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7 – 22 May 2010

Volunteer Programme

Thank you for your interest in the Volunteer Programme at Norfolk & Norwich Festival. 

As Volunteer Event Assistant you could work in many different roles during the Festival ranging from stewarding events, selling programme books, crowd control, manning information points, front of house and lots more!

This is a brilliant opportunity to work for a high profile arts Festival, meet new people and gain new skills - therefore improving your CV!
Volunteers who worked for us last year have said of their experience:

“What I liked best about volunteering for NNF was getting involved and seeing how it’s organised, as well as meeting new people. I felt part of it and it was great to contribute to a festival atmosphere in the city I live in.”
“I enjoyed the community feel between all the volunteers and staff, meeting people, watching events and helping out.”
“Through volunteering for the Festival, I broadened my work experience and increased my confidence by trying new things.”
To be a volunteer, you will need to:

· Have some spare time throughout May 2010

· Be enthusiastic & committed

· Love the buzz of a Festival

· Have good knowledge of the city

· Be confident & outgoing

· Be at least 18 years old

· Be interested in culture & the arts 

The closing date for applications has been extended to Friday 16 April 2010 (but apply as soon as you can!)
You will be informed as to whether you have or have not been invited for an informal 10 minute interview. For some roles it may be necessary to run a Criminal Records Bureau (CRB) check on you.
If you have previously volunteered as an Event Assistant or Office Assistant for the Festival, you do still need to complete an application form as it has been modified to the requirements needed to deliver the Festival in 2010. However, you may not then be required to attend an interview.
You can post your application form to:
Katherine Stapley, General Assistant
Volunteer Programme

Norfolk & Norwich Festival

Augustine Steward House

14 Tombland

Norwich NR3 1HF

Please ensure you have used sufficient postage. Alternatively, completed applications can be sent electronically to Katherine Stapley by emailing katherine@nnfestival.org.uk
I would be grateful if you could also complete and return the Equal Opportunities Monitoring Form to assist us in the evaluation of the volunteer programme. I look forward to receiving your application.

Katherine Stapley
General Assistant
Background
Norfolk & Norwich Festival works to harness the transformational power of culture and the arts to engage with audiences and communities. It produces the annual Norfolk & Norwich Festival (NNF), the international arts festival for the East of England, which takes place in May.  The Festival’s programme has expanded over the last 5 years and now includes large-scale events, outdoor and site specific performances, circus, physical/visual theatre, dance and contemporary visual arts. NNF10 will run from 7-22 May 2010.

Alongside a leading role in the delivery of world class performing arts for the region, the organisation also produces Norfolk Open Studios (NOS), one of the most successful open studios schemes in the UK. NOS takes place between 22 May and 6 June 2010. 

Since September 2008 Norfolk & Norwich Festival has also delivered Creative Partnerships, the government’s flagship learning programme, across Norfolk and currently works with 48 schools and 13,000 schoolchildren.

www.nnfestival.org.uk   

Recent Norfolk & Norwich Festival highlights

· Philip Glass 

· Laurie Anderson 

· Ute Lemper 

· Dawn Upshaw 

· Maceo Parker 

· Gwilym Simcock 
· Jon Hassell 
· Tallis Scholars 
· Philharmonia Orchestra 
· Courtney Pine 
· NoFit State Circus 

· Circa 

· les ballets C de la B 
· Michael Clark Company 

· Martin Amis 

The Norfolk & Norwich Festival runs from 7-22 May 2010
Already confirmed for NNF10 are:
· the return of the magical Spiegeltent to Chapelfield Gardens for the whole 16 days of the Festival

· new for 2010 – a stunning programme of contemporary visual arts featuring installations, new commissions and exhibitions across the city

· an irresistible line-up of world class performers and companies coming together to create one of the fastest growing and most vibrant performing festivals in Europe.

