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Brief for Evaluation of NLHF-Funded Archives Project, Dec 2019 – Feb 2021
			
SECTION 1 - GENERAL REQUIREMENTS

Quotations are invited to deliver professional evaluation services for a Heritage Lottery-Funded Archives project from Dec 2019 to Feb 2021.  

The Council’s detailed requirements are defined in Section 2 - Specification.

Please take care in reading this document in particular the Specification. In the event of any questions or queries in relation to this Request for Quotation (RFQ), please contact the named person below.

The Council reserves the right to carry out due diligence checks on the awarded provider.

A. DRAFT PROCUREMENT TIMETABLE

	1. Request for Quotation Issued
	5 November 2019

	2. Deadline for Clarification Questions
	12:00 noon 19 November 2019

	3. Deadline for Quotation Responses
	12:00 noon 26 November 2019

	4. Quotation Evaluation 
	27 November to 4 December 2019

	5. Contract Awarded
	5 December 2019

	6. Deadline for Delivery
	20 February 2021








B. BACKGROUND

The Great History Chase
(National Lottery Heritage Funded Archives Project with Cambridgeshire Archives Centre Ely, 
Primary Schools and Care Homes) 

Cambridgeshire County Council has been awarded a National Lottery Heritage Fund (NLHF) grant to run an Archives Project with the new Cambridgeshire Archives Centre at Ely, ten Cambridgeshire primary schools and ten care homes. 

In the autumn of 2019 Cambridgeshire Archives will move out of its current accommodation into a new Archives Centre in Ely. We intend to mark the opening of the new centre by reaching out to primary aged schoolchildren to enthuse them about their local history. 

Cambridgeshire Archives has a rich and detailed collection of historic school records. Our project will engage an Outreach Officer to bring these to life and demonstrate their relevance to localities in every county district. The Officer will visit ten primary schools to lead sessions with teachers and pupils, and will arrange school visits to the Archives Centre where the children will see document conservation activities and will experience via VR headsets a recreation of a 19th century school room, based on photographs held by the Archives Service, which will encourage them to think about how their lives differ from those of children in the past. 

The children will also visit local Care Home residents to prompt the sharing of their school experiences. The materials generated will be made available online and will form a basis for future such work with other schools.

The project will signal our commitment to promoting the on-going community use of the Archives Centre, both the building and the resources held within it. Our aim is to ensure it is a welcoming place, full of secrets yet to be told and questions to be answered. It will be a fitting start to our tailored and inclusive approach to working with our communities, helping to shape an Archives Service that has relevance and appeal for our modern communities.

Project Outcomes

We expect the project to fulfil four outcomes.

(1) A wider range of people will be involved in heritage.

Cambridgeshire Archives intends to reach out actively to an audience new to us; primary-aged school children and teachers. By reaching out to a much younger generation we are breaking out of our own comfort zone and beginning to think of archives in different ways. This project will inform our future approach to working with new groups of people. 

Our new Ely location will make us much more easily accessible to schools in the north of the county, and we aim to demonstrate the relevance of our records in locations across Cambridgeshire. 

We hope to enthuse children about the history of their school and their community, to make them think about their own place in history through the hands-on workshop sessions using archive collections. We aim to build cross-generational links within the community by designing sessions for schools to share their discoveries with local care home residents, CCAN groups and local history groups.

(2) Heritage will be identified and better explained

The project will result in benefits for the Archives service, for our users and for the schools involved. Firstly, there will be more awareness of the content and historical value of the school records that we currently hold. 

The project will encourage the schools to discover and assess what records they may still hold onsite which are of historical importance. We would then be able to explain the significance of these records to the school and if possible encourage deposit of them with the rest of the Archives, to bring them to a wider audience. 

A legacy of the project will be the educational resources that will have been created by the Outreach officer, resources tailor-made for primary-aged schoolchildren and appropriate for their learning needs. The learning and materials generated will be preserved to form a basis for education packs which will be available on-line and shared with the County’s schools to facilitate future work with other schools and localities.

We will promote this project and the outcomes to a wider audience, thus raising awareness of our service, our new home, and the collection as a whole.

