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OXFORD
PLAYHOUSE




Position:  Senior Producer
Candidate Number:
Date:


 About Oxford Playhouse
Oxford Playhouse: A Playhouse for Everyone

Thank you for your interest in the Oxford Playhouse.  Positioned in the cultural heart of Oxfordshire, Oxford Playhouse inspires, engages and entertains a wide-reaching and diverse audience. It presents, produces and tours the highest quality middle-scale, small-scale and off-site theatre; supports and nurtures artists and delivers an imaginative community and participation programme delivering exceptional cultural experiences for all.  In 2019-20 248,000 people attended performances at the Playhouse and on tour, 13,647 took part in activities and we worked with 58 schools in 13 postcodes.

Oxford Playhouse has an outstanding record of success presenting and producing an ambitious programme which includes the finest national and international touring drama, family shows, contemporary dance, music, circus, comedy and spoken word, in its main auditorium (663) and Burton Taylor Studio (50).  Our Playhouse Plays Out programme is designed to reach new audiences giving people the chance to see unexpected theatre in unexpected places; last year our Plays Out Tent reached 6,475 children/families in deprived areas with limited cultural provision.  We present regular student and community group productions on its main stage and 40 student drama productions each academic year in the BT studio alongside a diverse professional programme. 

Oxford Playhouse has a commitment to co-producing new productions on the midscale, touring nationally and internationally: reimagining classics and creating new ones of our own. Co-productions have included Wise Children (with Emma Rice’s eponymous new company), The Remains of the Day (with Royal & Derngate Northampton and Out of Joint) and Pride & Prejudice Sort Of (with Lyceum Theatre Edinburgh).   

Oxford Playhouse’s creative learning programme encourages lifelong creativity from Early Years to Seniors. We regularly patriciate in local festivals and work in partnerships with organisations such as AGE UK, KEEN, BeFree Young Carers and Oxford Association for the Blind.

Oxford Playhouse's artist development scheme Evolve provides support for artists including funding, space and mentoring.  Playhouse Playmaker supports play writers at all stages of their career, specific strands for primary school pupils and young writers. In 2019 Oxford Playhouse supported three companies/artists from these programmes take work to the Edinburgh Fringe Festival. We also produce an annual festival of new work Offbeat, in partnership with Arts at the Old Fire Station.

Oxford Playhouse achieves a high proportion of earned income and has a successful track-record in fundraising. The theatre is an Arts Council England National Portfolio Organisation, and receives core funding from The University of Oxford, Oxford City Council and St John’s College.  Oxford Playhouse's annual turnover for 2019/20 was £4.3 million, 80% from ticket and secondary sales and hires, 12% subsidy form core funders and 7% from fundraising.  The Playhouse has 29 full-time equivalents, supported by a team of freelancers and volunteers.  We are now recruiting for key positions to enable us to successfully reopen in Spring/ Summer 2021 and invite audiences back into our building.   We are committed to ensuring our workforce reflects Oxfordshire’s diverse communities and that we fulfil our aspiration to be a Playhouse for Everyone.


During 2020-21 we increased our engagement with audiences creatively online, via our digital-stage, streaming and on-demand events: we are committed to continuing this work when we reopen the building.
We look forward to receiving your application.

Louise Chantal & Vanessa Lefrancois, Joint Directors and CEOs
The Post :
 Senior Producer
Terms: 
The post is subject to Oxford Playhouse standard terms and conditions of employment: based on UK Theatre/BECTU agreement.

Salary: 
GBP 36,000 per annum

Hours:
Full-time (39 hours per week Monday to Friday, some evening and weekend work may be required to carry out your responsibilities).