Three headline performances for NNF10 have been announced and are now on sale:
John McLaughlin and The 4th Dimension, 
Wednesday 12 May, 8.00pm, Theatre Royal Norwich

John McLaughlin is one of the world's great guitar innovators. One of the prime movers when jazz turned electric in the 1960s, he made a seminal contribution to the ground-breaking fusion of Miles Davis, and in the 1970s he left two fabled bands: the Mahavishnu Orchestra and Shakti. Here he returns to a powerhouse electric jazz setting with The 4th Dimension, featuring Level 42 sideman and formidable keyboardist Gary Husband, the whirlwind drummer Mark Mondesir and Cameroonian bassist Etienne M'Bappe.
Add a caption
Jordi Savall
Jerusalem: city of two peaces
UK PREMIÈRE
Saturday 15 May, 7.30pm, Theatre Royal Norwich

Jordi Savall, early-music champion and viola da gamba virtuoso, leads his inspired Spanish ensembles, Hesperion XXI and La Capella Reial de Catalunya, and a group of outstanding Christian, Jewish, and Muslim performers from the Middle East and beyond - a total of 38 musicians - in an astonishing evening of music that looks to a future of physical and spiritual peace. Using religious songs, texts, chants and instrumental arrangements, Savall explores the way the cultural traditions of the three major monotheistic religions have shaped the history of the ancient city of Jerusalem, from Biblical times through the Crusades to the present day. 

"Quite simply an affirmation of humanity" BBC Music Magazine
NoFit State Circus
Parklife
Thursday 13 May, 9pm, Eaton Park, Norwich

Following the stunning Tabù that premiered at NNF08, NoFit State Circus be return to Norwich with their new outdoor circus project, Parklife. 
les ballets C de la B / Alain Platel, Out of Context (working title)

UK PREMIÈRE
Saturday 8 May, 7.45pm, Theatre Royal Norwich

les ballets C de la B have become world-renowned for their eclectic mix of modern dance, theatre and music. Following the company’s acclaimed performance of Ashes at last year’s Festival, Ghent-based C de la B return to the Theatre Royal to present the UK première of their latest work.

Out of Context is an intimate performance in which choreographer Alain Platel and his company of eight dancers explore the power of dance to express intense feelings and emotions in ways that words can never convey.
The full programme will be available on 26 February 2010.
Office use only:
ID No………….
Application rec’d……………
Interview needed?................
Interview date…………….
IV’d by…………….

Attended……………..
CRB check Y/N……………
Volunteer Application Form

Section A – Personal details

	First name
	

	Surname
	

	Address


	

	Postcode
	

	Preferred contact telephone number(s)
	

	Email address
	

	Date of birth (please note we can only recruit volunteers over the age of 18 years on 7 May 2010)
	

	Contact name for use in emergency
	

	Contact number for this person
	

	What relation is this person to you?
	

	Have you volunteered for NNF before? Yes/no
	

	If yes, which year(s) did you volunteer in?
	

	Which volunteer roles did you work as?
	


Section B – Volunteer Event Assistant roles (please refer to separate role descriptions)
	Role
	Time commitment needed
	Tick the roles that you’d like to be considered for (in preference order) – number 1 being your first choice, etc…

	Festival Runner
	20 full days
	

	Crew Member
	Minimum of 7 days
	

	Crowd Control
	2-4 days
	

	Welcome Hosts
	Minimum of 7 days
	

	Driver
	Minimum of 7 days
	

	Venue Assistant
	1-2 full days per event
	

	Stewarding (before & during performances)
	Minimum of 3 days
	

	Invigilation (of installations)
	Minimum of 8 days
	

	Spiegeltent Hosts
	Minimum of 8 days
	

	Spiegeltent Bar Staff
	Minimum of 8 days
	

	Front of House Host
	Minimum of 3 performances
	

	Specific roles in performances & projects
	Varies, between 5 and 10 days
	


Section C – Finding out more about you

	What languages do you speak, including English? (please indicate level)
	Language
	Level

(eg. mother tongue, fluent, basic)

	
	
	

	If you are interested in the Festival driver roles and are over the age of 25, please answer the following questions:
	Do you have a full, clean UK drivers licence? Yes/no
	Do you have any professional driving experience? If so, please describe

	
	
	

	What vehicle categories does your driving licence cover? (symbols located on reverse side of your licence)
	

	Are you a qualified First-Aider and able to provide proof of accreditation? 
	Yes/No
	If yes, what accreditation do you have? Date valid until?