(3) People will have learnt about heritage, leading to change in ideas and actions

We anticipate that this will be the very first time that many young children will have seen and handled original historical photographs and documents. They will learn: how to handle such documents; how and why they were made; that there were no computers or smartphones in their school or village in the past to create such things; how their school or community has changed, by comparing how it looks now with how it looks in the old photographs or plans; what other things about how they live now might be different from how children in the past lived, such as working on the harvest; how their school/ community might look in the future; and how people in the future might look back on them. By doing so, we will enthuse these children about history, and show that history is not something that happens to other people like kings or knights, but includes themselves as well. To help engage pupils, film and software will be used alongside the historic records to re-create a ‘virtual reality’ schoolroom from the past.

Secondly, we expect this project to result in behaviour change on the part of teaching staff in the schools themselves, so that the working relationships created between the schools and the Archives Service result in repeated visits to the archive centre after the project itself has concluded.

(4)   People will have greater well-being

The schoolchildren involved will see their community in a new light, as something which changes through history. This change will be demonstrated firstly through the use of old photographs and documents, and secondly through speaking face to face with residents of Care Homes who will remember their own school days. By learning about their local history we hope that this project will enable the children to feel more connected to their school and where they live, and to take pride in their school and community identity. 

Project evaluation

The required evaluation output is an honest report that assesses the project strands against these four outcomes and which is open to both the successes and any perceived failures of the project.



C. CLARIFICATION QUESTIONS
Any queries about this document, the procurement process, or the proposed contract itself, should be referred to: 
Alan Akeroyd	
Archives Manager	
Tel	01223 699489
Email	alan.akeroyd@cambridgeshire.gov.uk
Please note that the deadline for questions is 12:00 noon on 19 November 2019. We will circulate the answers to clarification questions to all bidders.

D. QUOTATION RESPONSES
Should you wish to take part in the selection process please complete Section 3, Section 6 and Appendix A and email to:
Alan Akeroyd	
Archives Manager	
Tel	01223 699489
Email	alan.akeroyd@cambridgeshire.gov.uk
Please note that the deadline for quotation responses is 12:00 noon 26 November 2019.























SECTION 2 – SPECIFICATION
We are seeking an organisation/individual/company to evaluate the NLHF-funded project The Great History Chase.

The Provider will work with the Project Officer and the Project Board at the outset of the project to confirm quantitative and qualitative data to be collected. 

The Provider will submit an evaluation report at the end of the project. The purpose of the report is to summarise what has been achieved, what may not have been achieved, and what has been learnt during the project. The findings will be communicated to the NLHF, to the Project Board, to senior officers within Cambridgeshire County Council, and to stakeholders in the project.
Timing: December 2019 to February 2021. 

Scope Number of Schools:  Ten. Number of Care Homes: Ten. 

The Successful Provider will:
· Work closely with the project manager to agree quantitative and qualitative data to be collected over the course of the project
· Clarify how this data should be interpreted if questions arise over the course of the project
· Assess the collected data
· Produce a coherent written evaluation report which details the project’s stages and delivery. The evaluation report must be a minimum of 5,000 words and include statistical information, illustrated with appropriate charts and photographs.
We expect the Evaluation to include:
· An outline of the scope and work of the project
· A means of assessment of knowledge and understanding amongst participants before the project
· Using the predetermined quantitative and qualitative data collected, an examination of the extent to which the four outcomes outlines above have been realised, where the original ambitions and targets have been met or exceeded, and where and why there may have been a shortfall
· An assessment of the likely legacy of the project and of what the short, medium and  long term impacts of the project are likely to be on its participants
· A review of the effectiveness of the project’s governance, management and delivery
· Recommendations for possible improvements in future bids to NLHF, using lessons from this project.
The Successful Provider will be responsible for:
Own tax and NI 
Public Liability Insurance 
Safety checks and Risk Assessment in relation to their own role 
Total Fee £4,000 (exclusive of VAT).


