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Brief for Creative Director for Hackney One Carnival 2016
Ref: 

 2016/HPS/038/HCS
Service: 
 Creative Director for Hackney One Carnival 2016 
Department:
 Libraries, Heritage and Culture

Location:
 Cultural Development Team, Hackney Service Centre, 
 Health & Community Services, London Borough of Hackney, 1 Hillman Street,    
 Hackney, London, E8 1DY

Reporting to:  Cultural Programme Officer, Cultural Development Team, Health & Community Services Directorate
The London Borough of Hackney is planning a vibrant and inclusive carnival to take place in September 2016 (possibly Sunday 11th Sept – to be confirmed).  This event will build on the success of the Hackney One Carnival 2015, which provided carnival groups, young people and school groups with the opportunity to showcase their talents in front of tens of thousands of people watching along the streets.   The 2015 carnival also successfully involved other local residents through new and innovative approaches to community engagement, such as an inclusive carnival décor competition for residents and businesses on the route. 

The carnival will be led by the Council’s Cultural Development Team in partnership with the borough’s carnival sector.

This is an exciting opportunity for a cultural organisation or highly organised individual to establish a leadership and co-ordination role within the local carnival sector and the wider creative community in Hackney.
The commissioned individual / organisation (Creative Director) will lead on the following:

· development of a strong creative identity / theme for the event in 2016
· meaningful engagement of the carnival sector and any other carnival performers in the three key stages of the event – planning, delivery and evaluation
· involvement in the administration of a programme of small carnival commissions for local carnival groups 
· meaningful engagement of local residents in the carnival through planned outreach activities
· involvement of local businesses along the route and at finale event
· recruitment, coordination and care of carnival judges

· inspiration of all involved in the carnival to work together

· involvement in the organisation of a post-carnival awards ceremony
The Creative Director will work closely alongside another key service provider - the Event Management company - which will be responsible for the operational project management of the carnival, on behalf of Hackney Council.  This close working relationship will ensure that the requirements of the performers (managed by the Creative Director) will be incorporated into the operational plans (devised and implemented by the Event Management company) and equally, that the performers will be fully aware of what is required of them.
The project will include a street parade culminating in a finale event in one of Hackney’s public spaces or parks.   The finale event will include a live stage or sound systems.
Many of the carnival groups’ work with young people as part of their on-going practice and the involvement of the carnival groups’ own young people will be managed by the carnival groups themselves.  
The involvement of school groups will be organised by the Creative Director in partnership with the Learning Trust and Hackney Music Service.
Small commissions will be allocated to Hackney-based carnival groups to enable their participation and this process will be administered by Hackney Council, in consultation with the Creative Director. 
The period of work will commence in March 2016 and terminate in October 2016.
The total carnival budget will be in the region of £114,000, including all fees and expenses for all performers, commissioned consultants and service providers working on the project.
Project aims
The Hackney One Carnival has the following aims:

•
To build on the positive legacy for Carnival in Hackney after the 2015 carnival
•  To create a celebratory showcase for Hackney’s carnival sector and the young people they work with

•
To create an opportunity for Hackney’s schools to take part and showcase their talents
•
To create an inclusive and welcoming event for Hackney’s population at large, that parades through the borough’s streets and culminates in a free outdoor event
Terms and Conditions
The Council’s standard Service Contract Terms and Conditions (see attached) will apply.

The Commission for a service provider will be delivered on a flexible basis over the period of seven months: April– October 2016.