	
	
	

	Have you gone through a Criminal Records Bureau (CRB) check in the last 12 months? Yes/no
	


Section D – Please list in the box below any relevant personal and professional experience, education and voluntary work undertaken, which you feel is relevant to the role(s) you’re applying for:
	


Section E – Please tell us in the box below your reasons for wanting to volunteer for Norfolk & Norwich Festival:

	


Section F – What skills and personal qualities can you bring to the role of Festival Volunteer?

	


Section G – Please tell us about your interests and hobbies:

	


Section H – Please give details of your education, training and professional qualifications (include educational establishments attended, dates of exams passed, courses attended and qualifications obtained):
	


Section I - Team East for Skills

NNF is participating in a new volunteering programme preparing for the London 2012 games. This programme is looking for volunteers who would like to use their volunteering experience to move back into employment or further education/training. We are offering 20 places on a volunteer training programme focused on volunteering at events building up to this year’s Festival. 
To be eligible for this you must be: 

· Unemployed

· Not in education

· Eligible to work in the EU

· 16 years + 

If you are interested you must commit to a 10 hour volunteer training programme in addition to volunteering at this year’s Festival. 

Please sign below if you both fit the criteria and would like to join this programme. Participants are given up to £25 expenses for the 10 hour training programme. 

I am interested in participating in NNF Team East for Skills volunteering programme. 

Signature ……………………………………………
We will contact you shortly to confirm your place on this programme
Section J – Your availability

Please let us know the days and times you are available to volunteer during the Festival dates by ticking the relevant boxes below.
However, please bear in mind that you must be available to work during the Festival for a minimum of 8 hours / 2 shifts. Your availability should be similar to any stated shift times and minimum commitment requirements within the role description(s) for the role(s) you’re interested in.

Please indicate any definite days and times you are unavailable (due to other commitments) by writing n/a in the relevant box / boxes.
Key to shift times: Early morning = 7-9am, Morning = 9am-1pm, Afternoon =   1-7pm, Evening = 7pm-12 midnight, Late evening = 12 midnight-7am

1st week (including lead up days to Festival)
	
	Mon 3 May
	Tues 4 May
	Weds 5 May
	Thurs 6 May
	Fri 7 May
	Sat 8 May
	Sun 9 May

	Early morning
	
	
	
	
	
	
	

	Morning
	
	
	
	
	
	
	

	Afternoon
	
	
	
	
	
	
	

	Evening
	
	
	
	
	
	
	

	Late evening 
	
	
	
	
	
	
	


2nd week
	
	Mon 10 May
	Tues 11 May
	Weds 12 May
	Thurs 13 May
	Fri 14 May
	Sat 15 May
	Sun 16 May

	Early morning
	
	
	
	
	
	
	

	Morning
	
	
	
	
	
	
	

	Afternoon
	
	
	
	
	
	
	

	Evening
	
	
	
	
	
	
	

	Late evening
	
	
	
	
	
	
	


3rd week
	
	Mon 17 May
	Tues 18 May
	Weds 19 May
	Thurs 20 May
	Fri 21 May
	Sat 22 May
	Sun 23 May (to help with clear down)

	Early morning
	
	
	
	
	
	
	

	Morning
	
	
	
	
	
	
	

	Afternoon
	
	
	
	
	
	
	

	Evening
	
	
	
	
	
	
	

	Late evening 
	
	
	
	
	
	
	


Section K – Health / Disability

Norfolk & Norwich Festival aims to look after the interests of all its volunteers. It helps us to know of any health issues or disabilities that you may have to ensure that we assign you roles & activities appropriately. Please give us a brief description below of any health issues or disability that might require NNF to make reasonable adjustments in order for you to undertake particular role(s):
	


Please tell us how we can assist you, if you were to be called in for interview and/or in assisting you in carrying out the duties as listed on the role description. (For example equipment, office adaptations, interpreters, etc). The Festival office on Tombland is based on the 1st & 2nd floors and there is no lift access.
	


