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1. Introduction and information 


	1.1. Introduction 


	1.1.1. Organisations are invited to provide a tender for a 14 month contract to provide the Littlehampton Town Council  ‘Transforming Littlehampton Museum’ Contemporary Collecting Consultant contract from October 2026 to November 2027 inclusive 


	1.1.2. Service required

The Council requires a consultant to advise on the setting up of a contemporary collecting programme, to facilitate a series of workshops with three different community groups with the aim of creating three mini displays, working with the groups to select items to be accessioned into the Museum’s collections. 
 
Details of our requirements are laid out in section 2.


	1.1.3. Budget 
The total maximum budget for 14 months is £5,000 


	1.2. Information for tenderers 


	1.2.1. Confidentiality 

Our information 
Bidders shall use the tender documentation and any other information furnished to them under the tender documentation for the purposes of responding to the tender exercise. All such documents and information bidders received shall remain the property of Littlehampton Town Council, shall be kept confidential and shall be returned to Littlehampton Town Council on request.

Reproduction of any parts of the tender documentation is authorised only for the preparation of the response. Bidders shall ensure that all such copies are destroyed when no longer required in connection with tender documentation. 

Bidders shall not issue any form of publicity or advertisement regarding this process without prior written consent of Littlehampton Town Council. 

Bidders shall not transfer, assign, or distribute this tender documentation to any other company or person without written permission from Littlehampton Town Council’s Town Clerk. A failure to gain the required authority will prevent consideration for tender. 

Your information
If your quotation is successful, some details will be available to the public via our financial declarations or by Freedom of Information. Unsuccessful tenders will be kept for six years (Limitation Act 1980 {as amended}). By submitting your quotation, you accept these terms. If quoting for more than one service, please include relevant information for the full scope of provision. 

Where a bidder identifies information as commercially sensitive, Littlehampton Town Council will endeavour to maintain confidentiality. Bidders should note, however, that even where information is identified as commercially sensitive, Littlehampton Town Council might be required to disclose such information in accordance with the information laws. Accordingly, Littlehampton Town Council Cannot guarantee that any information marked ‘commercially sensitive’ will not be disclosed. 

· Clearly identify which information is considered commercially sensitive.
· Explain the potential implications of disclosure of such information.
· Provide an estimate of the period of time during which the bidder believes that such information will remain commercially sensitive. 

The tender process
Persons or organisations submitting a tender are advised that the canvassing of Councillors, officers or members of a committee or sub-committee either directly or indirectly shall disqualify them from the process.


	1.2.2. Tender costs

Applicants are responsible for obtaining all information necessary for preparation of the tender and for all costs and expenses incurred in preparation of the tender. By participation in the tender process the applicants except they will not be entitled to claim from Littlehampton Town Council any costs, expenses, or liabilities whatsoever that are incurred in this tender process, irrespective of whether your tender is successful. 


	1.2.3. Tender Compliance 

Any additional information that might help Littlehampton Town Council to reach a decision are welcomed as part of the bid. 

Persons or organisations submitting a tender are advised that the canvassing of Councillors, officers or members of a committee or sub-committee either directly or indirectly shall disqualify them from the process.

The successful company will be required to enter into a contract with Littlehampton Town Council. 

	1.2.4. Third party verifications 
Your tender is submitted on the basis that you consent to Littlehampton Town Council carrying out all necessary actions to verify the information that you have provided, and the analysis of your tender being undertaken by one or more third parties commissioned by Littlehampton Town Council for such purposes.


	1.2.5. Disqualification 

Littlehampton Town Council reserve the right to disqualify if: 
· The terms and conditions are breached 
· There are any errors, omissions or material adverse changes relating to any information supplied by you at any stage in this tender process.
· Any other circumstances set out in this tender document, and/or in any supporting documents entitle Littlehampton Town Council to reject tender application. 


	1.2.6. Rights to cancel or vary this tender process

By issuing this tender, entering into clarification communications with potential bidders or by having any other form of communication with potential bidders, Littlehampton Town Council is not bound in any way to enter into any contractual or other arrangement with you or any other potential bidder. 

It is intended that the remainder of this tender process will take place in accordance with articles within this and associated documentation, but Littlehampton Town Council reserve the right to terminate, suspend, amend or vary this tender process by notice to all bidders in writing. Littlehampton Town Council will have no liability for any losses, costs, expenses or liabilities whatsoever that maybe incurred as a result of such termination, suspension, amendment or variation. 


