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[bookmark: _Toc217042452]Introduction
[bookmark: _Toc217042453]Background and Summary Requirements
Conwy County Borough Council (CCBC) wishes to appoint an experienced Architect-led design team for a major capital project at Venue Cymru in Llandudno (Google Maps). Funding is already in place via UK Government, North Wales Economic Ambition Board, Arts Council Wales and Welsh Government Transforming Towns to progress the scheme through design and planning, and to commence construction at the earliest opportunity. It is intended that design work will commence promptly at the beginning of March 2026.

The primary scope elements for the design team will be a new Culture Hub as an extension to the existing foyer, various refurbishment works in and around the existing foyers, and refurbishment of the existing 1,461 seat auditorium including replacement of seating and ventilation improvements. Further detail on the design scope is provided later in this section and appended documentation.

A pre-app planning submission was made to the local planning authority in summer 2025 to test the concept of a new build extension, with positive feedback received. Various consultation work with the community and other key stakeholders has also been undertaken in readiness for detailed design work. 

The successful bidder will need to demonstrate previous experience delivering capital projects in public buildings, a strong understanding of the dynamics and functional requirements of muti-use facilities, as well as delivering capital projects in a live building environment.

Supplementary information on the brief, work completed to date and background to the project is included as Appendices:

Appendix B	Planning, Pre-App scheme. Note this is indicative of the building footprint, site location, massing and mix of accommodation to be included. The building design is an initial concept which can be re-visited by the incoming Design Team.
Appendix C	Upgrade and Improvement Opportunities – Feasibility Study by Charcoalblue dated June 2022.
Note this report covers both the auditorium/ ventilation and opportunities to improve existing foyer areas.
		
The design services are to be delivered under a single NEC4 Professional Services Contract between the successful supplier and CCBC and will include the following disciplines:

Architect & Lead Designer, including landscape elements
Principal Designer for CDM
Principal Designer for Building Regulations
Services Engineer
Structural Engineer
Theatre Consultant
Access Consultant
Acoustic Consultant

In addition, CCBC will be making a series of other direct consultant appointments to support the delivery of the project and with whom the Integrated Team will need to actively coordinate. These will include:

Cost Consultant
Fire Consultant
Catering Consultant (if required)
Library Consultant
Registered Building Control Approver
Project Manager/ Contract Administrator

The appointment will cover all responsibilities generally associated with the disciplines from RIBA Stages 1 through to 6. A short RIBA Stage 1 is programmed for the Culture Hub, however the auditorium and ventilation elements will progress straight from RIBA Stage 2.

An outline programme is included in Appendix A which sets out the overall structure and durations anticipated. The programme shows two primary workstreams which the Integrated Design Team will be responsible for:

1. Auditorium seating, ventilation and associated works; and
2. New build Culture Hub extension and associated existing foyer alterations.

Programmes for the two workstreams differ based on the Client’s scheduling requirements and funding deadlines. It is anticipated that construction works for the two workstreams will be delivered independently however the shared design team will sit across both projects to support a coordinated and cohesive approach with awareness of any crossovers in design and delivery. Whilst the same design team will take forward both workstreams, the design process for the auditorium and ventilation will progress ahead of the Culture Hub, to support the delivery of these works in 2027. Bidders should be aware that separate or split format design team meetings will be required, and appropriate resourcing must be provided to support the programmes of both.

Separate fees are to be provided for each workstream based on the programme and construction budgets included in the ITT, feeding into a combined total fee. 

[bookmark: _Toc217042454]Auditorium Seating, Ventilation and Associated Works
Theatre Consultant Charcoalblue published a feasibility study in 2022 which considered options to improve seating arrangements in the auditorium whilst maintaining capacity, alongside various other proposed refurbishment works. A preferred auditorium seating solution has been established involving removal of the existing retractable seating structure in the stalls (which is no longer used for a flat floor) and replacing this with a fixed seating structure from an extended balcony projecting closer to the stage. The ventilation system will be re-configured seeking to reverse the existing air path direction and supply air from low level via a new plenum below the stalls seating, and extract at high level, to improve audience comfort. This format of scheme will include replacement of the air handling units, controls, the chiller and air distribution as required. This approach is explained in the feasibility study and forms a core part of the brief. It should be noted that at least some structural interventions are anticipated as part of these changes.

Various other improvements are also proposed, including the replacement of seating and carpets, improved auditorium finishes and balcony rails, various acoustic enhancements, a foyer bar extension, alterations to the pit platform lifts, upgrade of stage smoke ventilation and a new lobby for the get in doors. The full design scope is explained in more detail in Charcoalblue’s report included in Appendix C. Note this wider report dated 2022 also captures the auditorium specific feasibility work completed in 2020.

Further feasibility and briefing work on auditorium and seating layouts is currently being undertaken, which will then be taken on by the Integrated Design Team to progress into RIBA Stage 2. For the purposes of fee quotes, the scope should be assumed to be as per the Charcoalblue report. 

The estimated outturn construction cost for this package of works is £3.35m which is inclusive of design development, inflation, preliminaries, OHP and construction risk. Fees and Client costs are excluded. Please note that upgrades to technical services including dimmers, stage lighting and audio visual are excluded from the design scope and are being progressed independently by the Client, upfront of the two workstreams this ITT covers.

CCBC’s brief is for the auditorium refurbishment works to be completed on site during a dark period in 2027, as illustrated in the programme.

[bookmark: _Toc217042455]New Culture Hub & Refurbishment of Existing Foyers
This workstream comprises of a new build extension of approximately 1,250sqm (GIA) to the south of Venue Cymru on a footprint of existing paved car park. The Culture Hub will extend out from and join the existing foyer space built in 2007 which will be re-configured and refurbished to provide a cohesive design solution linking through. The new build and refurbishment areas are shown indicatively on the Pre-App scheme drawings included in Appendix B. The outline accommodation mix and area schedule can be taken from these drawings however it should be expected they will evolve over the course of design development. Note this scheme is indicative of the building footprint, site location and massing of the planned extension however should be taken as an initial concept which can be re-visited by the incoming Design Team.

The principles and improvements to be considered for existing foyer areas are described in the feasibility report by Charcoalblue ‘Upgrade and Improvement Opportunities’. It is unlikely all these options and ideas will be taken forward for budget reasons, and there will be a further opportunity for briefing and Client review during the initial RIBA Stage 1 period. For the purposes of framing a fee proposal for the work, the budget quoted below should be assumed.

As a final solution, the new Culture Hub is to house Llandudno library relocated from its current town centre site, tourist information facilities, a shared front desk/ box office, an extended and more open atrium space, a community stage, re-modelled café bar, staff offices, meeting rooms, a rehearsal studio and film production spaces. The inter-play between these different departments should be seen as fundamental to the success of the project requiring well-planned stakeholder engagement and input from specialists such as the Library Consultant.

Please see Section 2 for further details of the Client’s aspirations.

The estimated outturn construction cost for this package of works is £9.5m which is inclusive of design development, inflation, preliminaries, OHP and contingency. Fees, client costs and VAT are excluded.

[bookmark: _Toc217042456]Generally
A Scope of Services is provided within this ITT which describes the role as it is envisaged at this time. As with any large-scale capital project, this may vary slightly from time to time, and the Client may seek to amend the scope as the project progresses. This will only be done with the Consultant’s agreement, and fees will be added or subtracted in accordance with the rates submitted in this proposal. 

The bidder will only be assessed for tender if they meet the Pass / Fail selection criteria within the Qualification Envelope which is detailed in Section 4. This includes providing evidence of relevant experience for three comparable example projects completed within the past eight years, and the ability to provide £5m of Professional Indemnity Insurance at the point of contract award.


[bookmark: _Toc217042457]Conwy County, Venue Cymru & Project Background
[bookmark: _Toc217042458]Conwy
Conwy County is situated in a strategic location within North Wales, central along the coastal belt, well serviced by the A55, and at the head of the north-south road link offered by the A470. With a population of circa 116,000, the County provides a variety of coastal, urban, rural and heritage landscapes, which support a diverse economy, one reliant on tourism and the service sector along the coast, agriculture and forestry inland. The County is a key strategic hub for employment and housing within North Wales.

[bookmark: _Toc217042459]Venue Cymru & The Project
Venue Cymru is the largest Welsh arts centre outside of Cardiff, comprising a traditional proscenium arch theatre, arena, hall, studio, 19 meeting/event rooms, restaurant and café bar.  The centre hosts around 300 performances each year including major West End productions, high profile bands and comedians alongside up to 1,000 conferences and events. Community participation groups and activities take place all year with a particular focus on providing wellbeing and skills enhancement for young people. 
Venue Cymru welcomes 300,000 people and contributes over £40 million annually in economic impact but this is at increasing risk of decline due to issues with the theatre, which has not been upgraded since it was opened 31 years ago.  Technical infrastructure and air handling are causing serious problems and need to be upgraded urgently to meet the expectations of audiences and visiting companies.  In addition, the seating is over 20 years old, is uncomfortable and is the subject of many customer complaints.  This project, Venue Cymru Futures (VCF), will allow the upgrade of the technical infrastructure to protect our ability to present number one touring shows that are currently at risk.  The upgrade will impact positively on our environmental footprint and will significantly reduce both utility and staff costs.  Replacing the seating will allow us to modernise the air handling from the current system that blows air in from the sides of the auditorium (resulting in stifling heat in the circle and cold drafts in the stalls) to a system that is housed beneath the seating and provides a much more even balance of air throughout the auditorium.  The current stalls seating rests on a retractable unit that has not been used for 20 years due to a change in business needs and the unreliability of the motor system. We propose building a solid structure to replace the retractable unit which will improve customer comfort, enable installation of a new air handling system and allow the creation of much needed additional bar space and storage in the main theatre foyer that will help us to generate more income.

Llandudno area library is currently housed in a 120-year-old building half a mile away from Venue Cymru, on the high street.  The council does not own the building and the annual building costs are over £100,000 (service level agreement, utilities, maintenance, and insurance).  The authority is responsible for the internal maintenance of the library area, which has numerous issues including water ingress causing damage to books and equipment. The library is located on the first floor and has lifts, which regularly break down preventing access for customers with mobility problems and parents / careers using prams. The VCF project gives us an opportunity to co-locate the library in Venue Cymru reducing costs, providing a modern, accessible library space as well as increasing our ability to deliver benefits through joint working of our library, theatre, conference and culture teams. A ground floor Community Room, free-to-use IT provision and children’s area with small associated outdoor area will complete the library offering. Venue Cymru is closer than the current library site to Llandudno’s largest population area, which is amongst the poorest in Wales.  The four other area libraries in Conwy County have high numbers of children using the library after school but this has never been a feature in Llandudno.  We hope that by moving the library closer to both the largest primary schools and the secondary school, Ysgol John Bright, we will be able to provide facilities that are attractive and accessible to younger users. 

The council also has a Tourist Information Centre located in the town centre.  This project gives us an opportunity to co-locate the tourist information staff into Venue Cymru, working in a more dynamic way as floorwalkers able to engage more readily with anyone in the building.  This will protect the service from complete closure in a town and county where tourism is a major economic driver that we need to support where possible.

Our proposal seeks to build an extension of 1,250sqm (GIA approx, over three floors) to the existing theatre foyer to provide a flexible and free-flowing home for the library, improved café bar, box office, tourist information team, and new spaces for the cultural industries and for our communities.  

To maximise the benefits of the extended spaces we are proposing to create a Culture Hub that will provide tenant offices, meeting rooms and bookable hot desks for those working in the cultural industries. We will include meeting / production rooms for film, TV, theatre in order to attract more and larger productions and shoots to the area. 

The new Culture Hub will include a rehearsal studio that will be suitable for community activities, small-scale sharing’s, library talks, comedy and the like broadening our opportunities to provide activities and deliver additional income for our services.  An artist’s studio will be another important part of our new offering for the cultural industries and will open up more partnership working with Llandudno’s Mostyn gallery.  We intend to include a retail area in the newly extended ground floor foyer so that artists and creatives are able to both produce work in the building and sell it to visitors. North Wales is home to world-renowned vertical dancers who struggle to find indoor spaces to rehearse and perform so we will take this opportunity to include a suitable space, which we believe, will be a unique attraction for visitors to the town and will help increase dwell time in our café areas. A moveable Community Stage will provide a free-to-use resource for local schools, drama groups and visiting companies enhancing the offer in the foyer and further driving footfall.

The new and refurbished spaces will enable us to build on our programme of activities that contribute to wellbeing and recovery.  This will be a core focus for the design of the building and we will be co-creating programmes of work with colleagues in Health, particularly mental health, and Conwy CBC Youth & Social services. We will create a Wellbeing Office available for colleagues working in health and social services.  We are applying for funding for a Creative Referral Officer who will make links between medical professionals, social services and cultural projects that can contribute to wellbeing.  The VCF project will significantly enhance our capacity to secure new grant funding for cultural initiatives, co-designed with health colleagues. These projects aim to demonstrate that cultural engagement can offer affordable, non-medical solutions for individuals facing mental health challenges such as low mood and loneliness, as well as chronic long-term physical health issues. This initiative will build on and strengthen the existing services, focusing on health improvement in the Tudno ward, which is among the 10% most deprived areas in Wales in terms of income, employment, and health (Wales Index of Multiple Deprivation).

We are designing the Culture Hub to play an important role in training and skills development for the cultural industries in the broadest sense whether that be as a theatre technician, a marketing professional or part of the kitchen brigade.  Coleg Llandrillo Menai, our local FE College, are keen to use the new facilities to provide hands-on professional experience for their students and we are working towards a full partnership agreement with them.  We also have good links with both Bangor and Wrexham universities.  We aim to create a space that will provide a space for students of all ages to learn and study both as part of their formal education and for self-led activities using our hot desking facilities in the new library & foyer space and by providing work experience, work shadowing and apprenticeship opportunities.

