspiration for boards to match the profile of the economically 

active population of London. In making appointments to boards, the Mayor strives to draw 

on a broad range of experience and make appointments that reflect all sections of London’s 

community. It is important the appropriate steps are taken to ensure a diverse range of 

applicants apply.  



Positions may be advertised through advertisements placed in an appropriate range of 

media. The GLA can provide advice on external media sites to help attract a diverse 

applicant pool. If funding is required from the GLA for online media advertising costs, this 

needs to be agreed in advance. 

6. Timelines

The timeline from advert to conditional offer is a approx. 12-14 weeks: 

• Board roles are usually advertised for at least fourthree weeks.

• Shortlisting process from closing date to interview invites being issued would be

approx. 4 - 5 weeks (dependent on size of cohort and panel availability).

• Due diligence Adverse Media and Social Media checks are conducted on the

preferred candidates (this can take 10-12 working days dependent on the response

rate from candidates) any red flags discovered will need to be discussed amongst a

panel to distinguish the risk to appointment and GLA reputation.

• Interviews complete and recommendations submitted to the Mayor are a further

approx. 4 weeks.

The above will vary depending on the number of roles being appointed, the time required to 

seek formal approval from the Mayor to proceed from application to interview stage.  

Following the interview process, recommendations will need to be submitted to the Mayor 

for approval, See section: Post -Interview.  

Please ensure you are aware that delays can occur at any stage for a manner of reasons 

outside of the control of the recruitment process. 

7. Application Process

The Applicant pack and advert text should: 

- be available on-line and in alternative formats on request

- include a summary of the role and function of the relevant organisation and

relationship to the GLA or other functional bodies where appropriate

- Make clear the responsibilities of the role including scope, time commitment,

remuneration (if any) and person specification

- Include details of the application and selection process

- Provide links to useful websites and documents

- Provide timeline for recruitment process

It is essential that equalities data is collected from applicants and managed confidentiality in 

line with GDPR and Data Protection regulations.   

A named contact should be available in the applicant pack, so candidates know who to 

contact if they have queries in relation to the position or the application process. 



8. Shortlisting Decision-Making

The decision-making process will vary according to the appointment being made. However, 
every recruitment process must have clear and transparent decision-making, with clear 
criteria for shortlisting set out and applied to all applicants.  

The shortlisting decision-making process and recommendations for interview will need 

Mayor’s Office approval before shortlisting outcomes are approved.  This will include 

considerations of the quality of the applicant pool and the diversity of applicants (ethnicity, 

gender, disability).  

The shortlisting panel will need to consist of at least two shortlisting panels.  This usually 

includes the Chair of the Board, GLA officer, Mayor's Office and independent panel member 

(if required).  

The GLA requires a clear and robust audit trail of the selection decision-making process for 
longlisting and shortlisting stages. This is usually in the form of a spreadsheet which lists all 
the candidates who have applied, and the scores awarded for each criterion.  A copy will be 
required by the GLA. 

The selection panel will need to be provided with copies of application forms and a 
shortlisting matrix to document their shortlisting scores.   

If there is a high number of applications, it may be appropriate to apply a longlisting 
approach - this should be agreed with the GLA in advance 

An applicant’s sensitive personal information (disclosed in the equalities monitoring form) 
should not be shared with the selection panel members. 

Panels should be diverse. Please refer to recruitment guidance which can be found on the 
intranet. 

9. Guaranteed Interview Scheme

The GLA operates a Guaranteed Interview scheme for all board recruitment processes.  An 
applicant who declares they have a disability in the equalities monitoring form, and meets 
the requirement to an acceptable level, must be invited to interview. It is important the 
panel agree in advance how the shortlisting criteria will be applied against the person 
specification. 

The shortlisting panel will not be aware (unless the applicant refers to it in their application) 
which applicants have stated they have a disability.  On receipt of the agreed shortlisting 
decision, the HR team will need to check if any applicants have met the criteria to an 
acceptable level; applicants would need to be invited to interview under the Guaranteed 
Interview Scheme.     



10. Interviews and Assessments

There needs to be a clear and robust audit trail of the selection decision- making process for 

each interview and the scores awarded for each criterion/interview question.  A copy of 

interview scoring sheet will need to be provided to the GLA. 

The interview questions and selection criteria need to be agreed by panel members in 

advance of the interview invites being issued, to ensure sufficient time is allocated to each 

interview. 

The interview panel will need to consist of at least two panel members.  This usually 

includes the Chair of the Board, GLA officer, Mayor's Office and independent panel member 

(if required). 

• Applicants are given at least one week’s notice of the interview date.

• The interview invite should include the names or position of the interview panel

members (except independent panel member – position stated only).

• Manage reasonable adjustments requests for interview

• Where possible need to be flexible re dates

• Explore potential conflicts of interest (panel members and candidates)

• Applicants are clear that recommendations require Mayor approval following pre-

appointment checks

11. Post Interview

Following the interview process, the panel reaches an agreement on the recommendations 

for appointment.   

No verbal or written offers (or regrets after interview) should be made to applicants until 

the Mayor has considered and approved the recommendations. 

A formal memo is prepared which provides an overview of the recruitment process, who 

was involved and the applicants recommended for interview (include bio summary and 

picture).  

Draft appointment letters and agreed terms of appointment should be prepared; both 

documents will need to be approved by the Mayor, so they are ready to be issued when we 

have appointment checks are complete.   

The independent panel member is required to feed back to the GLA on the process and 

provide assurance that the Mayor has acted reasonably in making any such appointment. 



GLA are provided with a breakdown of time spent by the independent panel member 

attending the shortlisting and interview meetings.  This is required to verify the time spent 

by the independent supporting the process and so the GLA can arrange the appropriate 

recognition payment.  

 

The GLA can provide further advice and guidance on this process. 

 
12. Conditional Offer 

 
Providing the Mayor has approved the recommendations, verbal offers can be made to the 
recommended applicants.  
 
Before offers are confirmed, the appropriate due diligence will need to be carried out in 
respect of appointments made by the Mayor. 
 
HR send a conditional written offer to applicants which makes clear the offer is conditional 
until satisfactory references and checks have been completed. 
 
As a minimum, the appointment checks a minimum of two satisfactory references and right-
to-work checks (appliable for remunerated positions only). 
 

13. Regret at Interview 

 

All applicants who were unsuccessful at interview should be provided with an opportunity 

for feedback on how they performed at the interview. 

 

The email sent to the unsuccessful applicants at interview should provide a contact point for 

requesting verbal feedback on their interview.  This should be provided within a reasonable 

timeframe.  

 
14. Confirming Appointment 

 
When all checks are completed the GLA liaises with the Mayor’s Office to arrange formal 
appointment letters which are signed by the Mayor and issued to the successful applicant to 
confirm the appointment. 
 
The board member is required to sign and return copy of their terms of appointment to 

confirm acceptance.  A copy of the signed terms is provided to the GLA. 

 
15. GLA Contacts 

 

Name and position Contact details 

 
 

People Function 

@london.gov.uk 



 
Assistant Director HR&OD 

@london.gov.uk  

 
 

@london.gov.uk  
 
 

 
 

@london.gov.uk  
 
 

 
 

@london.gov.uk  
 
 

 
 

@london.gov.uk 

 
 

@london.gov.uk 
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