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APPLICATION FORM - VISITING PROFESSIONAL

CONFIDENTIAL 

This information can be made available in other formats – please let us know about any specific needs you have

	plication for appointment as:
	Visiting Professional



	TEACHING AREAS FOR WHICH YOU WOULD LIKE TO BE CONSIDERED

	
	Applied Theatre/Community Drama

	
	Acting – Voice

	
	Acting – For Screen/Camera

	
	Acting – Movement for Motion Capture

	
	Dance

	
	Event and Festival Management

	
	Filmmaking – Production and Production Management

	
	Filmmaking – Camera & Sound

	
	Filmmaking – Post Production & VFX

	
	History of and critical analysis of Performing Arts

	
	Insight and Analytics for the Music and Theatre Sector

	
	Lighting Designers for Performance

	
	Motion Capture (for Filmmaking and Game Engines)

	
	Music – Vocal/Singing Teachers

	
	Music – Instrumental Teachers (guitar, keyboard, bass, drums, wind, brass and strings)

	
	Musical Theatre

	
	Project Management

	
	Online Marketing for Music and Theatre Businesses

	
	Practice as research

	
	Sound Designers for Performance

	
	Sound Engineers for Performance

	
	Theatre Management



	PERSONAL DETAILS


	Surname:       

	First name(s):   

	Home Address:  

	Title: (Mr/Mrs/Ms/Miss/other)
	

	
	Daytime Tel No: 
	

	
	Mobile No:
	

	
	Email address:
	

	Postcode:  

	Do you need a work permit?
	*YES/NO*
Please delete as appropriate




	[image: ]



EQUALITY AND DIVERSITY MONITORING FORM

LIPA is an equal opportunities employer.  The aim of our policy is to ensure that no job applicant or employee receives less favourable treatment on the grounds of sex, sexual orientation, marital status, race, religion, colour, nationality, ethnic or national origins or disability or is disadvantaged by conditions or requirements which cannot be shown to be justifiable.  

Recruitment, selection and promotion procedures will be monitored to ensure that individuals are selected, promoted and treated on the basis of their relevant merits and abilities.

To assist us in monitoring the operation of its equal opportunities policy, and for no other reason, please answer the following questions by ticking boxes as appropriate.  This information will be detached before your application is passed on for shortlisting.

	Name:
	

	Post applied for:
	



	Date:
	
	
	



Ethnicity
What is your ethnic group?  Please choose one section, then tick the appropriate box to indicate your cultural background:

	Asian or Asian British
	Mixed

	Bangladeshi
	
	White and Asian
	

	Indian
	
	White and Black African
	

	Pakistani
	
	White and Black Caribbean
	

	Any other Asian background
	
	Any other Mixed background
	

	Black or Black British
	White

	African
	
	British
	

	Caribbean
	
	Irish
	

	Any other Black background
	
	Any other White background
	

	Chinese or other ethnic group
	If you have ticked ‘Any Other’  – please describe you ethnicity here:

	Chinese
	
	

	Any Other
	
	



Nationality
Which one of the following statements about disability is most appropriate to you?  
	Nationality
	

	National identity (if different)
	







eg   British/Welsh




	I am disabled
	
	I am not disabled
	


Disability								






Gender
	Female
	
	Male
	
	Other*
	





* 	e.g. Transitioning 



Age       

	Date of birth
	
	
	








	Where did you see this vacancy advertised? (please tick whichever box applies)

	LIPA Website
	
	The Echo
	
	The Stage
	

	Other Website
	
	jobs.ac.uk
	
	Jobcentre+
	

	Word of Mouth
	
	Other (please specify):




Thank you for your assistance in completing this form






	Application Reference Number (to be completed by Personnel):
	




	EMPLOYMENT DETAILS                   Please give details of your present or most recent employment                                                                  

	Employer’s name: 

	Job Title:
	

	
	Date Appointed: (DD/MM/YY)
	

	
	Notice Required or date employment ceased:
	

	Employer’s address: 


	Reason for leaving (if no longer with this employer):
	

	
	Hours per week:
	

	
	Basic Salary:
	

	
	Bonuses/Allowances: 
(Guaranteed)
	

	
	Bonuses/Allowances:      
(Not Guaranteed)
	

	Brief outline of duties and responsibilities:












                    
	
EMPLOYMENT HISTORY                      Most recent employment first.  Give Month/Year for dates


	Employers name and address:
	Job title and an outline of duties:
	From:
MM/YY
	To:
MM/YY
	Reason for leaving:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





	
EDUCATION HISTORY / ACADEMIC QUALIFICATIONS (including accredited teaching qualifications)

	Please note: we ask all successful candidates to provide original certificates evidencing qualifications claimed in this section. Please do not list qualifications here if you think you would difficulty providing evidence for them as failure to provide them would lead to the withdrawal of any job offer.

