
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 Handy hints and tips for applications to use the Assembly Rooms Theatre 

  

ASSEMBLY ROOMS SLOT 

APPLICATION GUIDE 



The Assembly Rooms Theatre Slot Application 

Guidelines  
The contents of this document should be used as a guide for theatre companies completing 

applications for productions at The Assembly Rooms Theatre. 

  

Please note, all applications will be judged on their individual merit and suitability for a slot. 

Adherence to this guide does not guarantee a successful application.  

Table of Contents 

Table of Contents .................................................................................................................. 2 

Before you apply ................................................................................................................... 2 

Pick a Play! ........................................................................................................................................................ 2 

Check the Rights .............................................................................................................................................. 2 

Apply to a Company ...................................................................................................................................... 3 

Find Your Team ................................................................................................................................................. 3 

The Slot Application Breakdown ......................................................................................... 4 

Company Details ............................................................................................................................................. 4 

Appendix ........................................................................................................................................................... 5 

Production Details ............................................................................................................................................ 6 

Budget ..................................................................................................................................... 9 

Summary ................................................................................................................................. 9 

Application Checklist .................................................................................................................................... 10 

Remember! ..................................................................................................................................................... 10 

 

Before you apply 

Pick a Show!  

 

This is the fun part. Whether it’s a show you’ve been wanting to put on for years, or one you’ve 

just finished writing, you get to choose what our programme looks like. If you’re not sure what 

you want to put on, there are plenty of places to browse for plays. Come along to the DST 

Library, or we’d recommend using Samuel French, Nick Hern, or MTI to find some great 

productions.  

 

Check the Rights  

In order to put on a play, you need to make sure you have the Rights to perform it due to 

licensing agreements. This can be easily checked by sending the licensing company or literary 

agent an email.  

https://www.samuelfrench.co.uk/
https://www.nickhernbooks.co.uk/plays-to-perform
http://www.mtishows.co.uk/


NB: Rights are not necessary for productions by Shakespeare or any play that was copyrighted 

over 70 years ago. But, even if it is a classic, it is always best to check whether your chosen 

play requires a performance license.  

Apply to a Company  

In order to apply for a slot at The Assembly Rooms Theatre, you will need the support of a DST 

Ratified Theatre Company. Make sure you keep an eye on the weekly email and social media 

for when companies are accepting applications. 

Find Your Team  

This stage isn’t compulsory, but it can help to have a Production Team to support your 

application. We recommend a core team consisting of a Director, Producer and Technical 

Director and, depending on the size and preferences of your team, appointing Assistant 

positions for these roles. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The Slot Application Breakdown 
This is the basic slot application form and should be attached to all applications. It should be very 

brief and contain all contact details as well as the basic information for the production. 

 

Company Details  

 

 

 

 

 

 

This can be any member of the Production Team 

or the Executive Committee of the theatre 

company applying for the slot. We want you to 

prove that the theatre company and the 

production team have worked together on this 

application.  

This is absolutely essential. We do not 

consider applications that do not demonstrate 

a proof of rights – but also please state if your 

production’s material is out of copyright.  

 

Remember that all productions should offer 

DST members a discount of at least 50p from 

the lowest ticket price.  

 

This may include restrictions outlined in the 
rights agreement such as specific 
performance requirements or dates. 
However, it could also include any external 
influences beyond your control that affect the 
application. 



 
 
  

Appendix 
The appendix is the trickiest part of the application and what makes your production really 

stand out so it’s really important you get it right. Here’s a list of things you should really look out 

for. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Don’t waffle! Make sure everything you write 

down is relevant. We don’t need to know about 

every creative decision, just a strong creative 

overview. 

Please note that there is not a ‘tick box’ of buzz 

words that will guarantee use of either The 

Assembly Rooms. All decisions must be justified 

and relevant. If the production does not 

demonstrate use of specific equipment outlined 

in the application, this may affect future 

applications. 

The best applications we receive have the 

backing and support from the theatre company. 

Remember, the only way to judge the quality of 

a theatre company is by the standard of its 

productions, so it’s in everyone’s interest to 

deliver a strong application. 



Production Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Above all, your application is a sales pitch. We 

want to feel excited about what you have to say, 

so make it eye-catching and reader-friendly. 

This shouldn’t be a list of 

everything you’ve been 

involved with in Durham. 

We want to know about 

your relevant experience. 

The synopsis should get us excited about the play. 

Remember you only have 2500 words so you don’t need to 

tell us about every detail, we want to hear more about your 

own vision. 

