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1) Introduction and Background Information 
 
Hadleigh Town Council on behalf of Hadleigh Market Feoffment Charity (HMFC or the Charity) would 
like to invite you to tender for the provision of design and heritage related services (the contract) for 
the Hadleigh Guildhall project part-funded by the Architectural Heritage Fund (AHF). 
 
This Invitation to Tender document (ITT) is being made available to all prospective Tenderers. The ITT 
and the information provide the background information necessary to submit a bid. 
 
Instructions for the preparation of Tenders are set out in Section B.  
 
1.1 Hadleigh 
 
Hadleigh is a market town located in rural Suffolk.  It is located in an area that is made up of a number 
of historic famous ‘wool towns’, known for their large churches, picturesque landscape and exquisite 
architecture which inspired painters such as Gainsborough and Constable. Hadleigh is just under ten 
miles west of Ipswich and 15 miles north of Colchester. 
 
Hadleigh’s historic centre is focussed along a linear medieval High Street running broadly north-south, 
parallel to the River Brett. The town has grown over time largely to the east, extending up higher 
ground away from the river valley.  
 
1.2 Hadleigh Guildhall 
 

 
 
Hadleigh Guildhall is an historic range of buildings known variously as Hadleigh Guildhall and Hadleigh 
Town Hall, both of which are arguably correct depending on which period of time one wishes to 
consider; however, for consistency the building is referred to throughout as Hadleigh Guildhall.     
 
The Guildhall is situated to the west of the High Street, adjacent to the fine St Mary’s Church and the 
impressive Deanery. Together the buildings form a grouping of highly significant historic assets and 
form a very attractive secluded space within the town centre.  
 
 



 
 

Figure 1: Location plan 

 
Source: Google Maps 

 
 
Figure 2: Hadleigh Guildhall (outlined in light blue) 

 
Source: Google Maps 
 
The Guildhall complex which consists of two main buildings, the Guildhall which dates to the latter 
part of the 15th century and is Listed at Grade I and the Town Hall which dates to the mid 19th century 
and Listed at Grade II.  
 



 
 

The List descriptions for both buildings are provided below for reference:  
 
Hadleigh Guildhall list description: 
 
Latter part of Cl5 with later additions on east and west, a 3 storey wing on south-west and a long wing 
extending south. Frontage circa 80 ft. The whole building is timber-framed and plastered, roofs tiled. 
The timber-framing is exposed on the north side of the main building and this is the most interesting 
and picturesque part. Each of the upper storeys projects on this north front on curved brackets with 
moulded capitals and shafts - the shafts on ground floor front are panelled and have traceried heads. 
Some of the timberwork and most of the window mullions have been renewed, but the westerly 
window of the 1st floor has remains of traceried heads. Interior includes open kingpost roof and 
moulded beams. The wing on east originally projected (upper storey) on both sides but has been 
underbuilt in brick; the east end is semi-octagonal. The wing on west has mainly C18 characteristics 
and probably was part of the old Grammar School. The wing on south-west is of 3 storeys with 
projecting upper storey on south and the long wing extending south (used as a dormitory to the 
workhouse in C18) has ground floor brick facing on east with small panel and date 1780. NMR photos. 
 
All the listed buildings in Church Walk form a group. 
Listing NGR: TM0259342421 
 
Hadleigh Town Hall list description: 
 
1851 rectangular Italianate building. 2 storey. 5-bay front, centre and flank bays slightly advanced and 
marked with rusticated quoins of stone. Red brick with gray brick bracket eaves and gray brick below 
band at springing level of flank arched entrances, with stone voussoirs. The inner 3 bays have arched 
windows, the centre being Palladian and with sculptured coat of arms below. Hipped slate roof. 3-bay 
return, east. 
 
Listing NGR: TM0260242389 
 
1.3 Ownership 
 
The Guildhall is vested in the Official Custodian for Charity’s with the Hadleigh Market Feoffment 
Charity (HMFC) acting as custodian where the sole trustee is Hadleigh Town Council.  A committee 
(Hadleigh Market Feoffment Charity Committee) of the Town Council is responsible for looking after 
the building. 
 
