Lambeth Archives
Options Appraisal 
Consultant’s Brief
Executive summary
The purpose of this project is to consider and appraise the options for a long-term home for the Lambeth Archives.  The project will take into account the London Borough of Lambeth’s overall requirements in delivering an effective Archives Service both for the present and the future, as well as addressing the particular needs of the users of the service; both as depositors and users. The project will identify locations that provide most benefit for the communities of Lambeth and visitors from outside the borough and that can deliver: sustainability in terms of revenue costs; security and preservation of records; space for new deposits. Options considered should support the Archives in obtaining accredited status in the future from The National Archives.  
It is generally recognised that the present location for the borough archives, the basement and ground floor areas occupied by the Archives in the Minet building in their current state are not fit for purpose. The storage conditions do not meet the necessary standards.  It is poorly placed for use by both the public and council officers, being on a residential street, away from bus routes and the tube.  

The Culture 2020 public consultation document in early 2015 proposed that the Council “would continue to work closely with the Black Cultural Archives and following a feasibility study may propose moving the borough archives from Minet Library to Brixton Library”. 
Following reflection on the consultation feedback received, the October 2015 Cabinet report recommended that:
“an options appraisal be undertaken on a wider range of options concerning the future of the borough archives. The council rejects the notion that stronger working links cannot be developed between the borough archive and BCA such as sharing resources and expertise without requiring full integration. The council notes the concerns about the archives being located at Brixton Library, but without objective, technical and financial appraisal it must at this stage remain an option for consideration. We agree that this issue needs to be managed carefully and that a wider range of options made available to consider.”
Therefore the options appraisal should: 
1. Scope and identify possible locations in Brixton, as well as other possible locations in the borough, such as Waterloo/Southbank, Vauxhall or West Norwood, assessing the merits of the different locations such as transport links, capital costs, available space or regeneration of an area. 
2. Consider shared use with another heritage institution, local HE organisations, Universities, other boroughs or other mixed use of building. Any shared usage should be with a compatible body and ensure that revenue funding is secure to ensure sustainability.
3. Assess the suitability to use off-site storage that meets the requirements of PD5454 and is compatible with archive service accreditation. 
The options must have the capacity to fulfil the following criteria: 
· Be affordable both in terms of the capital and revenue required of the council to maintain both the service and facilities. The current annual revenue budget is £190,000. We are unable to confirm whether this budget will be maintained in the future, given the level of savings required from Council budgets. So all options should be considered with a focus on minimising revenue costs and look at options working to 75% and 50% of the current budget.
· Improve accessibility
· Utilise new technologies and address preservation and storage of current digital and born-digital records
· Maximise income generation
· Provide a destination where people can access the service, discover and learn about local identity and heritage
· Meet the necessary standards for archive storage
Be of sufficient capacity to house the existing collection and its projected expansion
Lambeth Council is looking for an imaginative and rigorous approach to the options for the future development and location of this important service. 
1. The planning and regeneration context

Lambeth Council adopted a new Local Plan in September 2015 to guide development in the borough over the next 15 years.  This supports growth and change and is our guide for development in the borough, setting out how we can improve the quality of the local environment, as well as the quality of people's lives, while also protecting the historic environment.
Planning policy supports the development and improvement of community facilities and sets out guidelines for the protection of community space to ensure that any loss of space is mitigated against and to encourage the building of new space to ensure that there is adequate provision to meet the needs of local communities, where sites or buildings are appropriate for their intended use (strategic policy S1 and S2).  

The Local Plan also sets out a commitment to developing a Historic Environment Strategy (policy Q18) that will assist developers and other interested parties in understanding the justifications behind its approach to sustaining and enhancing the historic environment.  It is envisaged that the records held by the borough Archives Service will be an important resource in support of delivering this strategy. 