It’s absolutely fine if you 

don’t have a Production 

Team just yet, as long as 

we’re aware that plans are 

in place for one to be put 

together in a fair and timely 

manner. 

We treat all applications 

equally, regardless of 

experience. So don’t worry 

if it’s your first time. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This should not be treated as an exercise in jumping through 

hoops. We read application after application containing more 

Buzz words than a Toy Story script and it’s clear to see that 

many of the requests are not genuine. Again, there is no right 

or wrong answer to this question, but honesty and a genuine 

desire to use this space will make you stand out. 

Really think about the venue and why your 

play specifically needs to use it. Anyone 

can tell us about the big auditorium or the 

intimate set up, but why do you need that 

more than anyone else? 

We want to know why 

you’re excited about this 

production. Does it offer 

something new or is it 

everyone’s favourite 

play? There’s no right or 

wrong answer to this, we 

just want to understand 

why you chose this play.  

This is your chance to 

really sell the production. 

Remember, we are 

running a business so we 

want to put on the best 

productions we can to 

attract the biggest 

audiences. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Formatting & Presentation 

The executive committee read an awful lot of these applications so bear this in mind when 

writing it. Again, it’s a sales pitch. Though of course it is not a case of style over substance, 

a user-friendly layout with clear sign posting and succinct language shows that you have 

put time, thought and care into the application thereby suggesting the show will be treated 

in the same manner. 

 

If you had to sell us your production in one 

sentence, what would it be? 

This should be written 

by a named Theatre 

Company Executive, 

not a member of the 

Production Team. 

This is your chance to show us 

what you can do! We want to 

hear what makes your 

production unique so we can 

get excited about it too. 

We don’t need you to 

justify every creative 

decision, just a brief 

overview of the most 

important bits. 

A picture speaks a 

thousand words… and 

saves everyone a lot 

of time. There’s no 

better way of showing 

us your vision than 

actually showing us. It 

shows you’ve done 

your research and 

have a clear, thorough 

concept. 

The best applications 

have the support of 

their theatre company 

and this is a chance to 

really assure us that 

the production is in 

safe hands. 



 

Budget  
This is one of the most important documents in the application and one that is very often 

neglected. Below is an exemplar budget that should be used as a template for all 

productions. This will be beneficial for all applications including Small Shows Fund and 

Experience Durham Grants. Having a correct and viable budget shows us that you are 

financially responsible enough to undertake these highly sought-after slots.  

 

The Slot Application Meeting 

You’ve filled out your application, you’ve attached your budget and other documents that 

you’ve included, and now you’re waiting. But what actually happens in the meeting that 

decides on venue slots and where they’re allocated to? 

 

The first thing that happens when you submit your slot application is that you will receive an 

email back saying that the application has been received. This email will also let you know 

when you will receive the outcome of your application. 

The applications are discussed by the DST executive committee, the student committee 

that organises the everyday running of DST. The DST exec have weekly meetings, and the 

slot application decisions happen in one of those weekly meetings.  

All DST exec committee members will read the applications and make notes to bring to the 

meeting. The Theatre Development Coordinator and the Head of Theatre will also be 

present and make notes on the applications to provide for feedback.  

The slots are decided by committee vote (the Theatre Development Coordinator and the 

Head of Theatre do not get voting rights). The committee firsts decides on the quality of the 

slot application, and then decides where in the available venue slots the show should go.  



The DST exec take deciding on venue programming very seriously. If an individual on the 

committee is involved in a production that have submitted an application, the individual is 

asked to leave the room during discussions and voting on that application. The individual is 

also thus watched carefully to ensure that programming shows does not become a conflict 

of interest for them.  

Summary 

Application Checklist  
Proof of Rights  

An Appendices of no more than 2500 words  

A Full Set Design (if available)  

A Fully Costed Budget inc. VAT and 5% AR Levy  

 

Remember!  
There is no right and wrong answer  

There is no tick list that guarantees a slot and there will be consequences for companies 

that do not use the specifics outlined, unless justified. 

We give feedback to all applications- use it! We don’t just do it for fun, we want to hear 

from you again once you’ve made the changes  

We expect applications to be formal and polite  

We want to put on the shows people are excited by  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

THEATRE THAT SPEAKS VOLUMES 

 

 

 

 

A Durham Student Organisation 

Managed by Experience Durham 
 

The Assembly Rooms, 40 North Bailey, Durham, DH1 4ET 

student.theatre@durham.ac.uk 

www.durhamstudenttheatre.org 

 


