
 

Arts Council England Invitation to Quote (ITQ)
Title: Accreditation Mentor Handbook Review
Deadline for receipt of quotations: 17:00 on the 15/11/2024

 
1. About the Arts Council


1.1. Arts Council England is the national development agency for creativity and culture. We have set out our strategic vision in Let’s Create that by 2030 we want England to be a country in which the creativity of each of us is valued and given the chance to flourish and where everyone of us has access to a remarkable range of high-quality cultural experiences. From 2023 to 2026 we will invest over £467 million of public money from Government and an estimated £250 million from The National Lottery each year to help support the sector and to deliver this vision.

2. The Arts Council Structure


2.1. We are a registered charity, and were established by Royal Charter on 1 April 1994, taking over those responsibilities in England previously discharged by The Arts Council of Great Britain.

2.2. Our objectives, as stated in the Royal Charter, our governing document, are to develop and improve the knowledge, understanding and practice of the arts and to increase accessibility of the arts to the public. To this end, we make grants to arts organisations and engages in other activities on behalf of the sector.

2.3. We work at arm’s length from Government and have the status of a non-departmental public body.  As such we are regulated in accordance with a Management Agreement issued by the Secretary of State.

2.4. We receive grant-in-aid from the DCMS and is one of the bodies designated to distribute funds from the National Lottery by the National Lottery etc. Act 1993 (as amended by the National Lottery Act 1998).

3. Aim

3.1. Arts Council England (“ACE") are seeking a suitably qualified Supplier to undertake a full review of the Accreditation Mentor Handbook for the UK Museum Accreditation Scheme resulting in an updated version.

4. Requirements

4.1. Contract Duration
4.1.1. The Contract start date is 25/11/2024
4.1.2. The Contract end date is 31/03/2025
4.1.3. We reserve the right to amend the dates as required.

4.2. Pricing/Budget
4.2.1. The maximum budget available for this project is £10,000 (“Budget Limit”), inclusive of VAT and all travel and other expenses necessary to deliver the work (including VAT, if applicable).
4.2.2. Bids which exceed the budget limit will be excluded from this procurement exercise as being unaffordable. 

4.3. Aims and objectives
4.3.1. The Accreditation Mentors handbook is the key document to support Accreditation Mentors in their vital role as part of the UK wide Museum Accreditation Scheme. The handbook was last reviewed in 2011 and needs a review to ensure it remains fit for purpose.
4.4. The aim of this work is to undertake a full review of the current handbook and alongside design and accessibility support from the Arts Council, generate a new version of the handbook. Considerations include:
4.4.1. The scheme is UK wide, and the handbook needs to reflect this.
4.4.2. The Accreditation Standard was reviewed in 2018 and the handbook needs to mirror updates to the wider scheme.
4.4.3. The handbook needs to be fully accessible
4.4.4. The handbook needs to reflect current best practice for volunteering 
4.4.5. There may be some minor additional resources related to the handbook which will fall under this review.

4.5. Deliverables
4.5.1. Thorough consultation with:
4.5.1.1.  the Accreditation Handbook Review group which will be draw membership from the UK partners
4.5.1.2. Museum Development Advisors (where different from the above)
4.5.1.3. Active Accreditation Mentors
4.5.1.4. Museums who engage with Mentors
4.6. A draft version of the revised Accreditation Mentor Handbook by 28/02/2025
4.7. Working collaboratively with the Arts Council on branding and accessibility where appropriate.
4.8. A final version of the Accreditation Mentor Handbook by the 31/03/2025
4.9. A review of any minor additional resources with recommendations for updates where applicable 31/03/2025


4.9 Scope of goods/service 
· Supplier– the Arts Council expects that the supplier will have knowledge of the Museums Sector and Accreditation. As the scheme is UK wide, a good understanding of the different contexts that the various UK partners operate within is desirable. Also beneficial will be knowledge of best practice in volunteer management and how to translate this into resources.

4.10. Escalation Procedures 
4.10.1. In the event of a major problem, a list of contacts will be required to manage any problem to a successful conclusion.

5. Timetable

	Activity
	Date

	Tender release
	18/10/2024

	Deadline for questions
	08/11/2024

	Deadline for receipt of Tenders
	15/11/2024

	Clarification meetings (if required)
	21/11/2024

	Anticipated contract award
	25/11/2024

	Project Inception meeting
	03/12/2024



5.1.1. We reserve the right to amend the dates as required.
5.1.2. Arts Council England reserves the right to ask you to attend an interview or present your proposals (clarification meetings). You are responsible for all your expenses when attending such interviews.

