ST DOMINIC’S GRAMMAR SCHOOL FOR GIRLS

NOTES OF GUIDANCE FOR NON-TEACHING POSTS

IMPORTANT INFORMATION
The following notes and job documentation should be read carefully before completion and submission of an application for appointment.

GENERAL

Application Form

It is your responsibility as an applicant to ensure that you provide sufficient information on the application form to enable the selection panel to assess your eligibility for consideration.  Failure to do so will result in an application being rejected.  

Downloaded Application Forms

The application form should be completed and returned along with the monitoring form.  Applications submitted by electronic means will be accepted.
CVs and Additional Information

Applicants must not submit a Curriculum Vitae or additional pages.

Any alterations made to the application form will invalidate your application.

Closing Date for Applications

Completed application forms and equal opportunities questionnaires must be returned in the envelope provided, or in an envelope addressed to The Finance Officer, St Dominic’s Grammar School, 135-137 Falls Road, Belfast, BT12 6AE. Closing date 15th December 2025 at 12PM.
Application forms received after the closing date and time will not be accepted.

Monitoring Questionnaire
The enclosed equal opportunities questionnaire must be completed and returned with your application form.  Please note that the monitoring information will not be made available to the selection panel. While the Board will seek to maintain the confidentiality of all monitoring information, disclosure of such information may be required in accordance with the provisions of the equal opportunities legislation applicable in Northern Ireland.

Criminal Background Check

If you are appointed you will be asked to complete an application form for a criminal background check to be carried out.
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135 - 137 Falls Road

Belfast

BT12 6AE

Telephone (028) 90 320 081      Fax (028) 90 312 682

APPLICATION FORM
	Application for employment as:-     
SEN Classroom Assistant – 17.5 Hours  
Closing Date for the receipt of completed applications:-  Monday 15th December at 12PM
Applications received after the closing date will not be accepted.

Please note that only information included on this application form will be considered.




	PERSONAL DETAILS

	Surname:
	Forenames (in full):                                       Title:



	Address for correspondence

Telephone Number:-



	National Insurance Number:-

       /      /      /      /
	Email Address:-

	Please indicate preference of  part time or full time hours (please circle more than one option if interested)

             N/A
	Willingness to carry out personal care duties if required
Yes/No (delete as appropriate)

	Do you hold a current clean driving licence?:        Yes/No   (delete as appropriate)



	Are you registered disabled?:         Yes/No   (delete as appropriate)




EDUCATIONAL ACHIEVEMENTS

Secondary Education (Do not name the school)
Please note that proof of qualifications will be required if appointed.

	Dates

From 

To
	Examinations Taken
	Examination Board and Level
	Grades Achieved

	
	
	
	


Employment Related Training Courses

	Dates

From 

To
	Type of Training
	College/Firm/

Institute
	Qualifications Gained

	
	
	
	


EMPLOYMENT HISTORY

Please give details of the last two posts held beginning with your current or most recent position.

	Present Employer                                              Date of Appointment

__________________________________________________________________________

Address                                                             Period of Notice Required

__________________________________________________________________________

Present Post                                                       Present Salary   

__________________________________________________________________________

Summary of present duties

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

                                     


	Employer                                                             Dates of Employment

_________________________________________________________________________

Employer’s address

_________________________________________________________________________

Job Title and summary of duties

_________________________________________________________________________

_________________________________________________________________________




Please summarise any other posts which you have held (include periods when unemployed).

	Name of Employer
	Job Title
	Dates of Employment

    From                             To

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	ADDITIONAL INFORMATION

(You should make clear how your experience matches the requirements of the position)




	OUTSIDE ACTIVITIES AND INTERESTS

Detail your interest in sports, games, societies, music, organisations etc.




