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Dear Applicant,

Thank you for your interest in the role of Stage Manager (SM) with rehearsal book cover at York Theatre Royal. This is a freelance, fixed term contract for services, which require candidates to have self-employed status. 

Subsistence, if eligible, will be paid for the whole contract. 

Your cover letter and CV need to reach us by Wednesday 08 October 2025. Interviews will take place week commencing 13 October. 

York Theatre Royal

York Theatre Royal is one of the region’s most successful producing theatres welcoming more than 185,000 visitors each year to a unique 280 year old building in the heart of the beautiful and historic city of York - www.visityork.org.

Supported by Arts Council England and City of York Council, the Theatre Royal provides an exciting mixed programme of work in our 760 seat main house, 70 seat Studio Theatre and in amazing site specific locations throughout the city. We have an international reputation for the outstanding quality of our own produced work, as well as long standing partnerships with many other creative organisations including Wise Children and the RSC. We also welcome a range of the country’s leading touring companies to York including Ballet Black and English Touring Opera to offer a different perspective to our audiences – www.yorktheatreroyal.co.uk.

York Theatre Royal has an outstanding track record of community engagement, developed and delivered over many years. We are very proud of our innovative, far-reaching and proactive projects that celebrate creativity in our community. We are ambitious to extend our reach and enable more people to live creative and fulfilling lives. 

York Citizens’ Theatre Trust – Mission, Vision and Values

York Theatre Royal is a brave creative hub at the heart of the city, and it is here for you.
These stages, buildings and our city will thrive with live performance of exceptional quality made with you: the world’s most exciting artists.

Our Values

We are ambitious, throughout the organisation
We are sturdy
We care about the climate
We are welcoming
We are ambassadors for York
We celebrate the city’s true diversity: it makes us bloom
We are creative in every context
We pull together

York Theatre Royal is an organisation determined to: 

· To be more innovative, far-reaching and proactive in helping our entire community live creative lives
· To be leaders on diversity in our community by making the creative, business and social case for diversity
· To be organisationally robust in order that we might be ambitious, risk-taking and forward thinking
· To be admired locally and nationally as an inspirational city theatre for the 2020s
· To acknowledge, in every aspect of our work, our community’s experience of being on the front line of climate change
For further information about York Theatre Royal please go to www.yorktheatreroyal.co.uk

Application Information

Please email your cover letter and CV, including 2 referees, to jobs@yorktheatreroyal.co.uk 

This is your opportunity to provide all the information we need to help us understand how you meet the requirements of the role, and plays an important part in the selection process helping us to shortlist candidates for interview, and as a basis for the interview itself. To ensure fairness to all applicants, shortlisting decisions are based solely on the information you supply in your CV and cover letter. 

All vacancies are accompanied by a job description and a person specification setting out the main duties and responsibilities of the post in the job description, and the knowledge, skills and experience we are looking for in the person specification. 

Please read this information carefully as you will not be shortlisted for interview unless you meet the essential criteria described in the Person Specification.

Depending on the number of applications, it may not be possible to shortlist for interview all candidates who meet the Essential Criteria. However, as part of our commitment to the “Positive About Disabled People” scheme, we guarantee to interview all Disabled applicants who meet the Essential Criteria.

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. Once this process is completed the data relating to unsuccessful applicants will be stored for a maximum of 6 months and then destroyed. If you are the successful candidate, your application will be retained and form the basis of your personnel record. By submitting your application 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.

Equal Opportunities

On receipt of your application we will send you an Inclusivity and Diversity Monitoring Form. Please complete the form and return it to jobs@yorktheatreroyal.co.uk. Information provided by you on the Inclusivity and Diversity Monitoring Form will be used to monitor our equal opportunities policy and practices. This part of the form will be detached from the main body of the application and will not form any part of the selection process. York Theatre Royal seeks to employ a workforce that reflects the diversity of backgrounds and cultures within which we operate and to provide a working environment free from any form of harassment, intimidation, bullying, victimisation or discrimination.  

We will treat individuals openly and fairly with dignity and respect, and value their contribution towards providing a quality service to our customers. 

All members of the organisation will be expected to adhere to these principles and we will challenge behaviour that is unacceptable, in particular on the grounds of gender, race, colour, nationality, ethnic or national origin, disability, religion, sexual orientation or marital status. 

Work Permits

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. Successful applicants may be asked to provide us with documentary evidence to support their entitlement to work in the UK prior to taking up employment.

In the event of an offer of employment being made, we will take up references and reserve the right to validate all information entered on your application.