	1.2.7. Anti-Bribery

Bidders must ensure during this tender process no breach to all articles outlined within the Bribery Act 2010. 


	1.2.8. Bidder Clarification 

All clarification is to be processed through nireland@littlehampton-tc.gov.uk and will be shared with all prospective bidders to ensure an open and transparent process. 


	1.2.9. Site visits 

Site visits are to be arranged by appointment with the listed contact. If you would like to meet with us or make a site visit, please call 01903 732063 and ask for Nathan Ireland or e-mail nireland@littlehampton-tc.gov.uk



	1.3. Evaluation Criteria 

	1.3.1. Pass/Fail criteria
To be considered, all tenders must: 
· Meet all the listed requirements in the invitation to tender 
· Complete all sections of the company questionnaire 
· Provide the evidence requested 


	1.3.2. Added value and price 

Scores will be given based on quality and the level of service offered within the quotation when compared with the pricing.

Meets all the criteria and gives exceptional added value 4
Meets all the criteria and gives substantial added value 3
Meets all the criteria and gives limited added value 2
Meets all the criteria 1


	· Weighting 
To ensure best value, the weighting of each section is as follows: 
· Price 20%
· Experience of working on a similar museum project with a successful outcome 30%
· The approach to the brief, the appropriateness of the proposed methodology and methods 30%
· communication skills 20%

· 

	1.4. Timetable 


	Day 
	Date
	What 

	Tuesday 
	30/6/2026
	Tender advertised on LTC website, and other platforms 


	Thursday
	30/7/2026
	Deadline for submission of completed tenders


	Friday 
	31/7/2026
	Tenders opened in the presence of the Town Clerk and relevant councillor as per Financial Regulations 


	Friday to Friday
	31/07/2026 to 7/8/2026 
	Evaluation of all tenders 


	Tuesday
	25/8/2026
	Interviews.
Shortlisted applicants to give a 10 minute presentation to the interview panel 

	Wednesday
	26/8/2026
	Results notified to successful / unsuccessful tenderers 


	Wednesday to Thursday
	26/8/2026 to 27/8/2026
	Debriefs for unsuccessful tenderers (by telephone)


	Thursday
	1/10/2026
	Inaugural contract meeting with successful contractor


	Thursday
	1/10/2026
	Contract commences 


	Thursday
	5/11/2026
	First contract review meeting 



	
2. Contemporary Collecting Consultancy for “Transforming Littlehampton Museum: Building Solid Foundations for the Next 100 Years”




	2.1. Context


	
About the ‘Transforming Littlehampton Museum’ Project
[bookmark: _Hlk212883263]Recently, the Museum was awarded a National Lottery Heritage Fund grant for ‘‘Transforming Littlehampton Museum: Building Solid Foundations for the Next 100 Years’

[bookmark: _Hlk212628601][bookmark: _Hlk207206990]To build resilience and stronger foundations for Littlehampton Museum in response to the opportunities and threats of local council devolution and the findings of our recent ACE funded project, which revealed that: 

· our collections do not reflect the diversity of today’s Littlehampton
· 49% of our social history items have little relevance to the town’s story

Through an options appraisal, we will identify and prioritise options relating to the museum’s housing, governance and collections, placing us in a stronger position to advocate for our future. 
By working closely with our community to rationalise existing holdings and co-collect contemporary objects and oral histories, we will transform how and what we collect, creating a more representative and inclusive collection. This will remove barriers to participation, ensure the best use of resources, and strengthen community ownership, culminating in a 2028 exhibition celebrating the museum’s centenary and its transformation as a more outward-looking, relevant organisation.