1.4 Existing use  
 
The buildings are currently split into several different spaces, predominantly across two floors, but in 
places extending to three. The ground floor consists Hadleigh Town Council offices, the archive, the 
Guild Room (a space for hire), the Caretaker’s House, Dining Room and bar (a space for hire), kitchen 
and semi-private garden. The first floor consists Caretaker’s House, Store, Council Chamber (a space 
for hire), Old Town Hall (a space for hire), new kitchen and the Grand Hall (a space for hire). 
 
The building benefits from a very attractive adjacent and semi-private garden with direct access to the 
Guild Room, Dining Room and Grand Hall, the latter by way of an external stair. There is limited parking 
adjacent to the building. Parking for events and activities is available in town centre car parks. 
 
 
 



 
 

Figure 3: Existing use (ground floor) 

 
 
Figure 4: Existing use (first floor) 

 
 
 
 



 
 

1.5 Outline Options Appraisal 
 
In 2021 the Charity commissioned an Outline Options Appraisal looking at ideas for the future of 
Hadleigh Guildhall. Alongside this a condition report was undertaken to inform the options appraisal 
and designs. This work included:  
 

• Baseline research (socio-economics, property market, competitors & comparators) 
• Literature review (HTC documents, Local Authority strategies, policies and initiatives, previous 

reports on the building, plans etc.) 
• Appraisal of a long-list of options against standard criteria to identify a short-list of possibilities 

(including Do Nothing) 
• Consultation with stakeholders, relevant advisors such as the structural engineer or legal 

advisors to understand any impacts of their work on short-listed options 
• Appraisal of a short-list of options against bespoke criteria to identify a preferred option or 

options (including Do Nothing) 
• Recommendations on next steps to progress. 
• Sketch designs and costings 
• Condition Report. 

 
The Outline Options Appraisal identified the following strengths: 
 

• Spectacular building 
• Variety of spaces – provides flexibility of use for different audiences 
• Nicely presented spaces 
• Good central location and attractive setting 
• Kitchen spaces already in situ 
• Lift access to Grand Hall already in situ 
• Modern facilities in Grand Hall and Dining Room 
• Multiple access and egress points 
• Beautiful, secluded garden with access to the Old Town Hall 
• Position in Suffolk 
• Variety of spaces which could be used for different types of activities 
• Historically interesting building – could appeal to different audiences 

 
It also identified the following key issues that any future proposals needed to address: 
 

• Low utilisation rate – too many spaces doing the same thing 
• Other spaces are un-used/unused/used ad-hoc 
• Difficult for the visitor to orientate themselves/understand the building 
• Some spaces do not seem to link/flow together 
• Lack of storage 
• Lack of disabled access to Council Chamber, Old Town Hall 
• Offices in most historically significant part of the building – lack of public access 
• Archive in space that is too small and unsuitable 
• Continued general decline in use 
• Degradation of the building 
• Lack of overall income to sustain the building going forward 
• Lack of diverse income streams  
• Dining Room not as attractive as other spaces 

 



 
 

The Options Appraisal identified the key aims for the future of the Guildhall: 
 

1. Balance the need to generate more income with continued provision of widespread public 
access  

2. Respond to known patterns of demand for different spaces within and outside the building 
3. Diversify income streams in order to improve resilience and financial sustainability 
4. Avoid un-doing major recent investment 
5. Respond to heritage significance and sensitivity  
6. Improve the delivery of and access to local government and Town Council services 
7. Improve public access to the town’s archive. 

