GUIDANCE NOTES FOR APPLICANTS 
 
These notes are intended to help you to participate in the selection process as effectively as possible by providing us with all the information needed to demonstrate how you meet the requirements of the job. Please read these notes carefully before completing your application form. If you have any difficulty in completing the form or there is anything we can do to assist you, please email hr@bandonthewall.org 
 
Band on the Wall is founded on the principles of equity, equality, diversity and inclusivity. All job applications will be given equal consideration and we particularly welcome applications from black and minority ethnic and LGBTQ+ candidates, and those with disabilities, as these groups are underrepresented in our sector. 
 
Band on the Wall is a Disability Confident Committed Employer. If you are disabled and your application meets the minimum criteria for the post, we guarantee you an interview. 
 
REVIEW THE CONTENTS OF THE APPLICATION PACK 
 
The application pack includes a full job description and person specification. If these documents have been omitted from your pack, please call us to obtain copies. The purpose and key tasks and responsibilities of the position are set out in the job description. The knowledge and experience and skills and attributes we are looking for in the successful candidate are listed in the person specification.  
 
It is important to read carefully all the information in the application pack before completing the form. 
 
COMPLETING THE APPLICATION FORM 
 
Please do not attach your CV or copies of education certificates to your application form. Applications in the form of CVs will not be considered. 
 
Please return your form to hr@bandonthewall.org by 9am on the closing date. 
 
Applications received after the closing date cannot be considered. 
 
SHORTLISTING 
 
Shortlisting will take place as soon as possible after the closing date and is always carried out by at least two people. 
 
Unfortunately, due to the high volume of applications expected, we are unable to write back to all those who are unsuccessful at this stage or to give specific feedback on why you have not been shortlisted. If you have not heard from us within two weeks of the closing date, you should assume that your application has 
been unsuccessful on this occasion. 
 
If you are shortlisted, we will normally contact you by telephone or email to invite you to interview. This will be confirmed by an email which will outline full details of the selection process. This may include carrying out a selection exercise to test your ability to carry out specific requirements of the job. 
 
In some instances it may be necessary to hold the selection process in two stages and applicants may be called back for a second interview. You will be given full details about the arrangements if it is decided that a second round of interviews is necessary. 
 
All offers of employment at Band on the Wall are made subject to receipt of satisfactory references. 
 
Additionally, under the Asylum and Immigration Act, we are required to check that anyone taking up employment with us has the legal right to work in the UK. All successful applicants will, therefore, be asked to provide us with documentary evidence to support their entitlement to work in the UK prior to taking up employment. 
 
DATA PROTECTION  
 
Information provided by you as part of your application will be used in the recruitment process. Any data about you will be held securely with access restricted to those involved in dealing with your application and in the recruitment process. Inner City Music Ltd. are the data controller for your personal data and will ensure it is used and stored in accordance with the Privacy and Electronic Communication Regulations (2003), the UK General Data Protection Regulation and the DPA 2018. If you are the successful candidate, your application form will be retained and form the basis of your personnel record. Information provided by you on the equal opportunities monitoring form will be used to monitor Inner City Music Limited’s equal opportunities practices. By submitting your completed application form you are giving your consent to your data being stored and processed for the purposes of the recruitment process, equal opportunities monitoring and your personnel record if you are the successful candidate. 

 
Good luck with your application! 
