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1. Overview
An overview of the contract requirements

Culture is important to Southwark. The borough is home to one of the country’s most dynamic cultural landscapes which include institutions, organisations and individuals that have local, national and international impact. This cultural offer is a major component in the regeneration of the borough as well as a major contributor to Southwark’s local economy and the council’s good record for community cohesion. The range and quality of our cultural activity helps to consistently place us in the top five London boroughs for successful Arts Council funding applications. 

Canada Water Library opened in November 2011 and is Southwark’s flagship building at the heart of the Canada Water regeneration scheme. Canada Water is an on going area of development and there will continue to be further positive changes to the immediate area, including a new and improved leisure centre.  

The library is situated on a public plaza and commands a high profile location adjacent to the Canada Water Basin and the underground and bus stations. It is a community hub for the provision of lifelong learning, social and cultural events. The building houses a state of the art community library on two floors, a culture space, meeting rooms, and free access to WIFI and ICT. There is a café and catering facilities on the ground floor. The building has two lifts serving all areas and a featured staircase at its core. 

The culture space is a flexible 150 seat multi-use space, suitable for performance, workshops, conferences, presentations, large meetings and civic events. The library also includes six meeting rooms which are available for external hire, as well as learning programmes and associated activities. 

Our vision for the culture space is to secure its place in the cultural sector as a leading venue that strikes the balance between supporting experimental new work and being a viable receiving venue for more mainstream work, thus building a loyal local audience as well as attracting new audiences who want to try out the space and the experiences it creates.  The culture space and meeting rooms for hire have to generate income to be sustainable and to enable investment for future development and this has to be considered in terms of affordability for the audiences we wish to attract alongside being able to cover costs and fund ongoing improvements.       

A service provider is sought to tender for the management of the culture and meeting room spaces. This service specification outlines the key requirements of the contract to deliver a thriving and financially sustainable cultural venue for the community. The successful provider will  have demonstrable knowledge of running a venue, appropriate commercial expertise to maintain a financially sustainable model for the use of the spaces and the ability to operate in the current market. The culture space has been built to a high technical specification for lighting and sound and the contract will be required to deliver the technical expertise to service this and fully support hires so that they can make best use of the space. 

The successful provider will demonstrate that they have a proven track record of delivering exceptional value for money and a clear focus on maximising resources, with clear evidence of the impact that their work will have on local residents, audiences and library services users. 

As part of the tender, there is also the option for the provider to take on the management of the café through a commercial lease, if desired. 

2. Background & scope

Current arrangements

 As part of the planning and development for the new Canada Water Library the council tendered this contract in order to acquire the requisite expertise for developing the culture space programme. It recognised that there was not sufficient capacity or the full complement of skills and resources within the council’s Libraries, Arts and Heritage Service to directly take on the operational and technical management of the venue, as well as the creative programming and audience development component of delivery. 

A two and a half year contract was awarded to The Albany in October 2011. It was agreed that this was too short a time to fully embed the provision, identify the right cultural offer and understand the local audience and visitors to the space, and so, through a deed of variation, the contract with The Albany was extended in April 2014 for a further two years, and is due to expire in April 2016. 

Service user statistics since Canada Water Library opened in 2011

The Library

· 1,500,196 visitors

· 1,244,414 items borrowed 

· Visitors from 117 out of 211 London postcodes 

· 160 book group meetings 

· 1,069 visitors on an average day 

· 739 class visits 

· 136 creative writing groups 

· 1938 computer taster sessions took place 

· 7976  children, parents and carers attended Bookstart 

· 45,714 people use Canada Water as their main library 50% walk, 37% use public transport, 3% cycle to Canada Water Library

The Culture Space

· 230 public shows in the Culture Space, attended by 14,103 people 

· 5,671 children attended shows in the Culture Space 

· 55 authors gave talks 

· 30 per cent of audiences came from SE16 postcodes and a further 25 per cent from SE postcodes, therefore 55 per cent local audience. 

Cultural strategy objectives and outcomes

Southwark’s cultural strategy and its five year action plan were approved by Cabinet in July 2013, following an extensive consultation process with the cultural sector. The cultural strategy supports the council’s Fairer Future vision and key promises by setting out the broad and powerful ways that culture affects key council priorities through impacting upon employment and the local economy, place making, cohesion, wellbeing and creative vibrancy.