 
  



 
 

2.0 The Brief 
 
2.1 Requirements 
 
The Council on behalf of the Charity would like to appoint a comprehensive design team to develop 
the preferred option to RIBA Stage 2, providing the following services: 
 

• Design and costings: Building on the sketch designs that have already been prepared for the 
Outline Options Appraisal, the appointed team will prepare detailed, high quality and robust 
designs and costings for the Hadleigh Guildhall project to RIBA Stage 2. The design report for 
Stage 2 will form a key part applying to funders to deliver the project. Building on the work 
already undertaken, the design report will include all necessary information relating to 
structural design, services systems, site landscape, outline specifications and environmental, 
energy and any other relevant project strategies. Designs will be in sufficient detail for costs 
to be developed and feed into funding applications.  

 
• High level Conservation Management Plan: To inform the development of the design and 

Business Plan a high level Conservation Management Plan is required. This should follow best 
practice guidance.  
 

• Outline Heritage Impact Assessment/Heritage Statement: To inform any future 
planning/Listed Building application. This should follow best practice guidance. 

 
• Consultation: Undertake comprehensive consultation necessary to inform and develop robust 

designs which will include; statutory and non-statutory consultees, existing and potential 
users, existing and potential tenants and the general public. This will include pre-application 
discussions. 

 
• Other: The appointed team will be expected to input in to: 

o Business planning 
o The scope of the measured survey 
o Attend meetings of the Core Team which will meet as a minimum monthly. 

 
It should be noted that by submitting a tender, you confirm that you understand and can meet these 
requirements. 
 
2.2 The team 
 
It is anticipated that the design team will comprise a multi-disciplinary team including: 
 

• Architects  
• Heritage Consultant 
• Structural Engineer 
• M&E Engineer 
• Cost Consultant 
• Fire consultant 
• Access consultant 

 
The team must provide all the services necessary to comply with CDM regulations, including where 
appropriate Principal Designer services.  



 
 

 
Bidders may wish to include additional specialists and are encouraged to do so where they consider it 
will add value. 
 
The Design Team must include a RIBA (SCA) or AABC or equivalent accredited architect in a leading 
role. The lead Architect will need to have specialist knowledge and experience of preserving, 
conserving and restoring complex historic buildings of high status (Grade I/Grade II*), preferably 
including timber framed buildings and with a broad portfolio of work. 
 
If you propose the use of sub-consultants in order to deliver the work, please set out in your proposals 
whether they will be appointed as sub-consultants to you or direct to the Council.  
 
Please note: 
 

• A measured survey has been commissioned separately. 
• Business planning, market testing and fundraising advice has been separately commissioned. 

The appointed design team will be required to work alongside the Business Planner to develop 
the scheme in more detail. 

 
Please set out in your proposal the Form of Contract you propose is used. 
 
  



 
 

3.0 Budget 
 
The maximum budgets available for these elements of work are as follows: 
 

Task Total 

Comprehensive Design Team (please include costs for ‘consultation’ 
and ‘other’ here 

£36,450 

High level Conservation Management Plan £8,600 

Outline Heritage Impact Assessment/Statement £2,750 

Total cost (fixed fee) £47,800 

 
There is an additional £1,000 of funding available for any additional information or surveys that might 
be required to inform the design development and costings. It is expected that the appointed team 
will input to the development of briefs for these pieces of work. 
 
 
  



 
 

4.0 Submission Requirements 
 
Bidders are required to complete two sections below as part of their submission:  

• Section 1 company information  
• Section 2 response to the brief. 

 
Details of these two sections are set out below. 
 
4.1 Section 1: Standard Company Information 
 

Company information  

Company name:  
Company address:  
Project contact name:  
Project contact email:  
Project contact telephone 
number:  

 

Company status:  
Company registration 
number / equivalent: 

 

Date company registered 
/ equivalent: 

 

Financial standing 

We will undertake a credit check of your company from a standard provider.  Where a bidder scores poorly 
we may ask you to provide written assurance of your financial position. 

Conflicts of interest  

Does your company have family or close friends who either 
work for the Town Council or Charity (Yes / No)? 

 

If yes please detail their names and roles and describe how 
you would manage that conflict of interest. 