Throughout our design and build process we will ensure that decarbonisation is at the top of our considerations, through the inclusion of Solar PV, low energy lighting, water use mitigation and the like. We also plan to create a small biodiversity space outside the children’s library area that will enable us to run activities to teach children and their families about the importance of biodiversity.  The biodiversity site will be a great asset for our existing work with local primary schools and Incredible Edibles.  

Alongside the VCF project, we are working with the Welsh Government Energy Service to develop a major decarbonisation project that will include both Venue Cymru and the Conwy CBC area swimming centre next door.  If successful, this will greatly enhance our work to reduce our carbon footprint and to display best practice.  

The tourist information team will provide an information service, signposting visitors and helping to support local tourism businesses.


[bookmark: _Toc217042460]Tender Procedure
[bookmark: _Toc217042461]In General
This ITT seeks information concerning the situation of the service provider and information and formalities necessary for the evaluation of their economic, financial, and technical capacity.  

A tender Selection Questionnaire (SQ) is provided in Section 5 of this document, which should be completed by the supplier and submitted with any additional supporting information by the specified deadline. The Client will only accept electronic submissions via the Sell2Wales post-box facility. All correspondence should also be via the Sell2Wales post-box facility – see Section 3.6 below. 

The Selection Questionnaire consists of three components, as follows: 

A) 	Qualification Envelope	- Supplier information and Pass / Fail grounds for exclusion.
B) 	Technical Envelope	- Scored in accordance with the Selection Criteria.
C) 	Fees Envelope	- Scored in accordance with the Selection Criteria.

Suppliers are requested to answer all questions in the SQ document in full. Submissions may not be considered further if all relevant questions are not answered, or if requested additional information is not provided. No other information will be accepted as part of the initial evaluation besides the questionnaire and the information specifically requested in the various sections. If the relevant documentary evidence referred to in the SQ is not provided upon request and without delay, we reserve the right to amend the contract award decision and award to the next compliant bidder.

All completed applications will be treated as confidential. However, the Client may be requested to supply information to third parties in accordance with the Freedom of Information Act 2000. Unless the exemptions set out in the Act apply, the Client will not be able to refuse a request for information. Wherever possible, the bidder will be consulted prior to release of the information if this can be done within the statutory time periods. The bidder shall not make any claim for compensation as a result of any information being released. Your submission can be in English or Welsh language and financial information should be in £ sterling.

[bookmark: _Ref126674662][bookmark: _Toc217042462]Timetable
	[bookmark: _Hlk131505340]Tender Notice Published
	19.12.25

	Clarification Period Closes
	20.01.26 – 12noon

	Receipt of Tender Deadline
	28.01.26 – 12noon

	Decision and Notification of Award
	16.02.26

	Standstill Period Ends
	25.02.26

	Contract Commences
	02.03.26  



[bookmark: _Toc217042463]Clarifications
Any clarifications or queries relating to the contents of this document should be directed through the Q&A section of the Tender Notice on the Sell2Wales website. No telephone enquiries will be accepted. No approach of any kind in connection with this Tender or the procurement process generally should be made to any other person within, or associated with, the Authority or Client. Once a bidder raises a clarification, the Client’s response will be circulated to all interested parties. Clarification responses will include both the original clarification request and the response, but the bidder’s name will be made anonymous. 

Bidders must submit clarification requests before the closure date set out in the Timetable in Section 3.2. The Client is under no obligation to respond to clarification requests after this deadline. Any clarification requests should clearly reference this project as well as the appropriate paragraph in the documentation, and, to the extent possible, should be aggregated rather than sent individually. Comments on the NEC 4 Contract Particulars document provided as Appendix D must also be made during the Clarification Period in the same manner. 

[bookmark: _Toc217042464]Site Visits
Information included in the ITT provides an overview of the site, the existing Venue Cymru complex and feasibility work completed to date, which should be sufficient for the bidder to clearly understand the requirement and then submit a response. However, if the bidder feels that a site visit would be useful, this can be arranged upon request. Please make contact via the Q&A section of the Tender Notice on the Sell2Wales website within the Clarifications Period. Site visits will be conducted by a member of the Estates Team with no connection to the Capital project and will not provide an opportunity to meet the Client or to discuss the brief. 

[bookmark: _Toc217042465]Evaluation of Responses
The evaluation will be carried out by an evaluation panel who have the appropriate technical knowledge to evaluate responses as determined at the absolute discretion of the Client. Responses will be evaluated using a consensus scoring approach in accordance with the Selection Criteria outlined in Section 4 below. 

[bookmark: _Toc10792903]If a response should fail any of the requirements set out in this Selection Questionnaire at any stage of the evaluation process, the Client reserves the right to disqualify the bidder. In this event, no further evaluation of the response will take place and the bidder will not be considered any further in the procurement process.
[bookmark: _Toc75934033]
[bookmark: _Toc217042466]Completion and Submission of Documents
The Questionnaire should be completed within this Word Document and then issued in PDF. Supplementary information and statements should be included as separate PDF files. Information to be provided to supplement the Questionnaire should be clearly labelled with the relevant reference number, as detailed below.  

The Client will only accept electronic submissions via the Sell2Wales post-box facility: https://www.sell2wales.gov.wales

A user guide is available at: https://www.sell2wales.gov.wales/helpandresources/website

The following documents are to be submitted electronically via the Sell2Wales portal before the Tender Deadline set out in the Timetable in Section 3.2. Bidders are strongly advised to allow adequate time for uploading documents, check file size limits and to dispatch electronic response well in advance of the deadline to avoid any last-minute problems.

Section Ref	Submission Requirements
5.1-5.6	This whole ITT Word document should be saved as a PDF and provided with the file name
“VC-001 Design Team – ITT Response”.   
5.7	Provide a PDF document with the file name “5.7 Project Examples”. 
5.8	Provide a PDF document with the file name “5.8 Team Experience”.
5.9	Provide a PDF document with the file name “5.9 Response to the Brief”.
5.10	Provide a PDF document with the file name “5.10 Methodology & Approach”.
5.11	Provide a PDF document with the file name “5.11 Challenges & Risks”.
5.12	Complete the Excel format table provided in the question and submit in Excel format with the file name “5.12 VC-001-IDT-Fee Proposal Template”.
Appendix F	Complete the Form of Tender and other declarations within the Appendix F Word template. Convert this to PDF and submit with the file name “Form of Tender & Declarations”.

[bookmark: _Toc217042467]The Brief
The documents provided within this ITT and Appendices form the brief for the Appointment. It will be assumed that the successful bidder has familiarised themselves with all these documents and is fully aware of the scope of the project.  

[bookmark: _Toc128305153][bookmark: _Toc217042468]Programme
An outline programme has been provided with this ITT as Appendix A – Programme. This sets out the programme for the two primary design team workstreams to assist the bidder with understanding the varying levels of resource, expertise and attendance that will be required over the duration of the project. 

[bookmark: _Toc217042469]Acceptance of a Tender
The Authority will make every effort to reach a decision on the award of any contract within 90 days of the closing date for submission of tenders.  If the 90 day period appears likely to be exceeded, the Authority will initially seek to negotiate an extension of that period with the Suppliers.  However, if exceptionally this is not possible or the delay appears to be excessive, the Authority shall re-tender the services.  Tenders MUST therefore remain open for acceptance for a minimum of 90 days from the tender return date.

The Authority does not bind itself to accept the lowest or any tender.

No tender shall be deemed to be accepted until the Authority has notified such acceptance to the Supplier in writing.

All information supplied by the Authority in connection with this tender pack will be supplied in good faith but unless specifically warranted shall be treated as for information only and any defects, errors or omissions therein shall not vitiate the Agreement.  All information shall be treated as confidential by prospective Suppliers.

The tender shall be submitted in the Form of Tender. The Form shall be signed by the Supplier and submitted in the manner and by the date and time stated.

All documents requiring a signature shall be signed: - 
· Where the Supplier is an individual - by that individual.	
· Where the Supplier is a partnership - by two duly authorised partners.
· Where the Supplier is a Company - by two Directors or by a Director and a Secretary of the Company, such persons being duly authorised for that purpose.

[bookmark: _Toc217042470]Errors
Should arithmetical errors be discovered in your tender submission, the Supplier will be afforded the opportunity to amend the arithmetical errors by correcting the arithmetical error(s).  However, apart from these genuine arithmetical errors no other adjustment, revision or qualification will be accepted.  Should any other errors be identified, the Supplier will be required to stand by their submitted tender or withdraw from the process.

[bookmark: _Toc217042471]Non-Compliant Tenders
Tenders which do not comply with tender procedures and instructions may not be considered.




[bookmark: _Ref126673055][bookmark: _Ref126674678][bookmark: _Ref126676941][bookmark: _Ref126677331]

[bookmark: _Toc217042472]Selection Criteria
	Qualification Envelope

	Qualification
	Pass / Fail

	5.1
	Supplier Information
	Not Scored

	5.2
	Grounds for Mandatory Exclusion
	Pass / Fail

	5.3
	Grounds for Discretionary Exclusion
	Pass / Fail

	5.4
	Economic Standing
	Pass / Fail

	5.5
	Bidding Group Information
	Pass / Fail

	5.6
	Other Information Required
	Not scored

	5.7
	Capacity and Capability
	Pass / Fail

	

	Technical Envelope

	Experience and Approach
	60%

	5.8
	Relevant Experience of the proposed team
	30%

	5.9
	Response to the brief
	15%

	5.10
	Methodology and approach
	10%

	5.11
	Challenges and Risks
	5%

	

	Fees Envelope

	Fees
	40%

	

	TOTAL
	100%



[bookmark: _Toc217042473]Qualification Envelope Criteria
This Questionnaire is a self-declaration, made by you (the potential Consultant), that you pass the grounds for exclusion.  The Client may only select a bidding organisation to progress to the scored tender stage if it can demonstrate (under Section 5.7 Capacity and Capability) experience of three relevant and comparable example projects completed within the past eight years. The Client considers previous experience as being relevant to the requirement if the evidence provided includes examples of the following project challenges (in no particular order of priority):

Projects of a similar scale. 
Projects involving the design of cultural or public spaces including theatres, arts centres, libraries and other multi-use buildings.
Projects that take place in a live public building and are phased or include partial occupation. 
Projects involving the re-configuration or refurbishment of an auditorium.
Projects involving multiple stakeholders and new facilities for shared use and operation.
Projects which involve creative and cohesive design solutions in combining refurbishment and new build elements.

Each example must include evidence of meeting a significant number (but not all) of these challenges. 

[bookmark: _Toc217042474]Technical Envelope 
The Technical Envelope invites bidders to demonstrate the relevant experience and suitability of the proposed delivery team, how the project will be approached and that the supplier holds a good working understanding of the project requirements – all in response to specific scored criteria. Please refer to Sections 5.8 – 5.11 for details of the criteria along with the weighting, scoring method and format of response required.

[bookmark: _Toc217042475]Fees Envelope
The Fees Envelope invites bidders to provide a fixed fee quotation for each of the two project workstreams. 
This is described along with the scoring method in Section 5.12.




[bookmark: _Ref126673227][bookmark: _Toc217042476]Selection Questionnaire
[bookmark: _Toc217042477][bookmark: _Ref126676336]QUALIFICATION ENVELOPE
[bookmark: _Toc217042478]Potential Supplier Information
Please answer the following questions in full.
Where a Yes or No answer is requested, please delete the response that is not required. 

	Part 1
	Potential supplier information

	Qu No.
	Question
	Response

	1.1(a)
	Full name of the potential supplier submitting the information
	

	1.1(b) – (i)
	Registered office address (if applicable)
	





	1.1(b) – (ii)
	Registered website address (if applicable)
	

	1.1(c)
	Trading status 
a) public limited company
b) limited company 
c) limited liability partnership 
d) other partnership 
e) sole trader 
f) third sector
g) other (please specify your trading status)
	

	1.1(d)
	Date of registration in country of origin
	

	1.1(e)
	Company registration number (if applicable)
	

	1.1(f)
	Charity registration number (if applicable)
	

	1.1(g)
	Head office DUNS number (if applicable)
	

	1.1(h)
	Registered VAT number 
	

	1.1(i) - (i)
	If applicable, is your organisation registered with the appropriate professional or trade register(s) in the member state where it is established?
	[bookmark: _30j0zll]Yes 
[bookmark: _1fob9te]No  
[bookmark: _3znysh7]N/A 

	1.1(i) - (ii)
	If you responded yes to 1.1(i) - (i), please provide the relevant details, including the registration number(s).
	





	1.1(j) - (i)
	Is it a legal requirement in the state where you are established for you to possess a particular authorisation, or be a member of a particular organisation in order to provide the services specified in this procurement?
	[bookmark: _2et92p0]Yes 
[bookmark: _tyjcwt]No 

	1.1(j) - (ii)
	If you responded yes to 1.1(j) - (i), please provide additional details of what is required and confirmation that you have complied with this.
	

	1.1(k)
	Trading name(s) that will be used if successful in this procurement
	

	1.1(l)
	Relevant classifications (state whether you fall within one of these, and if so which one).
a) Voluntary Community Social Enterprise (VCSE)
b) Sheltered Workshop
c) Public service mutual
	

	1.1(m)
	Are you a Small, Medium or Micro Enterprise (SME)[footnoteRef:1]? [1: 1 See EU definition of SME: http://ec.europa.eu/enterprise/policies/sme/facts-figures-analysis/sme-definition/ 
] 


	[bookmark: _3dy6vkm]Yes
[bookmark: _1t3h5sf]No 

	1.1(n)
	Details of Persons of Significant Control (PSC), where appropriate:  [footnoteRef:2]  [2:   UK companies, Societates European (SEs) and limited liability partnerships (LLPs) will be required to identify and record the people who own or control their company. Companies, SEs and LLPs will need to keep a PSC register, and must file the PSC information with the central public register at Companies House. See PSC guidance. ] 

- Name; 
- Date of birth; 
- Nationality; 
- Country, state or part of the UK where the PSC usually lives; 
- Service address; 
- The date he or she became a PSC in relation to the company (for existing companies the 6 April 2016 should be used); 
- Which conditions for being a PSC are met; 
 	- Over 25% up to (and including) 50%, 
	- More than 50% and less than 75%, 
	- 75% or more. [footnoteRef:3] [3:  Central Government contracting authorities should use this information to have the PSC information for the preferred supplier checked before award. ] 


(Please enter N/A if not applicable)
	

	1.1(o)
	Details of immediate parent company:
 
- Full name of the immediate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	

	1.1(p)
	Details of ultimate parent company:

- Full name of the ultimate parent company
- Registered office address (if applicable)
- Registration number (if applicable)
- Head office DUNS number (if applicable)
- Head office VAT number (if applicable)

(Please enter N/A if not applicable)
	



Please note: A criminal record check for relevant convictions may be undertaken for the preferred suppliers and the persons of significant in control of them.