2. Culture 2020
In October 2015 Lambeth Cabinet adopted the Culture 2020 report that presented a comprehensive cultural plan for the borough; the underlying priority being that people are healthier for longer.  This report recommended that the Council commissions an options appraisal for the long-term home for the borough archives, stating that the current facilities are not fit for purpose.  A copy of this report is available for review as appendix B.
3. The Archives Service
Lambeth Archives is the official repository for the records, worthy of long-term preservation, of the London Borough of Lambeth and its predecessor bodies.  It is also the place of custody for records from independent organisations with Lambeth associations and the Local Studies Library for printed and published materials of local historical importance.  
The Archives Service is in the same section of the Council as the Lambeth Library Service and currently shares a building with the Minet Library.  The service works with all council departments to secure their historical records, following the Retention Guideline for Local Authorities.  Other council departments in turn rely on the Archives to provide accurate and rapid information on the council’s past administration and on historic information for a wide range of operational, legal and cultural uses. There is currently no robust system in place for born-digital records and if a suitable partner or solution for this is identified by the options appraisal it would be welcomed. 
4. Legal requirements

The Archives service helps the council deliver a number of legal requirements that it is bound by.  

The Local Government (Records) Act (1962) gives discretionary powers to provide an archive service; The Local Government Act (1972) requires ‘proper arrangements’ for care of records that belong to or are in the custody of the Council; it offers guidance on Records Management and historical archives, their storage and access and the statutory requirement for local authority minutes to be publicly available for consultation. 

The Public Libraries and Museums Act (1964) requires library authorities to provide a ‘comprehensive and efficient’ service.  Local studies material is included in the comprehensive element. 
The Law of Property Act 1922, s144(7)  and the Manorial Document Rules 1959 covers the retention of Manorial Records. Lambeth Archives hold a large number of local manorial records which are governed and protected by this legislation.
More recently the Data Protection and the Freedom of Information (FoI) Acts have further shaped local authority statutory requirements in maintaining their archives and gives to citizens a statutory right of access to information, subject to certain conditions and exemptions. 
5. Lambeth Archives, the Minet Library building, location and constraints
The Archives is situated in the Minet Library at 52 Knatchbull Road, London SE5 9QY in the London Borough of Lambeth.  A post-war building, located in an attractive area that is poorly served by public transport; it is on the edge of the borough and distant from any town centre.  
The archives occupy approximately 60% of the Minet Library space.  Virtually all the archive storage space is now used.  The loss of an out store at West Norwood Library and the major recent transfers from the Town Hall basements, as part of the preparations for the New Town Hall project, mean that the Archives will shortly be unable to accept any further records. 

The current building also lacks exhibition and education rooms, conservation and document quarantine areas. There are also limited facilities for visitors; with no public toilets, common room facilities, or cafes nearby.

The Culture 2020 Cabinet Report outlines the future of the Minet Library as follows:
“The leisure management contract with Greenwich Leisure Limited, which runs until 2022 be revised in 2016 and include the establishment of 3 healthy living centres at Minet, Tate South and Carnegie library buildings.” 

“The Council has also received a proposal to redevelop of the existing Minet library site to include mixed use, including residential, community and potential small enterprise and business units. Following further reflection of the consultation feedback, this report recommends that disposal of the site is no longer sought and that the redevelopment option be pursued by 2020 which links to the ambitions of the Lambeth Cultural Trust and our aspiration to build new homes in Lambeth. 

In the meantime the site will be transformed during 2016/17 into a healthy living centre providing access to a gym, neighbourhood library and the holding of the borough archive, until options appraisal has been concluded into the long-term location for the borough archives. Once redeveloped the Healthy Living Centre should be re-provided on site. This report recommends the current library service is decommissioned by April 2016 and is replaced by the revised neighbourhood library service thereafter.” 
6. Brief history of the Archives
Archive collecting in the borough began at the Minet Library 125 years ago and Lambeth’s collection is one of the longest-established, largest and most varied of the borough collections in London, probably only exceeded by those held by Westminster and the City of London.  The key moments in the history of the archives are:

· A local history collection on Lambeth and Surrey was established at the library donated by William Minet in 1890; the family continued to support the collection until 1955. The library was jointly shared between the then-boroughs of Lambeth and Camberwell.

· The library was bombed in the war but the archives survived undamaged in the basement strong rooms.

· In 1959 the rebuilt library opened, the “joint library” lapsed and the Minet Library collection became Lambeth Archives. Historical council records and local history collections were transferred to it from the Town Hall and Brixton Library.  

· The creation of the London borough of Lambeth in 1965 and the extension of its boundaries saw the transfer of further historic records from Wandsworth Council and Clapham and Streatham libraries.

· The regular transfer of historical records from Lambeth Council departments and the collecting of organisational archives from other organisations have continued since.
7. Extent and content of the collection
The archives collection is unique to Lambeth and is a crucial part of the borough’s identity and its sense of place.  The collections at Lambeth Archives comprise archives (60%) and local studies material (40%).  The collections currently are 292 cubic metres in volume or just over 1 mile of linear shelving and are continually added to. 

