
 
 

COVER LETTER FOR ADMINISTRATIVE APPLICATIONS 
 
Thank you for your expression of interest in an administrative position at Marist College Canberra.  
Please complete this form and send it with your written application which should include a covering 
letter, relevant certified documentation and your responses to the selection criteria to: 
 

Assistant Head of School - Staff 

Marist College Canberra 

PO Box 727 

MAWSON  ACT 2607 

or faxed to (02) 6298 7250 
 

 
Your application must also contain: 
 
Personal and Professional Details 
Please attach a detailed resume. 
 
Certified Copies of Documentation. 
Applications without appropriate documentation will be returned. 
 
Responses to Selection Criteria 
 
 

 

PERSONAL AND PROFESSIONAL DETAILS 
PLEASE PRINT 

Surname  

Previous Surname (if applicable)  

Title (ie Mr/Mrs/Ms/Miss …)  

Given Names  

Religion  

Date of Birth  

Residential Address - Street  

Suburb/ Town  

Post Code  

Mailing Address - Street  

Suburb/ Town  

Post Code  

Phone Number  

Mobile  

Email  

  



 

Qualifications 

 

Institution Years Attended Award Conferred Date Conferred 
 
 

   

 
 

   

 
 

   

 
 

   

 
 
 

Summary of Employment History 
(Please list positions in order, beginning with the most recent.  You may expand on this in your written 

application) 
 

Employer 
(School or Business) 

Position Held 
(eg. Teacher, Co-ord.) 

Full Time 
Equivalent 

Comm. 
Date 

Term. 
Date 

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 
 
 

  



 

Community Involvement 
Describe any way you have been involved in activities associated with parish 

and/or community: 
 
 
 
 
 
 
 
 

 
 

General State of Health 
Are you suffering any health condition that would preclude or prevent you from carrying out the 

inherent requirements of the position? 
 
 
 
 
 

If yes, is there anything we need to know, as an employer, in regard to managing the 
condition/s? 

 
 
 
 
 

 
 

Professional Associations 
List any professional associations of which you are a member: 

 
 
 
 
 
 
 
 

 
 

Other 
List any other information relevant in your written application: 

 
 
 
 
 
 
 
 

  



 

Referees 
 

□ I give consent to the following referees being contacted in regard to my application. 

 

□ I give consent to additional referees being contacted to assist with the processing of this 

application. 

 
1. Parish Priest or Minister (if applicable) 

 

Name  

Address  
 

Business Phone  

A/H Phone  

Mobile  

Email  

 
2. Most Recent Employer  
 

Name  

Address 
 

 

Business Phone  

A/H Phone  

Mobile  

Email  

 
3. Professional Colleague or Past Employer 
 

Name  

Address 
 

 

Business Phone  

A/H Phone  

Mobile  

Email  

 
4. Professional Colleague – Immediate Supervisor 
 

Name  

Address 
 

 

Business Phone  

A/H Phone  

Mobile  

Email  
  



 

Declaration 
 

Please read carefully and sign. 
 
I declare that the information on this form is complete and correct in every detail and I understand that 
deliberate inaccuracies or omissions may result in non-acceptance of this application and/or termination 
of employment. 
 
I am willing to support the Catholic and particular Marist ethos of the College. 
 
I have read Teaching in Catholic Schools – a Statement of Principles, I concur with its content and agree 
to support the objectives outlined. 
 
I am eligible for child-related employment and consent to a screening check being undertaken. 
 
 
 
 
 
 
Signature:_______________________ Date:___________________ 
 
 
 
 
 

 

EMPLOYMENT COLLECTION NOTICE 
 
The Privacy Amendment (Private Sector) Act 2000 came into effect on 21 December 2001. The Act 
regulates the way private sector organisations collect, use, keep, secure and disclose personal 
information. The following Employment Collection Notice relates to the purposes for collection of 
personal information. 
 
1. In applying for this position you will be providing Marist College Canberra with personal 
information. We can be contacted on telephone number (02) 6286 7000. 
 
2. If you provide us with personal information, for example, your name and address or information 
contained on your resume, we will collect the information in order to assess your application. 
 
3. You agree that we may store this information for six (6) months. 
 
4. You may seek access to your personal information that we hold about you if you are 
unsuccessful for the position. However, there may be occasions when access is denied. Such occasions 
would include where access would have an unreasonable impact on the privacy of others. 
 

5. We will not disclose this information to a third party without your consent. We usually disclose this 
kind of information to the following types of organisations: Catholic Education Office, Catholic Education 
Commission and the Catholic Commission for Employment Relations. 
 

6. We are required to conduct a criminal record check, collect information regarding whether you 
are or have been the subject of an AVO, and certain criminal offences under Child Protection laws. 
 

7. If you provide us with the personal information of others, we encourage you to inform them that 
you are disclosing that information to the College and why, that they can access that information if they 
wish, that the College does not usually disclose the information to third parties and that we may store 
their information for six (6) months. 
 

 

  



 

DOCUMENT CHECK 
 
Listed below are the documents required to complete this application. You are required to submit photocopies of 
the original documents – only photocopies certified as true copies by a Justice of the Peace will be acceptable. 
 
Originals of documents will be required for sighting at interviews. 
 
Please tick that CERTIFIED COPIES are attached: 

□ Evidence of change of name (if applicable) 

□ Final academic transcript for qualification showing eligibility for the award and including front and back of 

the original transcript for descriptive or explanatory information. 

□ Evidence of other training (if applicable) 

□ Other Degrees, Diplomas or Certificates 

□ Final transcripts for other Degrees, Diplomas or Certificates showing eligibility for the award and including 

front and back of the original transcript for descriptive or explanatory information. 