Holiday: 

20 days paid holiday pro rata (increasing with length of service) is given in addition to 8 statutory public holidays per annum

Probationary period: 
Six months

Pension:
This post will be subject to auto enrolment in Oxford Playhouse’s pension scheme held with Scottish Widows with a 3% employee contribution matched by 3% from Oxford Playhouse.
How to Apply:
Please complete and return:

· All attached forms and pages requested

· Up-to-date CV (please remove your personal details prior to insertion);  

· Equal opportunities on-line monitoring form;
· GDPR Candidate Privacy Notice;
To ensure fairness to all applicants, any decision to shortlist you for interview will be based solely on the information you supply in your application form and CV.  Ensure you read the job description and person specification before completing your application.  It is important you give as much information as relevant regarding why you wish to apply and what makes you a suitable applicant for this post.

You can download a version of the information pack from our website www.oxfordplayhouse.com  or contact our HR Officer at recruitment@oxfordplayhouse.com  or telephone 01865 305 368.   If you have any difficulty accessing the pack please let us know and we will arrange an alternative means of application with you.  Please do not include references or educational certificates with your application.

Applications should be emailed to: recruitment@oxfordplayhouse.com  or posted to: HR Officer, Oxford Playhouse, Beaumont Street, Oxford, OX1 2LW.

Applications should arrive no later than 12 noon on Monday 24th January 2022
Interviews will be held on 31st January 2022
We are a Playhouse for everyone - diversity in our workforce is crucial to our success.

Job Description

Title: 


Senior Producer
Department: 

Artistic


Reports to: 

JCEO Artistic 
Responsible for: 
Participation Manager




New Work Producer (shared line management)




Digital Producer



Artistic Co-ordinator 
The exceptional and experienced candidate who undertakes this role will be jointly responsible with the Joint Director and CEO (JCEOArtistic) for the visiting artistic programme presented at Oxford Playhouse, the Burton Taylor Studio and our off-site programme, Playhouse Plays Out. A background in programming is essential, as are a love of theatre and an understanding of the range of audiences Oxford Playhouse serves and aims to develop. We are looking for someone with excellent communication and interpersonal skills, a level-headed, common sense approach and close attention to detail.  A good-humoured individual with initiative, creativity and the ability to think strategically, the successful candidate will be equally happy welcoming a visiting company onstage, mentoring emerging artists on our Artists’ Attachment Programme and haggling the nitty-gritty of contras and calls in touring contracts.  

Alongside our world-class received programme, Playhouse has a unique relationship with the University of Oxford, whose students present up to 5 weeks of programming on the mainstage each year. We also have a commitment to several local amateur and community groups, who present shows in rotation at the Playhouse.   

The Senior Producer will be a vital part of the Senior Management Team, and will demonstrate the ambition and drive to expand their skills and contribute to the cultural life of this great city.

Artistic Objectives:


The delivery of Oxford Playhouse’s Programming strategy ensuring a broad range of high quality work is presented which connects with and encourages the development of audiences.  

Main Purpose of Job: 

Working to the JCEO Artisticto programme the mainstage shows, and then devising, implementing and managing Oxford Playhouse’s received programme to ensure a broad and diverse range of quality cross art-form work in the main theatre; and take lead responsibility for the Burton Taylor Studio and Playhouse Plays Out  programme to achieves the organisation’s financial and audience development aims.

Key internal contacts:

JCEOs, Financial Controller, Technical Director, Marketing Directors, Executive Assistant, Box Office Manager, Front of House Manager
Key external contacts:

· Visiting companies, promoters & producers, including student and amateur companies.

· Venue programmers, particularly in the South East region.

· Oxford University Drama Officer
· Arts at Old Fire Station/Offbeat Producer

· Culture team at Oxford City Council including Dancin’ Oxford & Christmas Light Festival and the Oxford Cultural Partners and other NPOs in the region. 

Main Tasks:

· In conjunction with the JCEO Artistic to programme mainstage shows, and solely responsible for the overall Burton-Taylor Studio and Playhouse Plays Out events to ensure a diverse and balanced programme.
· To oversee the programming of small-scale work for the Burton Taylor Studio for the six months of non-student work; and to contribute to programming decisions for Offbeat festival.

