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STAFF APPLICATION FORM
HERTS INCLUSIVE THEATRE


     


Staff Application Form
Contact Information
	Name and Pronouns
	

	Address
	

	Town - Postcode
	

	Home Phone
	

	Mobile Phone
	

	E-Mail Address
	

	Position Applying For:
	

	Any disability or access requirements that we should be aware of?
	

	Should your role require a DBS Check, we will arrange to take you through the process free of charge. 
Please state that you have read this and agree to the check.
	

	Please list any criminal convictions, either spent or unspent, including those covered under the Rehabilitation of Offenders Act1974. 
	

	How did you find out about Herts Inclusive Theatre?
	





Employment History
Please provide details of your current or most recent employer
	Employers Name:

	

	Job Title:

	

	Start Date:

	

	Notice Period:

	

	Reason for Leaving:

	

	Duties & Responsibilities:

	










Previous employment
Please give details of any further employment experience you have had, starting with the most recent post. Freelancers with a larger number of short-term contracts may wish to select their most relevant work experience.

	Employers Name:

	

	Job Title:

	

	Start Date:

	

	Notice Period:

	

	Reason for Leaving:

	

	Duties & Responsibilities:

	











	Employers Name:

	

	Job Title:

	

	Start Date:

	

	Notice Period:

	

	Reason for Leaving:

	

	Duties & Responsibilities:

	











	Employers Name:

	

	Job Title:

	

	Start Date:

	

	Notice Period:

	

	Reason for Leaving:

	

	Duties & Responsibilities:

	











	Employers Name:

	

	Job Title:

	

	Start Date:

	

	Notice Period:

	

	Reason for Leaving:

	

	Duties & Responsibilities:

	












Education and Training

	Dates Attended
	School/College/University
	Qualification and Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




Training
Please detail any relevant training courses completed or personal development which are relevant to the post.

	Date
	Course Provider
	Level Achieved

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	























Supporting Statement – Experience, Skills, and Interests

Please use this section to explain why you want to work for Herts Inclusive Theatre, detailing relevant experience and skills to demonstrate your suitability for the position. (No longer than 2 pages)
	



Person to Notify in Case of Emergency
	Name and Relationship
	

	Street Address
	

	Town Postcode
	

	Home Phone
	

	Work/Mobile Phone
	

	E-Mail Address
	


References
We require 2 references, one of which must be your current or most recent employer, the other, must have known you for more than two years, they must not be related to you and they must be over 18 years of age.
	Name 
	
	

	In what capacity does this person know you?
	
	

	Street Address
	

	

	Town Postcode
	
	

	Home Phone
	
	

	Mobile Phone
	
	

	E-Mail Address
	
	

	
	
	

	Name 
	
	

	In what capacity does this person know you?
	
	

	Street Address
	

	

	Town Postcode
	
	

	Home Phone
	
	

	Mobile Phone
	
	

	E-Mail Address
	
	



Agreement and Signature
By submitting this application, I affirm that the facts set forth in it are true and complete. I understand that if I am offered the role, any false statements, omissions, or other misrepresentations made by me on this application may result in my immediate dismissal.

	Name (printed)
	

	Signature
	

	Date
	



Our Policy
It is the policy of this organisation to provide equal opportunities without regard to race, colour, religion, national origin, gender, sexual preference, age, or disability.

Thank you for completing this application form. 

Please email your application to admin@hit-theatre.org.uk 
Tel: 01727 221414

Office Use Only
Date Received……………………………     


Criminal record declaration form for jobs and volunteer roles exempt from the Rehabilitation of Offenders Act (ROA) (Roles that can be DBS checked)
This form must be completed by all applicants. The information disclosed on this form will not be kept with your application form during the application process. 

Policy statement on recruiting applicants with criminal records 

This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare any cautions, convictions, reprimands and final warnings that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013). 

For further information on filtering please refer to Nacro guidance and the DBS website. 