The archive collection includes the records of Lambeth council from the sixteenth century and those of many local businesses, institutions, societies, families and individuals.  There are over 30,000 property deeds and the records of local manors dating from the thirteenth century.  These collections are held in secure storage and are ordered up using the catalogues.  
The Local Studies Library includes printed books, periodicals, newspapers; a visual collection of over 60,000 items, 2,500 maps, cuttings and ephemera.  It also includes local microform copies of sources held elsewhere like census, local press, parish registers and civil registration indexes.  Many of the more heavily-consulted records are on open access in the search room.

There is small but growing amount of born-digital or digitised material including:  

· Lambeth films and videos which have been recently digitised by Screen London

· Digital oral history collections including those of ROC (Remembering Olive Collective) and Mill Memories project 
· 12,500 illustrations which have been scanned and are now accessible through the image website www.landmark.lambeth.gov.uk 

There is a small museum collection (6m³) of Lambeth related objects, of which the most important component is the Woolley bequest of locally-manufactured Doulton pottery.

While some items are also of London-wide and even national significance (like the Vauxhall Gardens collection of playbills and music, or the Deepdene collection of house and garden design), the collections are primarily of local significance and provide local people with a source of collective memory and a sense of place.  There is a well-developed black history collection, including some important local collections (like those of Harry Jacobs and Olive Morris) which contribute to the history of Lambeth’s black community.  

The map and visual collections are currently accessed via card catalogues, although the digitised content on the Landmark website means that 12,500 illustrations (20% of the collection) are also searchable on-line.
8. Preservation

The service’s commitment to its collection is long term.  It requires the collections to be stored in an environment free from the threats of theft, loss or misplacement, fire, flood and to try and mitigate the inherent decay of the media in which the archives are stored (paper, photographic film, magnetic tape, digital storage). 

The requirements are summarised in British Standard PD5454 which stipulates the construction of an archive building (sound construction, secure, alarmed and vandalism-free) and the access procedures (auditing procedures to record who used records and when and staff that handled them).  

However the current service does not currently meet this standard on a number of counts:

· The building layout means that storage spaces are also used by staff and visitors as circulation spaces

· Some storage areas do not meet the required temperature and humidity range

· The lack of air circulation has led to localised outbreaks of mould in the past
· A proportion of the collection remains poorly or un-catalogued

· The service needs a new up to date electronic cataloguing system

· There is no provision for digital preservation; or plans in place to capture, store and access born digital - electronic records
9. Current Staffing 

The Archives Manager reports to the Service Manager: Libraries and Archives, who in turn reports to the Director of Education, Learning and Skills. 

The current Archives establishment is 3.5: 

· 1 fte Archives Manager, currently a job-share 

· 1  Archivist

· 0.5 fte Local Studies Librarian

· 1 Senior Archives and Local Studies Assistant 

There are no conservator or education/collection interpretation roles.

Staff provision is less than the inner London average of 4.4 fte staff and ranks 6 out of the 10 authorities that reported for 2013-14. There were 716 volunteer hours in 2013-14.
10. Current Budget

The total annual budget for the archives service is as follows: 
	Budget area
	Description
	Budget (£)

	Archives & Minet library shared costs 
	Premises
	20,000

	
	Utilities
	5,000

	
	Rates
	25,000

	Archives budget (minus premises costs)
	Income
	-15,000

	
	Employees
	133,000

	
	Supplies and Services 
	23,000

	Total
	191,000


11. Current opening hours 

The archives are currently open for a total of 34 hours per week. 

	Weekday
	Opening time
	Closing time

	Monday
	1pm 
	8pm

	Tuesday
	10am
	6pm

	Wednesday
	Closed
	Closed

	Thursday
	10am
	6pm

	Friday
	10am
	1pm

	Saturday
	9am
	5pm

	Sunday
	Closed
	Closed


12. Types of use

People use the collection for a variety of reasons, some of the broader categories of use include:

· Cultural and personal – including people engaged in researching house and family history, their own personal or cultural identity and reminiscence.

· Commercial – researching street and house names, contaminated land surveys, archaeological desk research and site histories, information for locating tunnels and drains etc., ownership information from maps and title deeds and as a resource for images. 