· To manage the artistic programme for Oxford Playhouse on a day to day basis.
· To undertake research of prospective programming, including seeing work, reading scripts and watching DVDs/online recordings, to inform the standard and range of the curated programme. 
· To understand the financial implications of programming decisions, deals and ticket pricing structures, working with the JCEO Artistic  and Finance Director to ensure expenditure is kept within agreed limits and that income targets are met. To undertake the negotiation of appropriate deals within agreed limits and risk. 
· To administer the planning and scheduling process for all presented work including maintaining administrative systems for contracting, ensuring that contracts are accurate and issued in a timely manner.
· To maintain an up to date knowledge of changes to UK Theatre, Equity and BECTU agreements. 

· To maintain and circulate all relevant information regarding the programme to all relevant staff, ensuring that all departments are up to date with the programme and visiting company contract requirements. To brief marketing and ticket office staff and ushers on forthcoming seasons.
· To provide the first point of contact for visiting companies when at the theatre. , 

· With the Finance Assistant, to undertake the financial settlements for all shows, providing both companies and the finance department with accurate data.

· With the Executive Assistant, to ensure PRS information is collated completed and returns filed on time each quarter.

· To oversee the Artistic Co-ordinator’s management of the student companies who are selected for mainstage productions, and to support them from selection to debrief, in conjunction with the University Drama Officer. 

· To act as a central point for information internally and externally regarding the programme; responding to queries on behalf of the JCEO Artistic , gathering information or passing on matters to colleagues as appropriate. 

· To ensure the process for recording and responding to unsolicited proposals is maintained, sending responses or briefing the JCEO Artistic  as appropriate.

· To act as line manager for the Burton Taylor Studio Manager including ongoing and effective supervision, recruiting, and training of staff, setting objectives, monitoring performance and assessing training and development needs. Ensuring the studio effectively contributes to the achievement of the Playhouse’s financial, audience, and artistic objectives. 

· To work with the Marketing Team by providing information and ideas at concept stage, and supporting copy writing, image selection, proof reading, identifying target audiences and monitoring sales against deals as required.

· To supervise placements and temporary staff as required.

· To be fully conversant with all Oxford Playhouse policies including Equal Opportunities and Health and Safety and ensure by following established working practices and guidance that all policies are adhered to at all times. 
· To attend performances as required including Main Stage, Burton Taylor Studio and other venues.
· To attend and actively contribute to training or meetings as required. 
· To lead on the Evolve Artist in Residence programme including recruitment, mentoring and supporting their year-long attachment to Oxford Playhouse

· To contribute to national strategic conversations about the development of mid-scale theatre including by representing OP as part of Dance Touring Partnership and Circus Evolution.

· To support the development of the theatre sector in the South East including as part of the steering group for house.

· To contribute to local initiatives in Oxford City to ensure an ecology for high quality culture thrives.  This includes partnerships on Dancin’ Oxford, Christmas Light Festival, Cowley Road Carnival and with other theatres, museums and cultural organisations in the county.

· To make the Creative Case for Diversity, ensuring that the programme at Oxford Playhouse represents the community it serves. 

· To work with the Participation team to ensure that opportunities to engage with the received programme are fully exploited to the widest possible audience.

· To schedule access performances into the programme to enable as many people as possible are able to enjoy performances at OP.  

· To contribute to Board papers as well as report writing as required for funders and stakeholders.

· To create the papers and schedule for the Production, Programme and Participation Committee. 

· To ensure that data is effectively and accurately captured for monitoring and reporting purposes. To work with the marketing team on collecting qualitative and quantitative data directly from audiences in a strategic and considered manner and to share this data as appropriate and legal with selected third parties.
· To carry out any further duties as reasonably requested by the JCEO Artistic .
Person Specification
	Essential Skills and Attributes


	Desirable Skills and Attributes



	Minimum of 3 years’ experience in a theatre environment, including direct experience of programming.
	Knowledge of and previous experience working within UK Theatre/Equity/BECTU agreements.

