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APPLICATION PACK FOR CREATIVE PROJECTS REHEARSAL COORDINATOR

INTRODUCTION

Thank you for your interest in the vacancy for Creative Projects Rehearsal Coordinator with Siobhan Davies Dance.  Please find the following information enclosed in this pack:

1. Background information

2. Organisation chart

3. Application guidance notes

4. Equal opportunity policy

5. Job description

6. Person specification

7. Terms of employment

To apply for the vacancy complete the attached application form, ensuring that you detail how you meet the person specification.  Please clearly mark the envelope with the code ‘Ref: CPRC12’ and return to:

Rachel Attfield

Creative Projects Manager

Siobhan Davies Dance

85 St George’s Road

London SE1 6ER

Alternatively, you can send your form by email to jobs@siobhandavies.com. 

Please insert ‘Ref CPRC12’ into the subject line.

Applications by C.V. and covering letter will not be accepted, please ensure that you complete the attached application form.

The deadline for applications is 16th Feb
Interviews will take place week of 5th March
Ideal start date is on Monday 16 April 2012 (or as soon as possible)

If you do not receive an invitation to interview by Tuesday 28 February, regrettably, you should assume that you have not been successful on this occasion.

We look forward to receiving your application.

1.
BACKGROUND INFORMATION

For company history and other background information please visit www.siobhandavies.com.

The company has grown significantly since 2006 when it moved in its own purpose-built home, Siobhan Davies Studios.

Significant achievements have included:

· £4.2m capital project achieved on time and within budget, with the landmark building design, by architect Sarah Wigglesworth, winning a prestigious RIBA award

· Significant growth of the core staff

· Successful balancing of a programme within the building, presenting Siobhan Davies’ Work, events such as the Parallel Voices season, as well as activities such as public dance and yoga classes

· Start of the Creative Projects programme of work

· Development of hires to arts organisations and private events at Siobhan Davies Studios

CURRENT POSITION

Siobhan Davies Dance’s artistic programme has been given new shape and impetus by its permanent home in Elephant and Castle.  Siobhan Davies Studios has had a significant artistic impact on the company, enabling it to launch new programmes of work that complement existing touring activity, contributing towards the development of a vibrant creative community in Southwark.  The company continues to produce and present work nationally and internationally while offering an increasingly diverse range of opportunities to take part in the arts.

In autumn 2011 Siobhan Davies Dance presented a new work of four commissions. Having embarked on a new way of commissioning art and works for performance with ROTOR in 2010 and The Collection in 2011, Siobhan Davies expanded her choreographic role by commissioning four groups of artists to bring together their individual artistic practices and create new works. The artists are Henry Montes, Sarah Warsop, Gill Clarke and Deborah Saxon, who are partnered respectively with Marcus Coates, Tracey Rowledge and Lucy Skaer. Henry Montes and Deborah Saxon also made a piece together with Bruce Sharp.

The company has an annual turnover in the region of £1m and adequate reserves. Siobhan Davies Dance is a NPO funded by Arts Council England, London and receives support from the Esmée Fairbairn Foundation to towards Siobhan Davies work as well as the Garfield Weston and Ernest Cook Foundation for its Creative Projects programme.

2. 
Organisation Chart
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3.
APPLICATION GUIDANCE NOTES

Job Description and Person Specification
Please read the person specification and job description carefully.  You should ensure that you meet all the essential criteria before submitting an application.  Use the person specification as a guide when completing your supporting statement.

Only relevant information will be considered when short-listing applicants for interview.

Data Protection

The information you give in your application will be used to create a shortlist for interviews.  Any data about you will be held securely with access restricted to those involved in dealing with your application in the recruitment process.

Your application will be kept on file for a maximum of twelve months and then destroyed.  Any applications received after the closing date will be discarded immediately.

Should any job opportunities arise in the future for which we think you may be suitable, we may send you application details about the vacancy.  In addition, we may contact you in the future for feedback on our recruitment procedures.

Equal Opportunities Monitoring Form

To help us monitor our equal opportunities policy, we would be grateful if you could complete the enclosed equal opportunities monitoring form.  When your application is received, this form is removed and is not used during the short-listing process.  The information submitted is kept in the strictest confidence, following data protection requirements, and will only be used to monitor and analyse the progress of the company’s equal opportunity policy.

4.
EQUAL OPPORTUNITIES POLICY

Siobhan Davies Dance is committed to ensuring:

· the elimination of discrimination on the grounds of sex, marital status, parenthood, age, creed, colour, race, national origin, class, sexual orientation, economic deprivation, disability, HIV status or religious beliefs

· that no potential or actual employee, or recipient of company services, receives less favourable treatment on the grounds of any of the above, or is disadvantaged by conditions or requirements which cannot be shown to be justifiable

· the widest possible access to the company’s artistic work

· that selection criteria and procedures for recruiting new employees be such that individuals are selected and treated on the basis of their relative merits and abilities

· compliance with relevant UK laws on Equal Opportunities including the Employment Act 2002, the Race Relations (Amendment) Act 2000, the Employment Rights Act 1996, Disability Discrimination Act 1995, the Equal Pay Act 1970, the Race Relations Act 1976, and the Sex Discrimination Act 1975, as well as European Union legislation and directives

Siobhan Davies Dance has made a commitment that all disabled applicants who meet the minimum criteria for this job will be invited to interview.