 

Bona fide tender 

Any tender submitted must be bona fide and without 
canvassing or soliciting any Trustee, Councillor or employee 
of the Charity or Town Council or fixing the rates with 
another supplier. By submitting a quotation you are 
agreeing this is a bona fide quotation. Please confirm 
(Yes/No). 

 

Equalities 
In the last three years, have any findings of unlawful 
discrimination been made against you or your company by 
the Employment Tribunal, the Employment Appeal Tribunal 
or any other court or in comparable proceedings in any 
other jurisdiction (Yes/No)?  If yes, please give details 

 

Is it your policy as an employer to comply with your 
statutory obligations under current equal opportunities 
legislation (Yes/No)?  (Your policy must not treat one group 
of people less favourably than others because of their race, 
gender, age, religion or belief, disability or sexual 
orientation in relation to decisions to recruit, train or 
promote employees). If yes, please give details. 

 



 
 

Health and Safety / Quality Assurance  

Has your organisation, during the last 3 years been 
prosecuted or had a notice served for contravention of the 
Health and Safety at Work Act 1974 or associated 
regulations or been the subject of a formal investigation by 
the Health and Safety Executive or similar national body 
charged with improving health and safety standards (Yes / 
No)? If yes, please give details. 

 

Does your organisation have a written Health and Safety at 
Work policy, with arrangements for implementing and 
monitoring the policy (Yes / No)? If yes, please give details. 

 

Does your organisation hold a recognised quality 
management certification for example BS/EN/ISO 9000 or 
have a quality management system? (“System” means 
processes and procedures to ensure that the subject is 
properly managed. This includes making sure that legal 
requirements are met) (Yes / No). If yes, please give details. 

 

Insurance 

Employers liability: Please confirm what level of cover you 
currently hold and will hold for the duration of the contract.  
The Council’s general contract requirement is £10,000,000. 
If you have less, please confirm that you are willing to 
increase the value to match this requirement if necessary 
for the contract. 

 

Public liability: Please confirm what level of cover you 
currently hold and will hold for the duration of the contract.  
The Council’s general contract requirement is £10,000,000. 
If you have less, please confirm that you are willing to 
increase the value to match this requirement if necessary 
for the contract. 

 

Professional indemnity: Please confirm what level of cover 
you currently hold and will hold for the duration of the 
contract.  The Council’s general contract requirement is 
£1,000,000. If you have less, please confirm that you are 
willing to increase the value to match this requirement if 
necessary for the contract. 

 

 
  



 
 

4.2 Section 2: Response to brief.  
 
Using the background information provided, tenders should provide information on:  
 

1) Method and programme:  Provide a methodology highlighting the steps you would take to fulfil the 
commission. This should include information on: 
• The approach to design development  
• The development of the CMP and Heritage Statement/Impact Assessment 
• Consultation – statutory and non-statutory 
• Provide a programme for undertaking all aspects of this work. 

 
2) Team: Provide details of the organisations and individuals that comprise your Design Team.  As a 

minimum, teams are expected to include: 
• Architects (Conservation Accredited) 
• Heritage Consultant 
• Structural Engineer 
• M&E Engineer 
• Cost Consultant 
• Fire consultant 
• Access consultant 
 
Please also provide CVs of all the consultants who will be working on the project and their experience 
of working on similar projects. 

 
3) Experience: Three relevant examples of where you have undertaken similar work in the past. Please 

ensure that examples are of Listed Buildings or Scheduled Monuments, preferably for timber framed 
structures. 

 
4) Budget breakdown: A breakdown of time allocated to each team member for elements of your 

methodology and a total cost including expenses and VAT. Please complete the following tables: 
 

Task Total 

Comprehensive Design Team (please include costs for ‘consultation’ and ‘other’ 
here 

 

High level Conservation Management Plan  

Outline Heritage Impact Assessment/Statement  

Total cost (fixed fee)  

 
The pricing submitted is to be inclusive of all expenses & disbursements, but exclusive of VAT. 

