INVITATION TO TENDER (ITT)
HIGH STREET STRATEGY REPORT FOR
STRATFORD HIGHSTREET AND THE
SURRONDING AREA
Alice Billings House
2-12 West Ham Lane, London E15 4SF
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INVITATION TO TENDER (ITT) for a Cultural Engagement Officer

1

You are invited to offer a proposal for the above, to the specification
outlined in the attached documents. Enclosed are:
Document 1

Instructions and information on the tendering

Document 2
Document 3
Document 4

procedures
Specification of the Requirement
Evaluation Criteria
Declaration and information to be provided by
applicant

2

Please read the instructions on the application procedures carefully.
Failure to comply with them may invalidate your application which must be
returned by the date and time given below.

3

Your application must be received by email to info@creativelandtrust.org

4

Please contact me if you have any questions about the application

no later than midday on 24 November 2022. Late applicants will not be
considered.

procedure. The enclosed Document 1 also contains further information or
clarification of our requirements.

5

This work will be contracted by Creative Land Trust and is funded by
Greater London Authority.

I look forward to your response.
Yours sincerely

Yves Blais
Operations Manager
Creative Land Trust
Creative Land Trust – Making Space for Art
Registered Charity in England & Wales (No. 1182876)
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DOCUMENT 1
INSTRUCTIONS AND INFORMATION ON TENDERING PROCEDURES
1

These instructions are designed to ensure that all tenders are given equal
and fair consideration. It is important therefore that you provide all the
information asked for in the format and order specified. Please contact
info@creativelandtrust.org if you have any doubts as to what is required or
you have difficulty in providing the information requested. Pre-tender
negotiations are not allowed.

Contract Period
2

The contract is for a specific piece of work. The project must however
coincide with the opening of the art studios and project space at Alice
Billings House, Stratford, and last approximately 12 months. Bidders should
provide an approximation of the timescale for completion of the work.

Incomplete Tender
3

Tenders may be rejected if the information asked for in the ITT and
Specification is not given at the time of tendering.

Returning Tenders
4

Please email tenders to info@creativelandtrust.org

Receipt of Tenders
5

Tenders will be received up to the time and date stated.

Acceptance of Tenders
6

By issuing this invitation, Creative Land Trust (“the charity”) is not bound in
any way and does not have to accept the lowest or any tender, and
reserves the right to accept a portion of any tender, unless the tenderer
expressly stipulates otherwise in their tender.

Inducements
7

Offering an inducement of any kind in relation to obtaining this or any other
contract will disqualify your tender from being considered and may
constitute a criminal offence.
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Confidentiality of Tenders
8

Please note the following requirements, you must not:
1. Tell anyone else what your tender price is or will be, before the time limit
for delivery of tenders.
2. Try to obtain any information about anyone else's tender or proposed
tender before the time limit for delivery of tenders.
Failure to comply with these conditions may disqualify your tender.

Costs and Expenses
9

You will not be entitled to claim from the charity any costs or expenses
which you may incur in preparing your tender whether or not your tender is
successful.

Evaluation Criteria
10

The tender process will be conducted in a manner that ensures tenders are
evaluated fairly to ascertain the most economically advantageous tender.

11

Your capability to perform the contract will be evaluated using selection
and award set out in Document 3.

Freedom of Information
12

As the charity is funded by public sector organisations, it is possible that
information relating to this tender may need to be disclosed under the
Freedom of Information Act. If you consider that any of the information
included in your tender is commercially sensitive, please identify it and
explain (in broad terms) what harm may result from disclosure if a request
is received, and the time period applicable to that sensitivity. You should be
aware that, even where you have indicated that information is
commercially sensitive, we may still be required to disclose it under the Act
if a request is received.

Tender Period
14

We require tenders to remain valid for 3 months.
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Basis of the Contract
15

The specification in Document 2 will form the basis of the contract between
the successful tenderer and the charity.

Timetable
16

This timetable is provisional and may be subject to change, but will be
adhered to by Creative Land Trust as far as reasonably possible.

Activity

Date

Applicant submission deadline

24 November 2022

Submissions review and interviews

30 November – 6
December

Selected applicant is confirmed

7 December

Cultural Engagement Officer contract and

8 December

development of programme begin
Conclusions
17

While every endeavour has been made to give tenderers an accurate
description of our requirement, tenderers should make their own
assessment about the methods and resources needed to meet those
requirements.
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DOCUMENT 2
SPECIFICATION OF REQUIREMENT

1

Project Description
We are looking for a skilled and dynamic person, organisation or collective
who is passionate about social art to take on the role of a Cultural
Engagement Officer, to set up and run an arts and heritage outreach
programme, situated in a small dedicated accessible project space, part of
a new artists’ studio complex at Alice Billings House in Stratford, Newham.
The role needs to create three things:
•

A project space designed for the local community and that responds to
Alice Billings House’s heritage;

•

A programme of arts, culture and heritage that responds to artist tenants’
and local people’s needs;

