
 
 

 
 

Theatre31 programme  
Theatre Assistant – Cookham Wood Project   
Job pack  
 
Scope of role  
 
Theatre31 is seeking to recruit a trusted and talented Assistant to join our exciting new arts project at Cookham 
Wood Young Offender Institution.  
 
As we navigate our activities out of lockdown, Theatre31 will deliver a pilot arts programme with our Medway 
partners Cookham Wood. This programme, split into three termly blocks, will engage the young people (ages 15 
– 18) of Cookham Wood in a meaningful and authentic way, collaborating with guest artists, navigating the 
participants through a youth led creative journey.  
 
We want to recruit an enthusiastic, energetic, creative, and dynamic individuals who has a passion for working 
with young people but specifically, young people who are hard to reach and currently on the outside of our 
community. The individual will be a team player, with a sensitive approach to the nature of work and project, 
with a mature understanding of the environment in which they will be working.  
 
Excitingly, for our first term, the project will launch with Lady Unchained commissioned as our Guest Artist. The 
young people will co-create with Lady Unchained, a piece of work on their term-long journey, using Spoken 
Word and potentially, Prison Radio as an output.  
 
The Assistant will be able to collaborate with all our lead artists in a supportive role, and with their motivation, 
genuinely want to create authentic and impactful experiences for young people.  
 
This is an ideal opportunity for an individual who is a passionate theatre maker, with a specific interest in working 
with young people from challenging backgrounds.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

 
 
Details of engagement  

 
This is a freelance position.  
 
Sessions are weekly, one day per week.  
 
Term one: Wednesday 4 August – Wednesday 15 September 
Term two: Post Christmas (exact dates TBC) 
Term three: Post Easter (exact dates TBC)  
 
Fee / rate: £125 per day   
Dates: Starting Wednesday 4 August (term one will finish on Wednesday 15 September – note this term is 7 
weeks)  
Line Managed by: This role will report to Theatre31 Head of Programme.  
Working closely with: Guest Artists and the Library Manager at Cookham Wood.  
 
About Theatre31  
Theatre31 is our ACE/DCMS funded young people’s programme, design to inspire young people to be involved 
in theatre and puts them directly in the driving seat. Taking place across Medway and Sheppey, this youth led 
programme is supporting the engagement of significant numbers of young people and local schools across 
north Kent. 
 
Theatre31 is not a building, a theatre or classroom but an arts centre specifically for young people with no walls. 
This means we are super flexible, and we strive to deliver our activity in all corners of Medway and Sheppey.  
 
Our mission to engage hard to reach young people, whether this be through deprivation or geography, and we 
are doing this through lots of exciting activities such as youth theatre bases, youth panels, workshops, 
masterclasses, targeted projects, and productions.  

 
 
About Icon Theatre  
Based at the Brook Theatre, Icon Theatre have been making work in Medway for over twelve years. As part of 
their engagement and co-creation strand, Icon Theatre has been commissioned to run and manage Theatre31 
on behalf of Medway Council.  
 
Icon Theatre creates large-scale, site-specific productions working collaboratively with Medway and north Kent 
communities.  These feature professional casts and creative teams working alongside a large-scale community 
ensemble, often including local choirs, dancers, and visual artists.  

Led by our founder and Artistic Director Nancy Hirst, Icon believes that the stories we tell about ourselves can 
help to define who we are.  Our shows often explore social inequalities and injustices which demand societal 
change. 

Creating with a broad spectrum of the community whether that be a village hall, a PRU, an old fort or a drop-in 
centre, Icon supports people to develop strong, authentic voices.  Rooted firmly in our local neighbourhood, 
our branches also spread further afield.  Individual stories reflect global experiences, and we connect with 
communities across the UK to develop national and international partnerships which invigorate our work and 
ensure we remain innovative, excellent, and inspirational. 

 



 
 

 
 

 
Main Duties and Responsibilities  
 

• Have a sensitive approach to nature of the work and a mature understanding of the working 
environment; 

• To be punctual and ready for the workshops; 

• To be responsible for the register and keeping a record of who attends which session;    

• To learn the names of the young people and to develop a positive working relationship with the 
participants;   

• With the Library Manager, ensure the workshops space is set up and suitable for workshop sessions;  

• To support the Guest Artist as they facilitate the group of young people with their creative 
endeavours; 

• When required, to engage and join in with the games and exercises within the workshop with 
enthusiasm;   

• To be an excellent role model to young people, with a non-biased approach;   

• To assist in empowering participants to make creative decisions and produce high quality work which 
has their needs and interests at its heart;   

• Ensure compliance at all times with the Institution’s Health and Safety and Protection policies and 
procedures;  

• Ensure compliance at all times with the company’s equal opportunities, child safeguarding and Health 
& Safety policies and practices; 

• Complete a Theatre31 Post-Workshop Report Form;    

• To assist the Library Manager in gathering evaluation material by liaising with the Guest Artist and 
young people.    

 
 
Person specification  
 
Essential  
 

• Previous experience of assisting or running performance workshops with young people  

• Particular interest in working with challenging young people  

• Enthusiasm and interest for Theatre31’s programmes and mission statements  

• Interest in and experience of creating devised / collaborative performance  

• Hard working, with a can-do attitude  

• Confident in using own initiative, with a proactive and mature attitude to work  
 
Desirable 
 

• Previous experience of assisting or running performance workshops with young people who are hard 
to reach 

• Enhanced DBS check  

• Awareness of safeguarding policies / procedures 

• Full driving license and access to a car. If not – easy access to the transport links in Rochester 
 
 
 
 
 

 



 
 

 
 

How to apply  
 
You will need to submit:  
 

• A CV; 

• A covering letter; 

• Completed monitoring form (anonymous)  
 

Please send your CV along with a cover letter (no more than a page of A4) explaining why you would 
like to work as a Theate31 Assistant for Theatre31’s Cookham Wood Project, outlining what skills and 
experience you might already have.  
 
Should you prefer to send us your letter in a different format, please send us a video including the 
same information. You can submit this with your CV by uploading to YouTube and sending us the link.  
 
Please complete your monitoring form here: https://nq4cwi781lz.typeform.com/to/s5Yes2bz 
 
Applications close on Tuesday 20th July, midnight.  
 
Please submit your application (addressed to Jemma Robinson, Head of Programme) to 
opportunities@icontheatre.org.uk  
 
Should you have any further questions regarding the role, please get in touch: 
jemma@icontheatre.org.uk  
 
Interviews will be held the week commencing 26th July, with a view to starting on Wednesday 4 
August.   
 
 
Equality and Diversity  
 
Icon Theatre is committed to equality of opportunity. Recruitment and selection procedures are 
monitored to ensure that individuals are selected on merit. In order to help us to monitor how 
effectively our recruitment procedure meets this aim, we thank you for completing our monitoring 
form as part of this recruitment process.  
 
Monitoring is a requirement of all Arts Council England funded organisations and Icon collects 
statistical data on those who work with us, take part in our participatory work, or see our shows. We 
do this to help us monitor the diversity of the organisation and its audience.  
 
 

Should you require this job pack in an alternative 
format, please let us know by contacting Jemma 
Robinson at jemma@icontheatre.org.uk  
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