 
 
  



 
 

5.0 Submission details 
 
Bidders are asked to ensure that all bids do not exceed 15 A4 sides in total including appendices. 
An electronic copy of your proposal in .pdf (under 10mb) format should also be e-mailed to 
procurement@inghampinnock.com by 1pm at the latest on 9th September 2022. All requests for clarifications 
should be sent to procurement@inghampinnock.com. 
 
 
5.1 Procurement timescale 
 

Stage Date 

Invitation to Tender Issued w/c 8th August 

Deadline for requesting site visit 19th August 2022 (1pm) 

Deadline for clarification questions 26th August 2022 (1pm) 

ITT submission deadline 9th September (1pm) 

ITT evaluation and clarification  9th September - 16th September 

Contract Award  6th October 2022 

Contract Completion  1st May 2023 
 
If you would like to visit the site please contact projects@hadleightowncouncil.gov.uk by 1pm on 19th August 
2022 to request a space. 
 
Please note that the Council reserves the right not to appoint.  
 
 
  



 
 

6.0 Evaluation  
 
 
6.1 Section 1 Scoring 
 
Section 1 contains a number of stand-alone questions that are non-scoring.  
 
 
6.2 Section 2 Scoring 
 
Section 2 of your tender (excluding Budget Breakdown) and interview will be scored 0-10 on the following 
basis: 
 

Score Classification Characteristics 

10 Excellent Exemplary response. Comprehensive and relevant information is provided and the 
response provides the evaluation panel with a very high level of confidence that 
the bidder will be able to meet the requirements of the project if appointed, with 
no reservations or concerns arising from the response. 

8 Good Comprehensive and relevant information is provided and the response provides 
the evaluation panel with a high level of confidence that the bidder will be able to 
meet the requirements of the project if appointed with no more than one limited 
reservation or concern arising from the response.   

6 Satisfactory A broad response with an adequate level of information provided that is relevant 
and the response provides the evaluation panel with at least a good level of 
confidence that the bidder will be able to meet the requirements of the project if 
appointed with no more than minor reservations or concerns arising from the 
response. 

4 Poor The response is limited and lacking in relation to a large proportion of material 
elements and leaves the evaluation panel with significant reservations or concerns 
around the ability of the bidder to meet the requirements of the project if 
appointed. 

0-2 Unacceptable No response or extremely limited response that does not suggest that the bidder 
has the ability to meet the requirements of the project if appointed. 

 
 
Evaluation weighting 
 
Sections included in tenders as set out above, have been allocated a weighting which will be applied to the 
scores as follows: 
 

Section Weighting (%) 
Method and programme 20% 
Team 30% 
Experience 30% 
Cost 20% 

 
Budget Breakdown and budget scoring 
 
There is a maximum budget for this project of £47,800 including all expenses (excluding VAT).  
 
In order to score the cost elements of the bids, the bids will be scored as follows with the lowest bid scoring 
10.  The Charity do not necessarily want, and is not required, to appoint the cheapest bid but needs to include 
price within the evaluation to ensure a robust process and evidence of pursuing value for money through 
procurement. The Charity will not cover costs associated with preparation of tender materials. 



 
 

 
Normalised price score = lowest tender price x 10 

 tender price 
Example Company A = £40,000 lowest bid (scores 10)           =                £40,000 x 10 
Example Company B = £46,000                                                                          £46,000 
 
Therefore Company B would score 8.7 
 
 
6.3 Project management 
 
The project will be managed by the Core Team, which consists of employees of the Charity’s Trustee and the 
other consultants appointed to work on the project.  
 
 
6.4 Intellectual property 
 
Should you be appointed, the intellectual property of any outputs will be vested with the Charity. 
 
 
6.5 Terms and Condition 
 
To be agreed with winning bidder prior to award.  Should you have any specific conditions these should be 
included in your proposal. All suppliers engaged on this project throughout the supply chain must be made 
within 30 days of an undisputed invoice.  
 
 
 
 
 