Please provide the following information about your approach to this procurement:

	Part 1
	Bidding model

	Qu No.
	Question
	Response

	1.2(a) - (i)
	Are you bidding as the lead contact for a group of economic operators?
	[bookmark: _4d34og8]Yes
[bookmark: _2s8eyo1]No 
If yes, please provide details listed in questions 1.2(a) (ii), (a) (iii) and to 1.2(b) (i), (b) (ii), 1.3, Part 2 and 3.
If no, and you are a supporting bidder please provide the name of your group at 1.2(a) (ii) for reference purposes, and complete 1.3, Part 2 and 3.

	1.2(a) - (ii)
	Name of group of economic operators (if applicable)
	

	1.2(a) - (iii)
	Proposed legal structure if the group of economic operators intends to form a named single legal entity prior to signing a contract, if awarded. If you do not propose to form a single legal entity, please explain the legal structure.
	

	1.2(b) - (i)
	Are you or, if applicable, the group of economic operators proposing to use sub-contractors?
	Yes
No


	1.2(b) - (ii)
	If you responded yes to 1.2(b)-(i) please provide additional details for each sub-contractor in the following table: we may ask them to complete this form as well.
	Name
	

	
	
	
	

	Registered address
	

	
	
	
	

	Trading status
	
	
	
	
	

	Company registration number
	
	
	
	
	

	Head Office DUNS number (if applicable)
	
	
	
	
	

	Registered VAT number
	
	
	
	
	

	Type of organisation
	
	
	
	
	

	SME (Yes/No)
	
	
	
	
	

	The role each sub-contractor will take in providing the works and /or supplies e.g. key deliverables
	
	
	
	
	

	The approximate % of contractual obligations assigned to each sub-contractor
	
	
	
	
	











Contact Details and Declaration

I declare that to the best of my knowledge the answers submitted and information contained in this document are correct and accurate. 

I declare that, upon request and without delay I will provide the certificates or documentary evidence referred to in this document. 

I understand that the information will be used in the selection process to assess my organisation’s suitability to be invited to participate further in this procurement. 

I understand that The Client may reject this submission in its entirety if there is a failure to answer all the relevant questions fully, or if false/misleading information or content is provided in any part. 

I am aware of the consequences of serious misrepresentation.


	Part 1
	Contact details and declaration

	Qu No.
	Question
	Response

	1.3(a)
	Contact name
	

	1.3(b)
	Name of organisation
	

	1.3(c)
	Role in organisation
	

	1.3(d)
	Phone number
	

	1.3(e)
	E-mail address 
	

	1.3(f)
	Postal address
	






	1.3(g)
	Signature (electronic is acceptable)
	






	1.3(h)
	Date
	





[bookmark: _Ref126687721][bookmark: _Toc217042479]Mandatory Exclusion Grounds

Please answer the following questions in full.

	Part 2
	Grounds for mandatory exclusion

	Qu No.
	Question
	Response

	2.1(a)
	Regulations 57(1) and (2) 
The detailed grounds for mandatory exclusion of an organisation are set out on this webpage, which should be referred to before completing these questions. 
Please indicate if, within the past five years you, your organisation or any other person who has powers of representation, decision or control in the organisation been convicted anywhere in the world of any of the offences within the summary below and listed on the webpage.

	
	Participation in a criminal organisation
  
	[bookmark: _17dp8vu]Yes - provide details at 2.1(b)
No

	
	Corruption 
	[bookmark: _26in1rg]Yes - provide details at 2.1(b)
No

	
	Fraud
	[bookmark: _35nkun2]Yes - provide details at 2.1(b)
No

	
	Terrorist offences or offences linked to terrorist activities
	[bookmark: _44sinio]Yes - provide details at 2.1(b)
No

	
	Money laundering or terrorist financing
	[bookmark: _z337ya]Yes - provide details at 2.1(b)
No

	
	Child labour and other forms of trafficking in human beings
	[bookmark: _1y810tw]Yes - provide details at 2.1(b)
No

	2.1(b)
	If you have answered yes to question 2.1(a), please provide further details.
Date of conviction, specify which of the grounds listed the conviction was for, and the reasons for conviction, Identity of who has been convicted.
If the relevant documentation is available electronically, please provide the web address, issuing Council, precise reference of the documents.
	

	2.2
	If you have answered Yes to any of the points above have measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self- Cleaning)
	[bookmark: _2xcytpi]Yes
[bookmark: _1ci93xb]No


	2.3(a)
	Regulation 57(3)
Has it been established, for your organisation by a judicial or administrative decision having final and binding effect in accordance with the legal provisions of any part of the United Kingdom or the legal provisions of the country in which the organisation is established (if outside the UK), that the organisation is in breach of obligations related to the payment of tax or social security contributions?
	[bookmark: _3whwml4]Yes
[bookmark: _2bn6wsx]No 


	2.3(b)
	If you have answered yes to question 2.3(a), please provide further details. Please also confirm you have paid, or have entered into a binding arrangement with a view to paying, the outstanding sum including where applicable any accrued interest and/or fines.
	



Please Note: The Client reserves the right to use its discretion to exclude a potential supplier where it can demonstrate by any appropriate means that the potential supplier is in breach of its obligations relating to the non-payment of taxes or social security contributions.



[bookmark: _Ref126687729][bookmark: _Toc217042480]Discretionary Exclusion Grounds
	Part 3
	Grounds for discretionary exclusion 

	Qu No.
	Question
	Response

	3.1
	Regulation 57 (8)
The detailed grounds for discretionary exclusion of an organisation are set out on this webpage, which should be referred to before completing these questions. 
Please indicate if, within the past three years, anywhere in the world any of the following situations have applied to you, your organisation or any other person who has powers of representation, decision or control in the organisation.

	3.1(a)

	Breach of environmental obligations? 
	[bookmark: _qsh70q]Yes - provide details at 3.2
No

	3.1 (b)
	Breach of social obligations?  
	[bookmark: _1pxezwc]Yes - provide details at 3.2
No

	3.1 (c)
	Breach of labour law obligations? 
	[bookmark: _2p2csry]Yes - provide details at 3.2
No

	3.1(d)
	Bankrupt or is the subject of insolvency or winding-up proceedings, where the organisation’s assets are being administered by a liquidator or by the court, where it is in an arrangement with creditors, where its business activities are suspended, or it is in any analogous situation arising from a similar procedure under the laws and regulations of any State?
	[bookmark: _3o7alnk]Yes - provide details at 3.2
No

	3.1(e)
	Guilty of grave professional misconduct?
	[bookmark: _ihv636]Yes - provide details at 3.2
No

	3.1(f)
	Entered into agreements with other economic operators aimed at distorting competition?
	[bookmark: _1hmsyys]Yes - provide details at 3.2
No

	3.1(g)
	Aware of any conflict of interest within the meaning of regulation 24 due to the participation in the procurement procedure?
	[bookmark: _2grqrue]Yes - provide details at 3.2
No

	3.1(h)
	Been involved in the preparation of the procurement procedure?
	[bookmark: _3fwokq0]Yes - provide details at 3.2
No

	3.1(i)
	Shown significant or persistent deficiencies in the performance of a substantive requirement under a prior public contract, a prior contract with a contracting entity, or a prior concession contract, which led to early termination of that prior contract, damages or other comparable sanctions?
	[bookmark: _4f1mdlm]Yes - provide details at 3.2
No

	3.1(j)

3.1(j) - (i)



3.1(j) - (ii)
3.1(j) -(iii)

3.1(j)-(iv)
	Please answer the following statements:

The organisation is guilty of serious misrepresentation in supplying the information required for the verification of the absence of grounds for exclusion or the fulfilment of the selection criteria.

The organisation has withheld such information.

 The organisation is not able to submit supporting documents required under regulation 59 of the Public Contracts Regulations 2015.

The organisation has influenced the decision-making process of the Council to obtain confidential information that may confer upon the organisation undue advantages in the procurement procedure, or to negligently provided misleading information that may have a material influence on decisions concerning exclusion, selection or award.
	

[bookmark: _19c6y18]Yes - provide details at 3.2
[bookmark: _28h4qwu]No

Yes - provide details at 3.2
No

Yes - provide details at 3.2
No

Yes - provide details at 3.2
No

	3.2
	If you have answered Yes to any of the above, explain what measures been taken to demonstrate the reliability of the organisation despite the existence of a relevant ground for exclusion? (Self Cleaning)
	








[bookmark: _37m2jsg][bookmark: _1mrcu09]
[bookmark: _46r0co2]
[bookmark: _Toc217042481]Economic Standing 

	Part 4
	Economic and Financial Standing 
The Council will review the following in order to assess the economic and financial standing of the Applicant:
Information provided pursuant to Part 4 of the Selection Questionnaire.
Any other publicly available financial information such as on Companies House.

In order to pass the economic and financial standing assessment, the Council expects that:

a) The Applicant demonstrates that it is profit-making in both of the last two financial years;

Or if it is loss-making in either or both of the last two financial years, a compelling reason explaining why this should not be seen as representing a significant risk to the financial stability of their organisation (e.g. exceptional items) is provided to the Council.

b) The Applicant demonstrates a positive net assets figure in both of the last two financial years or positive net assets figure in most recent financial year;

Or, if negative net asset figure for both financial years or negative net asset figure in most recent financial year, a compelling reason explaining why this should not be seen as representing a significant risk to the financial stability of their organisation is provided to the Council.

c)  The Applicant’s current ratio is greater than or equal to 0.8.

Or, if current ratio is less than 0.8, compelling reason explaining why this should not be seen as representing a significant risk to the financial stability of their organisation (e.g. industry standards / receivables recovery duration etc.).

The required minimum threshold for an Applicant to pass the financial assessment is a Low or Medium Financial Risk Score.
 
The economic and financial standing shall be assessed based on the following: 
 
Low                 	No perceived financial risk. The Council has no, or limited, grounds for concern in relation 		to the Applicant's financial stability to provide the required services.
 
Medium		Acceptable financial risk. The Council has identified a risk of financial instability, but the 			risk is acceptable to the Council in relation to the Applicant’s ability to provide the 			required services.
 
High 		Unacceptable financial risk. The risk of financial instability of the Applicant is too high for 		the Council to accept in relation to the Applicant's ability to provide the required 			services.
 
Notwithstanding the above assessment ratings, in situations where Applicants have received a High rating of financial risk, the Council reserves the right to report to the Council’s Section 151 Officer. The Section 151 Officer will review all the financial information submitted and assess any mitigating circumstances and determine whether an Applicant may be finally determined as having a score of Medium or Low and may consequently pass the financial assessment.

The Council reserves the right to:
a. request any further information or clarifications as required to alleviate any concerns raised as a result of assessment of an Applicant's financial standing at any stage of the procurement process; and
b. request that an Applicant provides a guarantee in order to proceed to the next stage of the procurement and if the Applicant refuses to enter into a guarantee in the form proposed by the Council, it shall fail the financial assessment and not pass to the next stage of the evaluation. 
 
In situations where an Applicant receives a High risk rating and reports to the Council's Section 151 Officer in relation to the Applicant's financial standing, the decision of the Council’s Section 151 Officer will be final in relation to whether the Applicant passes or fails.


	Qu No.
	Question
	Response

	4.1
	Are you able to provide a copy of your audited accounts for the last two years, if requested?
If no, can you provide one of the following: answer with Y/N in the relevant box.
	Yes
No

	
	(a)  A statement of the turnover, Profit and Loss Account/Income Statement, Balance Sheet/Statement of Financial Position and Statement of Cash Flow for the most recent year of trading for this organisation.
	Yes
No

	
	(b)  A statement of the cash flow forecast for the current year and a bank letter outlining the current cash and credit position.
	Yes
No

	
	(c)  Alternative means of demonstrating financial status if any of the above are not available (e.g. forecast of turnover for the current year and a statement of funding provided by the owners and/or the bank, charity accruals accounts or an alternative means of demonstrating financial status).
	Yes
No

	4.2
	Where we have specified a minimum level of economic and financial standing and/ or a minimum financial threshold within the evaluation criteria for this procurement, please self-certify by answering ‘Yes’ or ‘No’ that you meet the requirements set out.
	Yes
No

	4.3
	Please provide your Unique Supplier Identification Number from registration on the Central Digital Platform. 
This is required as all contracts awarded by devolved Welsh Authorities under the Procurement Act 2023 need to include a Unique Supplier Identifier in the Contract Details Notice. If not already registered, a Unique Supplier Identifier can be obtained free of charge via the UK Government Central Digital Platform: https://www.gov.uk/government/publications/procurement-act-2023-short-guides/suppliers-how-to-register-your-organisation-and-first-administrator-on-find-a-tender-in-three-easy-steps-html

	



[bookmark: _Ref126687763][bookmark: _Toc217042482]Bidding Group Information

	Part 5
	If you have indicated in the Selection Questionnaire question 1.2 that you are part of a wider group, please provide further details below: 

	Name of organisation
	


	Relationship to the Supplier completing these questions
	




	Qu No.
	Question
	Response

	5.1
	Are you able to provide parent company accounts if requested to at a later stage?
	Yes
No

	5.2
	If yes, would the parent company be willing to provide a guarantee if necessary?
	Yes
No

	5.3
	If no, would you be able to obtain a guarantee elsewhere (e.g. from a bank)? 
	Yes
No 



[bookmark: _Toc217042483]Other Information Required
	Part 6





Qu No.
	Other Information Required
The information provided in this section will be risk assessed and the outcome must be successful for the Evaluation Panel to be able to evaluate the rest of the submission.  The Authority will take into consideration the age of the company and any other relevant factors, avoiding discrimination.