	Passion for original and inventive theatre, with a solid knowledge of current theatre practice, companies and artists on the small or middle scale
	Experience of presenting off-site work

	The ability to think creatively, with a proactive attitude to solving problems, and the confidence to face challenges and stay calm under pressure.
	Knowledge and experience of regional theatre

	Excellent  written, verbal and IT communication skills
	An understanding of the cultural ecology in Oxford and the wider region



	Excellent interpersonal skills with the ability to build collaborative relationships, and to represent Oxford Playhouse at all levels.
	Knowledge of sustainable practice i.e. Theatre Trust’s Green Book.



	Previous experience of negotiating deals and managing associated finances.
	Knowledge of anti-racism touring riders, trans-awarenss and the Social Model of Dissability.



	Proven ability to lead and work as a member of a team, under pressure and tight deadlines.
	

	Strong organisational and administrative skills.


	

	The ability to multi task in a pressured environment without compromising on quality.
	

	A flexible approach and readiness to travel and to work evenings and weekends as required.
	

	Commitment to ensuring our artistic programme and opportunities attract and represent the richness of the diversity of the demographic of our region.
	

	Commitment to producing work sustainably to reduce our impact on the environment.
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: Personal Details

	Name:
	Email: 

	Address: 

Postcode:
	Mobile:  

	
	Day time number if different from mobile:


I confirm that the details given in the attached cover letter and CV are accurate:

Signed: 
                                                                             Date:
(Electronic Signature accepted)

Eligibility to work in the UK

We have a legal responsibility to ensure that all our workers and employees have the legal right to live and work in the UK.  Please see Right to Work Section in our Information Section.

Are you legally authorised to work in the UK?  

Yes 
No

Is this subject to a work permit or visa?  

Yes 
No 

Criminal Record Disclosure 

Oxford Playhouse’s is an equal opportunities employer,  committed to the fair treatment of job applicants and staff including people who hold a criminal record.  We  use both self-disclosure and the Criminal Records Bureau (DBS) to help assess the suitability of applications for positions of trust.  Please see Disclosure Statement in our Information Section.
Do you have a criminal record



Yes 
No

If you have responded yes, please provide a brief statement of offence:
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If you are selected for interview, we will pass this information on to the panel and they may ask you questions in relation to this disclosure if deemed relevant to the job you are applying for.

REFERENCES AND ACCESS REQUIREMENTS 

We will only pass on information regarding referees and access requirements after the panel have selected candidates for interview

References
Please give the names and addresses of two people who may be contacted in respect of your application.   If you are in employment, one referee should be a senior member of that organisation. 

	Name:


	Name:

	Relationship:
	Relationship:

	Contact address (including company name):


	Contact address (including company name):

	Tel no:
	Tel no:

	Email:
	Email:

	May we contact at interview stage    Yes/No
	May we contact at interview stage      Yes/No


Please advise us of any access requirements you have, should we select you for interview.


PERSONAL STATEMENT:

Drawing on previous experiences, please explain how your skills and knowledge are relevant to this role and why you think you will excel in this position at Oxford Playhouse.  (Please refer to the advertised role’s responsibilities, person specification and desirable skills and attributes to respond to this question.)  Continue on a separate sheet if necessary (please do not submit more than one additional side of A4).

Please insert your current CV at this point.

Continue on a separate sheet if necessary, please do not submit more than one additional side of A4

Details MUST include details of your present or most recent employment, together with a summary of your responsibilities, dates of employment, your job title, notice required and current salary.   Please also include reasons for you leaving positions. 

Include any qualifications you hold (including professional training undertaken), awarding bodies and dates of those qualifications.