· Personal business – researching drainage records to deal with flooding, electoral registers and school records to prove residency, cemetery registers to identify family graves and valuation lists to provide historic rateable values.

· Educational – school pupils, teachers and students for informal learning and research and people undertaking academic research for theses and dissertations. 
· Officer and depositor – accessing minutes for proof of decisions, borrowing title deeds to prove ownership of land, research other council services, writing histories etc.

· Democratic accountability

13. Usage 

Users of the archives service fall into several categories:

· Active researchers using the collections in person by visiting the search room, or by postal or email enquiry.  2353 active researchers used the service in 2013-14 (1426 personal visitors and 927 written enquiries).

· Young people, schools and adult learning.  Including class and group visits and training or induction groups wishing to use the archives.  1528 people attended 38 learning events in 2013-14.

· Lambeth audiences for events (talks, walks, visitors, group sessions) can attract an extremely high footfall.  The total audience for the 65 events of the 2015 Lambeth Heritage Festival was in excess of 4000, a 30% increase on the attendance in 2014.  The annual Archives Open Day gets 200+ visitors.  The Water Lambeth exhibition of items of the Archives collections at Morley Gallery in 2015 drew 1650 people. 

· Wider audiences for its collections through loans to national and international museum exhibitions.  In the last two years Lambeth Archives has loaned items to nine national and international museums. Doulton pottery and photographs seen at the Lambeth Treasures exhibition at the Festival Hall from June to September 2013 attracted an audience of 15,000.  Lambeth items loaned to the V&A’s William Kent exhibition were seen by 35,000 visitors from March to July 2014, while material from the Olive Morris collection loaned to the V&A for their Disobedient Objects exhibition was seen by an audience of over 416,000.

· Remote electronic audiences who can access and use the collections in the following ways: 

· Council web pages; the archives guide is one of the most downloaded documents on the site http://www.lambeth.gov.uk/leisure-parks-and-libraries/libraries/lambeth-archives-guide
· Lambeth Landmark where users can search, view and purchase copies of 12,500 of our archive images.  Apart from the City of London, Lambeth has the largest image website of any London borough http://landmark.lambeth.gov.uk
· The National Archives’ Discovery portal which gives searchable access to most of the archive catalogues, http://discovery.nationalarchives.gov.uk/advanced-search
· The Ideal Homes site hosting our images and articles on the history and development of S E London’s suburbs. http://www.ideal-homes.org.uk/lambeth
· Social media: it is believed that @LambethArchives is the council department with the largest number of followers on Twitter, currently 3259.  It is used to promote our events and on-line content and to answer enquiries.

14. User statistics for Lambeth and other London borough Archives 

	 
	Personal visitors
	Attendees at learning events
	Remote enquiries

	Lambeth
	1,426
	1,528
	1,804

	Inner London total
	20,688 (Westminster Archives accounts for 7,124 of these ie over a third)
	15,026
	31,728

	Inner London average
	2,069
	1,503
	1,670

	all London total
	29,883
	70,144 (Barking and Dagenham account for 41,760 of this figure) 
	48,786

	all London average
	1,245
	2,806
	957


(Data source: CIPFA Return for 2013/14)

The Lambeth figures are in line with or better than the inner and all-London average once the Westminster and Barking and Dagenham figures, which are not typical are removed.  The event figures reflect the effect of some services operating in conjunction with a museum and/or having dedicated outreach/education officers.  
15. Ambitions for the future of the Archives Service
Our aim is to develop an archives service fit for the 21st century in line with Archives for the 21st Century in action and The National Archives accreditation standards: an Archives that continues to build on the Minet family’s original legacy and which:

· provides a more accessible community building for local people and visitors alike

· provides improved access and exhibition space for the archive and museum collections 

· provides a destination and educational space for all citizens to discover and learn about our local identity and heritage

· provides facilities for increasing the work we do with our community and partners

· explores ways to generate more revenue from the specialist services we provide

· meets the needs of present and future generations by providing storage space compliant with current standards and is of sufficient capacity to continue to collect the records of Lambeth and its people, both past and present 

· meets the challenge of storing and accessing digital records
16.  Scope and project brief
The Council is seeking a specialist in archives, with experience in archive building assessment; feasibility studies; strategic planning; funding, design and space planning, to appraise options for the future location of the Lambeth Archives to reflect the modernisation agenda for the service, explore stand alone and integrated approaches to service delivery, opportunities for integration into mixed use developments and opportunities to generate income.  
Ideally, the appointed consultant / consultant team will have experience of working with archives and of developing proposals that increase community / public access to such buildings.  Some experience of civic or library buildings and / or property expertise and experience of working in a local government and ideally London borough context is also desirable.  
The appointed consultant will also be expected to work closely throughout this project with archives and library staff, our community and partners, The National Archives, depositors, local amenity societies, other Council departments, the Lambeth Local History Forum and the Minet Hub Group to develop a future service to meet local needs and national standards.