It is anticipated that the project will require on-going management during the above period.  Time management skills will be of the utmost importance for the Creative Director, as we aim to have all preparations in place well in advance.  An intensive period of work at the start of the contract will be required to develop the project in consultation with the carnival sector, other creative partners and all necessary authorities.  
The contract for the Creative Director will be based on delivery of key milestones by specific dates.  These milestones will be realistic and achievable.  Payments to the commissioned individual / organisation will be made upon successful delivery of each milestone and the principle of Contractor’s Risk will apply. Please see Deliverables / Milestones below for further details.  
The commissioned service provider will have the option of using desk space with the Cultural Development Team in the Hackney Service Centre, Health & Community Services, London Borough of Hackney, 1 Hillman Street, Hackney, London, E8 1DY.  Alternatively, the service provider may choose to provide its own office facilities and report back to an agreed schedule.  The commissioned service provider will need to provide all tools and equipment needed to fulfil the brief.
The commissioned service provider will be expected to have appropriate HMRC arrangements in place (which is to be confirmed at the point that a proposal is submitted) and have their own Public Liability Insurance, Employers Liability Insurance and Professional Indemnity Insurance. 
All expenses must be included in your fee proposal. The fee proposal must be for a fixed fee. (Any disbursements relating to items bought for the carnival will be reimbursed separately.)
Main purpose of the service
· To manage on-going, effective liaison between Hackney Council and the local carnival sector throughout the planning and delivery stages, ensuring a cooperative approach is developed.
· To personally facilitate all communication with the carnival sector and other performers through a series of meetings, and via clear written communications.
· To personally facilitate consensus being achieved between Hackney Council and the carnival groups.
· To report to the Event Management company on a regular basis to ensure that the needs of carnival sector and other performers are incorporated into the operational plans.

· To facilitate meetings / dialogue between the Event Management company and the carnival performers to ensure that key operational messages such as Health and Safety requirements are communicated and understood.

· To participate in the development of the carnival budget, ensuring best use of resources. (The carnival budget will be managed by the Event Management company.)
· To play a role in the small commission-making process, including assessing tender applications from carnival groups, sending out notification letters, approving payments according to fulfilment of contractual obligations and providing commission management support. (Hackney Council will write contracts and manage payments.)
· To ensure that carnival groups and other performers work together to make best use of resources.
· To act as a positive link between the Cultural Development Team, the carnival sector, schools, delivery partners and any other community groups /stakeholders involved in the delivery the carnival.
· To devise and implement an evaluation process for the carnival, involving performers, venue managers, other partners, volunteers and the public.
· To work in partnership with Hackney Music Service and the Learning Trust to ensure local school pupils’ meaningful engagement in the creative process and the event itself.

· To work in partnership with managers of event spaces involved in the carnival.
· To organise a judging process (if desired by the performing carnival groups) and manage all aspects of it, including the recruitment, coordination and appropriate care of VIPs leading up to and on the day. 
· To ensure all participating carnival groups and other performers have appropriate insurances and policies in place relating to working with the public / in the public realm.
· To play an active part in devising a marketing strategy and in distributing publicity materials for the carnival in consultation with Hackney Council’s Cultural Programme Officer and Hackney’s Communications Team, with the aim of promoting the event to the borough’s population at large. (Hackney’s Cultural Development team will lead on the on-going liaison with Hackney’s Communications team.)

· To lead on the development of the creative direction of the carnival.
· To organise and deliver a post-carnival awards event for all participating carnival groups and others involved in the community engagement programme
Deliverables / Milestones
28 March –22April 2016
· lnduction meeting with LBH Cultural Development Team and subsequent two-weekly progress meetings until end of October 2016 to highlight any issues or concerns
· Participation in selection process of Event Management team

· Participation in induction of Event Management team 
· Devise own work-plan in consultation with Cultural Development Team and Event Management team

· Devise community outreach and engagement programme in consultation with relevant partners

· In collaboration with Event Management team, initial contact made with all relevant authorities

· Planning meeting with LBH Communications team

· Initial meeting with Transportation and Networks team regarding carnival route

· Play a role in devising a fair and transparent small commission process for carnival groups
· Plan and facilitate first strategic briefing and consultation meeting with carnival groups
· Make initial contact with schools with an invitation to take part

· Hold initial discussions with ACE regarding possible financial support of the carnival
25 April - 27 May