If you have any questions or would like any assistance, please don’t hesitate to contact us at jobs@yorktheatreroyal.co.uk

Good luck with your application.
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Person Specification

The following represents the essential and desirable attributes for the post of Stage Manager: 

Essential								Evidenced

At least 2 years’ experience as a Stage Manager/Company
Stage Manager					 		Application / Interview

Excellent organisational and communication skills	  		Interview

An excellent team player						Application / Interview

A positive and motivated individual 					Interview

Enthusiastic, committed and passionate about the Arts	   	Application / Interview

The ability to work to tight deadlines and prioritise work		Application / Interview

Ability to work evenings/weekends					Application

Desirable

A full clean driving licence						Application 

First Aid training							Application

DBS Checked								Application
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Role Description

-------------------------------------------------------------------------------------------------------------------------------------

1.	Job Title:		 Stage Manager

	Reports to:		Production Manager and Company Manager

Responsible for:	Freelance Stage Management team, performers and support of the Creative team

--------------------------------------------------------------------------------------------------------------------------

2. 	Main Relationships:	Production and Technical teams

				Performers and Creative team

-------------------------------------------------------------------------------------------------------------------------

3. 	Location:		York Theatre Royal and rehearsal venues as required

-------------------------------------------------------------------------------------------------------------------------

4.	Main Function of Job:

The Stage Manager is an important member of the Production team and works closely with the Head of Production and Creative team to realise the quality of production and performance demanded by the Company’s high standards. 

The Stage Manager is responsible for the freelance Stage Management team, as well as sourcing props.

--------------------------------------------------------------------------------------------------------------------------
5.	Key Responsibilities
· To work closely with the Director, Designer and other members of the Creative team to facilitate the production

· To supervise the purchasing, finding or making of props, furniture and other items as may be required by the show

· To ensure the smooth and efficient running of all rehearsals and technical rehearsals in conjunction with the Head of Production and other members of Production staff

· To be responsible for ensuring the ongoing artistic integrity of York Theatre Royal produced work during a run in absence of the Director, communicating any changes to the show Director and management of the Theatre as required

· To ensure that proper communications are maintained with other departments of York Theatre Royal especially with regard to communication of information from rehearsals and the maintenance of the production in performance

These responsibilities involve a number of key activities as outlined below:

· To organise the work of the department in an efficient and cost-effective manner

· To work within budgets as discussed and agreed with the Head of Production

· To schedule the hours for all Stage Management, performers and chaperones and ensure that overtime, budget limits and relevant agreements are adhered to 

· To ensure all schedules are designed to keep Production department overtime to a minimum, especially during technical rehearsals – in liaison with the Company Manager

· To process all Equity timesheets and promptly submit information to Company Manager for payroll – overseen by the Head of Production as and when required

· To report through rehearsal notes anything relevant for the risk assessment for the Head of Production to produce the show risk assessment.

· To be instrumental in maintaining a good working atmosphere for performers, and Directors during rehearsal periods and performances

· To be the Equity point of contact for York Theatre Royal’s acting and Stage Management companies

· To co-ordinate with the Communications team on all matters regarding their requirements of the acting company and creative team

· To co-ordinate touch tours and backstage tours for in-house productions as required 

· To attend production meetings and other meetings as required

· To cover roles of other members of the Stage Management team as required

· To ensure the storage and preparation of food for a production is to a high standard and follows Food Hygiene regulations

· To supervise students on work placements within the Stage Management department, and Production department as required by the Head of Production / Company Manager

· To make a positive contribution to the work of the company as a whole

General

· To always act in the best interests of York Theatre Royal

· To take positive action to promote equal opportunities in all aspects of the work of York Theatre Royal

· To agree to abide by all York Theatre Royal policies such as Health and Safety, Safeguarding etc

· To maintain confidentiality in all areas relating to York Theatre Royal

· To minimise expenditure wherever possible

· To undertake any other duties that may be reasonably required by the Head of Production / Company Manager

Terms and Conditions
 
This is freelance, fixed term contract for services which requires self-employed status. 

Start date: 		Dependent on contract

Finish date: 		Dependent on contract

Fee:			£573.47 per week (43 hour week, overtime as per Equity agreement).			Relocation £235 per week
			
Hours of work:	43 per week over six days, except in designated Show weeks when based on a 40 hour week, with evening, weekend or bank holiday work as required. 

Overtime:              	Rates will be based on 1/43rd of the basic weekly wage, except in designated Show weeks when based on 1/40th during performance weeks. All conditions as per Equity / UK Theatre agreement.

Holiday:		4 weeks per year or pro-rata for the weeks worked.

Probationary period: 	1 month

Notice:			2 weeks, either side to be given in writing. 
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