 
For applicants whose first language is not English: 

□ Results in an English Language test (if applicable). 

 
For overseas trained applicants 

□ Passport and visa 

 
For all applicants - OTHER DOCUMENTATION TO BE COMPLETED AND ATTACHED 

□ Prohibited Employment Declaration 

□ National Criminal History Record Check Application Form 

□ Confidentiality Non-disclosure form 

□ Working with Children Background Check consent form 

 
 
 
APPLICANT’S NAME __________________________________________ 
 
MAILING ADDRESS  __________________________________________ 
 

__________________________________________  



Employment Declaration forms 
 

 

 
PROHIBITED EMPLOYMENT DECLARATION 

The Commission for Children and Young People Act 1998 makes it an offence for a prohibited person (a 
person convicted of a serious sex offence, the murder of a child or a child-related personal violence offence, 
as well as a Registrable person under the Child Protection (Offenders Registration) Act 2000) to apply for or 
otherwise attempt to obtain, undertake or remain in, child-related employment. It does not apply if an order 
from the Industrial Relations Commission, Administrative Decisions Tribunal or Commission for Children and 
Young People, declares that the Act does not apply to a person in respect of a specific offence.  

For further information on what is child-related employment see the Working With Children Employer 
Guidelines.  

Section 33B of the Commission for Children and Young People Act 1998 defines a serious sex offence 
as:  

 an offence, involving sexual activity or acts of indecency, committed in New South Wales and that was 
punishable by penal servitude or imprisonment for 12 months or more; or  

 an offence, involving sexual activity or acts of indecency, committed elsewhere and that would have 
been an  

 offence punishable by penal servitude or imprisonment for 12 months or more, if it had been committed 
in New South Wales; or  

 an offence under section 80D or 80E (sexual servitude) of the Crimes Act 1900, committed against a 
child; or  

 an offence under Sections 91D-91G (child prostitution, other than if committed by a child prostitute) of 
the Crimes Act 1900 or a similar offence under a law other than a law of New South Wales; or  

 an offence under Section 91H, 578B or 578C (2A) (child pornography) of the Crimes Act 1900 or a 
similar offence under a law other than a law of New South Wales; or  

 an offence of attempting, or of conspiracy or incitement, to commit an offence referred to in the 
preceding paragraphs; or  

 any other offence, whether under the law of New South Wales or elsewhere, prescribed by the 
regulations.  

NOTE: A conviction for carnal knowledge is classified as a serious sex offence under this legislation.  

Section 33B of the Commission for Children and Young People Act 1998 defines a child-related personal 
violence offence as an offence committed by an adult:  

 involving intentionally wounding or causing grievous bodily harm to a child; or  

 of attempting, or of conspiracy or incitement, to commit such an offence.  

Under Commission for Children and Young People Act 1998:  

 it is an offence for a prohibited person to apply for or otherwise attempt to obtain, undertake or remain 
in  

 child related employment;  
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CONFIDENTIALITY/ NON-DISCLOSURE 
 
 
 
 

I agree to respect the confidentiality of information and documentation to which I 
have access in the course of, or arising from, my employment. 
 
I will not, during my employment or after the termination of my employment for 
any reason, directly or indirectly, use or disclose (or attempt to use or disclose) 
‘Confidential Information’ for my or any other person’s benefit. 
 
‘Confidential Information’ includes, but is not limited to: 
 

 HR information; 

 Information about the students, families and staff of Marist College; 

 Names and addresses of students, families and staff; 

 Computer data bases and computer software; and 
 
all other information obtained from or in the course of my employment with Marist 
College that is, by its nature, confidential. 
 
 
 
 
Name:  ________________________________________ 
 
 
 
Signature: ________________________________________ 
 
 
Date:  __________________  



 

WORKING WITH CHILDREN BACKGROUND CHECK CONSENT 

ALL FIELDS MUST BE COMPLETED IN BLOCK LETTERS.  

Family name: ____________________________________________________________________________  

Given name: _________________________________  Middle name: _____________________________ 

Previous names/aliases:___________________________________________________________________  

Date of birth (dd/mm/yy): ______________________  Gender: (Please tick)  

Place of birth (city, state, country): ___________________________________________________________ 

Identifying document type (e.g. driver's licence/passport): _________________________________________ 

Identifying document number: _______________________________________________________________ 

Residential Address:______________________________________________________________________ 

Suburb/Town: ___________________________ State: _______________ Postcode:___________________ 

Contact telephone number: _________________________________________________________________ 

Contact Email: __________________________________________________________________________  

Title of position applied for:_________________________________________________________________  

Type of position (Please tick):  

 Paid employee  Religious leader/spiritual official of a religion  Foster carer  
 
I certify that the above information is accurate and understand that if I have provided false or misleading 
information it may result in a decision not to employ me, or, if already employed, may lead to my dismissal.  

I am aware that if considered for child-related employment, several checks will be undertaken to ascertain my 
suitability, including:  

1 a national criminal record check for charges and/or convictions (including spent convictions) for:  

 any sexual offence (including but not limited to, sexual assault, acts of indecency, child  

 pornography, child prostitution and carnal knowledge);  

 any child-related personal violence offence;  

 any assault, ill treatment or neglect of, or psychological harm to a child and any registrable offence;  

 punishable by imprisonment for 12 months or more.  

 I understand that this check includes convictions or charges that:  

 may have not been heard or finalised by a court; or  

 are proven but have not led to a conviction; or  

 have been dismissed, withdrawn or discharged by a court.  

2 a check for relevant Apprehended Violence Orders taken out by a police officer or other public official for 
the protection of a children; and  
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