DO NOT include personal details i.e. name, date of birth or address 

EQUAL OPPORTUNITIES RECRUITMENT MONITORING FORM

Oxford Playhouse is committed to ensuring our workforce, audience and artists truly reflect the city and region we live in.  We believe diversity in our workforce is vital for our continued success and ability to attract artists, collaborators, and audiences from diverse backgrounds, with a range of experience.  We are committed to being an equal opportunities employer, ensuring that all job applicants and staff are treated equally, within an inclusive organisational culture.

By responding to the questions below you will help us monitor the effectiveness of our recruitment process and our ability to attract applicants from a diverse candidate pool, to help us achieve much needed parity in the arts and cultural sector.  We are also required to collate and report equality, inclusion and representation metrics, as part of funding agreements with our core funders (including Arts Council England).

We understand that information disclosed in this form is sensitive. This form will be detached from your application, remain anonymous and treated as confidential, for monitoring purposes only.  It will not form part of this selection process.  All data will be used and stored in accordance with the General Data Protection Regulation 2018.  For further information regarding Oxford Playhouse’s Privacy Policy, please contact recruitment@oxfordplayhouse.com
For efficiency, simplicity and to maintain anonymity, we use an on-line monitoring form.

https://forms.office.com/Pages/ResponsePage.aspx?id=MR0fTaoLGEuXLB24k_4U3SyjNOGMjzhHoWQ7yyh_rTZURUtWVjNXTVNBSlBER0VDVFNQVTUzN0FWRS4u
If you do not wish to answer one or more questions, please select “prefer not to say”.   Thank you for providing this information to help us ensure we live our vision to be a Playhouse for Everyone.

Please tick the box to confirm you have completed the on-line form  (
CANDIDATE PRIVACY NOTICE

About this Policy 
Oxford Playhouse (OP) is a “data controller”. This means that we are responsible for deciding how we hold and use personal information about you. You are being sent a copy of this privacy notice because you are applying for work with us (whether as an employee, volunteer or contractor). It makes you aware of how and why your personal data will be used, namely for the purposes of the recruitment exercise, and how long it will usually be retained for. It provides you with certain information that must be provided under the Data Protection Legislation.

DATA PROTECTION PRINCIPLES  

We will comply with data protection law and principles, which means that your data will be:

 

• Used lawfully, fairly and in a transparent way.

• Collected only for valid purposes that we have clearly explained to you and not used in any way that is incompatible with those purposes.

• Relevant to the purposes we have told you about and limited only to those purposes.

• Accurate and kept up to date.

• Kept only as long as necessary for the purposes we have told you about.

• Kept securely.

THE KIND OF INFORMATION WE HOLD ABOUT YOU  

In connection with your application for work with us, we will collect, store, and use the following categories of personal information about you:

 

• The information you have provided on our application form, including name, title, address, telephone number, personal email address, date of birth, gender, employment history, qualifications etc.

• Information you have provided to us in your curriculum vitae and covering letter.

• Any information you provide to us during an interview.

• Information about you received from a third party e.g., recruitment agency.

We may also collect, store, and use the following types of more sensitive personal information:

 

• Information about your protected characteristics.

• Information about your health, including any medical condition, health, and sickness records.

• Information about criminal convictions and offences.

HOW IS YOUR PERSONAL INFORMATION COLLECTED?  

We collect personal information about candidates from the following sources:

• You, the candidate.

• Recruitment agency, from which we collect the following categories of data: name, title, address, telephone number, personal email address, date of birth, gender, employment history, qualifications, 
personal comments and feedback from the recruitment agent etc.

• Background check providers, from which we collect the following categories of data: name, title, address, telephone number, personal email address, date of birth, gender, employment history and qualifications.

• Disclosure and Barring Service in respect of criminal convictions.  For applicable placements only.

• Your named referees, from whom we collect the following categories of data: information relating to your suitability of role and appraisal of your abilities, performance, and integrity.