6. ITQ Response Requirements
6.1. In responding to this ITQ, please include:
· Details of how you meet all of our requirements as detailed above
· Previous experience of providing similar services
· Knowledge of the Accreditation Scheme
· Project methodology
· Pricing
· Clearly indicate the names and addresses of any sub-contractors you intend to use to provide the services, and the scope of work you will employ them for.
6.2. Please submit your quotation in accordance with all of the instructions, requirements and specifications set out in the enclosed documentation.
6.3. You must treat these documents and any further information provided by Arts Council England as confidential at all times and only disclose them if necessary to prepare a compliant quotation.
6.4. Nothing in the enclosed documentation or appendixes, or any other communication made between Arts Council England and any other party, can be considered a contract or agreement at this stage.
6.5. All correspondence in relation to this quotation should be address to:
Sarah Hartshorne
Tel: 0115 989 7532
Email: Sarah.hartshorne@artscouncil.org.uk 
Please note Sarah Hartshorne is on annual leave 18/10/2024 to the 01/11/2024. In this period is you have any questions please contact Isabel.wilson@artscouncil.org.uk 
6.6. Please send your quotation to the email address provided above. All quotations should be received no later than 5pm 15/11/2024. Any quotation delivered after that time for any reason may be discounted.
6.7. The Arts Council is not responsible if all or part of your quotation is not received. You should use a traceable dispatch system. In the event of a dispute, you are responsible to prove the quotation was delivered.

7. Evaluation Criteria

	Criteria
	Weighting

	Price
	20%

	Methodology 
	30%

	Experience of providing similar review services
	30%

	Knowledge of the context for Museum Accreditation
	20%



8. Prices
8.1. The approximate value of the proposed work will be in the range of £8,000 to £10,000. Please note that, while not the only criteria, value for money is a key element of our evaluation criteria.
8.2. You should provide an informed estimate of the cost of the proposed procurement. Submit all prices in pounds sterling and indicate VAT separately, if applicable. Prices should be fixed and firm for the duration of the contract.
8.3. Please note: Arts Council England reserves the right to purchase all or any parts of the quoted goods or services at the prices and specifications submitted in your response.

9. Payment Structure and billing requirements 
9.1.  Payment 1: Via invoice - 70% total contract payment after inception meeting.
Payment 2: Via invoice - 30% total contract payment on receipt of final Handbook version.

10. Compliance
10.1. Arts Council England reserves the right to disqualify or reduce the evaluation score of any prospective supplier who do not fully comply with the requirements in the ITQ, in particular the closing time and date.
10.2. If you propose alternative goods or services for consideration, you must clearly mark these as non-compliant. Arts Council England reserves the right to reject any proposals with non-compliant alternatives. Quotations that are received are not automatically accepted.
10.3. Arts Council England reserves the right to evaluate proposals on a variety of criteria. The quotation with the lowest price will not automatically be accepted unless stated in our evaluation criteria section.

11. Contract
11.1. Arts Council’s standard terms and conditions for services under £10,000 will apply to any order placed.  The final award of the contract is always subject to the parties agreeing to the detail of all elements regarding service delivery which will be detailed within any order issued by the Arts Council.

12. Information and questions
12.1. If you need us to clarify the documentation or if you have further questions regarding the ITQ process, write to the lead officer quoting the ITQ title. We will try to respond to reasonable requests for further information within the timescale of the ITQ.
12.2. Arts Council England reserves the right to advise all other prospective suppliers included in this ITQ of any material questions and the answers supplied without disclosing the source of the enquiry.

13. ITQ
13.1. If we need to amend any information in this ITQ document before the closing date, we will write to you with any changes. If we extend the deadline for receipt of quotations, we will advise you.
13.2. Arts Council England reserves the right, in its absolute discretion, to cancel or suspend this ITQ process at any time and for any reason. If we need to do this we will notify you in writing as soon as reasonably practicably.
13.3. Arts Council England is not responsible, and will not pay for any expenses or losses you incur during, but not limited to, the preparation of your quotation, site visits, post-ITQ negotiations or interviews.

14. Validity of offer
14.1. You must offer your quotation for acceptance for 30 days from the deadline for receipt of quotations.
14.2. Please note that by submitting a quotation for consideration you are confirming that, as an officer for the company/organisation that you represent, you have read and understood the ITQ document and that your offer to Arts Council England is open for acceptance for 30 days from the quotation closing date.
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