17.  Options to be considered include: 
1. Scoping and identifying possible locations in Brixton, as well as other possible locations in the borough, such as Waterloo/Southbank, Vauxhall or West Norwood, assessing the merits of the different locations such as transport links, capital costs, available space or regeneration of an area. 
2. Considering shared use with another heritage institution, local HE organisations, Universities, other boroughs or other mixed use of building. Any shared usage should be with a compatible body and ensure that revenue funding is secure to ensure sustainability
3. Assessing the suitability of using off-site storage that meets the requirements of PD5454 and is compatible with archive service accreditation. 

The options must have the capacity to fulfil the following criteria: 

· Be affordable both in terms of the capital and revenue required of the council to maintain both service and facilities. The current annual revenue budget is £190,000. We are unable to confirm whether this budget will be maintained in the future, given the level of savings required from Council budgets. So all options should be considered with a focus on minimising revenue costs  and look at options working to 75% and 50% of the current budget. 
· Improve accessibility
· Utilise new technologies and address preservation and storage of current digital and born-digital records 
· Maximise income generation

· Provide a destination where people can access the service, discover and learn about local identity and heritage
· Provide adequate facilities and study space for users, including WIFI access, locker space, toilets and a refreshment area. 
· Meet the necessary standards for archive storage
· Be of sufficient capacity to house the existing collection and its projected expansion
In exploring the options, the following factors should also be taken into account:
· Innovation: in delivering archives services
· Community services: how will the quality and range of services and activities available to the local community be maintained and/or extended?

· Attracting business: what are the opportunities and possibilities for income generation?

· Capital cost: how costly will the options be to implement? Is there potential for external funding to support the proposed capital requirement?
· Revenue cost: what are the likely operating costs of each option, including staffing and increased opening hours, increased premises costs, utilities and rates, or costs of moving material between sites if off-site storage is being considered? Revenue assessments should consider the need to keep revenue costs down and look at options working to 75% and 50% of the current budget. Assessments should also explore the potential for external funding and/or for charging non Lambeth residents, to support some of the proposed revenue requirements.  Can the income generated be increased to support the costs of any additional activity? 
· Timescale: how long would it take to deliver each option?
· Community needs and priorities: to what extent does the option under consideration address community needs and aspirations? 
· Local authority needs: in terms of preservation and retention of administrative and historical records 
· Lifespan of the proposed options
18.  Work specification

· Review and assessment of the current Archives Service’s offer and location to inform options for future location

· Consultation with the Archives Service, Lambeth residents, community groups, businesses and stakeholders to support an understanding of local needs, priorities, issues and opportunities available to help inform the development of the proposals. 

· Assessment of current usage and potential for audience development
· Scoping and identifying all potential options to be considered for the future location of the archives service 
· Liaising with Lambeth Planning and Regeneration teams to review planning/policy sources to assess the feasibility of the identified options
· An assessment of the options in relation to their ability to support delivery of a sustainable and financially viable Archives Service that meets archival standards and the council’s aspirations for an improved service. This should include consideration of the revenue budget(s) required in order to make these options viable – looking at staffing and opening hours as well as identifying opportunities across all possible options for maximising income.  
· A needs analysis to ascertain the level of demand and potential usage of space.
· Market testing where appropriate in relation to the proposed options.
· Consultation is critical to the project and should inform the development of the proposals and be used to identify a preferred option for the future location of the service.

