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	Application Guidance Notes




These notes are provided to help you complete the application form. It is essential that you fully complete the application form as the shortlisting process is undertaken solely on the basis of the information provided by you in section two. 
Applying by CV

CV’s will not be accepted. Please do not send a CV instead of, or as well as, completing the application form. 

Completing the application form

Please complete the application form in black ink or in typescript. The application form is available as a printed form and as a Microsoft Word document and can be completed and returned electronically, or by hand/post.  We are able to accept audio recordings of spoken responses to the information requested if completing a written application may be a barrier to application.  The Sage Gateshead can support applicants in completing an audio application if needed.  Should you require any other format please contact us. 

Please contact Louise Taylor on 0191 443 4648, louise.taylor@thesagegateshead.org if you require assistance.
Additional pages

Should you find that the application form is not sufficiently large for all the information you wish to include please be sure to use the additional page attached at the end of the application form. Do not include your name on these pages. 

Personal Details
Please be sure to provide up to date contact details, and inform us should you change any of your personal information during the application process.

Reference
Please provide contact information for someone we can contact to provide a reference for you.  This can be from someone who knows you in a professional context, or if this isn’t possible can be anyone who knows you.  Please be sure to give full contact information for your referee. We will only contact the referees of those individuals who are offered an interview.  
Monitoring data

The information you provide in this section is used for the purposes of equal opportunities monitoring, and does not form part of the selection process. North Music Trust is committed to being an equal opportunities provider. 

Disability Discrimination Act 1995

The act defines a disability as a physical or mental impairment which has a substantial and long term effect in the ability to carry out normal day to day activities. Should you require any further guidance on this please contact Human Resources on 0191 443 4666 for an informal discussion.

Rehabilitation of Offenders Act 1974

Due to the nature of the work that The Sage Gateshead undertakes all posts are considered to be exempt from the above act, and as such all applicants will undergo a Criminal Records Bureau Standard or Enhanced Disclosure. Please ensure that that you disclose all convictions, cautions and other relevant information to us. Any information provided will be treated in the strictest of confidence and will be considered only if the disclosure is relevant to the post for which you are applying. Should you require any further guidance on this please contact Human Resources on 0191 443 4666 for an informal discussion.

Professional history
Please be sure to list your professional history fully, starting with the most recent. You may include any relevant singing/music, education/training, performance, facilitation, employment or voluntary work you have undertaken. 

Returning your application

Please be sure to note carefully the closing date for your application, ensuring that your completed application reaches us before this date. The Sage Gateshead cannot guarantee to consider any application received after the closing date. 
Please read the declaration regarding submission of the application form before signing. Submission of your application form by email will be taken as your having signed the form.
You can return your application to:
Human resources
The Sage Gateshead

St Marys Square

Gateshead Quay

Gateshead

NE8 2JR

By fax to;

0191 443 4551

Or by email to; 
opportunities@thesagegateshead.org 


Should you wish us to acknowledge receipt of your application please enclose a stamped self addressed envelope.
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	Application for Volunteer Placement with North Music Trust – Section 1


	Seeds and Songs Adult Placement Training Opportunity


	Personal Details 

	Forename(s)


	Family Name



	Title       Ms / Miss / Mrs / Mr / Other


	Preferred name


	Address (including postcode)

	Telephone no



	
	Mobile no



	
	Email



	
	National Insurance Number


	References      Please provide details of someone who knows your, or from a person you think is relevant.

	Referee Name



	Contact Address



	Telephone no



	Email



	Capacity in which known to you

	Declaration    Please sign after you have completed all parts of your application

	By submitting this application form, either by post or electronically, I authorise North Music Trust to process the information provided in this application in line with the requirements of the Data Protection Act 1998. I confirm that the information provided within this application is correct and that I understand I may be required to validate any or all information provided. I also understand that providing inaccurate information may disqualify me from this opportunity, or in the event of discovery after embarking on the opportunity, make me liable for dismissal. 



	Signed


	Date


	How did you hear about this opportunity?

	

	Monitoring Data   

This information is used for monitoring and information purposes only, and does not form any part of the selection process. 

	Gender  - please indicate below
	

	Male
	[   ]
	Female
	[   ]

	Marital Status – please indicate below

	Married 

(includes civil partnerships)  
	[   ]
	Single 

(includes divorced or widowed)
	[   ]

	Do you consider that you have a disability, as defined by the Disability Discrimination Act  1995? If you would require any adjustments to participate in the recruitment process, please let us know.

	Yes 
	[   ]
	No  
	[   ]

	Date of Birth (dd/mm/yyyy)

	Nationality

	Ethnicity – please select ONE from the groups below

	White
	
	
	

	British
	[   ]
	Irish
	[   ]

	White Other
	[   ]
	
	

	Mixed
	
	
	

	White and Black Caribbean  
	[   ]
	White and Black African
	[   ]

	White and Asian
	[   ]
	Other
	[   ]

	Asian or Asian British
	
	
	

	Indian  
	[   ]
	Pakistani  
	[   ]

	Bangladeshi  
	[   ]
	Other
	[   ]

	Black or Black British
	
	
	

	Caribbean
	[   ]
	African
	[   ]

	Other
	[   ]
	
	

	Chinese or other ethnic group
	
	
	

	Chinese  
	[   ]
	Other
	[   ]

	Other details 

	Are you related to any employee or Trustee of North Music Trust?  

If yes, please provide details
	Yes / No

	Under the Rehabilitation of Offender Act 1974, are you required to disclose any convictions? If yes, please provide details
	Yes / No
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	Application for Volunteer Placement with North Music Trust – Section 2



	Professional History
Please provide information about any relevant singing/music, education/training, performance, facilitation or employment experience. (present or most recent experience first)

	Date from / to
	Brief description of experience

	
	


	What brings you to apply for this training programme, and why you want this opportunity now?



	


	What skills/experience do you hope to gain from this opportunity?



	

	What experience do you have working with children and young people in a singing/musical context?

	

	How do you think this opportunity would contribute to your professional development?



	


	Additional Information

Please use this space to provide any additional information you wish to be considered in support of your application

	


	Ref No
	HR Use Only