Question
	





Response

	6.1
	As an employer, do you have an Equal Opportunities Policy that complies with all current legislation as set out in the Equality Act 2010? If yes, can you supply details if asked?

	Yes
No

	6.2
	As an employer, do you comply with the requirements set out in the Equality Act 2010 and if appropriate, the Statutory Duties (Wales) Regulations 2011 (relevant to public sector Organisations)? If yes, can you supply details if asked?

	Yes
No

	6.3
	As an employer, do you comply with the requirements placed on you to make reasonable adjustments for disabled people under the Equality Act 2010? If yes, can you supply details if asked?

	Yes
No 

	6.4
	In the last three (3) years, has your Organisation been investigated by the Equality and Human Rights Commission because of allegations of unlawful discrimination? If yes, please supply details:

	Yes
No

	6.5
	In the last three (3) years, has any Court or Employment Tribunal found that your Organisation has discriminated against someone because of their identity connected with a protected characteristic (sex, race, disability, age, religion or belief, gender reassignment, sexual orientation, marriage / civil partnership or pregnancy / maternity) under the Equality Act 2010 or previous equality legislation? If yes, please supply details:

	Yes
No

	6.6
	In the last three (3) years, has any Court or Employment Tribunal found that your Organisation has discriminated against someone in relation to the level of pay you gave them because of a protected characteristic under the Equality Act 2010 or previous equality legislation? If yes, please supply details:

	Yes
No 

	6.7
	Is your Organisation able to provide evidence of monitoring and promoting Equal Opportunities and adhering to Equality and Human Rights Legislation? If yes, would you be able to provide examples of any monitoring undertaken if requested?

	Yes
No

	6.8
	In the last three (3) years, has your Organisation been investigated by the Employment Agencies Standards Inspectorate? If yes, please supply details:

	Yes
No

	6.9
	Has your Organisation, or any subsidiary, been the subject of a successful Employer Liability or Public Liability claim against you, whether settled privately or through your insurers within the last three (3) years? If yes, please supply details:
 
	Yes
No 

	6.10
	Do both your Employers and Public Liability Insurance Policies include a ‘Principals’ clause that would indemnify Conwy County Borough Council in the event of claims arising from your activities whilst providing this service? If yes, can you supply details if asked?
 
	Yes
No

	6.11
	Have any of your contracts been terminated for poor performance in the last five (5) years? If yes, please supply details:

	Yes
No

	6.12
	In the last three (3) years, has your Organisation not had a contract renewed due to failure to perform the terms of the contract? If yes, please supply details:

	Yes
No 

	6.13
	In the last three (3) years, has your Organisation become involved in any litigation in respect of a contract or its delivery? If yes, please supply details:


	Yes
No 

	6.14
	Do any of the following apply to your Organisation:
Been committed for an act of gross misconduct in the course of delivering services?
Is guilty of serious misrepresentation in supplying information?
Is not in possession of relevant licences or membership of an appropriate Organisation where required by law?
If yes to any, please supply details:
 
	Yes
No

	6.15
	Is there any business, establishment or person who has, or may have, any right(s) of veto over your Organisation’s decision-making whether operational or financial?  If yes, please supply details:

	Yes
No

	6.16
	Does your Organisation have a documented Environmental policy? If yes, are you able to provide a copy if requested?

	Yes
No 

	6.17
	The Authority is working towards becoming a carbon net zero Council by 2030 as part of its Climate Challenge Programme: (https://www.conwy.gov.uk/en/Council/Strategies-Plans-and-Policies/Climate-Change/Climate-Challenge-Programme.aspx).  
Is your Organisation actively working towards reducing its carbon emissions? If yes, please state what your Organisation has achieved so far and state your future plans for reducing carbon emissions.  If no, please state what your plans are for addressing your Organisation’s carbon emissions in near future:  

	Yes
No

	6.18
	If successful, is your Organisation willing to provide the Authority with any carbon emission related data it may require from your Organisation in delivering this Contract?
	Yes
No

	6.19
	Does your Organisation comply with the requirements of General Data Protection Regulations (GDPR)? If asked, can you provide evidence of compliance, policy, employee training for GDPR, etc? If yes, can you supply details if asked?

	Yes
No 

	6.20
	Does your Organisation comply with the principles of the Well-being of Future Generations (Wales) Act 2015? If yes, could you provide evidence to confirm your compliance with this Act? If yes, can you supply details if asked?

	Yes
No 

	6.21
	Does your Organisation, along with sub-contractors utilised for the delivery of this contract (if applicable), agree to comply with Authority’s Corporate Safeguarding Policy? http://www.conwy.gov.uk/en/Resident/Social-Care-and-Wellbeing/Im-worried-about-somebody/Corporate-Safeguarding-Policy.aspx If yes, can you supply details if asked?

	Yes
No

	6.22
	Does your Organisation comply with the requirements set out in the Code of Practice Ethical Employment in the Supply Chain? If yes, can you supply details if asked?

	Yes
No

	6.23
	It is of paramount importance to the Authority to ensure that the equal treatment of all Suppliers is maintained.  Does your Organisation have any association, either directly or indirectly, with any Member or employee of Conwy County Borough Council, or service provider or proposed service provider acting on behalf of Conwy County Borough Council, that could constitute a conflict of interest (such as a financial, economic or personal interest)? If yes, please complete Appendix 5 to provide details.   
	Yes
No 

	6.24
	Do you have the facility or experience of being able to engage with people in the Welsh language? If yes, please supply details:

	Yes
No









[bookmark: _Toc217042484]Capacity and Capability
	Part 7
	Technical and Professional Ability 

	Qu No.
	Question

	7.1
	Relevant experience and contract examples

Please provide details of three contracts that the Architect has successfully delivered in the past 8 years showing experience that is relevant to the requirement. The Client considers previous experience as being relevant to the requirement if the evidence provided includes project examples which meet the criteria (project challenges) described in Section 4.1.

In addition to providing the information requested in the table below, provide a PDF Project Cut Sheet for each contract which includes the following information: 

· The name of the Project and the Client.
· The role of the Company on the project.
· Construction contract value.
· The services delivered.
· How these services are relevant to the requirement (refer directly to the project challenges listed in the Selection Criteria). 

Each example to be provided on (no more than) 2 sides of A4. You may include photographs to highlight aspects of your answer. The examples should be combined into one PDF document titled
“5.7 Project Examples”.

The named contact provided should be able to provide written evidence to confirm the accuracy of the information provided below.

Consortia bids should provide relevant examples of where the consortium has delivered similar requirements. If this is not possible (e.g. the consortium is newly formed or a Special Purpose Vehicle is to be created for this contract) then three separate examples should be provided between the principal member(s) of the proposed consortium or Special Purpose Vehicle (three examples are not required from each member).

Where the Supplier is a Special Purpose Vehicle, or a managing agent not intending to be the main provider of the supplies or services, the information requested should be provided in respect of the main intended provider(s) or sub-contractor(s) who will deliver the contract.

If you cannot provide examples, see Question 6.3.



	
	Contract 1
	Contract 2
	Contract 3

	Name of customer organisation
	
	
	

	Point of contact in the organisation
	
	
	

	Position in the organisation
	
	
	

	E-mail address
	
	
	

	Contract Start date
	
	
	

	Contract completion date
	
	
	

	Estimated contract value
	
	
	



	7.2


	Where you intend to sub-contract a proportion of the contract, please demonstrate how you have previously maintained healthy supply chains with your sub-contractor(s).

Evidence should include, but is not limited to, details of your supply chain management tracking systems to ensure performance of the contract and including prompt payment or membership of the UK Prompt Payment Code (or equivalent schemes in other countries).

	
	



	7.3  
	If you cannot provide at least one example for question 6.1, in no more than 500 words please provide an explanation for this e.g. your organisation is a new start-up or you have provided services in the past but not under a contract.

	
	










	Qu No.  
	Question
	Response

	7.4  
	Project Specific Questions:
	

	a)
	Does the Integrated Design Team proposed for this role have the experience requested in Section 4.1? 
	Yes
No  

	b)
	Does your organisation have experience within the last 8 years of successfully designing and delivering cultural or public spaces including theatres, arts centres, libraries and other multi-use buildings? 
	Yes
No  

	c)
	Have you provided referee details in Part 6.1 above for clients for whom you have undertaken the types of projects mentioned in a), b) and c)?
	Yes
No  


[bookmark: _Ref126674186][bookmark: _Ref126674221][bookmark: _Ref126676388][bookmark: _Ref126676443][bookmark: _Ref126676455][bookmark: _Ref126676506]







[bookmark: _Toc217042485]TECHNICAL ENVELOPE
[bookmark: _Toc217042486]Experience of the Proposed Project Team Members
Before responding to these questions, the bidder should read the Scope of Services in Section 7.  

This section seeks to understand the team structure and the relevant experience of the individual team members.
Not Scored


Provide a team structure chart or organogram showing the make-up of the integrated design team. The chart should make it clear which services are being provided by the bidder (and from which regional office), and which services or specialisms are being subcontracted. This applies to sub-consultants who must also clearly differentiate between services being performed by employed staff and those caried out by contractors or freelancers. Include the names and roles of the full team who will be allocated to the project for each discipline. 
Scored										        	     30%


The “RELEVANT EXPERIENCE” section invites suppliers to demonstrate the relevant project experience of the individuals who will be leading the service for each design discipline. If Practice Founders or Principals are not going to be involved in the day-to-day delivery of the project, they should not be included. We are assessing the experience of the individuals who will work on the project on a day-to-day basis. This may of course be the Practice Principal or Founder should they be undertaking a hands-on role on this project.  

For each design discipline stated below, submit a CV and Project Cut-Sheets providing evidence of relevant contracts that the individual has successfully delivered in the UK in the last 8 years including experience that is relevant to the requirement. The number of relevant contracts required per individual is set out in the table below. Individuals may include contracts completed for a different employer. Consultants who are on more than one bidding team may propose the same or different individuals for different bids. The individuals will be scored and not the consultancy. 

Requirements and Weighting
	Discipline
	Requirement
	Weighting 

	ARCHITECT:
Evidence of relevant experience
	Provide the information requested for the:
1) PROJECT LEAD. (3 Contracts) 
We would expect this person to act as the lead contact between the Project Director and the Integrated Design Team. They will attend all key Design Team meetings and lead on the delivery of the design services. 
2) PROJECT SUPPORT. (2 Contract) 
We would expect this person to play a key/lead role in the delivery of the architectural services. 
	50%

	SERVICES ENGINEER: Evidence of relevant experience
	Provide the information requested for the:
1) LEAD ENGINEER. (2 Contracts)
We would expect this person to lead the design strategy for the project and be responsible for the delivery of the services.
2) PROJECT ENGINEER. (1 Contract)
We would expect this person to play a key role in the delivery of the engineering design.
	25%

	STRUCTURAL ENGINEER: Evidence of relevant experience
	Provide the information requested for the:
1) LEAD ENGINEER. (2 Contracts)
We would expect this person to lead the design strategy for the project and be responsible for the delivery of the services.
2) PROJECT ENGINEER. (1 Contract)
We would expect this person to play a key role in the delivery of the engineering design.
	10%

	THEATRE CONSULTANT: Evidence of relevant experience
	Provide the information requested for the:
3) PROJECT LEAD. (1 Contract)
We would expect this person to lead the design strategy for the project and be responsible for the delivery of the services.
4) PROJECT SUPPORT. (1 Contract)
We would expect this person to play a key/lead role in the delivery of the theatre consultancy services.
	15%

	TOTAL:
	A total of 13 relevant contract examples should be provided.
A total of 8 CVs should be provided. 
	100%



For each Contract / Cut Sheet provide details of:
The role of the individual on the project.  
The RIBA Stages that the individual was involved with on the project. 
Services delivered and their relevance to this requirement. 
Contract value.
Period over which the contract was delivered.
Contact details of the client or purchasing authority to enable the client to seek references. 

Format
Organogram		:	A4/A3 PDF	Maximum 1 page
Contract Examples	:	A4 PDF		Maximum 2 pages per Contract Example. 
CV			:	A4 PDF		Maximum 2 pages per CV

This response is to be submitted as one collated PDF titled “5.8 Team Experience” with a cover page, followed by the organogram, followed by CV / Cut Sheets / CV / Cut Sheets etc. Please ensure that the CVs and Cut-Sheets clearly identify the name of the Consultancy being represented.  

Scoring Criteria (out of 10 for each Contact and then weighted according to the table above)
	9-10
	LEAD ROLE: A highly experienced individual with a track record of delivering complex building projects of a significant scale which are highly relevant to this requirement.
SUPPORT ROLE: An individual whose previous experience is very well matched to the proposed role and the complexities and requirements of this project. 

	7-8
	LEAD ROLE: An experienced individual with a track record of delivering complex building projects of a significant scale which are relevant to this requirement.
SUPPORT ROLE: An individual whose previous experience is well matched to the proposed role and the requirements of this project.

	5-6
	An individual with experience of delivering projects at the required level and with similar requirements to this project. 

	3-4
	An individual with limited experience of delivering contracts relevant to this requirement. 

	0-2
	Answer does not meet any of above criteria.





[bookmark: _Toc217042487]Response to the Brief
This section provides bidders with the opportunity to illustrate how they will approach the brief. 
Scored										                    15%  


Provide three presentation boards which illustrate your team’s response to the brief. The boards may include text, diagrams and images. Images and visual material may be of any existing building, place, object, texture, art work, material or structure. You may not include any original design intended to represent a proposed architectural or functional scheme either in CAD, sketch or model form. 

Format
Provide your response in One PDF Document with a cover sheet and three further pages (one page per presentation board) as an A3 Landscape PDF titled “5.9 Response to the Brief”.