We recognise the contribution that ex-offenders can make as employees and volunteers and welcome applications from them. A person’s criminal record will not, in itself, debar that person from being appointed to this post. Any information given will be treated in the strictest confidence. Suitable applicants will not be refused posts because of offences which are not relevant to, and do not place them at or make them a risk in, the role for which they’re applying.

All cases will be examined on an individual basis and will take the following into consideration: 
· Whether the conviction is relevant to the position applied for. 
· The seriousness of any offence revealed. 
· The age of the applicant at the time of the offence(s). 
· The length of time since the offence(s) occurred. 
· Whether the applicant has a pattern of offending behaviour. 
· The circumstances surrounding the offence(s), and the explanation(s) offered by the person concerned. 
· Whether the applicant’s circumstances have changed since the offending behaviour
· The applicant’s behaviour since the offence was committed; including any proactive, positive steps they have taken to attempt to avoid repeated offending behaviour (training, support groups etc.)

It is important that applicants understand that failure to disclose all cautions, convictions, reprimands or final warnings that are not protected could result in disciplinary proceedings or dismissal; and volunteers may be asked to leave the organisation.

It is important that applicants understand that failure to disclose all unspent convictions could result in disciplinary proceedings or dismissal; and volunteers may be asked to leave the organisation.


Criminal record declaration form 
	Surname:
	Forename:

	Job  / role applied for:
	Job / role location :

	
	Do you have any cautions, convictions, reprimands or final warnings which are not protected as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)? 
Yes ♦No ♦
If you have answered yes, you now have two options on how to disclose your criminal record. 
Option 1: Please provide details of your criminal record in the space below. 


























Option 2: You can disclose your record under a separate cover provided that you mark a cross on the line below and attach the details in an envelope stapled to this form. The envelope should be marked CONFIDENTIAL and state your name and the details of the post. 



	
	
	
	

	
	DECLARATION 
I declare that the information provided on this form is correct. I understand that the declaration of a criminal record will not necessarily prevent me from being offered this role at Herts Inclusive Theatre.
Signed:                                                                                           Date: 



	
	
	
	



	Please return this form by email to: admin@hit-theatre.org.uk
Or by post to: Herts Inclusive Theatre, Trestle Arts Base, Russet Drive, St Albans, AL4 0JQ

	


[bookmark: _heading=h.1fob9te]Equal Opportunities Monitoring Form
	Post title:
	 

	1. Gender:
MALE / FEMALE / NON-BINARY / PREFER NOT TO SAY

	2. Age
	 

	3. Marital status:
MARRIED / SINGLE / OTHER

	4. Do you have responsibility for dependants? (Dependants relates to children, or elderly or other persons for whom you are the main carer.)
YES / NO

	5. Do you have any disabilities?
YES / NO

	6. Ethnic origin
(Relates to a sense of identity/belonging on the basis of race/culture).
I would describe myself as (choose ONE section from A to E, and then tick the appropriate box to indicate your cultural background):

	A White:

	British

	English

	Scottish

	Welsh

	Irish

	Other, please specify:

	B Mixed:

	White and Black Caribbean

	White and Black African

	White and Asian

	Other, please specify:

	C Asian, Asian British, Asian English, Asian Scottish or Asian Welsh:

	Indian

	Pakistani

	Bangladeshi

	Other, please specify:

	D Black, Black British, Black English, Black Scottish, or Black Welsh:

	Caribbean

	African

	Other, please specify:

	E Chinese, Chinese British, Chinese English, Chinese Scottish, Chinese Welsh, or other ethnic group:

	Chinese

	Other, please specify:

	Data protection: Information from this application may be processed for purposes registered by Herts Inclusive Theatre under the Data Protection Act 1998. Individuals have, on written request the right of access to personal data held about them.
I hereby give my consent to Herts Inclusive Theatre processing the data supplied in this form for the purpose of recruitment and selection.

	Applicant's signature:
	 
	Date:
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