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PUBLIC APPOINTMENTS

APPLICATION FOR APPOINTMENT TO: 
THE EXCEPTIONAL CIRCUMSTANCES BODY

NAME

Please remember to:

 Read carefully the information pack and application form.

 Type or write clearly in black ink.

 Enclose any additional information.

 Ensure that the application form is signed and dated.

 Ensure that, if you choose to post the application form, the form bears the correct 

value of postage.  A shortfall may lead to a delay in delivery and cause your 

application to miss the closing date.

Please send the completed application form to:

Telephone: (028) 9127 9723
Textphone: (028) 9127 9472
Fax:  (028) 9127 9217
Email: peter.burns@deni.gov.uk

Address:  Peter Burns
 School Access Team
 Department of Education
 Room G3
 Rathgael House
 43 Balloo Road
 Rathgill
 BANGOR
 BT19 7PR

To arrive NOT LATER THAN: 5PM 09 APRIL 2010

The above address and telephone number are also your contact point for any queries about 
the form.
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1. PERSONAL DETAILS

Surname:  

Forename(s):

Known As:

Title (Mr / Mrs / Miss / Ms / Dr / Other):

Honours / Decorations / Academic / Other letters used:

Home Address:

  Postcode

Telephone No:    

Mobile Telephone No: 

Daytime Address:

(if different

from above)

  Postcode

Telephone No:

E-mail Address:

Which address would you prefer us to use in correspondence?

           Home Daytime/Business

Which post are you applying for i.e. legally qualifi ed member or lay member?
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2. CAREER HISTORY

List your employment details for at least the past ten years, beginning with the most 

recent and working back.  Continue on a separate sheet of paper if necessary.

Dates
Organisation Position/Main responsibilities

From To
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3. PUBLIC APPOINTMENTS (APPOINTMENTS MADE BY GOVERNMENT 
DEPARTMENTS)

Please list all current and previous public appointments held, beginning with your present 

or most recent position and working back.  Continue on a separate sheet of paper if 

necessary.

Dates Organisation 
& Sponsoring 
Department

Position / Main 
Responsibilities

Remuneration Fees 
PaidFrom To
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4.  OTHER RELEVANT EXPERIENCE

List all other positions held, including voluntary/community experience, which may have 

some relevance to the appointment(s) for which you are applying.  Start with the most 

recent and work back.  Continue on a separate sheet of paper as necessary.

Dates
Organisation Position/Main responsibilities

From To
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5. CRITERIA 

In this section we ask you to assess how, and to what extent, you meet each of the 

criteria set out in the person specifi cation for the post, by way of examples.  Please 

read both essential and desirable criteria carefully and then provide practical evidence 

and examples of how you feel you meet each of the criteria.  Within this section, you 

must keep within the space provided on the application form – no additional pages 
are allowed. Please note, Curriculum Vitae will not be accepted. A Guidance Note on 

criteria-based selection and completion of the Application Form is attached in Section 
Four of the Information Pack which you should read carefully, paying particular 

attention to the paragraph on ‘Structuring Your Responses’.
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ESSENTIAL CRITERIA

 (i)  Professional skills and/or experience in your fi eld -

Use this space to detail your professional skills and qualifi cations and/or your 

experience in your fi eld.
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 (ii)  Committing to the Role – Having an informed interest and understanding of 
the working environment in which you are making a contribution. 

Describe an example that demonstrates your ability to work according to a set of rules, 

values or principles.
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 (iii)  Making an Impact with Others - Developing and maintaining cooperative 
working relationships to achieve high standards of service and results

Describe a team of which you are or have been a member, and the contribution you 

have made to the success of that team.
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 (iv)  Analytical Thinking - Taking decisions and solving problems in a team and 
organisational environment

Describe an example that demonstrates your ability to agree a decision or solve a 

problem in a team and which demonstrates the consideration you gave to its related 

resource implications.
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 (v)  Learning and Self-Development - Taking personal responsibility to further 
develop as a Member

Describe an example that demonstrates your ability to pick up understanding and 

knowledge quickly.
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DESIRABLE CRITERIA

Provide all details of how your experience relates to the education and welfare of children 

and specify the number of years worked in your professional capacity or other relevant 

experience.
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6. AVAILABILITY

As explained in Section Three of the Recruitment Pack, members will be expected to be 

available for Exceptional Circumstances Body hearings approximately 25 full hearing 

days across end of June, July, August and early September and approximately 10 full 

hearing days during the rest of the year. This may include evening meetings.