Scoring Criteria (out of 10)
	8-10
	The response illustrates a full and detailed understanding of both the challenges and the opportunities that the brief describes. The response demonstrates the team’s experience of undertaking projects of this nature and provides an approach to the brief which is holistic, practical and imaginative. The response provides excellent confidence in the team’s proposed approach to the brief. 

	5-7
	The response illustrates a good understanding of both the challenges and the opportunities that the brief describes. The response demonstrates the team’s experience of undertaking projects of this nature and provides a sensible approach to the brief. The response provides a good level of confidence in the team’s proposed approach to the brief.

	3-4
	The response illustrates a limited understanding of both the challenges and the opportunities that the brief describes. The response provides some evidence of the team’s experience of undertaking projects of this nature and only a moderate level of confidence in the proposed approach.

	0-2
	The response provides a poor level of confidence in the proposed approach to the brief.




[bookmark: _Toc217042488]Methodology & Approach
This section provides bidders with the opportunity to describe their approach to the design process.  
Scored											          10%


As the Lead Designer, describe your priorities for RIBA Stage 2 and how you intend to approach this initial phase of the design process. You may use text and diagrams but no images. 

Format
Provide your response on one page of A3 Landscape PDF (2 or 3 columns) with a cover sheet titled “5.10 Methodology & Approach”. 

Scoring Criteria (out of 10)
	8-10
	The response illustrates a full and detailed understanding of the brief and provides excellent confidence in the team’s proposed approach to managing the early stages of the design process. 

	5-7
	The response illustrates a good understanding of the brief and provides a good level of confidence in the team’s proposed approach to managing the early stages of the design process. 

	3-4
	The response illustrates a limited understanding of the brief and provides only a moderate level of confidence in the team’s proposed approach to managing the early stages of the design process. 

	0-2
	The response provides a poor level of confidence in the proposed approach with notable concerns over ability to successfully mobilise the design process. 





[bookmark: _Toc217042489]Challenges & Risks
This section provides bidders with the opportunity to explain their understanding of the risks and challenges associated with the project.
Scored											          5%


Summarise and depict the key risks and challenges the project may face, and how these will be tackled and managed over the course of the project. This can be illustrated in any manner.

Format
Provide your response on one page of A3 Landscape PDF with a cover sheet titled “5.11 Challenges & Risks”. 

Scoring Criteria (out of 10)
	8-10
	The response illustrates a full and detailed understanding of the project’s challenges and risks and provides excellent confidence in the team’s proposed approach to managing the same. 

	5-7
	The response illustrates a good understanding of the project’s challenges and risks and provides confidence in the team’s proposed approach to managing the same.

	3-4
	The response illustrates a reasonable understanding of the project’s challenges and risks and a reasonable level of confidence in the team’s proposed approach to managing the same.

	0-2
	The response illustrates a poor level of confidence in the team’s proposed approach. 















[bookmark: _Toc217042490]FEES ENVELOPE
[bookmark: _Ref126676418][bookmark: _Toc217042491]Fees
The Fees Envelope section invites suppliers to put forward a fee proposal for each of the two project workstreams which will be assessed on a combined basis in accordance with the scored criteria below. A set of day rates should also be provided.

Please complete the fee proposal schedule in the Excel File Appendix E - Priced Activity Schedule available on the portal. This is to be submitted back in Excel format. Note that only the orange highlighted cells can and should be populated on the template.

Only the total fee will be assessed. The lowest fee will score 40%.
1% will be deducted from the score for each £20,000 above the lowest price.

The equation used will be:  SCORE = 40 – (Bid Price – Lowest Price)
					          20,000

The baseline project programme for the purposes of providing a fee quotation is included as Appendix A. 
Construction budgets for the purposes of calculating fees are noted in Section 1 as well as within the Fee Proposal Template.




[bookmark: _Toc75934038][bookmark: _Ref126674521][bookmark: _Toc217042492]
Particulars of Appointment 
[bookmark: _Toc217042493]Generally
The Integrated Design Team will be appointed under a NEC4 Professional Services Contract June 2017 with amendments January 2023.
Proposed NEC4 Contract Data has been provided as Appendix D. The bidder is required to review this and, unless amendments have been agreed with the Client prior to the conclusion of the selection process, it will be assumed on award that the Consultant has agreed to the terms.
The Consultant and all Sub-Consultant team members will be required to enter into Collateral Warrantees (Option X8) with the Client and or Funders, up to a maximum of 3. Industry standard forms will be used.
The Consultant will be required to provide all services identified within the Scope of Service and those typically expected of a professional Consultant carrying out this role.  
Unless stated otherwise, payment terms will be 30 days from receipt of invoice. Invoices are to be submitted to the Client monthly in arrears. 
The Consultant will be required to carry a minimum Professional Indemnity Insurance cover of £5,000,000 each and every claim. Confirmation of this cover will be required prior to appointment. CCBC will accept cover being offered on an uplift basis on the understanding the Consultant is awarded the Contract.
The Consultant will be responsible for arranging sub-consultant agreements and the provision and maintenance of Professional Indemnity Insurance by members of the Integrated Team to comply with the overarching contract requirement.
The Consultant should ensure adequate resource provision to deliver the requirements of this Appointment, within the timescales stipulated above. 
The Consultant will report to the Project Director and lead Client representatives. 
The Appointment may not commence immediately after the selection process.  
The resources listed within the fee template will be assumed to be the team that will start the project. It is recognised that resources can change over time. No change in personnel will be accepted by the Client without prior advance notice and the submission of the CV for the suggested replacement for Client approval; not to be unreasonably withheld. 

[bookmark: _Toc217042494]Programme Variations
The Appointment will be for each RIBA or Project Stage only. Continuation to the following stage will be dependent on funding, project viability, Consultant performance during the previous stage and agreement on appropriate fees. Notwithstanding the terms of the Contract, the Client reserves the right not to appoint the Consultant to the next RIBA or project stage for any reason as they see fit. While a detailed programme has been provided with this requirement, each stage will be funding dependent. The phasing, packages, programme, and scope of the project may change through the process. In the event of a project or stage delay the Client will make best endeavours to give the Consultant 6 weeks’ notice of a change in the programme, but no demobilisation or remobilisation payments will be made.

[bookmark: _Toc217042495]Expenses
While the Client recognises that remote working has now become commonplace, any project involving existing buildings requires an intimate knowledge of the site. The Consultant will be expected to visit regularly to meet with the key stakeholders and to build their understanding of the buildings and site conditions. To encourage this, travel and accommodation costs associated with site visits to Venue Cymru are to be excluded from the fees and will be covered by the Client on an “at cost” basis. Reimbursed travel costs to Venue Cymru will be from the UK railway station nearest to the Consultant’s home or office at standard class rates. Driving to the site is discouraged, but mileage payments will be made at the prevailing HMRC rate where no viable public transport option is available. All other usual business expenses and meal or subsistence costs are assumed to be included in the rates provided.  All documentation is to be issued digitally. 



[bookmark: _Toc217042496]Scope of Services
The following documents the Services for the Integrated Design Team which will comprise the following disciplines:

Architect & Lead Designer, including landscape elements
Principal Designer for CDM
Principal Designer for Building Regulations
Services Engineer
Structural Engineer
Theatre Consultant
Acoustic Consultant
Access Consultant

The services are to be delivered under a single contract between the successful supplier and Conwy County Borough Council (CCBC).

In addition, CCBC will be making a series of other direct consultant appointments to support the delivery of the project and with whom the Integrated Team will need to actively coordinate. These will include:

Cost Consultant
Fire Consultant
Catering Consultant (if required)
Registered Building Control Approver
Project Manager/ Contract Administrator

The appointment covers all responsibilities generally associated with the disciplines from RIBA Stages 1 through to 6. The services have been described according to standard RIBA Stages, but the allocation of the services between stages may vary depending on the procurement route. The procurement route for the Main Contractor is yet to be determined however for the purposes of preparing a fee proposal a Single Stage Traditional form of procurement should be assumed for all works. 

The scope of services for each design role is covered in separate sections for ease of reference and to assist with obtaining fee proposals for team bids.

[bookmark: _Toc217042497]Generally – All Consultants
The Services are divided into separate RIBA Work Stages, but such division shall not affect the obligation of the Consultant to provide the Services as and when necessary, in accordance with this Agreement. 
The role of the Lead Designer will be fulfilled by the Architect. Coordinate fully with the Lead Designer and other member of the project team.
Exercise all reasonable skill, care and diligence in the performance of the services.
Comply with the Construction Design and Management Regulations 2015 insofar as they relate to this Appointment.
Complying with public sector BIM protocols relevant to the nature and scale of the project. This must include a shared and coordinated multidisciplinary BIM model which will be updated through the project programme to handover. 
Attend meetings and make such visits to the offices of the Client, the design team, to the site and to any off-site premises of suppliers as are necessary to perform these Services.
Liaise and work in close collaboration with the Project Director, Project Manager, the Client, and other consultants to maximise the project’s success.
Perform the Services necessary for completion of the works in line with the project programme.
Print, reproduce or purchase all documents, drawings, and other records necessary for the proper performance of the Services.
Keep full and proper records of all key meetings and negotiations attended or conducted by the Consultant and make the same available for inspection by the Client forthwith on request.
Actively participate in the Value Engineering process led by the Cost Consultant, as required, to ensure the project remains deliverable within the approved overall budget.
Inform the Client of a need to make any other Client appointments to perform work in connection with the Project and/ or any information, decision or action required from the Client or other Client Appointments in connection with the performance of the Services.
The extent of the Works to be designed is outlined in the Invitation to Tender. In summary the scheme will comprise of a new build Culture Hub, refurbishment/ re-configuration of the existing foyer areas and various refurbishment works to the auditorium area.
The Client requires security to be closely considered as part of the design, therefore the team will be required to incorporate the RIBA’s Security Overlay through the work stages. This will be deemed included in the fee proposal. 

Statement of Conformity – All Consultants except Principal Designer & Access Consultant
All consultants will be required to complete periodic site inspections to monitor the progress of works and assess conformity against the original design, with comments, observations and representations to be fed back via the Contract Administrator. Designers will be required to carry out additional visits at or around the time of Practical Completion, and as part of signing off the works each designer will be required to provide the following Statement of Conformity in writing to the Client & Project Director prior to Practical Completion being awarded:

"In carrying out the Services in accordance with the terms of the Appointment, including our review of the designs, drawings and specifications produced by the Design Team and the designs, fabrication and installation drawings and specifications produced by subcontractors (as are relevant to our scope), our periodic observation reports on the Works in progress and off-site we can advise that the works are in our professional opinion, in accordance with the designs, drawings and specifications  and in accordance with the Contractor’s Proposals and the design intent set out in the Employer's Requirements and, when complete, the Works will in our professional opinion and based on our periodic observations as referred to above comply with the design in the Specification"



[bookmark: _Toc217042498]Architect & Lead Designer
The Architect will fulfil the role of Lead Designer involving the leadership and coordination of the design team and the design of the Works in full. 

The primary work elements for the Architect are summarised as follows:
Overall building design including the aesthetic of the auditorium.
Coordinating and managing the design process.
Leading and representing the integrated team.
Commercial setup and management of the sub-consultant team including the use of back-to-back contracts with sub-consultants.
Planning application and consultation with the Local Planning Authority, including heritage and conservation aspects where appropriate.
Stakeholder consultation.
Interior design of all areas captured in the scope of the project. 
Furniture for public areas.
Joinery and other fit-out elements.
The location, coordination, structural, electrical and data requirements of all Internal and External signage, including statutory, branding, wayfinding and room naming. Design, procurement, and installation of signage will be by the client.  
Integration of theatre, technical and M&E systems.

Lead Designer 
The Lead Designer will be responsible for:
Directing the design process.
Chairing design team and other meetings as appropriate.
Ensuring design responsibilities are clear through the development and use of a design responsibilities matrix, to include allocating design responsibilities to Contractor when the time comes.
Preparing and maintaining for each Work Stage a coordinated programme for performance of the Services, including any Services not completed in a previous stage.
Co-ordinating the design of all constructional elements, including work by consultants, specialists or suppliers.
Complying with public sector BIM protocols relevant to the nature and scale of the project. This must include a shared and coordinated multidisciplinary BIM model which will be updated through project programme to handover. Post-contract the model will be handed over to the Main Contractor, however oversight must be maintained throughout.
Establishing the form and content of design outputs, their interfaces and a verification procedure.
Communicating with the Client on significant design issues.
Reporting to the Project Manager any issue that may affect the quality of the Project, the Programme or the ‘Relevant Cost’ (the latest estimate of cost of the elements for which the Consultant provides services).
Providing designs, specifications, advice and information concerning the design for which the Designer is responsible ('the Relevant Design') with due regard to cost, functionality, build quality and impact, buildability, construction safety, operation and maintenance.
Co-ordinating and integrating information provided by other persons into the Designer’s design.
Commenting on design proposals and project strategies from design team members.
To prepare a Sustainability Strategy and Maintenance and Operational Strategy with input from the Client and wider project team, as required.
Determining materials, elements and components, standards of workmanship, type of construction and performance in use for the Relevant Design.
Preparing drawings, sketches, working models, schedules, specifications, calculations and production and tender information for the Relevant Design as appropriate.
Giving due regard to the guidelines contained in the current publication Best practice in selection of construction materials (Ove Arup and Partners British Council of Offices 1997) unless authorised by the Client in writing to specify or authorise products or materials generally known within the Designer's profession at the time of specification or authorisation to be deleterious or hazardous to health or safety or to affect the durability of construction works
Not making or causing to be made any material alteration to any approved design without the knowledge and consent of the Client or in accordance with project procedures agreed with the Client, the Project Manager and/ or the Contract Administrator/Employer’s Agent.
Obtaining the consent of the Client to specify work to be carried out by contractors, sub-contractors or suppliers by performance standards and co-operating with such persons.
Observing the requirements of the current edition of the Joint Code of Practice on the Protection from Fire of Construction Sites and Buildings Undergoing Renovation published by the Construction Confederation and the Fire Protection Association.
Obtaining Planning Consent.
Making the appropriate number of visits to the site for:
· inspection generally of the progress and quality of the Relevant Design as built;
· approval of such elements of the works as may be specified to be to the reasonable satisfaction of the Designer.
· obtaining information necessary for the issue of any notice, certificate or instruction by the administrator of the building contract.