This contract is required to specifically address two of the five themes within the Cultural Strategy. These are:

Theme 3 Creativity, quality and innovation – This theme addresses support for the creation and production of new work, to promote innovation and quality. It involves providing opportunities for new and emerging artists, recent graduates and cultural providers to practice in the borough.

Theme objectives:

· Enabling the creation and production of new work that promotes innovation and best practice.
· Providing opportunities for new and emerging artists, recent graduates and cultural producers support to practice effectively in the borough

· Promoting the skills and experiences of organisations that are producing experimental and cutting edge work, enabling other artists and practitioners to learn from this
· Delivering high quality engagement programmes and provide opportunities for local people to witness and participate in high quality cultural experiences
· Promoting the work of arts and creative organisations that are leading innovation in the field/industry
· Working with the libraries service to co-ordinate a broad range of literary events (including high profile author events)

· Working with the arts service to develop strategic partnerships and support to other arts organisations working in the area

· Providing a platform for the professional development of emerging and early career artists and a seedbed for the creation of new and innovative work

Outcomes 
· Production of high quality and innovative work 

· Increased number of graduates and early career artists receiving professional development opportunities to develop their practice 

· Increased sector learning around innovative practice through events, training, collaboration and skills sharing  

· Community engagement and participation in innovative programming

· Increased profile of the venue as a destination for high quality work 

Theme 5 People and audiences – This theme addresses the need to support the cultural sector to increase and diversify audiences, enabling the sector to reach local audiences and to be aware of the changing nature of the population as a result of physical changes in the area. It includes recognising the work that is rooted in local communities, encourages engagement and participation and is accessible to Southwark’s diverse communities.

Theme objectives:

· Proactively engaging with and striving to better understand its local audience

· Encouraging engagement and participation, and being accessible to Southwark’s diverse communities

· Delivering targeted programmes by age, ethnicity, health & wellbeing, disability etc. for Southwark residents 

· Engaging directly with families and young people through a targeted family programme of high quality children’s shows

Outcomes 
· Increased participation in programming linked to identified priority targeted audiences including:

· Young people and family programmes

· Older people  

· Diverse local communities including, gender, ethnicity, faith, sexual orientation and disability in order to redress imbalances in quality of life outcomes

· Demonstrable impacts seen to the health and wellbeing of participants and health targeted programmes of delivery 

Overview of service requirements of the new contract 

The following services are required of the new contract: 

· Provision of a full time on site operational/management team

· Provision of a front of house and duty management team, including additional security staff (above and beyond those employed by the library) as necessary 

· Provision of a culture space technician

· Development of a client base and audience for the culture space and associated library spaces, with a particular focus on families, older people, diverse communities, and programmes of work which address health and well-being and social exclusion 

· Delivery of a creative and learning programme, including theatre, music, comedy, dance, literary events, film screenings, conferences and young people and family activities

· Responsibility for full programming costs (to include all artists’ fees, riders etc.)

· Maintenance of technical facilities, hiring and booking systems

· Health & safety, licensing, customer relations and PR

· Publicity, marketing and communications for promotion of the venue and the programme

· Monitoring and evaluation of users and customer satisfaction, in line with the council’s corporate performance monitoring and evaluation standards
· Income generation / revenue target of £140,000 through hires 

· The option to take on the management of the café through a commercial lease

Operational environment 

The service will manage the operation of the culture space within the library, including the technical infrastructure.  It will also manage the daily operation of the meeting spaces, and the ticketing and box office systems. 

The library is open 7 days a week. Core library opening hours are as follows: Monday to Friday 8am to 8pm; Saturday 9am to 5pm; and Sunday 12pm to 4pm.  The culture space programme will be delivered in-line with standard arts and cultural venue opening times, up to 11pm.
The provider will be required to work with the libraries team at Canada Water and will be expected to work in an integrated way with the council’s libraries, arts & heritage service and with local providers. 

The contract will also deliver hiring and user policies and procedures; box office systems; volunteering programmes; licensing, PRS and other legislative requirements. 

All staffing for operational needs are to be provided, without any further costs charged to the council. This includes management team, technicians, front of house, communications and any security staff additional to those already employed by the library. The team provided to the contract should be demonstrable via the budget outlined within the tender documents. 

The contract provides the option for the provider to manage the café located on the ground floor of the library. The café is regarded as being a core part of the library experience and an essential element of the service offer to the community.  The café contract will operate on a commercial basis. The provider will pay an annual rent amount, which will be negotiated with the council’s property department, as part of a lease agreement. Any income generated through the café would go to the provider. 