Please indicate if you have any access needs for interview, or please call us to discuss these on 020 7091 9650.
5. JOB DESCRIPTION FOR THE POST OF CREATIVE PROJECTS REHEARSAL CO-ORDINATOR
Creative Projects

Creative Projects continues Siobhan Davies’ areas of enquiry through the development of projects that engage with a range of participants, facilitating them through a journey of exploration. Siobhan Davies Dance identifies partners and artists that increase the diversity of experiences and expertise offered through the programme.  An approach of exchange is built in to each of the projects to allow for a sharing of knowledge and growth within the Company as well as for the partners, artists, the wider sector and participants.

Creative Projects approach

Each project, no matter the age or experience of the participants involved, will embrace each of the key elements listed below.  This approach ensures that there is a clear understanding of the ethos and allows for flexibility in creation and delivery.

· Observing 

· Exploring  

· Experiencing

· Questioning

· Discussing

· Sharing

Creative Projects encompasses the following strands of work:

· Pass it on: for primary schools

· The Making Space: Youth programme
· Creative Explorations: public programme

· Workshops, Residencies and Courses
· Big Dance
Big Dance programme 2012
Siobhan Davies Dance is the Big Dance Hub for south London, providing a programme of events, performances and workshops in partnership with local authorities to reach seven London Boroughs: Croydon, Kingston upon Thames, Lambeth, Merton, Southwark, Sutton and Wandsworth.  As part of this programme Creative Projects has commissioned two new works which the Creative Projects Rehearsal Coordinator will be looking after, they are:  

The Making Space, a programme that provides activities encouraging the exploration, discussion and practice of making and presenting new choreography, both for and with young people. This programme has developed a network of youth dance groups led by three choreographers from Siobhan Davies Dance, each group is represented by a young ambassador who supports the aims of promoting of choreographic activity, as well as exchange, discussion and skill-sharing between groups. For Big Dance 2012 Siobhan Davies is commissioning The Making Space choreographers to create a new work for 40-60 young people from these youth groups in a South London location. 

Choreographer Matthias Sperling will create a new commission for Big Dance 2012. Walking Piece is an installation performance in which 50 performers come together to form a single file loop that continuously circumnavigates Siobhan Davies Studios and one other location. Audience members will be invited to view the work by moving along, around and among the performers’ circular route, encountering different movements 
Purpose of Post

The post-holder will ensure the smooth running of two choreographic projects for Creative Projects Big Dance programme. The Creative Projects Rehearsal Coordinator will oversee all the administration of these projects including the recruitment, marketing, budgets, performance locations and staffing.  The role will provide support for the choreographers throughout their research and development, planning, rehearsing, presentation and evaluation of the work.  The Post-holder will attend the rehearsals and performances of the projects taking care of the participant performers both prior to, during and in-between the rehearsals and at the performances. The work will be performed at Siobhan Davies Studios and at another South London location as part of Siobhan Davies’ Big Dance events in July 2012.  The role will include Coordination of The Making Space Network maintaining good communication with the youth groups and leaders ensuring there is a continuation of sharing between the choreographers and all members of the groups. Additionally the post holder will oversee the volunteers who will be providing support throughout Creative Projects Big Dance 2012 festival, organising the recruitment, organisation and management and care of all the volunteers. 
NB: This position will require you to get a CRB check through Siobhan Davies Dance.
Full-time/fixed term contract

16 April 2012 – 17 August 2012

Reports to & supported by:

Creative Projects Manager 

Supported by:

Creative Projects Co-ordinator (Big Dance)

Communications Manager

General Manager

Key responsibilities:

Project Co-ordination

· Meet with the Choreographers towards the end of their research and development period to gain a deeper understanding about the work they will be creating prior to the rehearsal period and establish what support the Choreographers need. 

· Get to know the participants and ensure that they receive up to date information and attention necessary responding to other queries that arise in order that everyone gains the best possible experience from the project 

· Coordinate the recruitment for volunteer staff for all Big Dance events.

· Create and maintain a database of all applicants and participant’s details, in order that you can keep in regular contact with them throughout the project.

· Create a rehearsal schedule in liaison with the Choreographer that will outline the content that will be covered during the rehearsal period and share this schedule with SDD and all the performers 

· Keep aware of the participants attendance, ensuring that you have up to date register for each rehearsal, dress rehearsal and performance 

· Create an attendance procedure that will address any issues that may arise from performers who are unable to attend all the rehearsals or for those that may miss several rehearsals.