• Data from third parties from a publicly accessible source to substantiate information if required i.e., LinkedIn, company websites, Disclosure and Barring Service.

HOW WE WILL USE INFORMATION ABOUT YOU  

 We will use the personal information we collect about you to:

 

• Assess your skills, qualifications, and suitability for OP role applied for.

• Carry out background and reference checks, where applicable.

• Communicate with you about the recruitment process.

• Keep records related to our hiring processes.

• Comply with legal or regulatory requirements.

• Collate anonymous data with respect to our obligations in relationship to Equality, Diversity and Inclusion.

 

We also need to process your personal information if we decide to enter into a contract of employment or volunteer agreement with you.

 

Having received your application form covering letter and/or CV, we will then process that information to decide whether you meet the basic requirements to be shortlisted for the advertised role. If you do, we will decide whether your application is strong enough to invite you for an interview. If we decide to call you for an interview, we will use the information you provide to us. If we decide to offer you the position, we will then take up references before confirming your appointment.  

If you require a DBS check to fulfil the advertised position, we will carry out this check on your behalf.  Due to the length of time it takes to process these checks, a contract will be issued subject to a clean DBS record.

IF YOU FAIL TO PROVIDE PERSONAL INFORMATIO

If you fail to provide information when requested, which is necessary for us to consider your application (such as evidence of qualifications or work history), we will not be able to process your application successfully. For example, if we require a credit check or references for this role and you fail to provide us with relevant details, we will not be able to take your application further.

 

HOW WE USE PARTICULARLY SENSITIVE PERSONAL INFORMATION  

 We will use your particularly sensitive personal information in the following ways:

 

• We will use information about your disability status to consider whether we need to provide appropriate adjustments during the recruitment process, for example whether adjustments need to be made during an interview, test or tour of the facilities.

• We will use information about your protected characteristic to ensure meaningful equal opportunity monitoring and reporting, in line with OP policies and our funders requirements.

INFORMATION ABOUT CRIMINAL CONVICTIONS  

We will process information about any criminal convictions, if relevant to the post.  In this instance we will collect information about your criminal convictions history if we would like to offer you the role, conditional on checks and any other conditions, such as references, being satisfactory. We are entitled to carry out a criminal record check in order to satisfy ourselves that there is nothing in your criminal convictions history which makes you unsuitable for the role. In particular:

 

• If the role is eligible for a standard or enhanced check from the Disclosure and Barring Service.

• If the role requires a high degree of trust and integrity, since it involves dealing with confidential information, financial transactions or has access to company bank accounts and so we would like to ask you to seek a basic disclosure of your criminal records history.

We have in place an appropriate policy document and safeguards which we are required by law to maintain when processing such data.

 

AUTOMATED DECISION-MAKING  

 You will not be subject to decisions that will have a significant impact on you based solely on automated decision-making.

 

DATA SHARING  

Why might you share my personal information with third parties?

We will only share your personal information with the following third parties for the purposes of processing your application: interview panel members.  All personnel are required to follow OP’s GDPR Privacy Standard, Guidelines and Notices to protect your personal information in line with our policies. 

 

DATA SECURITY  

We have put in place appropriate security measures to prevent your personal information from being accidentally lost, used or accessed in an unauthorised way, altered or disclosed. In addition, we limit access to your personal information to those employees, agents, contractors and other third parties who have a business need-to-know. They will only process your personal information on our instructions and in accordance with our GDPR policies.

 

We have put in place procedures to deal with any suspected data security breach and will notify you and any applicable regulator of a suspected breach where we are legally required to do so.

 

DATA RETENTION  

How long will you use my information for?

We will retain your personal information for a period of six months after we have communicated to you our decision about whether to appoint you or not. We retain your personal information for that period so that we can show, in the event of a legal claim, that we have not discriminated against candidates on prohibited grounds and that we have conducted the recruitment exercise in a fair and transparent way. After this period, we will securely destroy your personal information in accordance with our data retention policy.