If this option is not taken up, the provider will have to demonstrate how they will successfully operate alongside a café provider to support the box office operation and catering for events to maximise take up and income generation.  

Contract duration and proposed start date

The contract will start in April 2016 for three years with an option on the part of the council to extend for a further two years.

3. Technical and/or quality requirements

This service specification does not seek to be prescriptive in its description of the service required. Rather we are seeking a provider with relevant proven experience in this field who will work to establish a service that is in line with current legislation, as well as meeting the objectives that we have identified in this document. 

Organisations that have been invited to tender will already have been able to demonstrate through the Pre-Qualification Questionnaire (PQQ) process,  that they have the following experience and expertise:

· Experience of operational venue management or (for non-venue based applicants / touring companies) an understanding of the principles of good venue management. 

· Evidence of managing an artistic / cultural programme or season in the last 3 years. 

· Evidence of generating income / revenue through hiring of space, facilities or equipment.

The successful provider will be expected to use this experience to inform and develop a high quality, creative, robust and viable proposal. 

The successful provider will be expected to conform to equalities legislation, health and safety legislation, as well as all relevant safeguarding legislation such as the Children’s Act 2004 and the European Human Rights Act. 

Any potential provider seeking to take on the management of the café will need to provide the following information:

· Experience or track record as a trader, providing a high quality service, including annual turnover, footfall and range of services provided

· Proposal on how they intend to deliver a financially viable café facility, with a high quality and well-balanced range of food. 

The café will need to generate enough income to pay the annual rent and cover the cost of utilities. 

4. Supplier responsibilities

Staff

· To deliver a high standard of day-to-day management of the culture space

· To maintain an operations and procedures manual relating to all aspects of venue management

· To ensure sufficient staffing is in place within agreed opening hours for scheduled events and activities in the culture space and meeting rooms, including management, technical, front of house and security staff as necessary. 

· To pay all staff the London Living Wage (agreed at Council Assembly on 29 February 2012). 

· To manage and train volunteers and casuals

Programme

· To confirm a programme for the culture space on a quarterly basis, and to be agreed with the council a minimum of 6 weeks before going to print and public advertisement. 
· To develop a programme for the culture space, which builds new audiences and raises the profile of the venue. 

· To develop an appropriate programme that balances community activity and commercial requirements, and other reasonable demands that the council requires for the viable use of the space.      

· To be responsible for the programme from April 2016 until the termination of the agreement, including booking and contracting artists and organisations within the agreed contract and hire agreements, marketing and promotion, monitoring and audience surveys and evaluation of the impact of the culture space within the borough and the delivery of the cultural strategy. 

Hiring and booking systems

· To develop effective hiring policies, procedures and agreements for the culture space and meeting rooms

· To deliver hires which achieve  a balance of community and commercial hires

· To deliver hires which achieve the annual income target of £140,000

· To conduct a review of fees and charges (rate card) on an annual basis

· To manage the box office and ticketing systems and income for the spaces

Health and safety

· To deliver a safe and welcoming venue environment

· To create and issue, in liaison with the council’s departments, appropriate licenses, contracts and agreements for the use of the culture and meeting spaces

· To implement appropriate health and safety requirements for the use of the spaces, including a manual and audit;

· To ensure that hirers and companies undertake competent risk assessments and method statements in advance of activity taking place

· To manage the fire safety for the culture and meeting spaces

· To ensure that evidence of public liability insurance is in place for all relevant activities in the culture and meeting spaces.

· To adhere to appropriate health & safety legislation and regulations, as set out by the HSE

Licensing and legal requirements

· To obtain licences and permissions for public performances and events, film and music, including a premises licence, PRS and film licences.

Maintenance

· To oversee maintenance of technical facilities, including lighting and sound equipment; maintenance of bleacher seating; in line with health & safety good practice, as set out by the HSE, including contracts relating to servicing and training.
Environmental impact

· To minimise disruption and damage to the environment and support the council’s environmental and carbon reduction strategy. 

Marketing and communications

· To create and implement a proactive marketing plan that seeks to raise public and industry awareness of the venue, increase usage and generate income.

· To produce publicity and marketing materials, including electronic and print

· To liaise with the with council’s corporate communications team and work within the corporate communications guidelines as necessary. 