	Date (MM/YY)
	Award
	Classification
	Awarding Body/ University

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




	PROFESSIONAL QUALIFICATIONS

	Date (MM/YY)
	Award
	Classification
	Awarding Body/ University

	
	
	
	

	
	
	
	

	
	
	
	




	RESEARCH INTERESTS/PROFILE (last three years only)

	Brief indication of key topics and any current research projects including research grants and awards

	





	
PUBLICATIONS (last 3 years only)

	List total number of refereed publications to date, including articles and list all refereed publications in the last 3 years. List total number of un-refereed publications

	



	CONSULTANCY (last 3 years only)

	List of activities during the last 3 years

	



	PROFESSIONAL MEMBERSHIP/INVOLVEMENT (last 3 years only)

	



	EXTERNAL PROFESSIONAL ACTIVITIES (last 3 years only)

	





	PROFESSIONAL/INDUSTRY EXPERIENCE

	Outline any professional and industry experience that you believe would be relevant to your teaching

	




	TEACHING AND ASSESSMENT EXPERIENCE

	Outline your experience to date of teaching and assessing students in other Higher Education Institutions (noting the levels at which you have taught and assessed: i.e. Levels 3, 4, 5, 6 and/or 7).

	




	ANY OTHER COURSES ATTENDED
	Date:

	
	

	
	

	
	

	
	

	
	




	Do you hold a current and full driving licence?
	YES/NO

	Are you related to any senior member of the Institute staff or LIPA Council Director?
	YES/NO





	



	Please indicate availability for teaching (place a ‘x’ in the relevant boxes)

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Morning
	
	
	
	
	
	
	

	Afternoon
	
	
	
	
	
	
	

	Evening
	
	
	
	
	
	
	



	REFERENCES

	Please give names, addresses, work telephone numbers and occupations of two people who can be contacted for information relating to your work, to cover the last two years of your employment. 

May we approach your referees without further permission from you?                 YES/NO

	Most Recent Employment Referee
	Second Employment Referee

	Name and title:


	Name and title:


	Job title (if appropriate):
	Job title (if appropriate):


	Company Name:

	Company Name:


	Business Address:







	Business Address:


	Email:

	Email:


	Work Telephone Number:

	Work Telephone Number:


	Relationship to you (e.g. manager etc.): 


	Relationship to you (e.g. manager etc.): 









	CRIMINAL CONVICTIONS

	Certain posts are exempt from the Rehabilitation of Offenders Act 1974.  Applicants for such posts are required to declare all criminal convictions, spent or unspent.  This includes any posts where the post-holder is likely to have access to children or where there is potential for fraud.  Where posts fall under this exemption, this will be indicated in the further particulars.  Applicants for such posts must provide the following information:

	Have you any criminal convictions (spent or unspent)?        Yes/No

If yes, please provide details:




	INFORMATION IN SUPPORT OF YOUR APPLICATION

	Please include any further information which you believe is relevant to your application.  Continue on a separate sheet if necessary

	





	To the best of my knowledge and belief the information supplied by myself is correct



	

	

	Signed
	Date





Note:  	To ensure, as far as possible, that the staff recruitment process is fair and equitable, this front
sheet is detached from the rest of the application form before it is passed to the shortlisting panel


Our Privacy Notice for Job Applicants is supplied overleaf


Completed Form to be returned to:

Recruitment
Liverpool Institute for Performing Arts
Mount Street
Liverpool
L1 9HF


Or e-mail to recruit@lipa.ac.uk




LIPA - a registered charity No. 1001565 aiming to be an equal opportunity employer providing education and training in the Arts and Entertainment Industry.

Privacy Notice for Job Applicants
As part of our staff recruitment process, we collect, process and store personal information about you. 

Why do we collect your personal information?
In order to manage your application, we need to process certain personal information about you. 
We only process your information as necessary for the purposes of progressing your application or as required by law or regulatory requirements.

Your provision of personal information is voluntary and you determine the extent of information you provide to us.  However, please note that if you decide not to provide information, it may affect our ability to consider you for employment.

What personal information might we process?
During the recruitment process we capture some sensitive personal data about you (e.g. disability information).  We do this in order to make reasonable adjustments to ensure as many people as possible can apply for jobs with us and to ensure that we comply with regulatory obligations placed on us with regard to our recruitment process. 

Who do we share your personal information with?
Your personal information will be seen only by specific staff in the Personnel Department, the shortlisting panel (anonymised) and the interview panel.

Some of your information may be shared externally if it is necessary or required (for example, with LJMU – our validating partner).

How do we protect your information?
Our HR and Recruitment systems are protected to ensure that unauthorised or unlawful processing of personal information, accidental loss or destruction of, or damage to, personal information does not occur. This is done in accordance with our ICT Security Policy. 
Your personal information will be retained for no longer than six months before being destroyed.  We keep this information for this period to enable us to respond to any complaints (e.g. bias, discrimination) which may arise after the recruitment process has been completed.

Your Rights
You are entitled to see the information we hold about you. 

Criminal records checks
Given the nature of our business, we have legal and regulatory obligations to ensure that, for a number of positions, the people we employ do not have a criminal record. 

We therefore ask questions about any prior civil or criminal proceedings you may have been subject to and may also conduct criminal record checks. 
 
These checks are only performed on candidates who have been selected for a role. Your consent will be requested before screening checks are performed.

Processing Conditions
Our entitlement to process your personal information is governed by a number of processing conditions. This means that we may rely on more than one of these conditions in order to process elements of your personal information throughout the recruitment process:

· We will process your personal information in the administration of your application; 
· We will also process your personal information where it is required by law or regulation.

You are responsible for the information you provide or make available to us, and you must ensure it is honest, truthful, accurate and not misleading in any way.

Our full Privacy Notice for job applicants is posted on the Working Here page of our website.
If you have any queries about this notice or your personal information generally, including questions about accessing your personal information or correcting it, you should contact our Personnel Department in the first instance (personnel@lipa.ac.uk).
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