Background to the “Transforming Littlehampton Museum: Building Solid Foundations for the Next 100 Years” project

Community consultation, 2024
As part of Project Time Machine, a National Lottery “unlocking collections” project grant funded initiative, the Museum hired a consultant to carry out a large-scale community survey asking people what they thought of the Museum and identifying any barriers to participation. The following findings are particularly relevant to this project:
The consultation revealed visitors believe the Museum’s displays/collections do not represent the current diversity of Littlehampton, 
"There seems to be a lot of room to include more about the different cultures and communities that are part of Littlehampton now. It’s important that everyone feels represented."
Cataloguing and review project, 2024-5
Also part of Project Time Machine, our volunteers catalogued and reviewed our social history collections, researching and adding context and links and identifying star objects. The work showed that the ‘star’ objects were associated with rich stories, with context and links to local people, places or events. 
The review highlighted that 49% of items in our Social History collection have no relevance to the town. Rationalisation of these items is included in the Transforming Littlehampton Museum Project. 
The review showed that there is a lack of objects in our social history collection from more recent times (from the 1950s onwards), cementing the need for contemporary collecting to be included in our Collections Development Policy and in all other forward planning documents. By collecting newer material, within the living memory of donors, we can also capture the context and personal stories attached to them. 
The Body Shop
Founded by Littlehampton born Anita Roddick, The Body Shop currently still employs 130 people in a distribution centre in North Littlehampton. The iconic pagoda headquarters building has recently closed and has been demolished. Local people feel strongly about the loss of this much-loved landmark and the distinctive life-sized sculptures in its grounds. We aim to include the voices of current and former staff, as well as other residents, to capture this. The Body Shop’s values support our chosen themes. 
Building on this foundation, we will expand to work with other groups and individuals, including the town’s Macedonian community, which is the largest outside of London, and a range of local business owners, ensuring a broad and inclusive representation of community voices.


	2.2. Service required 


	[bookmark: _Hlk204938982]We aim to set up a program of contemporary collecting, using this three-year project to set the standards, policy and procedures for future collecting.

We want to make sure that the Museum’s collection is not only relevant and timely, but a representative of people and the issues that matter most to the community. We aim to foster a sense of ownership and pride in the collection, creating a strong, lasting connection between the museum and the people it serves. 

With the support of our Project Officer, we anticipate that the chosen consultant will facilitate workshops with three different community groups to create three mini displays, and to select items to be accessioned into the Museum’s collections. One of the community groups will be a group of The Body Shop workers and ex-workers, one will be a group of local business owners (and include representatives from the Town’s Macedonian community), and one will be a group of LGBTQ+ participants.

[bookmark: _Hlk205560599]We would like the chosen consultant to suggest a method on how best to achieve the objectives. We anticipate using themes for our oral history recordings (Identity, Environment and Climate Change, Work and Home lives) which could also be used as a framework for the collecting. 

Applicants should suggest a plan of working to meet the expected outputs.
Some of this work needs to take place at the Museum, although any workshops might be arranged at a location more suitable for the community group in question.

The workshops are currently scheduled to take place:

Community group 1: between November 2026 and February 2027
Community group 2: between Apil and July 2027 
Community group 3: between August and November 2027



Methodology
We are open to different approaches to this work, but we anticipate the use of workshops with each community group (up to three 2-hour long workshops for each community group to be held either at the Museum or at a different location within our collecting area, to suit the community group in question. This maybe during work hours during the week, at the weekend or in the evening. We anticipate that there would be a maximum number of participants in each workshop, to ensure that they work smoothly.  

Outputs/deliverables

· Three separate mini exhibitions of material co-curated with each community group, reflecting their experiences of living in Littlehampton in response to the themes. The consultant would support the groups to select material and to write labels; the museum staff and volunteers will display/mount them. Exhibitions are scheduled for:
Community group 1 exhibition: 1 March to 31 June 2027
Community group 2 exhibition: 1 August to 31 November 2027
Community group 3 exhibition: 1 December 2027 to 31 March 2028

· The community group, supported by the consultant during the workshops, should select material (either from that on display or other) for the Museum to accession into its collections. This might include physical items, digital photographs, audio visuals or oral histories (any associated audio visuals or oral histories would not be part of this brief but could be carried out as part of the oral history section of the project). We are looking for quality rather than quantity.

· Working with the Project Officer, to ensure that each item or story contributed is properly documented, including its significance and the contributor’s perspective. This ensures that each piece is contextualized and preserved for future generations.

· Short debriefs after each workshop, liaising with the Museum team regularly to discuss progress and tweak processes.

· As advised by the Museum’s Evaluation consultant, to facilitate and contribute to the evaluation of this part of the project. 









	2.3. Essential requirements 
· 

	Experience of working on a similar museum project with a successful outcome and demonstrable experience of bringing together community groups to work on similar projects.