· Start to implement outreach and community engagement programme
· Continue on-going liaison with carnival sector regarding the carnival
· Play an active role in the application and assessment process for the small commissions for carnival groups

· Invite carnival judging panel members

· Assist with creation of publicity materials (to be done in-house with LBH design team)

· Arrange ACE advice session for groups

30 May – 29 July

· Support carnival groups and other performers in receipt of a commission to follow the contract terms and conditions
· Support un-funded carnival groups / performers to follow terms and conditions of participation
· Attendance at relevant Hackney Events Action Team (HEAT) meetings 

· Secure support of authoritative agencies
· Hold second meeting with carnival groups / performers to discuss detailed arrangements including health and safety instructions to ensure that the carnival is a safe and well-managed event
· On-going delivery of outreach and community engagement programme
· Full details communicated to judges

· Assist with distribution of carnival publicity materials

1 August – 11 September

· Completion of outreach and community engagement initiatives

· On-going distribution of carnival publicity materials

· Final briefing for carnival groups

· Successful delivery of an inclusive and enjoyable carnival event for performers and audiences alike
12 September – 31 October

· Secure verification of carnival judging process

· Organisation and delivery of carnival awards event, including liaison with all awarded groups / individuals

· Successful implementation of an evaluation process with carnival groups and volunteers

· Completion of a report on the carnival 
Requirements: skills/experience
Essential criteria
· Being able to communicate with a wide range of stakeholders such as carnival groups, Council services, Learning Trust services, schools and VCS sector organisations, and with authorities such as police, LBH licensing officers, LBH noise pollution officers, LBH transportation officers, LBH community safety officers etc
· A proven track record (of at least two years) of working at a senior management level in the carnival sector (Creative Director or equivalent)
· A proven track record (of at least two years) of managing the participation of performers in large scale carnivals in association with local authorities
· A proven track record of being able to devise and work to a project plan

· Experience of developing a project in close consultation with a large group of creative stakeholders (such as Hackney’s carnival groups)
· Experience of administering a competitive commissioning process with a budget of at least £25,000
· Committed to widening access and creating opportunities for communities to participate in cultural projects

· Knowledge of the current issues and debates within the festival / carnival sectors
· Excellent IT skills including proficiency in PC-based administration software, Excel spreadsheets and Internet use

· Experience of managing contracts for individuals and organisations

· Self-motivated and a self-starter / organisation with excellent staff capacity that can hit the ground running with excellent time management
· Experience of working as part of a team and regularly reporting to a line manager
Cultural Development Team support

The Cultural Development Team will undertake the following tasks, working alongside the Creative Director:

· Administration of small grants process

· Writing contracts for successful applicants

· Booking meeting rooms

Contract Management

The Council’s Head of Libraries, Heritage and Culture will have overall management of the commission, supported by the relevant Cultural Programme Officer.  

The service provider will be expected to agree to a schedule of reporting and contract management meetings with the Cultural Programme Officer.

Submission process

If you are interested in submitting a quotation for this service, please send the following information:

· a statement outlining how you / your organisation meets all the essential criteria, demonstrating experience and skills making reference to TWO past contracts.  

· CVs of all people delivering the service.
· A statement outlining your / your organisation’s approach to this project, detailing your proposed methodology

· a proposed work programme, indicating number of days to be allocated and approximately when (bearing in mind the need for flexibility and paced working, alongside the Event Management team)

· a comprehensive quotation for fees and expenses for undertaking the work including a detailed cost breakdown. This must be a fixed fee proposal.
· evidence of the following insurances:  Public Liability (£10m), Employers Liability (£2m), Professional Indemnity (£2m)
· a statement confirming your HMRC status
· last two years’ financial accounts including:

               Balance sheet;
               Profit and Loss Account/Cost of sales;
               Full notes to Accounts;
               Directors/Auditors report (where applicable).
THE LONDON BOROUGH OF HACKNEY will cross referencE assurances of your companY’s financial standING by applying for a credit reference through an established credit reference agency AND MAY request additional financial information in support of the application. 