· Coordinate with partner organisations regarding off-site performance, ensuring the smooth running of all on-site rehearsals and performances

· Liaise with Siobhan Davies Studios front of house staff to oversee the smooth running of performances at the studios

· Oversee all the volunteer staff ensuring they are well briefed and supported throughout
· Discuss any additional resources, technical equipment, costumes or any other requirements with the choreographers in line with the available budgets. 

· Monitor and evaluate the projects through recording feedback from choreographers, participants and partner organisations.
· Collect relevant information for final documentation of the project.

· Manage the budgets for the projects ensuring that all expenditure is within budget and recorded correctly
Choreographic assistance and workshop delivery

· Support the Choreographers to deliver the recruitment and taster workshops taking place at Siobhan Davies Studios and at various locations in South London. 

· Provide both practical and administrative support to the Choreographers to run each of their rehearsals, dress rehearsals on location and performances on the dates detailed in the schedule (appendix) 

· Provide reminders of the notes given at the rehearsal to the performers in between rehearsal periods. 

· Discuss the rehearsal content with the choreographers to gain a clear and which areas and responsibilities they would like support with during the rehearsal period

· Offer support to the participants both during and after the rehearsals in which you will be able to answer questions or address concerns that they have about any aspect of the project.  

· Take care of the performers needs at each rehearsal and especially at the longer dress rehearsals and performances, ensuring they have regular refreshments and enough breaks

· Manage the staffing during each of the on-site rehearsals and performances

Marketing, press and communications
Working with the Communications Manager to: 

· Make the choreographers aware of all marketing and press deadlines to receive copy for the performance publicity and programme details

· Use this information to create marketing copy for press, website and listings  

· Update the website and social media for both choreographic works and recruitment of volunteers

· Create publicity material to publicise the performance and create programmes
· Develop listings, press, and marketing contacts to further promote the performances
Documentation and Evaluation

· Co-ordinate the documentation for the project, booking photographers from the Still Moving project, ensuring that all performers have completed and returned any relevant monitoring and consent forms.

Policies

· Create a Risk Assessment for all projects run by Siobhan Davies Dance that take place at Siobhan Davies Studios and off-site.

· Adhere to the current company policies and procedures:

· Health and Safety

· Child Protection

· Risk Assessment

· Disability Awareness

· Codes of conduct within a workshop environment.
General

· Maintain regular communication between the choreographers and Siobhan Davies Dance throughout the project, informing the Creative Projects Manager of any particular changes, development or difficulties.

· Ensure that there is an effective flow of information throughout the company including staff, board members and partner organisation invitations to all performances
· Attend performances, meetings, receptions and any events as required

· Undertake such other duties as may reasonably be required
6. Person specification for the post of Creative Projects Co-ordinator 

Essential

1. Experience of delivering participatory dance performance projects 
2. Experience of working on youth dance projects

3. Performance or choreographic experience to a professional level

4. Experience of event management

5. Experience of site specific dance work

6. Minimum of three years’ experience in arts or dance administration

7. An ability to communicate effectively with a wide range of people from choreographers to enquiries from the general public

8. Ability to monitor and evaluate a project and assure quality control

9. Ability to manage and support volunteers and apprentices
10. Knowledge of contemporary dance, participation projects and dance networks

11. Understanding of the volunteering procedures

12. Understanding of arts marketing, press relations and working on websites

13. Excellent IT skills

14. Experience of working under own initiative

15. Ability to work flexibly within a team environment

Desirable

1. Knowledge of Siobhan Davies work

2. Experience as a performer or leader of large scale dance projects for adults

3. Experience of managing volunteers and writing a volunteer policy

7.
TERMS OF EMPLOYMENT

Contract

This is a full time, 4 month fixed term contract from 16 April –  17August 2012, and is subject to a 3 months probationary period. 

Salary

£23,500 pa pro rata

Pension

6% (non-contributory) of annual salary, The company offers a group stakeholder pension scheme, but will contribute to your own personal scheme if preferred following successful completion of the probation period.

Hours

5 day week, working hours 10am – 6pm with 1 hour paid break. Flexible working hours to include regular evenings and weekends rehearsals and events detailed in the appendix 1 (rehearsal and performance schedule).
Holiday

24 days per year pro rata.  Holiday is accrued from your start date but may only be taken after completion of the probationary period.

Training 

Siobhan Davies Dance aims to support staff through relevant training as appropriate.
Season Tickets

An interest free loan is available to all employees for the purchase of a season ticket for travel to work.

This job description is a guide to the nature of the work required of the Creative Projects Rehearsal Co-ordinator.  It is not wholly comprehensive or restrictive and may be reviewed with the post holder and line manager as required.
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