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NORTH EAST THEATRE TRUST LTD

*Applicant Reference Number





APPLICATION FORM

Section 1

(Private and confidential)

Section 1 of the application form will be removed and the selection panel will shortlist from section 2 only. 
	Personal Information

	Post Title:


	Title:
	First Name:
	Last Name:

	Address:


	Address for reply (if different):


	Postcode:
	Postcode:

	Telephone Numbers:
	Daytime Telephone Number (if different):
May we with discretion telephone you there?

( Yes                          ( No

	Email Address:




	Personal Requirements

	Are there any adjustments that may be required to be made should you be invited for interview?  If so, please state here:



*Internal use only

	Criminal Convictions

	Do you have any criminal convictions?

· Yes

· No

	If yes, please give details

Date:
Nature of offence:

	If an offence is spent a candidate is not usually obliged to disclose any information about the office, in accordance with the Rehabilitation of Offenders Act 1974 (Live Theatre may seek exemption for certain posts).
Employees of Live Theatre are Disclosure and Barring Service checked in accordance with our Safeguarding Children Policy.


	Right to Work in the UK

	Live Theatre is obliged by law to ensure that its employees are entitled to work in the UK.  If you are shortlisted, you are required to bring evidence to interview that you are entitled to work in this country.  Appropriate forms of evidence include the following:

· A document giving your permanent National Insurance number and name e.g. P45, P60, National Insurance card or letter from a government agency or
· A birth certificate issued in the UK, Channel Islands, Isle of Man or Ireland or
· A certificate of registration or nationalisation showing that you are a UK citizen or
· A passport showing that you are a British citizen or have right of abode or
· A passport or identity card or other documentation showing that you are an EEA or
· An Application Registration Card or an Immigration Status Document or other document issued by the Home Office showing that you are permitted to take up employment in the UK.
Further details are set out by the Home Office at www.homeoffice.gov.uk
I declare that I have the right to work in the UK (please tick) (
Please bring an original copy of documentation showing that you are entitled to work in the UK to your interview.


	Equality Monitoring


We would be grateful if you could complete the Equality Monitoring information. The information you have supplied will be kept confidentially and will only be used to provide an overall profile analysis of our organisation.

Please choose one option from each of the sections listed below and then tick or place an X in the appropriate box. 

	Post applied for:



	A. Your Age

· 0-19
· 20-34
· 35-49

	· 50-64
· 65+


	B.  Your Disability

The Equality Act 2010 protects disabled people. The DDA defines a person as disabled if they have a physical or mental impairment, which has a substantial and long term (i.e. has lasted or is expected to last at least 12 months) and has an adverse effect on the person’s ability to carry out normal day-to-day activities.

Do you consider yourself to have a disability according to the terms given in the DDA?

· Yes  

· No

If you have answered yes, please indicate the type of impairment which applies to you (by ticking next to it below).  People may experience more than one type of impairment, in which case tick all the types that apply. If your disability does not fit any of these types, please mark other.

· Physical impairment, such as difficulty using your arms or mobility issues which means using a wheelchair or crutches.

· Sensory impairment, such as being blind / having a serious visual impairment or being deaf / having a serious hearing impairment

· Mental health condition, such as depression or schizophrenia.

· Learning disability, (such as Down’s syndrome or dyslexia) or cognitive impairment (such as autism or head-injury).

· Long-standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy.

· Other, such as disfigurement (please specify if you wish).





	Equality Monitoring

	C. Your Ethnic Group



	Asian, Asian British, Asian English, Asian Scottish, or Asian Welsh

· Bangladeshi

· Chinese

· Indian
	· Pakistani

· Any other Asian background (please specify if you wish).



	Black, Black British, Black English, Black Scottish, or Black Welsh

· African

· Caribbean
	· Any other Black background (please specify if you wish).



	Other Ethnic Background

· Arab
	· Any other Ethnic background (please specify if you wish).

	White

· British

· English

· Irish
	· Welsh

· Any other White background (please specify if you wish).


	D. Your gender

· Male

· Female
	· Transgender

· Prefer not to say 


	E. Your religion or belief

· No religion

· Buddhist

· Christian

· Hindu

· Jewish

	· Muslim

· Sikh

· Any other religion or belief (please specify if you wish).

· Prefer not to say


	F. Your sexual orientation

· Bisexual

· Gay man/Homosexual

· Gay woman/Lesbian

	· Heterosexual/Straight

· Other (please specify if you wish).

· Prefer not to say



Section 2

Application Form

	Employment History

	Please give details of jobs held in the last five years or earlier if relevant to the post.  Include part time and unpaid work, starting with your current or most recent employer.

	

	Employers name and address:
	Position held:
	From/to

Month/Year
	Annual Salary

	
	
	
	

	Main Responsibilities:

	Reason for leaving:

	Period of notice required
	


	Employers name and address
	Position held
	From/to

Month/Year
	Annual Salary

	
	
	
	

	Main Responsibilities


	Reason for leaving

	Period of notice required
	


Please continue on a separate sheet if necessary, giving page number and title heading.
	Educational, Technical and Professional Qualifications

	Please name any institute or professional body in full and include attainment level.