The fee will cover all costs including all planning and delivery time, travel and expenses related to the evaluation of the project. 
Potential providers are asked to note that any bids received which exceed this amount will be rejected prior to evaluation
Payment will be made on receipt of detailed schedule and invoices, £1,500 at the beginning of the project, £1,000 mid-way, and the balance of £1,500 on completion and submission of evaluation report.
The Provider shall be wholly responsible for all income tax, national insurance and other similar contributions which may be payable out of, or as a result of, the receipt of any fee or other monies paid by Cambridgeshire County Council under this agreement.
The Provider will through discussion agree on the specific approach to be adopted for successful evaluation by February 2020.
The Provider will ensure quarterly updates are shared with the Project Manager.
The Provider will provide a report on progress midway through the project in order to capture any learning and if possible apply it. 
The Provider will provide a draft final report two calendar months before the end of the project.




SECTION 3 - SUPPORTING INFORMATION

A. Organisation and Contact Details



1. Name of your organisation




2. Registered office (if applicable)
	




3. Trading address (if different from 
registered office)




4. Organisation Registration Number 
(if applicable)




5. Is your organisation a:
	

	

	

	

	

	

	

	


Sole Trader   
Partnership	
Public Limited Company					
Private Ltd Company
Voluntary & Community Sector	
Charity
SME (Small and Medium Enterprise)		
Other 



If you selected other, please 
specify



6. What, if any, local connections do 
you have with the County?


7. Name of person to whom any 

queries relating to this quote 
should be addressed


8. Telephone number



9. Email address

10. Address (if different to the 

Address above) 





B. Questions		
Responses to individual questions must not exceed 500 words. We kindly ask that you do not send media files or images with your form as submissions with large file sizes often fail to reach us.
	Question
Number
	Question
	Weighting (1 = Low, 2 =Med or 3= High)

	
1. 
	Experience - Please provide examples of previous evaluation projects that you have undertaken. Please include links (only) to images, promotional resources or video to material that you would like us to view (if a password is required to view the material please include it with the link). A failure to provide relevant examples will be scored as a fail.
	
PASS/FAIL

	Potential Provider’s Response
	
	

	2. 
	Understanding of the brief (1) – Please outline what quantitative data you propose should be collected, how collected and by whom collected, together with how this data would assist our understanding of whether the four specific outcomes have been met.

	3 

	Potential Provider’s Response
	
	

	3.
	Understanding of the brief (2) – Please outline what qualitative data you propose should be collected, how collected and by whom collected, together with how this data would assist our understanding of whether the four specific outcomes have been met.

	3 

	Potential Provider’s Response
	
	

	4.
	Please outline how you would assess the likely impact of the project on its participants, given the data collected.

	2 

	Potential Provider’s Response
	
	

	5.

	Please state any key milestones you feel are relevant in your response. How will you ensure that you meet the final deadline 20 February 2021?
	2 

	
	
	

	Potential Provider’s Response
	
	

	6.

	Please provide the names and contact details of two companies you have previously worked for who can act as referees. The Authority reserves the right as part of due diligence to take references. Failure to provide referees’ names and contact details will be scored as a fail.
	 PASS/FAIL

	
	
	

	Potential Provider’s Response
	
	

	7.

	The level of insurance required is £2m. Public Liability Insurance (back up of library insurance).

Can you confirm that your organisation has the required level of cover or is prepared to obtain the level of cover prior to award?

	PASS/FAIL question.  Potential Providers who answer ‘No - have not got cover and won't provide Authority’s level of cover’ will fail the RFQ process.

	Potential Provider’s Response
	Yes - have levels of cover already and will continue to for this contract
          |_|	
No - but will provide the Authority‘s level of cover requested if awarded contract	
          |_|	
No - have not got cover and won't provide Authority’s level of cover		
          |_|

	








C. Pricing and Costs
Please insert your costs in the table below. The costs could be broken down into components, example below of associated time and costs. 
The information you provide in this section will not form part of the evaluation. However, if this section is not completed then your bid will be deemed non-compliant.
Pricing Model:
Budget should include planning, delivery and evaluation time, as well as all expenses and materials required.  