Work Stage Services
Receiving Client's instructions and information about the Site.
Visiting the Site and carrying out an initial appraisal.
Meet with the Client on a regular basis to discuss proposals, ideas, challenges and risks.
Liaise with the Client, Project Director and the Project Manager on a regular basis in relation to design progress, programme, risk and cost.
Present to the Client interim designs at appropriate stages throughout the process.
Maintain at all times a register of any proposals that may affect the Brief and seek approval or clarification from the client before proceeding. 
Maintain at all times a coordinated accommodation schedule that details the Net and Gross areas of the scheme being proposed. 
Attend and actively participate in risk workshops. Regularly update the Client and Project Manager of any notable risks as and when they become apparent.
Coordinate key stage reports, collate reports from all other consultants and issue to the client in PDF plus two printed copies.
Coordinating and incorporating the design of the other members of the design team.
If requested, present interim designs to the key stakeholders. 

RIBA Stage 1 | Preparation and Briefing
There will be a short RIBA Stage 1 to help finalise and document the Brief, across all disciplines. We envisage this being in the form of initial site visit(s) and workshop(s), to review of feasibility work completed to date, client aspirations and project objectives. The output will be captured in a short report presented to the client consolidating the outline design brief alongside planning strategy, programme, budget and governance arrangements.

RIBA Stage 2 | Concept Design
Develop the Initial Project Brief into a full Brief for the Works in consultation with the Client and wider Design Team. Ensure the Brief covers areas including cover areas including project objectives, project outcomes, operational strategies, quality benchmarking, area schedule, technical criteria, functional requirements, site information and the construction budget.
Discuss the project with the Local Planning Authority and partners in the wider development of the site.
Prepare a Site Information Report.
Prepare a Design Programme for the Work Stage.
Advise the Client through the Project Manager on the need for arrangements to be made for further site investigations and surveys. Prepare relevant scopes for procurement by the Project Manager.
Consult any local or other authorities about matters of principle in connection with the design of the Works.
Liaise with the planning authorities, as required.
Prepare the architectural Concept Design for the scheme in accordance with the Initial Project Brief and other project parameters, in collaboration with the wider design team.
Undertake third party consultations and any R&D aspects, as required.
Provide sufficient preliminary information in relation to the Works in the form of advice, sketches, reports or outline specifications to enable the Cost Consultant to prepare the outline Cost Plan.
Consider alternative outline solutions for the Works.
Provide information for the preparation of Project Strategies and the Project Execution Plan.
Compile a coordinated Stage 2 report for presentation to the Client.
After review and presentation back to the Client, seek approval of the Concept Design and consent to proceed to the Developed Design stage.

RIBA Stage 3 | Developed Design
Investigate the effect of statutory standards and construction safety on the Concept Design.
Consult with statutory authorities and key stakeholders. 
Review and update the Sustainability Strategy.
Prepare the architectural Developed Design in accordance with the project’s parameters and the Concept Design, in collaboration with the wider design team.
Develop the approved Concept Design to show spatial arrangements, type of construction, materials, appearance and detailed proposals for structural and building services systems and updated outline specifications.
Provide such representative sketches, drawings, specifications and/ or calculations in respect of the Works as are necessary to enable the Cost Consultant to prepare the Cost Plan.
Seek input from prospective suppliers and specialist and incorporate their input into the design.
Prepare and submit the detailed planning application to include, if appropriate, a heritage statement. The Client’s objective is to submit the planning application at the beginning of RIBA Stage 3 to support funding requirements.
Attend meetings and events in connection with the planning application, including consultation events, presentations, committee meetings and key stakeholder events.
Issue a fully coordinated Stage 3 report to the client for review. After review and presentation back to the Client, seek approval of the Detailed Design and consent to proceed to the Developed Design stage.
Provide images, sketches and visualisations of the proposed scheme to support the planning application and to provide material for client fundraising applications. Photorealistic and CGI images are excluded from the fee. 

RIBA Stage 4 | Technical Design
Review and update the Sustainability Strategy.
Prepare the architectural Technical Design in accordance with the project’s parameters in the Developed Design.
Consult with the statutory authorities on the developing design.
Prepare and submit the Building Regulations application.
Prepare technical designs, calculations and specifications sufficient to co-ordinate components and elements of the project including information for statutory standards and construction safety.
Provide such design information in respect of the Works as are necessary to enable the Cost Consultant to prepare the Pre-Tender Estimate.
Agree a set of deliverables for the tender process in conjunction with the Project Manager and Cost Consultant. 
Prepare Detailed Design Drawings for the Works. All proposals are to be fully coordinated with other members of the consultant design team. 
Prepare Specifications for the Works.
Prepare Room Data Sheets and other performance related criteria to help define the requirements for the purposes of tendering and construction.
Advise the Project Manager on the need for any special conditions of contract relevant to the Works or on appropriate forms of contract and invitations to tender for the Works.
Identify and agree the extent of the technical design, as it relates to the architectural elements, that is to be completed by the Contractor or the specialist sub-contractors.
Assist the Project Manager to identify and evaluate potential tenderers.
Assist the Project Manager, Lead Designer in advising the Client as to the relative merits of tenders, prices and estimates received for execution of all or part of the Works.
Prepare further information for construction as may be required under the building contract.
Provide information for the preparation of tender pricing documents.
Support the procurement process led by the Cost Consultant and Project Manager.
Attend tender stage interviews with prospective contractors and advise the Project Manager on the suitability to perform the Works.
Provide the architectural information reasonably required for construction.
Advise the Client of the planning conditions. Produce a tracker to allocate responsibilities for discharge of conditions.
Prepare architectural information to support the application to discharge the pre-commencement planning conditions.
Submit an application to the appropriate planning authority to discharge the pre-commencement planning conditions.

RIBA Stage 5 | Construction
Provide production information as required for and by the building contract. Ensure information is provided in a timely manner to support the construction Programme.
Review design information provided by contractors or specialists to assess compliance with the performance requirements of the contract and consider whether that information can be co-ordinated and integrated with other project information. 
Make regular visits to the site as Lead Designer and Architect to inspect workmanship, progress and compliance with contract design information and issue site inspection reports to the Client and Project Manager.
Respond within a reasonable timeframe to architectural site queries.
Attend construction progress meetings.
Provide any further information reasonably required for construction.
Review compliance with statutory and contract requirements.
Provide the Client with the original copy of any notices, consents or approvals in connection with the planning, building control and other relevant statutory approvals.
Give general advice on operation and maintenance of the building.
Provide information for inclusion in the Health & Safety File.

RIBA Stage 6 | Handover and close out
Carry out visual site inspections.
Provide written confirmation to the Project Manager to support the award of Practical Completion.
Prepare detailed snagging and outstanding works lists to support the process of closing out the Works contract(s) and achieving a high-quality building ready for handover to the Client team.
Comment on the resolution of defects relating to architectural elements.
Support the process of discussing and agreeing the timing of Practical Completion, in conjunction with the Project Manager and other project team members.
Assist the building user during handover and client fit-out.
Review/ compile the O&M manuals and H&S file to fulfil the roles of Principal Designer as well as Architect/ Lead Designer.
Assist with closing out the final account by reviewing the validity of claims for variations. 
Allow for 4no. post-handover visits to sign off snagging and review any key defects which may have arisen. This should include one visit at the end of the defects liability period to produce residual defects lists.
Attend a lessons learned workshop.
Provide desk-based advice on the resolution of defects.
Support the process of agreeing the Final Account.
Carry out a post-occupation evaluation exercise to assess the completed building against the Brief.




[bookmark: _Toc217042499]Principal Designer CDM
Generally
Comply with the duties of a Principal Designer as defined by the Construction (Design and Management) Regulations 2015. 
Provide full duties as defined in this section relating to the main scheme proposals and construction, to include core enabling works.
Provide strategic advice on the CDM approach for ‘client direct’ aspects of the project, to include temporary facilities/ accommodation and fit out packages.

On Appointment 
Inform the Client of their duties under the CDM Regulations 2015 and answer any queries relating to those duties. 
Where applicable, notify the Health and Safety Executive of the project as a whole (initial notification) and then issue updates when the Principal Contractor is appointed and when any significant changes to the project occur. 

Soon After Appointment 
Visit the site at an early stage to gain a further understanding of the project as a whole, and to identify at an early stage any foreseeable hazards that might affect the health, safety and welfare of those involved in the project (workmen, occupants of the building, the public etc.) 

Throughout the Project 
Provide the Client with specific advice as to the suitability of the management arrangements that are in place and review the arrangements throughout the project. 
Advise the Client whether additional duty holders need to be appointed.
Review existing building and survey information including existing Health and Safety File(s), Asbestos Survey Report, Structural Report, Geotechnical Report, Contamination Report etc. 
Advise the Client of the need for any additional surveys or information that may be required to achieve a comprehensive and compliant set of Pre-Construction Information. 
Identify and collate the Pre-Construction Information. 

During the Design Stage 
Planning, managing and monitoring CDM relevant aspects of the pre-construction phase of the project. 
Co-ordinate matters relating to health and safety during the pre-construction phase. 
Review the developing project designs and advise the design team of any aspects which may affect the project being carried out without risk to health and safety. 
Attend design team meetings as necessary to assist in ensuring designers are complying with their duties under Regulation 9 and ensure that there is sufficient co-operation between the design team. 
Identify, eliminate and control health and safety risks via design reviews and attending design team meetings. 
Request information from all designer’s and other parties that will be required for the preparation of the Pre-Construction Information. 
Prepare the Pre-Construction Information Packs and issue copies to the Client, all those involved with the design of the structure and to every contractor (including the Principal Contractor) who may be, or has been, appointed by the client. This includes tendering contractors. 
Prepare a hazard identification register for inclusion in the Pre-Construction Information. 

Prior to the Commencement of Construction 
Liaise with the Principal Contractor in relation to the production of the Construction Phase Plan. 
Advise the client on the suitability of the initial Construction Phase Plan. 
Advise the Client in relation to the adequacy of proposed arrangements to ensure that welfare facilities are on site from the start of the construction phase. 

During Construction 
Visit the site to ensure that the Principal Contractor is complying with their duties under the CDM Regulations 2015 and ensure the management arrangements in place continue to be suitable. 
Provide written report(s) to the Client following site visits regarding the suitability of the Principal Contractor’s management arrangements. Site visits are to be made quarterly for the duration of the project.
Liaise with the Principal Contractor for the duration of the project and share with the Principal Contractor information relevant to the planning, management and monitoring of the construction phase and the coordination of health and safety matters during the construction phase. 

After Construction 
Collate information requested from the Designers and the Principal Contractor for the Health and Safety File. This information should include (but is not limited to): as built drawings, specification, test certificates, and details of any residual risks or hazards. 
Review the information prepared in the Health and Safety File and advise the Client of any key errors or omissions.
Produce one hard copy and one electronic copy of the Health & Safety file.
Issue the Health and Safety File to the Client.



[bookmark: _Toc217042500]Principal Designer Building Regulations
This is a statutory role and the Principal Designer for Building Regulations will be required to perform all duties reasonably necessary to fulfil the statutory requirements. To include the following:

· Ensure the Client is aware of their duties under the Regulations. 
· Arrange a duty holders meeting.
· Collect competency statements from duty holders.
· Take all reasonable steps to ensure the design work carried out by the Team and anyone under their control is planned, managed, and monitored so the design is such that, if built, it would comply with all relevant requirements of the Building Regulations.
· Liaise with the Registered Building Control Approver to agree a route to achieving building control approval.
· Arrange a pre-submission meeting with all parties.
· Liaise with the Registered Building Control Approver throughout.
· Ensure a handover pack is produced for the Principal Contractor providing awareness of the building regulations strategy, responsibilities and further deliverables.
· Ensure that the Team and all those working on the project, co-operate, communicate and coordinate their work with the client, the Principal Contractor, other designers and contractors.
· Assist the client in providing information to others.
· Liaise with duty holders and the Registered Building Control Approver to gather documentation for inclusion in the O&M manuals and Regulation 38 pack.


[bookmark: _Toc217042501]Services Engineer
The work elements for the Services Engineer are summarised as follows:
Above ground drainage
Access control
Acoustic design and treatment in connection with engineering services e.g. attenuators (to performance criteria and guidance provided by the acoustician)
Air conditioning and mechanical ventilation services
Boilers, plants and auxiliaries
Calorifier plants
CCTV
Cold water services
Controls/ BMS
Cooling water services
Catering (services to only)
Deaf loops to public areas (other than in the auditorium)  
Distribution mains for any and all services
Earthing and bonding
Electrical distribution services
Electricity lighting and power installations
Electrical sub-stations 
Electrical transmission services
Emergency lighting
Fire detection and alarm systems including PAVA
Fire protection services
Fuel gas incoming supply and distribution
Heating installations
Hot water services
Incoming electrical supplies
Lightning protection services
Lifts, hoists and escalators
Natural ventilation strategies, as appropriate
Public health and plumbing services
Power and containment for radio and television installations
Renewable technologies, as appropriate
Security detection
Smoke extract, if appropriate
Sprinklers
Structured cabling
Utilities connections

The Services Engineer will also need to take responsibility for:
Preparing estimates of annual services running costs.
Designing in an access and maintenance strategy (in concept) for all services installations (to be developed further by the Contractor).
Designing in accordance with the project’s Sustainability Strategy.

Please note a primary element of the Services Engineer’s scope will be the delivery of a re-configured ventilation system in the existing auditorium, including supply air at low level, extract air at high level and replacement of air handling equipment and controls, as required.