Audience development 

· To produce an audience development plan, which aligns with the cultural strategy objectives and to inform business planning 

· To increase attendance at events in the culture space 

· To develop audiences for the culture space programme among the following targeted groups: families and young people (0-19) target 30%; older people; BME communities target 30%

· To increase local audiences (25% currently)

· To develop schools engagement

Café 

· To promote healthy foods, particularly to children and young people, to counter the problems associated with child obesity

· To provide affordable pricing with regular reviews of pricing structures

· To provide (at minimum) a range of hot and cold drinks and snacks through core opening times

· To cater for evening and weekend events, including catering for events hosted by the library and external hirers of the culture space and meetings rooms

· To offer a high quality and well balanced range of foods that are acceptable to a diverse community/customer base

· To use fair trade products and promote sustainability and reduce food miles.

· To appoint a catering services manager responsible for the satisfactory execution of services on site and to perform duties efficiently and effectively with regard to customer care and all aspects of service delivery

· To provide sufficient numbers of trained staff to run/manage the day to day function of the café

· To train staff in customer care and disability awareness

· To clean and maintain catering equipment and appliances

· To obtain an alcohol licence for events. 

· To make adequate provision for the disposal of litter and waste

· To have in place appropriate insurance (employers, public liability and contents insurance)

· To ensure the security of cash till and stock at all times

· To adhere to health & safety and food hygiene legislation and regulations, as set out by the HSE

At the end of the contract period or in the event of a change in provider, the current provider will work with the council and any potential new provider to ensure that any information is handed over in relation to service users, referrers, contract monitoring and TUPE. This will be all within relevant legislation frameworks and will be to ensure there is a smooth handover.

5. LB Southwark responsibilities

The council will be responsible for the provision of desk space and serviced IT for the provider’s team at no cost to the provider, as part of the library establishment. This does not include the ticketing website or external communications. 

The council will be responsible for the provision of appropriate amenities for the culture space, including access to toilets and space for breaks and refreshments at no cost to the provider 

The council will be responsible for cleaning contracts for the library, to include the culture space, meeting spaces, and shared office space, at no cost to the provider. 

The council will be responsible for the provision of a designated officer to advise and assist with the development of the cultural programme for the duration of the agreement.

The council will be responsible for the provision of the services of a finance officer to advise on the implementation of financial systems, and to advise on financial management requirements for the duration of the agreement. 

6. Payments, charging & invoicing

The provision of the annual budget forecast will take place at the start of the year. Performance will be monitored for income and expenditure against the annual target on a monthly basis, with information provided to the council’s finance officer by the 10th of each month. Contract monitoring meetings will be organised quarterly.

Payment will be made in arrears and on submission of an invoice detailing spend against contract cost as outlined in the payments schedule. Payment will be made upon satisfactory delivery of agreed outputs and outcomes, as described above.

Payment will be made on monies spent against budget and Southwark will seek to recover any under spend without jeopardising the service viability.

7. Performance monitoring

The provider will be responsible for 

· monitoring and evaluating audiences and users, in line with council’s corporate performance monitoring and evaluation standards, to gather both quantitative and qualitative data to inform marketing and promotion and for input into performance data for the culture space, meeting spaces and library as whole, on a quarterly basis, with a full review every six months.   
· consulting with stakeholders, residents, local communities and other relevant third parties to obtain feedback on the use and impact of the culture space and to inform continuous improvements in terms of quality and service provision

· monitoring and projecting income generation to achieve the annual target of £140,000 on a monthly basis, with a full financial review every six months. 

Any additional surplus will be reinvested into the artistic programme. 

All performance and financial monitoring will be aligned with the financial year. 

8. Pricing schedule

 There is a maximum commissioning envelope of £160,000 per year, for a period of three years, with the option to extend for a further two years, making a total contract value of £800,000. This is to cover the costs of the operational management team, front of house and duty management team, technical staff and full programming costs. The key indicator for performance will be a minimum £140,000 per annum income generation target.

9. Further information and references

Southwark’s cultural strategy:

http://www.southwark.gov.uk/culturalstrategy
Southwark’s Fairer Future promises

http://www.southwark.gov.uk/info/200293/a_fairer_future/3165/fairer_future_promises
Equalities in Southwark

http://www.southwark.gov.uk/downloads/download/2921/southwark_councils_approach_to_equality_delivering_a_fairer_future_for_all
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