· Initial business planning and financial modelling once preferred option/s is identified to assess the financial sustainability of the proposal and mechanisms for implementing this proposal.  
· As a basis for the business plan, the consultant should provide outline cost estimates covering the capital programme and the first three years of occupation, including revenue projections and management costs. This should also take into account the on-going maintenance and repair requirements for the building.  
· Identification of risks: practical, financial and reputational 

19.  Expression of Interest
All consultants submitting proposals for this project are required to submit a short report that covers the following: 
1. An introductory statement outlining your understanding of the brief
2. Outline methodology and details of how you will approach this work, including approach to stakeholder engagement 

3. A detailed delivery programme and timeline, identifying key tasks, outputs and deliverables and demonstrating how these will be achieved
4. Details of your experience and qualifications for delivering a project of this type

5. Details of the professional team to be dedicated to the project, or if you are a lone consultant details of the expertise you intend to call on (including CVs) - clearly identifying specific roles, the team leader and main contact.
6. Detailed breakdown of predicted expenditure for the project including expenses and printing costs, this information should be disaggregated to show the fees of the individual professional disciplines (including approximate number and rate per day)
7. The names and contact details of at least two relevant referees

8. Details of your relevant insurances
The proposal document should be no more than 10 A4 pages. 
Please note: Expressions of Interest will not be considered from existing Lambeth employees.
20.  Evaluation of proposals
Proposal documents will be considered against the following criteria: 
· Evidence of demonstrable understanding of the brief 
· Robustness of the proposed methodology for undertaking the commission
· Robustness of programme and timescales 
· Track record of the consultant/project team in handling similar complex commissions
· Experience and suitability of the consultant/project team 

· Although the quotation price will be part of the evaluation criteria, the Council will not necessarily accept the lowest quotation 
Interviews may be used for clarification purposes. Scores will be revisited based on clarification issues being addressed at interview
The balance of scoring will be 60% quality: 40% price.  

Quality: 

For quality, the evaluation will use a standard scoring range of 0 to 5; 0 being poor and 5 being excellent, using the following matrix: 
	Score
	Description

	0
	No answer provided.

	1
	Very weak answer and unable to demonstrate and understanding of the proposed Contract Requirements and little or no evidence of how the consultant/team proposes to meet them.

	2
	Weak answer with limited demonstration of understanding of the proposed Contract Requirements and very limited evidence of how the consultant/team proposes to meet them.

	3
	Satisfactory answer demonstrating some understanding of the proposed Contract Requirements and some understanding of how the consultant/team proposes to meet them.

	4
	Good answer demonstrating a good understanding of the proposed Contract Requirements and good evidence of how the consultant/team proposes to meet them.

	5
	Excellent answer demonstrating a deep understanding of the proposed Contract Requirements and excellent evidence of how the consultant/team proposes to exceed them.


The following evaluation score sheet, including weightings, is proposed: 
	Criteria
	Weight
	Score
	Total

	Understanding of the brief: 

· Demonstrates a clear understanding of the objectives of this options appraisal

· Demonstrates an understanding of the borough and financial context 

· Demonstrates understanding and opportunity for innovative working 


	2
	5
	10

	Methodology: 

· Good understanding of the services required

· Clearly sets out a methodical approach to the scope of works in the brief

· Clearly identifies approach to working with and consulting local stakeholders

	4
	5
	20

	Programme:

· Clearly defined delivery programme with well defined outputs, deliverables and timescales

· Clearly defines how the timescales set by the council will be met 

· Clearly demonstrates how the programme will be monitored to track progress and how slippages would be tackled 


	2
	5
	10

	Relevant experience: 

· Demonstrates up to date knowledge of archival requirements, including born digital material and storage needs

· Demonstrates an understanding of the archives sector 

· Demonstrates experience of delivering similar projects


	2
	5
	10

	Staff and resources:

· Size of the team is appropriate to the requirements of the service

· Skill selection of the team is clearly aligned wit the services required for the project

· Clear evidence of the team members skills are provided, not merely described. 

· Number of days allocated to each project team member is appropriate to the requirements of the service

· Team structure provided with management details, demonstrating how the team will work together
	2
	5
	10


Price:

For price, each submission will be assessed on the total cost of delivering the programme, using the following equation: 
[image: image1.png]Bidder Score =





Where A represents the Upper Price Limit, B the Lower Price Limit or the cheapest that anyone could deliver this project for and C represents the submitted price quote.