	The capacity and flexibility to commence the assignment in October 2026, and to undertake workshops with community groups between November 2026 and November 2027

	Supported by the Project Officer, facilitate and contribute to the evaluation of this part of the project. 


	To meet with the Project Officer and Curator at set points during the project – see section 2.5 Monitoring, Evaluation and Reflection


	
To comply with GDPR and appropriate data-handling responsibilities


	2.4. Desirable requirements 


	N/A
	
	

	2.5. Additional information about the contract


	

About Littlehampton Town Council
Littlehampton Town Council is the parish authority for the Town of Littlehampton, including Wick and Toddington which has a population of approximately 30,000.
The Council is located, along with Littlehampton Museum, at the Manor House, a Grade II Listed Building with a license for civil partnerships.
The Council provides a wide range of facilities, including the Museum, which it funds, and represents the interests of the town to other bodies whilst working in partnership with the District and County Council as well as other agencies and groups.
The Council’s Mission: Listen, represent, and lead the town by actively encouraging engagement, community, and tourism. 
The Council’s Vision: A collaborative and reliable council that is publicly accountable, utilises existing resources, and seeks out additional external funding opportunities whilst providing cost effective facilities and services to enhance people’s lives.
https://www.littlehampton-tc.gov.uk/

About Littlehampton Museum
A cultural resource provided by Littlehampton Town Council, the Museum is housed in Manor House. The Museum displays take up a large proportion of the ground floor, while the behind-the-scenes museum stores are located in rooms on the ground floor and in the basement.  
The Museum, which is Accredited with the Arts Council, has a collection of about 50,000 items, including social history, documents, art, archaeology, and natural history. The Museum’s collecting area spreads from the border with Rustington on the East, Arundel in the North and Bognor in the West (but not including these places).  

Only a small percentage of the collection is currently on display. The visitor numbers for 2025 were 9,735, including outreach figures. Entry to the Museum, to the temporary exhibitions and to most events is free. 

https://www.littlehamptonmuseum.co.uk/

About the “Transforming Littlehampton Museum” Project
A major NLHF-funded project focused on:
· Options Appraisal: exploring future housing, governance, and funding sustainability
· Revised Collections Development Policy including contemporary collecting and digital strategy
· Rationalisation of the social history collection in partnership with a Community Dispersal Group
· Co‑collecting objects and oral histories with diverse communities
· Digitisation of deteriorating cassette‑based oral histories
· Three public events sharing oral histories and film clips
· Centenary Exhibition (2028) showcasing the project and the Museum’s transformation

Monitoring, evaluation and reflection 
The Curator and Project Officer will meet with the candidate regularly during the project (an inaugural meeting on 1 October 2026, a catch-up meeting on 5 November 2026 and then after each workshop) to discuss progress, review any drafts and discuss any tweaks that might be needed to progress the project effectively. A final review meeting will be held at the end of this part of the project in November 2027 to evaluate outcomes and lessons learned. 















[image: A blue circle with a hand gesture and text

AI-generated content may be incorrect.]


Using money raised by National Lottery players, The National Lottery Heritage Fund supports projects that connect people and communities with the UK’s heritage. Transforming Littlehampton Museum is made possible with The National Lottery Heritage Fund. Thanks to National Lottery players, we have been able to revitalise Littlehampton Museum by developing a more representative and inclusive collection, ensuring the best use of resources and strengthening community ownership. A special exhibition in 2028 will celebrate both the Museum’s centenary and its transformation.



























	
3. Documents to complete


	3.1. Instructions for completion and submission 


	3.1.1.  To ensure a fair process please provide the tender on the forms included in this section. 


	3.1.2. Tender submissions sent by post 

All tender submissions by post should be sent in a plain sealed envelope which should bear the word “Tender” followed by the subject to which it relates but shall not bear any name or mark indicating the sender. The envelopes will remain the custody of the Town Clerk until the appointed time of opening.


	3.1.2. Tender submissions by email 

All tender submissions should be sent to tenders@littlehampton-tc.gov.uk please note this inbox will not be viewed until the tenders are opened according to the timetable in section 1.5. Queries before that are welcome and should be sent to nireland@littlehampton-tc.gov.uk



	3.2. The contract requirements

Please explain how you meet all the requirements. 500 words maximum as outlined in section 2.3 essential criteria. 