	Have you been convicted of any criminal offence?             YES/NO (delete as appropriate)

Please give details (include nature of offence and sentence)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Convictions:  Unprejudiced consideration will be given to candidates who declare criminal conviction(s), only offences considered to be manifestly incompatible with the post in question will be considered.
NOTE: This post is (or may be) exempt from the provisions of the Rehabilitations of Offenders (Exceptions) Order 1979.  You are therefore not entitled to withhold information about convictions under the provisions of the order.  Any failure to disclose such convictions could lead to disqualification or dismissal.  Any information given will be used only in connection with posts to which the order applies.

Signature  _________________________________________________


	REFERENCES

Please give the name and address of two referees - at least one of whom should have knowledge of your present work and be in a supervisory/managerial capacity.



	Telephone:-
	Telephone:-

	If you have not named your current employer (or if unemployed, your previous employer),

please state why:



	Do you have any objections to contact being made with your present or past employer?

Yes/No    (delete as appropriate)




I confirm that all the information I have supplied on this application form is correct to the best of my knowledge.  Any false statement may lead to my rejection or, if employed, my dismissal.

Signature of Applicant ___________________________
Date______________

Please return this application form to:-







The Finance Officer






St Dominic’s Grammar School







135 - 137 Falls Road







BELFAST      BT12 6AE


[image: image2.png]° VERITAS <&
FOUNDED 1870

GRAMMAR SCHOOIL FOR GIRLS




EQUAL OPPORTUNITIES MONITORING

St. Dominic’s Grammar School is committed to a policy of equality of opportunities in its employment and working practices.  No job applicant will be less fairly treated because of age, creed, disability, ethnic origin, gender, marital status, political opinion, race, religion, social or any other condition not justified in law or relevant to the performance of our work.

Job selection, promotion and training will be carried out solely according the ability and merit of individuals and to the requirements of the job.

In order to fulfill its legal obligations under the Fair Employment (NI) Act 1989, as amended and to ensure that its Equal Opportunities Policy Statement is effectively implemented, the school is monitoring job applicants.  Monitoring involves a comparison of recruitment and career progression of applicants with regard to sex, marital status, religious affiliation, race and disability.

Access to this information will be strictly controlled and will not be available to those considering your application for employment.  Monitoring will involve the use of statistical summaries of information in which the identities of individuals will not appear.  The information will not be available for any purpose other that Equal Opportunities Monitoring.  While the school will seek to maintain the confidentiality of all documentation relating to appointments, disclosure of documentation may be required under the provisions of the Fair Employment and Equal Opportunities legislation applicable in Northern Ireland.

It should be noted that it is an offence, under the Fair Employment (NI) Act 1989 to give false information to an employer who is seeking information from job applicants.

For Monitoring Officer Use only
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EQUAL OPPORTUNITIES QUESTIONNAIRE

JOB APPLICANTS – NON TEACHING STAFF

Regardless of the number of times you have completed a questionnaire either as a previous applicant or St. Dominic’s employee, an equal opportunities questionnaire must be completed, in full, with each application.

PLEASE COMPLETE THE FOLLOWING SECTIONS: TICK BOXES AS APPROPRIATE

1.  SEX:



Male  



Female

2.  MARITAL STATUS:

Single



 Married

Widowed











Divorced
Other

3.  DISABILITY:  Disability is defined as a physical or mental impairment which has a substantial and long-term effect on the individual’s ability to carry out normal day-to-day activities.


Do you consider yourself to have a disability?       Yes 
No 
If yes, please indicate the nature of your disability by ticking the appropriate box(es).


Mobility



Dexterity/Co-ordination


Vision



Psychiatric/Mental

Hearing



Learning


Speech



Other





(please specify): __________________________________

4. RACE:


White


Chinese



Irish Traveller


Indian


Black African


Black Caribbean


Pakistani/Bangladeshi


Other

(please specify): ______________________

5. RELIGIOUS AFILIATION:


Protestant

Roman Catholic

N
either

THANK YOU FOR YOUR CO-OPERATION

N.B: Please complete and return with your application form as directed.

Ref :  CA/Dec 25





Ref: CA/Dec 25