Please Note: For this project the Upper Price Limit is £40,000 and the Lower Price Limit is £30,000. 
21.  Delivery Date
This options appraisal will be instrumental to informing decisions on the possible future location of the Lambeth Archives and needs to be undertaken and completed by 5 September 2016. 
As part of your submission, please provide a timetable outlining the key milestones and how you propose to deliver this appraisal report by this date. 
22.  Fees
The schedule of payments for the development of the options appraisal will be confirmed following appointment of the consultant. It is anticipated that payment will be provided in 3 stages, as follows: 
	Activity  
	Payment schedule

	Project inception
	Payment 1

	Interim report
	Payment 2

	Completion of report
	Payment 3


23.
Submitting proposals and interview date
Proposals and quotations should be submitted by 12 noon on Tuesday 3 May 2016 via email or file transfer to:

Dawn Bunce

Arts Partnership Officer

Email: dbunce@lambeth.gov.uk 

Tel: 020 7926 0760
Should interviews be required, they will take place on w/c Monday 9 May 2016 
24. List of Schedules
Schedule 1 – Ideal requirements for the Archives
Schedule 2 – Priority stakeholders and partners
25. List of Appendices

Appendix A – Lambeth Council Community Plan 2013-2016 
Appendix B – October 2015 Culture 2020 Cabinet Report

Appendix C – Guide to Lambeth Archives 
Schedule 1: Ideal requirements for the Archives
The requirements set out below represent the scope for a new archives building, location and service.  Some of these spaces are desirable rather than essential and several could be shared either in partnership with other organisations or as part of a larger shared facility. 

We acknowledge that it is not always possible to satisfy all of the criteria and that compromises may need to be made.  However, we would like the selected consultants to consider the following as part of their options appraisal in order to assess how identified locations could maximise space, increase access to the archives, encourage income generation and support the development of a sustainable service.  
	Essential Criteria for the Archives


	1.
	A more suitable location 

	
	A more suitable location with good tube and rail links and easy pedestrian access, with convenient links to central London and ideally close to a range of other attractions, commercial, cultural or recreational.



	2.
	Increased and improved access

	
	A more accessible service for local people, depositors and visitors alike including increased opening hours, staffing support, improved access to the collection and interpretation of materials.


	3.
	Storage for archives and local studies collection

	
	Standards: 
	BS PD 5454

	
	Size required: 
	· The current 252m³ of records of the archives and the local studies collection occupies 380m² of floor space in the Minet building and 2,200m of shelving.

· Allowing for accrual space following current recommendations for new archive buildings - 20 years of accruals at approx. 7m3 per annum (140m³) - would require an additional storage area of 210m²

· Therefore the estimated total minimum storage space required would be 590m².  

	
	Practical requirements: 


	· Standard archive-depth mobile shelving (85%). 

· Fixed shelving to accommodate OS flat, OS rolled, framed items, specialist photographic and data (15%) 

· Floors would need to be sufficiently strong to take mobile shelf loadings of up to 500kg per m².  

	
	NB:
	These figures are paper estimates only and will need to be recalculated within the context of actual building spaces.

	4.
	Digital storage requirements



	
	Standards:
	No specific standard but space must be secure, alarmed and with fire detection. Temperature and ventilation adjustable to meet needs of different media

	
	Size required:
	To be identified as part of this options appraisal

	
	Practical  requirements:
	To be determined in consultation with Lambeth IT but possibilities will include use of existing Lambeth server or cloud storage with hard drive backups and access hardware on site.

	5.
	Quarantine store



	
	Standards:
	There is no specific BSI PD; space must be secure, alarmed and with fire detection.

	
	Size required:
	20m²

	
	Practical requirements:
	Archive-depth shelving; fume cupboard, table space for sorting and boxing

	6.
	Search / reading room



	
	Standards:
	DDA-compliant (disabled access); space must be secure, alarmed and with fire detection.

	
	Size required:  
	80m²

	
	Practical requirements:
	Study desk space for at least 12 users, 3 x microfilm readers, 4 x PC, printer/mfd, map table for consulting large documents, book shelving, 8 x filing cabinets, map cabinets, catalogue drawers, invigilation desk, CCTV.

	7.
	Staff accommodation



	
	Standards:
	Office accommodation; space must be secure, alarmed and with fire detection. DDA compliant

	
	Size required:
	70m² plus 9m²for storage room

	
	Practical requirements:
	5 work stations, 5 phones, printer, scanner, large work table, shelved and filing cabinet storage space, safe, A storage room is required for consumables, supplies and equipment.

	
	NB:
	Archive areas for storage, staff work and public research must be able to be secured independently and separately alarmed from the rest of any other space in a shared use building.  