•

Partnerships that explore new creative and activation opportunities along
the high street and surrounding areas.
The position will run for approximately 12 months, and longer if more funds
become available.
You will initially work from home or remotely and then also from Alice
Billings House, Stratford, London E15. You will be required to have an internet
connection (when working remotely) and your own computer and
equipment.
You will deliver by:

•

Devising a regular programme across 12 months including (for instance)
classes, workshops, exhibitions, mentoring, networking opportunities,
centred around art, making and creative production;

•

Supporting the work of studio tenants at Alice Billings House with
opportunities in the local area;

•

Creating links with arts, creative and other local organisations, with
partnership opportunities;
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•

Liaising and inputting with the design team collating a High Street strategy
report;

•

Considering and implementing (at least one) other activation
opportunities in other locations along Stratford’s high street;

•

Ensuring that hard to hear voices are captured by reaching out to Newham
communities that may not traditionally see art or culture as theirs to take
part in, as part of objectives around equality, diversity and inclusion.
You will also be:

•

Managing the budget for the project space and programme, ensuring all
expenditure is evidenced;

•

Helping to produce content for social media, website and press releases;

•

Promoting the programme in Newham and more widely across a range of
channels;

•

Carrying out evaluation activities and equality, diversity and inclusion to
record project and aid reporting back to grant bodies.
You will have experience with:

•

The arts, culture and heritage sectors;

•

Planning and delivering exhibitions, events and public realm arts and
heritage projects and installations for a broad range of audiences;

•

Building relationships with a wide range of stakeholders including charities,
community groups and cultural institutions;

•

Producing work that engages and involves local communities, young
people and non-traditional arts audiences removing barriers to
participation in the arts;

•

Facilitating collaborative and nurturing creative environments;

•

Working in LB Newham and surrounding areas.
This post will require a DBS check (paid by CLT).
We do not expect applicants to meet all the criteria and encourage
applicants with different experience to submit proposals.
We actively support proposals from applicants from diverse and
underrepresented backgrounds, particularly who have previously been
underrepresented in the arts at large due to the experience of barriers
linked to ethnicity, class, disability, gender and sexuality.
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2

How to apply
Please send us:
•

A covering letter, telling us about the following – 1x A4 page max
o
o

•

A creative, participatory project that you want to make happen in
the future, and why
What experiences or skills you have that could be applied at Alice

Billings House to assist with building new connections and growing
an audience
A proposal that sets out a timeline and budget for 12 month long
programme at Alice Billings House. This should be high level in detail at this
stage, including the following – 2x A4 pages max

•

Your CV – 2x A4 pages max

•

Completed Declarations, Undertakings and Attachments form (see
Document 4)
If you are unable to provide your application in this format, please be in
touch to explain how else you might be able to submit your application by
emailing info@creativelandtrust.org.
If you would like to ask any questions about the application process, please
contact us by email.

3

Costs
Funding available for the project in its entirety is £80,000, which must
include any VAT chargeable.
Please give a detailed breakdown of costs. Cost breakdown should include
an estimate of staff time spent, covering you for the duration and any hired
help at a minimum of London living wage.

4

VAT
Please state clearly when submitting prices whether or not VAT will be
charged.
Where the contract price agreed between Creative Land Trust and
contractor is inclusive of any VAT, further amounts will not be paid by the
charity should a vatable supply claim be made at any later stage.
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It is the responsibility of tenderers to check the VAT position with HMRC
before submitting a bid.

5

Interview Details
All interviews will be held via video call with Creative Land Trust between
30 November – 6 December 2022.
If you have access requirements or suggestions on how we might best
support you through an interview process, please let us know in your
application.
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DOCUMENT 3
EVALUATION CRITERIA
Requirement Heading

Example Maximum
Weighted Score

Quality of proposal

40

Costs

40

Meeting the criteria

20

Maximum Total

100
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DOCUMENT 4
DECLARATIONS AND INFORMATION TO BE PROVIDED BY THE APPLICANT
Declarations
1

...............................................……………………………. (Name of applicant) declares that we
accept Creative Land Trust’s standard terms and conditions included at
Document 1 as the basis of the contract; and

2

declare that we have not communicated to any other party the amount or
approximate amount of the application price other than in confidence and
for the express purpose of obtaining insurances or a bond in connection
with this application. The application price has not been fixed nor adjusted
in collusion with any third party, and

3

declare that the application will remain valid until (insert a date) and that
we are not entitled to claim from the charity any costs or expenses incurred
in preparing the application or subsequent negotiations whether or not the
application is successful.
signed on behalf of the Applicant ..................................................................................

Undertaking
The charity requires all applicants to make full and frank disclosure to
the charity in the form of a signed undertaking in respect of any or all of the
following:
a)

any state of bankruptcy, insolvency, compulsory winding up,
administration, receivership composition with creditors or any
analogous state of relevant proceedings;

b)

any convictions for a criminal offence committed by the applicants
(or being a company, by its officers or any representative of the
company);

c)

any acts of grave misconduct committed by the applicant (or being
a company, by its officers or any representative of the company) in
the course of their business or profession/the company's business;
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d)

any failure by the applicant (or being a company, by its officers or
any representative of the company) to fulfil their obligations relating
to payment of taxes or social security contributions.
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