 

 If we wish to retain your personal information on file, on the basis that a further opportunity may arise in future and we may wish to consider you for that, we will write to you separately, seeking your explicit consent to retain your personal information for a fixed period on that basis.  You may also request that we keep your personal information on file for future reference.  In either instance written consent must be provided by the applicant.  This is legislated in Employment Practices Code Part 1: recruitment and selection (1.7.5).
 

RIGHTS OF ACCESS, CORRECTION, ERASURE, AND RESTRICTION  

 

Your rights in connection with personal information

 Under certain circumstances, by law you have the right to:

 

• Request access to your personal information (commonly known as a “data subject access request”). This enables you to receive a copy of the personal information we hold about you and to check that we are lawfully processing it.

• Request correction of the personal information that we hold about you. This enables you to have any incomplete or inaccurate information we hold about you corrected.

• Request erasure of your personal information. This enables you to ask us to delete or remove personal information where there is no good reason for us continuing to process it. You also have the right to ask us to delete or remove your personal information where you have exercised your right to object to processing (see below).

• Object to processing of your personal information where we are relying on a legitimate interest (or those of a third party) and there is something about your situation which makes you want to object to processing on this ground. You also have the right to object where we are processing your personal information for direct marketing purposes.

• Request the restriction of processing of your personal information. This enables you to ask us to suspend the processing of personal information about you, for example if you want us to establish its accuracy or the reason for processing it.

• Request the transfer of your personal information to another party.

If you want to review, verify, correct or request erasure of your personal information, object to the processing of your personal data, or request that we transfer a copy of your personal information to another party, please put your request in writing to recruitment@oxfordplayhouse.com
 

RIGHT TO WITHDRAW CONSENT  

When you applied for this role, you provided consent to us processing your personal information for the purposes of the recruitment exercise. You have the right to withdraw your consent for processing for that purpose at any time. To withdraw your consent, please put your request in writing to recruitment@oxfordplayhouse.com  

Once we have received notification that you have withdrawn your consent, we will no longer process your application and, subject to our retention policy, we will dispose of your personal data securely.

 


DATA PROTECTION OFFICER  

We have appointed a Data Protection Contact (DPC) to oversee compliance with this privacy notice. If you have any questions about this privacy notice or how we handle your personal information, please contact the DPO. You have the right to make a complaint at any time to the Information Commissioner’s Office (ICO), the UK supervisory authority for data protection issues.

 

	I,_________________________(candidate name), acknowledge that on ______________________ (date)

 I received a copy of Oxford Playhouse’s Candidate Privacy Notice and that I have read and understood it.



	Signature: ……………………………………                                       Name: ……………………………………………


INFORAMATION SECTION

Disclosure Statement 

Oxford Playhouse as an organisation uses both self-disclosure and the Criminal Records Bureau (DBS) disclosure service to help assess the suitability of applications for positions of trust, working with children or working with vulnerable adults, general public and finances . Oxford Playhouse complies with the DBS code of practice concerning disclosure information, for agencies accessing the disclosure service via umbrella agencies.

As detailed in Oxford Playhouse’s, Equal Opportunities Policy the organisation is committed to the fair treatment of staff or potential staff regardless of, age class, disability, marital status,

national/ethic origin, personal circumstances (including offending background), political belief, race, religious belief, sex or sexuality.

A disclosure will only be requested when a risk assessment by the Chief Executive has indicated that one is both proportionate and relevant to the position concerned. For those positions where a disclosure is required: application information will contain a statement that self-disclosure is required and/or if DBS disclosure will be required in the event of an individual being offered the position.

Therefore, although you will be asked to supply details of any criminal record you may have, and to provide other relevant information, a conviction will not necessarily debar you from working at Oxford Playhouse. The decision will depend on the nature of the position, your suitability and previous experience for the post, together with the circumstances and background of your offence(s).