	8.
	Scanning and printing room / facilities 



	
	Standards:
	There is no specific BSI PD; space must be secure, alarmed and with fire detection.

	
	Size required:  
	20m²

	
	Practical requirements:
	Scanner (minimum A3), supporting IT, interim secure storage for documents

	
	NB:
	Essential function but could be integrated with staff work areas

	9.
	Teaching / Meeting space 

	
	Standards:
	DDA-compliant (disabled access, induction loop)

	
	Size required:  
	Approx. 80m², capable of seating 40. However, 100 would be preferable so more commercially viable

	
	Practical requirements:
	Whiteboard, digital projector and screen. 

	
	NB:
	Could be shared with another organisation or combined use with Display Space


	Desirable Criteria for the Archives


	1.
	Display space 



	
	Standards:
	BSI PD 5454



	
	Size required:
	40m²

	
	Practical requirements:
	Secure display cases for objects and documents, secure wall hanging for framed items, invigilation / CCTV. Also consider requirements for controlled environment and light-levels for some fragile/fugitive items



	
	NB:
	This space could be shared with another organisation or could also work as: 

a) a wall and cabinet display area in a corridor or

b) combined use with a Teaching/Meeting space

	2.
	Conservation studio 



	
	Standards:
	There is no specific BSI PD; space must be secure, alarmed and with fire detection.

	
	Size required:
	15m² 

	
	Practical requirements:
	This is an optional building element as the service could function as at present with an out-sourced conservation service.


	Other practical requirements  

	1.
	Plant room
	To supply controlled environment to storage areas to meet BS PD 5454 (temperature, humidity, air filtration, air changes), plus general heating etc., or meet required standards with passive environmental controls


	2.
	Locker space:
	Not required as separate area but must provide lockers for the public at reception or as part of the search room


	3.
	Public toilets:
	Including disabled; for archive visitors



	4.
	Common room/refreshment area for public
	Small area where users can eat food and drink (not catered)

	5.
	Staff toilets and facilities:
	Separate toilets, showers, kitchen and rest areas for staff



	6.
	Vehicular access: 

	Loading bay

	NB:
	The above are essential for day to day running of the service but could be shared with other organisations or as part of a larger shared facility


DDA compliance applies to both public and staff areas.
Schedule 2: Local context, priority stakeholders and partners
The following lists some of the local context and priority stakeholders and partners that should be considered and consulted with in delivering this options appraisal: 

[Please note: this is by no means an extensive list and should be considered a starting off point]
1. Lambeth Local History Forum

The Lambeth Local History Forum (LLHF) is a forum of civic and amenity societies, friends groups, museums and archives from across the borough which have an active interest in local history.  It has been in existence since 1991 and meets quarterly at the Lambeth Archives in the Minet Library.  Its activities include:

· collaboration in the research and publication of local history

· the organisation and promotion through an annual leaflet of heritage walks 

· supporting the annual Archives Open Day and 

· helping organise in collaboration with Lambeth Archives, and fully participating in, the Lambeth Heritage Festival.
2. Record creators
2.1 Lambeth Council, from which the service receives transfers of records for permanent preservation and access
· Lambeth Council Teams – eg: Democratic Services, Facilities Management, Legal Services, Planning and Conservation teams 
2.2 Depositors:
Lambeth Archives holds hundreds of records from other organisations on deposit or indefinite loan. A few of the more recent depositors with ongoing interest in and concerns about their records include:
· The British Home
· Brixton and Streatham Methodist Circuit
· Clapham Oddfellows
· Lambeth Endowed Charities (Walcot Foundation) 
· Lambeth Mencap

· The Law Society
· Morley College
· Individual Councillors
· Lambeth Labour and Conservative Groups
· Local Societies
· Many firms of solicitors
3. Interested parties
· Archives for London
· Arts Council England
· Association of London Chief Librarians

· London Archives Partnership
· London Metropolitan Archives
· Minet Hub Group

· The National Archives
· Neighbouring Boroughs

4. Local Museums and organisations with archive collections




(Many of these are also members of the LLHF)
· Black Cultural Archives

· Cinema Museum

· Florence Nightingale Museum

· Garden Museum
· Imperial War Museum 
· Lambeth Palace Library
· National Theatre

· Rambert Dance Company

· Southbank Centre
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