Generally
The Services are divided into separate Work Stages but such division shall not affect the obligation of the Consultant to provide the Services as and when necessary in accordance with this Agreement. 
The role of Lead Designer will be fulfilled by the Architect. Coordinate fully with the Lead Designer and other members of the project team.
Exercise all reasonable skill, care and diligence in the performance of the services.
Co-operate with the Principal Designer and Principal Contractor. Comply with the Construction Design and Management Regulations 2015 insofar as they relate to this Appointment.
Attend meetings and make such visits to the offices of the client, the design team, to the site and to any off-site premises of suppliers as are necessary to perform these Services.
Liaise and work in close collaboration with the Project Director, Project Manager, the Client, and other consultants to maximise the project’s success.
Perform the Services necessary for completion of the works in line with the project programme.
Print, reproduce or purchase all documents, drawings, and other records necessary for the proper performance of the Services.
Keep full and proper records of all key meetings and negotiations attended or conducted by the Consultant and make the same available for inspection by the Client forthwith on request.
Should the design solution involve a natural ventilation strategy for any key spaces, any modelling or performance advice relating to this should be included.
Participate in the Value Engineering led by the Consultant, as required, to ensure the project remains deliverable within the approved overall budget.
Produce a BIM model for the Services scheme, in a format agreed and compatible with other members of the design team. Submit the model to the Lead Designer on a regular basis for coordination purposes. 
Ensure public sector BIM protocols are adhered to generally.




RIBA Stage 1 | Preparation and Briefing
There will be a short RIBA Stage 1 to help finalise and document the Brief, across all disciplines. We envisage this being in the form of initial site visit(s) and workshop(s), to review of feasibility work completed to date, client aspirations and project objectives. The output will be captured in a short report presented to the client consolidating the outline design brief alongside planning strategy, programme, budget and governance arrangements.

RIBA Stage 2 | Concept Design
Complete a thorough site and existing information familiarisation exercise.
Develop the Initial Project Brief into a full Brief for the Works in consultation with the Client and wider Design Team.
Assist the Lead Designer with the preparation of the stage Design Programme.
Advise the Client through the Project Manager on the need for arrangements to be made for further site investigations and surveys. Prepare relevant scopes for procurement by the Project Manager.
Consult any local or other authorities about matters of principle in connection with the design of the Works.
Prepare the Concept Design for the building services design in accordance with the Initial Project Brief and other project parameters, in collaboration with the Lead Designer and wider design team.
Provide sufficient preliminary information in relation to the Works in the form of advice, sketches, reports or outline specifications to enable the Lead Designer to prepare his outline proposals and assist any Other Consultant to prepare the outline Cost Plan.
Consider alternative outline solutions for the Works.
Provide information for the preparation of Cost Information and Project Strategies.
After review and presentation back to the Client, seek approval of the Concept Design and consent to proceed to the Developed Design stage.

RIBA Stage 3 | Developed Design
Assist the lead designer with the preparation of the stage Design Programme.
Liaise as may be necessary with the Lead Consultant, Lead Designer and any Other Consultants to agree a programme for the whole of the design and construction of the Works.
Prepare building services Developed Design in accordance with the project’s parameters and the Concept Design, in collaboration with the Lead Designer and wider design team.
Negotiate with public and other utility authorities for the provision of necessary incoming services.
Provide such representative sketches, drawings, specifications and/ or calculations in respect of the Works as are necessary to enable the Cost Consultant to prepare the Cost Plan.
Provide by way of sketch drawings or schedules the structural planning requirements for the engineering services showing locations and approximate sizes of plant rooms, major items of plant, major ducts and service runs and provide the approximate weight of any item affecting the structural design.
Assess and prepare preliminary schedules of power, heating and cooling loads, as applicable.
Receive from the architect through the Client the thermal performance standards for the facades and roofs of buildings and details of any external shading/solar control. Analyse the preliminary heat gains and losses for the purpose of initial sizing of heating, ventilation and air conditioning systems and plant, as applicable.
Market test relevant aspects of the design to help ensure it all remains deliverable within the wider project parameters.
Produce for the planning application a Sustainable Design and Energy Assessment.
Issue a detailed and fully coordinated Stage 3 report to including schematics of the electrical and heating systems. 
Seek, through the Lead Consultant the Client's approval of the detailed proposals and the Client's consent to proceed to the Technical Design Stage.
Review environmental reports prepared by others and incorporate recommendations in the design proposals.

RIBA Stage 4 | Technical Design
Prepare building services Technical Design in accordance with the project’s parameters.
Prepare a TM54 Energy in Use Assessment report (or as part of an earlier design stage, as appropriate).
Assist the Lead Designer in coordinating the design of the Works into the overall design.
Integrate into the design of the Works any requirements of specialist Sub-Consultants, Contractors or Sub-Contractors.
Undertake third party consultations as required and any R&D aspects.
Provide information for the update of Cost Information and Project Strategies.
Liaise with specialist sub-contractors as necessary.
Provide Builder’s Work Information sufficient to allow the development of the structural design and cost estimating.
Collaborate with the Lead Consultant, Lead Designer and any Other Consultants to prepare the final proposals for presentation to the Client, drawing attention to any significant differences from the previously agreed requirements for the Works.
Prepare pre-tender documents and drawings as necessary. Invite quotations for equipment, report upon offers received and select equipment.
Prepare such calculations and details but not work in connection with building regulations relating to the Works as may be required for submission to any appropriate statutory authority including the coordination of such information for the Works submitted by any Other Consultants, specialist suppliers, Contractors and/or Sub-Contractors as is available which may need to be included in such submissions excluding any submissions or applications for planning consent or approval.
Prepare Detailed Design Drawings for the Works. All proposals are to be fully coordinated with the architectural, structural, technical theatre design and requirements of all other consultants. Where electrical containment or mechanical service routes are complicated, restricted or subject to other critical constraints, coordinate with the design team at 1:10 in elevation, plan and/or 3D to ensure that the proposals are feasible. Provide coordinated wall elevations of services where required to check space planning. 
Prepare specifications for the Works.
Advise the Project Manager on the need for any special conditions of contract relevant to the Works or on appropriate forms of contract and invitations to tender for the Works.
Assist the Project Manager in advising the Client as to the suitability for carrying out the Works of persons and firms to be invited to tender for any contract involving the construction, supply and/or installation of all or part of the Works.
Assist the Project Manager & Lead Designer to assemble the Tender Documentation and to issue it to firms selected to tender.
Assist the Project Manager, Lead Designer in advising the Client as to the relative merits of tenders, prices and estimates received for execution of all or part of the Works.

RIBA Stage 5 | Construction
Provide such further information as is reasonably necessary, in the opinion of the Consultant, to enable Contractors and/or Sub-Contractors to prepare Installation Drawings.
Examine Installation Drawings, Shop Drawings and Builders Work Details submitted by Contractors and/or Sub-Contractors for the Works or parts thereof, in respect of the design intent and compliance with performance criteria. The Consultant shall not be required to examine the design of any proprietary products manufactured or supplied by Contractors or Sub-Contractors.
Advise the Client on the need for special inspections or tests arising during the construction of the Works.
Assist the Lead Designer and Contract Administrator in examining Contractors' and/or Sub Contractors’ proposals as may be required by contracts for the Works.
Respond to technical submissions from the Contractor in a timely manner. 
Attend relevant site meetings and make other periodic visits to the site to monitor that the Works are being executed generally in accordance with the contract documents and with good engineering practice and advise the Contract Administrator on the need for instructions to Contractors. Prepare and issue site inspection reports to the Client and Project Manager.
Provide technical advice to the Lead Consultant on certificates for payment to Contractors in respect of the Works and provide technical information to any Other Consultant to enable accounts for the Works to be agreed.
Perform any services which the Consultant may be so required to do under any contract for the execution of the Works including where appropriate the witnessing of any specified tests, provided that the Consultant may decline to perform any services specified in a contract, the terms of which have not been approved by the Consultant.

RIBA Stage 6 | Handover and Close Out
Examine the proposals of Contractors or Sub-Contractors for carrying out commissioning procedures and performance testing in relation to the Works.  Comment to the Client on any requirements of these proposals affecting the programme for the Works.
Subsequent to setting to work and regulation of the buildings, plant and equipment of the Works by Contractors and Sub-Contractors, examine the results of commissioning and the documentary records thereof.
Inspect the Works on completion and record any defects.
Receive and comment on copies of Record Drawings, operating instructions and maintenance manuals prepared by Contractors or Sub-Contractors if so required under their contracts for construction.
Perform work or advise the Client in connection with any claim or matter where such claim or matter arises out of any contract for the execution of the Works and is referred for the first time to the Consultant provided that this service shall not extend to the detailed examination of any financial claim nor to advising the Client following the taking of any step in or towards any resolution of any dispute or difference or towards any adjudication, arbitration or litigation in connection with the Works.
Carry out final inspections of the Works to assess compliance with the design and performance criteria, prepare detailed snagging lists in conjunction with other members of the consultant team. 
Following the issue of snagging lists, allow for a total of 4no. post completion site visits to support the process of closing out snagging and defects items.
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The work elements for the Structural Engineer are summarised as follows:
Earthworks and excavation.
Foundations including forms of piling but not the design of the piling.
Earth and water retaining structures including reinforced earth.
Ground and surface treatment.
Local and main, public health and land drainage; inspection chambers, sewers, interceptors, tanks, treatment works and ground dewatering.
Paving and surfacing; road, car parks and footpaths.
Fencing and landscaping
Structures in-situ or precast concrete employing un-reinforced, reinforced or pre-stressed techniques.
Structures in masonry, brickwork or blockwork, un-reinforced or reinforced.
Structures in metalwork, ferrous or non-ferrous.
Structures in timber or reinforced plastic.
Demolition of structures.
Designing-in loads associated with theatre equipment and/ or technical fit out.
Modifications to structures.
Identifying temporary works requirements, for detailed design by others.
Connection details for balustrading.
Re-bar detailing for reinforced concrete (detailed design/ scheduling for construction).

RIBA Stage 1 | Preparation and Briefing
There will be a short RIBA Stage 1 to help finalise and document the Brief, across all disciplines. We envisage this being in the form of initial site visit(s) and workshop(s), to review of feasibility work completed to date, client aspirations and project objectives. The output will be captured in a short report presented to the client consolidating the outline design brief alongside planning strategy, programme, budget and governance arrangements.

RIBA Stage 2 | Concept Design
Complete a thorough site and existing information familiarisation exercise.
Develop the Initial Project Brief into a full Brief for the Works in consultation with the Client and wider Design Team.
Assist the Lead Designer with the preparation of the stage Design Programme.
Advise the Client through the Project Manager on the need for arrangements to be made for further geotechnical investigations of the site. Arrange as agent for the Client when authorised by the Client for such investigations to be undertaken, certify the amount of any payments to be made by the Client to the persons or firms carrying out such investigations and advise the Client on the results of such investigations.
Consult any local or other authorities about matters of principle in connection with the design of the Works.
Consider alternative outline solutions for the Works.
Market test relevant aspects of the structural design to help ensure it all remains deliverable within the wider project parameters.
Prepare the Concept Design for the structural design in accordance with the Initial Project Brief and other project parameters, in collaboration with the Lead Designer and wider design team.
Provide sufficient preliminary information in relation to the Works in the form of advice, sketches, reports or outline specifications to enable the Lead Designer to prepare his outline proposals and assist any Other Consultant to prepare the outline Cost Plan.
After review and presentation back to the Client, seek approval of the Concept Design and consent to proceed to the Developed Design stage.

RIBA Stage 3 | Developed Design
Assist the Lead Designer with the preparation of the stage Design Programme.
Liaise as may be necessary with the Project Director, Project Manager, Lead Designer and any Other Consultants to agree a programme for the whole of the design and construction of the Works.
Prepare the structural Developed Design in accordance with the project’s parameters and the Concept Design, in collaboration with the Lead Designer and wider design team.
Provide such representative sketches, drawings, specifications and/ or calculations in respect of the Works as are necessary to enable the Cost Consultant to prepare the Cost Plan.
Collaborate with the Lead Designer and any Other Consultants to prepare the detailed proposals for presentation to the Client, drawing attention to any significant differences from the previously agreed requirements for the Works.
Issue a detailed and fully coordinated Stage 3 report. 
Seek, through the Lead Designer, the Client's approval of the detailed proposals and the Client's consent to proceed to the Technical Design Stage.

RIBA Stage 4 | Technical Design
Prepare the structural Technical Design in accordance with the project’s parameters.
Integrate into the design of the Works any requirements of specialist Sub-Consultants, Contractors or Sub-Contractors.
Undertake third party consultations as required and any R&D aspects.
Develop the Technical Design of the Works in collaboration with the Lead Designer and Other Consultants and prepare sufficient calculations, drawings, schedules and specifications to enable the Other Consultants to prepare their own Technical Design.
Integrate into the design of the Works any requirements of specialist sub consultants, Contractors or Sub-Contractors.
Collaborate with the Lead Designer and any Other Consultants to prepare the final proposals for presentation to the Client, drawing attention to any significant differences from the previously agreed requirements for the Works.
Assist the Lead Designer in coordinating the design of the Works into the overall design.
Prepare such representative sketches, drawings, specifications, and/or calculations in respect of the Works as are necessary to enable the Cost Consultant to prepare the final Pre-Tender Estimate.
Produce a set of tender information, in a format appropriate to the agreed Procurement Strategy, ready for the tender action.
Prepare such calculations and details relating to the Works as may be required for submission to any appropriate statutory authority including the coordination of such information for the Works submitted by specialist suppliers and/or Contractors as is available which may need to be included in such submissions excluding any submissions or applications for planning consents and approvals.
Prepare any further drawings and schedules necessary to enable Contractors to carry out the Works, but excluding Coordination Drawings and drawings and designs for temporary works, formwork and shop fabrication details. In the case of reinforced concrete work, general arrangement drawings and drawings of nonstandard details should be prepared with sufficient information to enable a Contractor to prepare standard details and bar bending schedules for the Works.
Advise the Client and Project Manager on the need for any special conditions of contract relevant to the Works and on appropriate forms of contract and invitations to tender for the Works.
Assist the Project Manager in advising the Client as to the suitability for carrying out the Works of persons and firms to be invited to tender for any contract involving the construction, supply and/or installation of all or part of the Works.
Assist the Project Manager and Cost Consultant to assemble the Tender Documentation and to issue it to firms selected to tender.
Assist the Project Manager and Cost Consultant in advising the Client as to the relative merits of tenders, prices and estimates received for execution of all or part of the Works.