	[Component] please add further headings, as appropriate
	[Costs]

	Appropriate research, analysis and evaluation services
	

	Materials required for evaluation
	

	Expenses, such as travel
	

	Other
	

	Total Costs

	£       





	Please indicate the number of days you are offering to deliver the project at the maximum contract price. 
	















SECTION 4 - EVALUATION OF QUOTATIONS
Any bids not compliant or completed fully will be discarded. Based on the information provided by organisations, each compliant submission will be evaluated based on the following criteria:

Quotations will be evaluated on quality only, as the stated budget is £4,000. Any submissions that exceed this amount shall be discarded.

There are 40 marks on offer: each question shall be scored out of 4 as per the matrix below, and this score shall be multiplied by the weighting shown in Section B. … questions).

The bidder with the highest score will be awarded the contract. 
	Score
	Criteria to Award Score

	
4
	Considered to be an outstanding response on the basis that:
o   It addresses all relevant criteria
o   The supporting detail is clear and robust and provides evaluators with the utmost confidence that all criteria will be delivered to the highest standard

	
3
	Considered to be a good response on the basis that:
o   It addresses all relevant criteria
o   The supporting detail is considered to be clear and provides evaluators with confidence that the criteria will be delivered to a good standard

	2
	Considered to be an acceptable response on the basis that:
o   It addresses most of the relevant criteria 
o   The supporting detail is clear for the most part and provides evaluators with an understanding that the criteria it does address will be met to an acceptable level


	1
	Considered to be a limited response on the basis that:
o   Overall it lacks sufficient detail or is perceived to be unclear, meaning that evaluators are not confident that the criteria will be delivered to an acceptable level


	0
	Considered to be a poor response on the basis that:
o   It does not answer the question or is completely irrelevant






SECTION 5 – FREEDOM OF INFORMATION

Information in relation to this RFQ may be made available on demand in accordance with the requirements of the Freedom of Information Act 2000 (“The Act”) and your organisation details will be disclosed where the expenditure is over £500 as per the Government Transparency agenda. Details of all contracts worth £30,000 or more in total value will also be published on the Council’s website.
Organisations should state if any of the information supplied by them is confidential and commercially sensitive or should not be disclosed in response for the Information under the Act. Organisations should state why they consider the information to be confidential or commercially sensitive. 

SECTION 6 – SIGNATURE AND DATE
Request for Quotation for Project Evaluation of The Great History Chase, Archives Project.

I the undersigned hereby declare by marking an X in the box:



(i) that the information provided is complete and accurate;
(ii) that no collusion with other organisations has taken place in order to fix the price; 
(iii) that no works/goods/supplies/services will be delivered or undertaken until both parties have executed formal contract documentation and an instruction to proceed has been given by the Council in writing.


Name			...............................................................

Position Held		...........................................................
			
Dated			..............................................................






Appendix A
Equality & Diversity Monitoring
We will ask the successful provider to complete the following information once programming for the 
Project is underway:

Please complete the following form for your company / staff
How do your staff identify their gender? 
Please tick all that apply
Man   	Woman		Transgender	Non-binary	
Prefer not to say	If you prefer to use your own term, please specify 
__________________________________________________________________
Age: Please tick all that apply to your staff 
16-24	25-29	30-34 	35-39	40-44 45-49 50-54	55-59	60-64	65+     Prefer not to say
Do any of your staff consider themselves to have a disability?  
Yes	 No	   Prefer not to say
Sexual orientation: Please tick all that apply to your staff 
Heterosexual	  Gay woman/lesbian      Gay man	     Bisexual   Prefer not to say     
If you prefer to use your own term, please specify ________________
Religion or belief: Please tick all that apply to your staff 
No religion or belief	Buddhist     Christian     Hindu   Jewish    Muslim     Sikh    Prefer not to say  
If other religion or belief, please specify ______________________________
Ethnicity:
Please tick all that apply to your staff. 
Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. 
[bookmark: _GoBack]English        Welsh         Scottish         Northern Irish       Irish        British    Gypsy or Irish Traveller   White and Black Caribbean          White and Black African         White and Asian         Indian	   
Pakistani         Bangladeshi	      Chinese      African	    Caribbean         Arab	 
Any other ethnic group, please specify _______________________________
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