	


	Personal Development

	Personal Development (include any courses, membership, voluntary work or responsibilities you consider relevant, with outcomes where applicable).

	


Please continue on a separate sheet if necessary, giving page number and title heading.

	Experience and Skills

	Explain how you meet the criteria and competencies for this job, as set out in the job specification.  Tell us about your competencies, knowledge, skills, experience and attributes and how you would apply these to this job.  We recognise the importance of non-work based experience, so include this as well.  This section should be no more than 2 pages long, in a minimum of 11-point font or neatly hand written.

	


Please continue on a separate sheet if necessary, giving page number and title heading.

	References


Please indicate two people who can provide references – one of whom should preferably be your present/most recent employer.

	Name of Referee 1:
	Name of Referee 2:

	Address:

	Address:

	Telephone Number:
	Telephone Number:

	Email Address:
	Email Address:

	Occupation:
	Occupation:

	I give/do not give permission to take up my references prior to an offer of employment being made (delete clearly as appropriate)
	I give/do not give permission to take up my references prior to an offer of employment being made (delete clearly as appropriate):


	Please tell us how you heard about this vacancy.

	


	Data Protection Statement

	The information that you provide on this form and obtained from other relevant sources will be used to process your application for employment.  The personal information that you give us will also be used in a confidential manner to help us monitor our recruitment process.

If you succeed in your application and take up employment with us, the information will be used in the administration of your employment with us and to provide you with information about us.  We may also use the information if there is a complaint or legal challenge relevant to this recruitment process.

We may check the information collected, with third parties or with other information held by us.  We may also use or pass to certain third parties information to prevent or detect crime, to protect public funds, or in other ways as permitted by law.

By signing the application form, we will be assuming that you agree to the processing of sensitive data, as described above, in accordance with our registration with the Information Commissioner’s Office.


	Declaration

	I declare that the information I have given in this application is accurate and true. 

I understand that providing misleading or false information will disqualify me from appointment OR, if appointed, may result in my dismissal.

Signature:

Date:


Application for employment 
Guidelines for completing the application form 
Section 1 
All details that you give us in this section are confidential and do not count towards the decisions made in the recruitment and selection process. They help us to administer the recruitment process well and to monitor the types of people who apply for jobs with us, so that we can keep improving our recruitment practice. 

Personal details 
This section asks for your name and correspondence details. 

Personal Requirements 
This section asks whether you require any assistance or specific arrangements to enable you to work. 

Criminal Record 
Live Theatre is committed to protecting children from harm and where applicable employees are Disclosure and Barring Services checked. This section complies with the Rehabilitation of Offenders Act 1974 by asking if you have any unspent criminal convictions. If the nature of the crime could put children at risk, then you would not be eligible for employment with us. 
Right to work in the UK

Law obliges live Theatre to ensure that its employees are entitled to work in the UK. If you are shortlisted, you are required to bring evidence to the interview.
Equality Monitoring 
Live Theatre is working towards ensuring equality and diversity in its workforce. This section helps us to monitor which sections of the community apply for jobs with us, so that we can take steps to ensure that our workforce is representative of society. 

Section 2 
Employment History 
We need to know about your work experience, either in paid or unpaid employment. If you are a school leaver tell us about your relevant work experience. 

Education, Technical and Professional Qualifications Training 
Tell us about: 

· the qualifications that you gained at school 

· the qualifications you gained at college or university 

· your professional qualifications 

· any other relevant training that you have done, this may or may not have led to a qualification. Tell us about any professional bodies that you belong to and about any study that you are currently doing. 
Personal Development
Tell us about any courses, membership, voluntary work, hobbies, or responsibilities you consider relevant to the post.

Person Specification 
This is an important section of the application form. The information that you give us in this section is primarily used to assess and score your application. Tell us about your knowledge, skills, experience and aptitude in relation to competencies required for the post, as set out in the job specification. When we assess the form, we will relate the knowledge, skills and experience you demonstrate to the requirements set out in the job specification. Include examples of relevant unpaid work experience, as well as paid your employment. 

This section should be no more than 2 pages long, in a minimum of 11 pt font or neatly hand written. 
References 
You should give the names of two independent referees who know you well and can verify the information that you have given us and comment on your past performance and suitability for the post. The referees should not be related to you and, if possible, one should be your last employer, teacher or tutor. Please tell us if you do not wish us to contact your referees prior to interview. 

Data Protection 
The information you give will be treated confidentially and will not be shared with another party. If you are not successful, your application will be kept for six months after the recruitment so that we can contact you should another similar vacancy arise.
Declaration 
Sign the form to confirm that the information you have provided in Section 1 and Section 2 is correct. If any of the information you have given us is found to be untrue your application will not be considered and will be rejected. 
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