Do you, to the best of your knowledge, expect to be able to meet this time 

commitment?’

  Yes   No    
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7. DISABILITY

In accordance with the Disability Discrimination Act, a person is disabled if they have, 

or have had, “a physical or mental impairment which has, or has had, a substantial and 

long-term adverse effect on their ability to carry out normal day to day activities”.

If you consider yourself to have a disability to have a disability please provide 

any relevant information about requirements you may have so that reasonable 

arrangements can be made for your attendance at interview (if short-listed)
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8. PROBITY AND CONFLICTS OF INTEREST

Any confl ict of interest detailed below will not prevent you from being called for 

interview, but the Panel will explore with you at that time how far the confl ict might 

affect your ability to contribute effectively and impartially to the Body and how this 

might be handled, if you were to be appointed.  

Have you, or your immediate family, any business or other interests or personal 

connections that might be construed as being in confl ict with the appointment for which 

you have applied, or any other probity issues, which might cause embarrassment if in 

future, they are raised in public?

  Yes   No    

If yes, please provide details.
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9. REFEREES

Please provide the names, addresses, telephone numbers and occupations of three 

referees we may contact in connection with your application.  The fi rst must relate to 

your last/current full time employment, the second to your most recent post involving 

working with children and young people and the third must be a personal referee.  If you 

have not been in a post involving working with children and young people, you should 

provide a second referee relating to employment.  If your current employment involves 

working with children and young people, you should provide a second referee of your 

choice relating to either employment or another recent post involving working with 

children and young people.   

Name of First Referee:  ______________________________________________________

Address:  __________________________________________________________

  __________________________________________________________

Telephone Number: __________________________________________________________

Position [and Relationship]:  ___________________________________________________

Name of Second Referee: ____________________________________________________

Address: __________________________________________________________

  __________________________________________________________

Telephone Number:  __________________________________________________________

Position [and Relationship]:  ____________________________________________________

Name of Third Referee: _____________________________________________________

Address: __________________________________________________________

  __________________________________________________________

Telephone Number:  __________________________________________________________

Position [and Relationship]:  ____________________________________________________



18

10. DECLARATION

I declare that the information I have given in support of my application is true and 

complete to the best of my knowledge.  I understand that, if I am appointed and the 

information I have provided is incorrect, or any of the statements made in the declaration 

are untrue, or subsequently circumstances arise at any time before the end of my term of 

offi ce which would render any such statements untrue, then my tenure of offi ce may be 

terminated.

I also confi rm that:-

a. I am not an employee of the Department of Education.

b. I have not been adjudged bankrupt or have not made composition or arrangement 

with my creditors.

c. I have not within the fi ve years immediately preceding the day of my appointment 

or at any other time thereafter been convicted by a court in Northern Ireland or 

elsewhere in the British Islands of any offence or ordered to be imprisoned for a 

period of not less than three months without the option for a fi ne.

d. I understand this post is (or may be) exempt from the provisions of the 

Rehabilitation of Offenders (NI) Order 1978 by virtue of the Rehabilitation of 

Offenders (Exemptions) Order (NI) 1987.  In the event of my application being 

successful, I consent to a check being made with the Access NI to determine if 

there is any record of convictions, cautions or bind-overs against me.

I understand that, if appointed, I must raise with the appropriate Government 

Department any probity or confl ict of interest issues that might arise during my term 

of appointment and that my failure to do so could lead to my appointment being 

terminated. 