Section L – Volunteer Office Assistants

If you would like to register an interest in being a Volunteer Office Assistant, please complete the following section. Please be aware that shifts for these roles are not regular but we do have opportunities arising throughout the year when we are experiencing busy times in the office.
	Role (please refer to job description)
	Tick any you’re interested in

	Mailings
	

	Data entry (using MS Excel)
	

	General administration
	

	Print distribution
	


Please tell us about your computer skills:

	Software programme
	Level (approximate)



	
	Basic
	Intermediate / confident
	Advanced

	MS Word
	
	
	

	MS Excel
	
	
	

	MS Publisher
	
	
	

	MS Access
	
	
	

	MS Outlook
	
	
	

	MS Powerpoint
	
	
	

	Graphics packages (InDesign, Photoshop, etc). Please list.
	

	Other (please describe in box opposite)
	


Section M – Referees
Please give the contact details of two referees. Both of these people must have known you for more than 2 years and must not be a family member. 

Referee 1:

	Name
	

	Occupation
	

	Organisation
	

	Address
	

	Postcode
	

	Telephone (daytime)
	

	Email
	

	Relationship to you
	


Referee 2:

	Name
	

	Occupation
	

	Organisation
	

	Address
	

	Postcode
	

	Telephone (daytime)
	

	Email
	

	Relationship to you
	


Please note that your referees will only be approached if you are selected to volunteer with Norfolk & Norwich Festival
Section N – Rehabilitation of Offenders Act 1974 (as amended)
	Have you ever been convicted of a criminal offence which under the provisions of the above Act is not ‘spent’?


Yes                       No

If yes, please enclose details:




Section O – Declaration

	To the best of my knowledge the information contained in this application is correct. I understand that giving false information or omitting to give information could disqualify my application, or, if appointed, could lead to my dismissal. 

In accordance with the 1998 Data Protection Act, I agree that Norfolk & Norwich Festival may hold and use personal information about me for volunteering reasons and to keep in touch with me. This information, including that contained in this form can be stored on both manual and computer files. It will be held securely and only accessed by authorised personnel.

	Signed
	

	Print your name
	

	Date
	


Please return this form with your completed Equal Opportunities Recruitment Monitoring Form (overleaf) to:
Katherine Stapley, General Assistant

Volunteer Programme

Norfolk & Norwich Festival

Augustine Steward House

14 Tombland

Norwich NR3 1HF

Please ensure you have used sufficient postage.

Alternatively, completed applications can be sent electronically to Katherine Stapley by emailing katherine@nnfestival.org.uk
We would be grateful if you could also complete and send back to us with your application form the Equal Opportunities monitoring form, which can be found overleaf.

Norfolk & Norwich Festival                                                    
Equal Opportunities Recruitment Monitoring

ID No..…..
The Norfolk & Norwich Festival is committed to a policy of equality of opportunity in its employment practices.

In order to ensure that this policy is being effectively implemented, it would be a great help if you could complete the form below and return it to us with your application form.  The information collected will be removed from the application before shortlisting, will be treated in the strictest confidence and will be used only for equality monitoring. 


Position applied for:

Gender


Male


Female





Age last birthday:
Ethnic origin

Ethnic origin questions are not about nationality, place of birth or citizenship.  They are about colour and broad ethnic group.  For example, UK citizens can belong to any of the groups indicated.

	White 
	
	Asian or Asian British
	
	Chinese or other ethnic group
	

	British
	
	Indian
	
	Chinese
	

	Irish
	
	Pakistani
	
	Any other, please specify
	

	Any other white background (please specify)
	
	Bangladeshi
	
	
	

	
	
	Any other Asian background, please specify
	
	
	

	Mixed or dual heritage
	
	Black or Black British 
	
	Any other ethnic group, please specify
	

	White and Black Caribbean
	
	Caribbean
	
	
	

	White and Black African
	
	African
	
	
	

	White and Asian
	
	Any other Black background, please specify
	
	
	

	Any other mixed background, please specify
	
	
	
	
	


Disability

Do you consider yourself a disabled person?            

If yes, are you registered disabled?
How did you hear about this post?













Volunteer Event Assistant
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