You will be asked to complete a statement on your application form. The contents of the form may be discussed should you be invited to interview.  

As detailed in the application information some posts will further require a satisfactory DBS disclosure certificate on appointment.

If you are unsuccessful at interview the self-disclosure form will be destroyed immediately following the decision.

RIGHT TO WORK IN THE UK

If you do not yet have the right to work in the UK and/ or are seeking sponsorship under for a Skilled Worker visa in the UK points-based immigration system please click on this link https://www.gov.uk/legal-right-work-uk which contains further information about obtaining right to work in the UK and details about eligibility for sponsorship for a Skilled Worker Visa.

Right to work in UK

We have a legal responsibility to ensure that all our workers and employees have the legal right to live and work in the UK.  If you are offered a role at the Playhouse you will need to provide original documents as proof of right to work in the UK.  This can be one or a combination of original documents from the list of acceptable documents produced by the Home Office e.g. passport, appropriate visa, work permit or birth certificate and proof of your national insurance number, in accordance with the Asylum and Immigration Act 1996.

 If your application is successful, your original documents will be checked by a member of staff in your presence to ensure they are genuine, valid and that there are no work restrictions that prevent you from undertaking the work concerned. A copy will be taken and signed and dated as checked by the member of staff. These documents will be retained securely by the Playhouse in your personnel file.
Please note that, since May 2014, it has been a requirement for visas and Indefinite Leave to Remain stamps in passports to be in a valid document in order to be acceptable evidence of right to work. Visas/stamps in expired passports cannot be accepted.

WHAT IF I DON’T YET HAVE THE RIGHT TO WORK IN THE UK? 

Skilled roles

The most common route through which you can gain the right to work in the UK is through the points-based immigration system. The University is able to sponsor workers in skilled occupations through the new UK immigration system that has replaced the previous system from 1 January 2021.

Only occupations listed as eligible for a Skilled Worker visa can be sponsored. There is also a requirement for the person to meet required points to be granted a visa which includes meeting a minimum salary level for sponsorship. You can check to see if you are eligible for a Skilled worker visa here https://www.gov.uk/skilled-worker-visa
If you believe you may be able to obtain the right to work in the UK by sponsorship or other means, you are still welcome to apply for a job with the Playhouse. Please tick the relevant box on the application form that indicates you would like to be considered for sponsorship. Any job application you submit to us will be assessed using criteria based on the knowledge, skills and experience required for the relevant post. You will not be treated less favorably than another applicant on the grounds of national origin.

If we advise you that the role is not on the list of occupations eligible for sponsorship, you will need to check you can obtain right to work by other means. Any offer of employment we make to you will be conditional upon you gaining permission to work in the UK. You will not be able to start work until you are able to provide evidence that this has been granted.

Roles not classed as skilled

There is no specific route for lower-skilled roles not listed as eligible for sponsorship by the UK Government. You can  check if you are eligible for a skilled worker visa here https://www.gov.uk/skilled-worker-visa
If the role is not eligible for skilled worker visa you may however be able to apply for one of the other UK visa routes available. We strongly recommend that you check if you are eligible for any of these routes as part of your preparation when applying for the role. You can do this by visiting the UK government website https://www.gov.uk/check-uk-visa
If you believe you may be able to obtain the right to work in the UK by one of the other visa routes, you are still welcome to apply for a job with the Playhouse.  Any job application you submit to us will be assessed using criteria based on the knowledge, skills and experience required for the relevant post. You will not be treated less favorably than another applicant on the grounds of national origin.

Any offer of employment we make to you will be conditional upon you gaining permission to work in the UK. You will not be able to start work until you are able to provide evidence that this has been granted.

Private and Confidential





















































Private and Confidential








Private and Confidential








Private and Confidential








Private and Confidential








Private and Confidential








Private and Confidential











Senior Producer December 2021