	
























	3.3.   Pricing Schedule 
Please provide the costs per month / year / event where stated and excluding VAT. 
If there is no extra cost for the item, please state £0
Where you are unable to supply, please state N/A 


	Requirements 
	Quantity / frequency etc 
	Cost 


	The capacity and flexibility to commence the assignment in October 2026, and to undertake workshops with community groups between November 2026 and November 2027.

	October 2026 to November 2927

	

	The capacity and flexibility to meet with the curator and project officer during the project – see section 2.5 Monitoring, Evaluation and Reflection

	1 October 2026 - inaugural meeting 

5 November 2026 – first review meeting

After each workshop - review meeting

End November 2027 - final review 

	

	Supported by the Project Officer facilitate and contribute to the evaluation of this part of the project. 

	
	

	Comply with GDPR and appropriate data-handling responsibilities
	
	

	
	
	

	Desirable requirement 1

	N/A
	

	3.4.  Company Information 


	3.4.1. Contact details 


	Name of organization

	

	Name of person completing the questionnaire
	

	Position in organization

	

	Direct telephone number

	

	E-mail address

	

	Company registration number

	

	Registered company address

	

	Are any other departments within your company, or other companies withing your parent company quoting for this or any other LTC contract? 
Detalis: 


	3.4.2. Contracts withdrawn, outstanding claims and criminal convictions

	Has your organisation had a contract prematurely withdrawn or terminated by the client organisation within the last 3 years?
	YES / NO

	Has your organisation prematurely withdrawn from or terminated a contract within the last 3 years?
	YES / NO

	Has your organisation not had a contract renewed for failure to perform?
	YES / NO

	Is your organisation likely to be undertaking work which could give rise to a conflict of interest with this contract?
	YES / NO

	Have any of the directors/partners/sole trader or senior managers or administrators of the organization been convicted in any court in the UK or elsewhere (other than a motoring offence not resulting in disqualification)?
Spent convictions need not be disclosed. 
	YES / NO

	If you have answered yes to any of the above please give details: 



	3.4.3. Insurance details 


	Public Liability Insurance £5 million minimum  


	Insurance company

	

	Policy number

	

	Expiry date

	

	Value of cover 

	

	Employers Liability Insurance £5 million minimum


	Insurance company

	
	

	Policy number

	
	

	Expiry date

	
	

	Value of cover 

	
	

	3.4.4. Associations, accreditations and / or relevant qualifications. 


	Do you or your organisation hold membership of a professional trade organisation or accreditation scheme?

	Yes / No

	If yes, please provide details here: 




	3.4.5. References (Please supply 2 professional referees, ideally where you have provided a similar service, we will only contact them if you reach the final stages of the process).

	Client name

	

	Address 


	

	Postcode

	

	Tel

	

	Email 

	

	Nature of contract 



	

	

	Client name

	
	

	Address 


	
	

	Postcode

	
	

	Tel

	
	

	Email 

	
	

	Nature of contract 



	
	

	3.4.6. Health and safety and personnel 


	Health and Safety Policy 


	Do you have a written health and safety policy? 

	Yes / No

	Who in your organization is ultimately responsible for health and safety? 

Name: 

Position:



	Risk assessments 


	We require all contractors, no matter the size of the company, to provide written risk assessments and where applicable method statements, proof of licences and qualifications. 

Please supply an example risk assessment with this form, this should ideally be for a similar service.


	Training 

	What training have employees received relevant to the service being quoted for? 




	How do you ensure your staff remain competent?




	Sub-contractors 

	Do you use sub-contractors? 

	Yes / No 

	If yes, what checks do you carry out to ensure they are competent? 




	3.5. Documentation and Declaration 


	3.5.1.  I confirm that I have enclosed 

· Example risk assessment 
· Example method statement 


	3.5.2. I confirm that I understand that documentary evidence of the following (where applicable) will be required at a later stage*: 

 - Public liability insurance 
 - Employers liability insurance
 - Professional indemnity insurance 
 - Other insurance
 - Membership of professional bodies
 - Accreditations / scheme membership
 - Relevant qualifications   

*We do not ask you to enclose copies of this documentation at this stage. If you are selected as the preferred bidder we will require copies before the contract is confirmed.  


	3.5.3. I confirm that all the information given is true and no relevant details have been withheld. 


	Name

	

	Position 

	

	Signature (electronic is fine) 

	

	Date 
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