I understand and accept that the information I have provided in this form will be 

processed by the Department of Education, in accordance with its Data Protection 

Registration, for the purposes of making public appointments and that this may involve 

disclosing information to other Government Departments, the Commissioner for Public 

Appointments for Northern Ireland and anonymously in response to Parliamentary or 

Assembly Questions and other enquiries. I also understand that if appointed my name will 

be published in the Public Appointments Annual Report.

Signed __________________________________________________________

Date  __________________________________________________________
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MONITORING INFORMATION

Monitoring Reference Number: 

Statutory Monitoring:

Since 1990, under Fair Employment Legislation, specifi ed public authorities and registered 

employers have a legal duty to monitor the community composition and sex composition of their 

workforces.

The overriding consideration when making public appointments is the appointment of the most 

suitable person for any particular vacancy.  Ministers and Departments are anxious to ensure 

that the pool of candidates from which appointments are made contains a fair and equitable 

representation of the Northern Ireland community and to allow this to be monitored, it is 

important to obtain appropriate data on applicants.

This information will not be made available to sifting and interview panels.

Community Background:

Regardless of whether we practice religion, most of us in Northern Ireland are seen as either 

Catholic or Protestant.  Please indicate the community to which you belong or are perceived 

to belong to, by ticking the appropriate box below:

Protestant community   

Roman Catholic community  

Neither the Protestant nor

Roman Catholic community  
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Sex:

Please indicate your sex by ticking the appropriate box below:

Male 

Female

Ethnic Group:

Please indicate which Ethnic Group you belong to:

Bangladeshi Indian

Black African Pakistani

Black Caribbean White

Black Other Irish Traveller

Chinese Any other ethnic group:

My Nationality is:

In asking this question, we want to assure applicants that the information provided will only 

be used to promote equality of opportunity for applicants and employees on the basis of 

their Nationality.
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Disability:

Under the Disability Discrimination Act 1995 a person is considered to have a disability if 

he/she has a physical or mental impairment which has a substantial and long-term adverse 

effect on his/her ability to carry out normal day to day activities. Please note that it is the 

effect of the impairment, without treatment, which determines if an individual meets this 

defi nition of disability.

Do you consider that you meet this defi nition of disability?

  Yes   No    

If yes, please state the type of disability

Mental Health Disability

Learning Disability

Physical Disability

Are there reasonable adjustments that we could make as part of our recruitment process 

that would enable you to enjoy equality of opportunity in getting a job/working with us? 

Please specify:

Sexual Orientation:

My Sexual Orientation is towards someone:

 Of the same sex     

 A different sex     

 Both     

 I do not wish to disclose this Information
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Marital Status/Family Status:

Are you married?

  Yes   No    

Are you in a civil partnership?     

  Yes   No    

Those With and Without Dependants:

Do you have:

Children?    Yes    No  

If yes, are they at school?   Yes    No  

Other relations, for whom you

have signifi cant caring responsibilities?  Yes   No  

Other caring responsibilities?  Yes     No  

Please specify:

No caring responsibilities?

Age:

Please provide your date of birth or tick the Age Band to which you belong:

Date of Birth:   __________________________

or

Age Band: 

16-21       22-30      31-40     41-50   

51-60       61-65      65 + 
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If the monitoring data you have provided us with changes please contact Peter Burns at:

Telephone: (028) 9127 9723
Textphone: (028) 9127 9472
Fax:  (028) 9127 9217
Email: peter.burns@deni.gov.uk

Address:  Peter Burns
 School Access Team
 Department of Education
 Room G3
 Rathgael House
 43 Balloo Road
 Rathgill
 BANGOR
 BT19 7PR

How did you become aware of this vacancy? Please specify the appropriate newspaper, website 

etc?   __________________________________________

We wish to assure applicants and employees that the monitoring data they provide will be used to 

promote equality of opportunity for all applicants and employees regardless of their background.
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