· two named referees who can confirm your track record in delivering similar services.  In an attempt to speed up the evaluation process, the reference template has been provided.  This must be sent to your referees and your referee must complete and return the document to the contact officer noted below by the submission deadline.  Please note that it is your responsibility to ensure that the references are returned to the Council by the submission deadline below.
Please email your application to lucy.mcmenemy@hackney.gov.uk.

Deadline for applications: 9am, Tuesday 22nd March 2016
Clarification Interviews may be held, if required.  The purpose of the interview is to clarify aspects of your written submission.  Officers may adjust the scores awarded to your written submission as a result of clarification received during the interview.  Failure to attend an interview, if requested, will mean that your bid will be deselected.  The provisional dates for interviews will be Wednesday 23rd March 2016.
Work commences: Monday 28th March 2016
Selection criteria

The service provider will be selected upon the basis and evaluation of their submission.  The following weightings will be applied to the assessment of the submissions:

· Quality: 50% of the final score

· Price: 50% of the final score

The following scoring mechanism will be used to score the qualitative responses:

	Score Band
	Rationale
	General Description

	0
	Response contains insufficient information to make a judgement, or is otherwise wholly unsatisfactory
	Wholly unsatisfactory

	1
	Response contains significant omissions, weaknesses or concerns, or is otherwise unsatisfactory
	Unsatisfactory

	2
	Response contains some omissions, weaknesses or concerns
	Cause for concern

	3
	Response indicates acceptable confirmation, experience or credibility
	Acceptable

	4
	Response indicates significant and appropriate experience or credibility
	Very Good

	5
	Response indicates significant and appropriate experience or credibility and excellent past performance
	Outstanding


In order to ensure that the successful bidder has met minimum quality standards, any bidder whose score includes two or more answers that are awarded a score of 2 or less, or any awarded a score of 0, will be deemed to have failed minimum quality standards and will be rejected.

Pricing is worth 50% of the overall marks and shall be scored on the basis that the cheapest bidder will score the highest.  Other bidders will be scored in relation to how their price compares with the cheapest bid.  

 

	 
	Bid A
	Bid B
	Bid C
	Bid D

	Cost
	15,849
	17,094
	25,497
	31,246

	Score
	50%
	46.3%
	31.1%
	25.4%


 

A = 15,849 and gets 50%

 

B divided by A = X     17,094

                                 [image: image1]          = 1.078
                                  15,849

 

Proportional score         50      

                                  [image: image2]          = 46.3%

                                    1.078

The following detailed criteria and weightings will be used to assess the quality of each applicant’s proposals:

	Criteria


	Key Aspects

	Meeting all essential criteria
	Pass / Fail

	Assessment of Financial accounts
	Pass/Fail

	Insurance certification
	Pass/Fail

	Methodology 

(Total Weighting 30%)
	Understanding of the project requirements (10%)

	
	Understanding of the project context (5%)

	
	Approach to the project (10%)

	
	Awareness of potential problems (5%)

	Organisation and Time Management 

(Total Weighting 10%)
	Project management expertise (10%)

	Track Record 

(Total Weighting 20%)
	Qualifications and experience of the applicant (10%)

	
	Two examples of projects of a similar type and scale (10%)


The Council is not bound to accept the lowest or any quotation submitted as a result of this invitation. The Council also reserves the right to accept all or any part of an offer and, if necessary, establish arrangements with more than one applicant.
If the council proceeds with an interview process, all applicants who pass the ‘fail / pass’ criteria will be invited to an interview.

Contact Details

All enquiries about this brief should be made to Lucy McMenemy, Cultural Programme Officer.  

Tel:

020 8356 2919
Email:  
lucy.mcmenemy@hackney.gov.uk
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