RIBA Stage 5 | Construction
Examine design and fabrication drawings submitted by Contractors and/or Sub-Contractors for the Works or parts thereof, in respect of the design intent and compliance with performance criteria.
Respond to technical submissions from the Contractor in a timely manner. 
Advise the Client through the Project Manager, Lead Designer on the need for special inspections or tests arising during the construction of the Works.
Assist the Project Manager, Lead Designer in examining Contractors' and/or Sub Contractors’ proposals as may be required by contracts for the Works.
Attend relevant site meetings and make other periodic visits to the site to assist the Project Manager Lead Designer to monitor that the Works are being executed generally in accordance with the contract documents and with good engineering practice and advise the Contract Administrator/ Employer’s Agent on the need for instructions to Contractors.
Provide technical advice to the Project Manager on certificates for payment to Contractors in respect of the Works and provide technical information to any Other Consultant to enable accounts for the Works to be agreed.
Perform any services which the Consultant may be so required to do under any contract for the execution of the Works including where appropriate the witnessing of any specified tests, provided that the Consultant may decline to perform any services specified in a contract, the terms of which have not been approved by the Consultant.

RIBA Stage 6 | Handover and Close Out
Carry out final inspections of the Works to assess compliance with the design and performance criteria, prepare detailed snagging lists in conjunction with other members of the consultant team. 
Receive and comment on copies of record drawings prepared by Contractors or Sub-Contractors if so required under their contracts for construction.
Perform work or advise the Client in connection with any claim or matter where such claim or matter arises out of any contract for the execution of the Works and is referred for the first time to the Consultant provided that this service shall not extend to the detailed examination of any financial claim nor to advising the Client following the taking of any step in or towards any resolution of any dispute or difference or towards any adjudication, arbitration or litigation in connection with the Works.
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The primary work elements for the Theatre Consultant are summarised as follows:

Auditorium
Auditorium planning & design
Seating layouts 
Seating technical design and specification
Replacement and re-configuration of the existing orchestra pit lifts, to be coordinated with the revised seating layouts and arrangements.

Note technical systems design including stage lighting, audio visual, communications and stage engineering are not required under this scope, with this package of work being progressed separately, upfront.

New Culture Hub and Refurbishment of Foyers
Allow for a modest level of input in respect of potential new performance facilities in the Cultural Hub foyer, as illustrate in the concept drawings. 
Allow for the extension of paging and show relay systems into the refurbished foyers/ new Culture Hub.


RIBA Stage 2 | Concept Design
In liaison with the Client, the Project Manager, the Architect and the wider Design Team, develop the initial Project Brief into a full Brief for the Works for approval ahead of design proper commencing, covering auditorium principles, artistic programme, design strategy and the philosophy for the performance space.
Demonstrate potential auditorium forms, proposing alternate options and making use of precedent comparative venues.
Produce sketched option proposals for the auditorium.
Assist the Client, the Architect and the Design Team in developing a functional planning strategy for the building, exploring spatial relationships, including back-of-house and front-of-house arrangements, access for audience, performers and equipment, audience circulation, escape and general building access issues.
Provide advice to the mechanical services engineer on the likely occupancy levels for the space including audience, technical staff and actors.
Advise the client on seat types and options.
Provide budget costs to the Cost Consultant for the seating package. 
Coordinate proposals with the design and aspirations of the client and professional team, including intensive briefing with the client team.
Organise a study tour to relevant comparable venues.
Provide CDM Design Risk Assessments as required and input into project-wide initiatives on risk management and avoidance.
Review issued cost plans to ensure co-ordination of budgets and attend value-engineering sessions as required.
In liaison with the Architect and the Design Team, contribute to a coordinated RIBA Stage 2 report for presentation to the Client.

RIBA Stage 3 | Developed Design
Continue to develop the functional planning and key relationships between the auditorium, the stage, the back of house and the front of house areas.
Develop and refine the drawings of the auditorium and stage with the Architect and the Design Team.
Assist the Architect in developing designs for the venue Seating Systems.
Coordinate seating design with auditorium setting out, handrails and risers as necessary.
Assist the Architect in selection of seat finishes and components.
Assist in any review of requirements for code compliance.
Review developed seating design with Client.
Prepare an outline performance specification for seats and other elements of the specialist venue Seating System.
Produce GA drawings focusing on seating, sightlines, means of escape, Seating Systems.
Prepare concept GA drawings and high-level cost information for the specialist Venue Seating Systems sufficient to allow the project Cost Consultants to accurately assess the budgets.
Prepare an outline matrix of seat-types and components for the specialist venue Seating Systems.
Assist the client and Architect in negotiations with Licensing, Planning and Building Control authorities.
Provide preliminary layout information for the theatre control rooms and technical equipment rooms.
Advise, assist and collaborate with the Architect on the detailing and interior design of the control rooms, sound and light lobbies, dressing rooms and loading areas.
Work with the Architect and the Services Consultant to produce a coordinated design. 
Advise the Client and the Design Team of any potential impact upon cost and/or programme as a result of the ongoing design development.
Issue all RIBA Stage 3 information detailed above as a bound single RIBA Stage 3 Report and Appendix
Contribute to the CDM designer’s risk assessment.

RIBA Stage 4 | Technical Design
Review the Architect and Design Team's tender proposals with regard to their impact on the form and intimacy of the auditorium.
Contribute to co-ordination of auditorium wall elevations with the Architect and Services Designers.
Assist the Design Team in preparing room requirement documents/ data sheets.
Provide  pre tender estimate for the seating package.
Ensure all proposals have been reviewed with the end user and comments incorporated into the final designs. 
Prepare detailed GA, assembly, specifications and schedules/matrices for the specialist Venue Seating Systems.
Prepare and issue to the Client and the Design Team a Tender set of information on a contractor design basis in line with UK venue specialist market practice for the seating package. 
Review comments on Draft Tender set and incorporate as necessary.
Attend relevant risk workshops, coordination workshops, value engineering meetings and design team meetings as required.
Answer contractor queries during tender period.
Review Tender returns for compliance.
Make recommendation of preferred Tenderer. 
Conduct post-tender negotiations with appointed contractor(s).
Attend start up meetings.
Organise theatre study visits for main contractor.

RIBA Stage 5 | Construction
Review all relevant construction drawings from the specialist sub-contractors, returning comments using the industry standard “Status A/B/C” system.
Conduct regular site visits to inspect/monitor the construction and fit-out of the elements covered by this scope, checking that they meet the requirements of the design intent and that they have been properly completed to a satisfactory standard of workmanship
Review onsite progress and report any relevant works falling behind schedule.
Comply with RFI, AI and other contractual procedures implemented by the Main Contractor.
Attend coordination and site progress meetings as required. 
Assist the Architect, Project Manager and Main Contractor in resolving matters which are unsatisfactory, providing reports as necessary.
Witness and sign-off the specialist venue Seating Systems. 
Where appropriate, issue list of defects, outstanding works and non-compliance issues.
Assist the Architect / Contract Administrator with practical completion.

RIBA Stage 6 | Handover and Close Out
Prepare a detailed snagging and outstanding works lists relevant to the Seating Systems, to support the process of closing out the subcontract works and achieving a high-quality building ready for handover to the Client.
Support the process of discussing and agreeing the timing of Practical Completion, in conjunction with the Project Manager and other Project Team members.
Assist the building user during handover in all matters relating to Seating Systems.
Review the O&M Manuals provided by the subcontractors relevant to the Seating Systems, returning comments using the industry standard “Status A/B/C” system.
Assist with closing out the final account by reviewing the validity of claims for variations where relevant. 
Check that all defects have been remedied by the relevant subcontractor.
Issue a final report.
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The Access Consultant is to assume all responsibilities generally associated with the role from RIBA Stages 2 through to 5. The scope is to include advice on the following:
Facilities provision.
Layout – ease of circulation, convenience of facilities.
Vertical circulation (lifts, stairs).
Horizontal circulation (entrances, corridors, manual & automatic doors, floors).
Furniture, fixtures and fittings.
Communication aids – minicom, induction loop, infrared and radio frequency equipment (excluding their design and specification).
Lighting.
Contrast and touch.
Health & Safety e.g. fire safety and escape for non-ambulant people.

RIBA Stage 1 | Preparation and Briefing
There will be a short RIBA Stage 1 to help finalise and document the Brief, across all disciplines. We envisage this being in the form of initial site visit(s) and workshop(s), to review of feasibility work completed to date, client aspirations and project objectives. The output will be captured in a short report presented to the client consolidating the outline design brief alongside planning strategy, programme, budget and governance arrangements.

RIBA Stage 2 | Concept Design
Information exchange, reading in, confirm standards to be adopted.
Complete an access audit of the site to identify any access issues that can be discussed within the proposals.
Review the existing feasibility study for the scheme.
Provide relevant project and design advice via correspondence and attendance at design team meeting(s) (2No.).
Prepare final appraisal report to contribute to the Concept Design reports.

RIBA Stages 3 & 4 | Developed & Technical Design
Information exchange and review of Stage 2 information.
Review the project proposals in line with access and user comments.
Prepare a headline report identifying key access issues at this stage that require resolution.
Facilitate an access workshop/ attend Design Team Meeting (2No. total).
Attend a meeting with the Registered Building Control Approver.
Prepare an Access Statement to include in the planning application.
Prepare Part M schedules.
Provide general project advice on access related matters.
Assist the design team on the detailed specification of materials and finishes to ensure compliance from an access point of view.
Report to public funding bodies on accessibility issues relating to the scheme, as required for funding reasons.

RIBA Stage 5 | Construction
Produce a construction stage Access Statement for final Building Control sign off.
Allow for 4 No. construction stage site visits.
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The primary work elements for the Acoustician are summarised as follows:
Room acoustics including advice on the re-seating/ re-configuration of the auditorium.
Advice on an adaptable room acoustic solution for the auditorium.
External break out noise and associated planning considerations.
Noise separation between key spaces and for differing uses.
Noise from plant and other mechanical and electrical installations.

RIBA Stage 1 | Preparation and Briefing
There will be a short RIBA Stage 1 to help finalise and document the Brief, across all disciplines. We envisage this being in the form of initial site visit(s) and workshop(s), to review of feasibility work completed to date, client aspirations and project objectives. The output will be captured in a short report presented to the client consolidating the outline design brief alongside planning strategy, programme, budget and governance arrangements.

RIBA Stage 2 | Concept Design
Complete a thorough site and existing information familiarisation exercise.
Contribute to the preparation of the Initial Project Brief to include the acoustic brief/ design parameters after discussion with the Client, current building users and members of the project team.
Carry out an acoustic survey of existing site conditions including ambient noise and vibration levels.
Review the preliminary design information and feedback to the Client and project team on acoustic-relevant areas.
Comment on design concept options and alternative solutions.
Develop the Initial Project Brief into a full Brief for the Works in consultation with the Client and wider project team.
Prepare proposals for isolated constructions.
Prepare an environmental noise survey report with general comments on services noise control procedures to meet Local Authority environmental limits and proposals to limit operation noise leaving the site.
Provide information for the preparation of Cost Information and Project Strategies.

RIBA Stage 3 | Developed Design
Prepare a report on the control of construction and operational noise and discuss with the Local Authority, local residents and the Contract Administrator.
Advise on acoustic measurements in and around the site to establish sound insulation/environmental requirements for the completed buildings.
Prepare an acoustic report commenting on the existing parts of the building to be retained, the current scheme, acoustic modelling and setting acoustic parameters for:
Acoustic performance of all critical spaces. 
Guideline constructions to meet the above parameters.
Comments on plant room/riser construction.
Noise and vibration limits for Mechanical/Electrical Services.
Design guidelines for achieving the above criteria.
Maximum services noise levels to exterior/discussions on plant location and acoustic treatment.
Liaise with specialist suppliers to identify suitable products/ solutions for construction.
Produce an acoustic report for the planning application.

RIBA Stage 4 | Technical Design
Provide input on the construction preliminaries to specify requirements to limit construction noise and vibration in surrounding properties within the guidelines set by BS5228 and the local planning authority.
Prepare acoustic specifications for the building structure and components to meet sound insulation standards.  
Prepare acoustic specifications for the control of mechanical services noise and vibration. 
Contribute to the specification for the voice/fire alarm systems.
Prepare of schedule of attenuation and vibration isolation for all items of plant. Agree a process for final selection and approval with the Contract Administrator, to be included in the construction contract.
Review and comment on scheme as a whole and cost to tender stage.
Review and comment on any other acoustic matters for tender.

RIBA Stages 5 / 6 | Construction & Handover
Examine design proposals submitted by Contractors and/or Sub-Contractors for the Works or parts thereof, in respect of the design intent and compliance with acoustic performance criteria. 
Advise the Client through the Contract Administrator and Lead Designer on the need for special inspections or tests arising during the construction of the Works.
Assist the Lead Designer in examining Contractors' and/or Sub Contractors’ proposals as may be required by contracts for the Works.
Respond to technical submissions from the Contractor in a timely manner. 
Perform site inspections as required by Client/ Contract Administrator and attendance at design/site/progress meetings as required by the Client/ Contract Administrator.
Review and comment on on-going design.
Contact the local Environmental Health Officer to establish agreed acoustic parameters for project.  
Acoustic commissioning of all critical spaces, constructions and services on completion.
Carry out acoustic site tests to evaluate if the finished construction meets the acoustic specification for room acoustics, sound separation and plant noise.
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Outline Design & Construction Programme
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Pre-App Scheme Drawings
[Indicative of building location, footprint and massing].








[bookmark: _Toc217042508]Appendix C
Upgrade and Improvement Opportunities – Feasibility Study by Charcoalblue dated June 2022 
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NEC4 Professional Services Contract
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Fee Proposal Template
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Form of Tender & Declarations
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