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Producers, Project MANAGERS & Co-ordinators,

Stage Managers, Production and other specialist technical practitioners, company hosts

The Liverpool Culture Company is creating a pool of practitioners to work with its artistic team to develop and deliver the creative programmes for 2007 and 2008.  The pool will be added to on a regular basis and this is the first call for practitioners.  

We are looking to identify people with varying levels of experience for the pool to produce, manage, co-ordinate and administrate a variety of creative projects for the 2007 and 2008 programmes.  The type of project will vary considerably as will the work commitment required.  Some projects will require support over a long period of time others will be shorter term projects.

Person specification:

The following outlines the areas of experience we are looking for:-  

· Experience of project management and co-ordination for creative projects on a direct project level or a more strategic level.

· Experience of setting up projects, delivering projects, evaluating projects.

· Experience of project administration.

· Experience of working in one or more key art form area including music, performance, including dance, literature, visual, film and new media, street arts, public art.

We are looking for individual practitioners, sole traders and other small companies with named individuals, not large production companies.

Please apply in writing, using no more than 2 sides of A4 to address the specification above, with a covering letter indicating the type of project which interests you and your overall level of experience, (we are looking for all levels of experience) and your availability for this type of work.  Where applicable please state in detail your experience in the following areas:
· Producing.

· Stage management.

· Production management.

· Other technical practitioner experience.

· Working on projects with children and young people.

· Working on arts projects in communities.

· Working with international artists and companies.

· Developing and managing budgets.

· Site specific and outdoor work.

· Hosting visitors to the city.

· Language skills.

· CRB disclosure for work in Liverpool.

For individual practitioners rates of pay will vary according to experience.  Freelance applicants should include their current daily rate in their application.

Please email your application to Lyndsay.gordon@liverpool.gov.uk .  This is a rolling recruitment programme with no immediate end date.  We anticipate that the first round of interviews will be held in November/early December to create an initial pool.  Acceptance to the pool does not guarantee work.

For further details on the project please contact Kim.mitchell@liverpool.gov.uk  the Culture Company’s Artistic Team Admin Assistant on 0151 233 2830
City of Liverpool

Liverpool Culture Company
Creative Practitioner Pre-Selection Questionnaire

Please read the following instructions for completing this questionnaire carefully
1. This questionnaire is intended for use by both freelance agents and individuals seeking employment with the Liverpool Culture Company.  Some of the questions will not be relevant in all cases but where relevant should be completed as fully as possible. 

2. Unless specifically requested to supply copies of documents, please insert your answers in the space provided following each question (the table will expand as required).   Applicants should bring copies of necessary documents with them if and when invited for interview.  Failure to produce requested documents may result in an interview being suspended. 
3. The completed questionnaire should be returned via email to Lyndsay.gordon@liverpool.gov.uk .

4. Please do not include general marketing or promotional material from your Organisation as answers to any of the questions unless specifically requested to do so.  The information disclosed in this questionnaire will be used in an initial evaluation process.

5. Any invitation to attend an interview based on this questionnaire however does not imply any representation by this Authority as to your financial stability, technical competence or ability in any way to undertake the work advertised.  
The right to return to these matters as part of a subsequent evaluation processes is hereby reserved to this Authority.

6. Anyone invited to attend an interview will be required to produce evidence of UK residency/eligibility to work in the UK. (eg passport, current driving licence, bank/building society statement/utility bill (less than 3 months old), British work permit/visa (issued within 12 months)
7. Successful applicants to some of the posts advertised may on occasion come in to contact with children or vulnerable adults.  In these instances it is will be necessary for the applicant to product evidence of clearance by the criminal records bureau clearance before commencement of work with the Liverpool Culture Company.
8. The Authority reserves its right to reject as ineligible any incomplete submissions.

	NAME OF PERSON DEALING WITH THIS SUBMISSION 

	Full name
	

	Position
	

	Telephone
	

	Fax
	

	E-mail
	

	Date
	


Please complete all questions as far as possible and indicate where not applicable 

SECTION ONE: Personal/Organisation Information 
	1.1
	Full name of applicant/organisation 

	
	

	1.2
	Trading name of applicant/organisation (if appropriate).

	
	

	1.3
	Date of organisation formation (if appropriate)

	
	

	1.4 *
	Registered number if a limited company (please supply a copy of the certificate of incorporation and any certificate of change of name)

	
	

	1.5
	Registered address of organisation and address of principal trading office 

	
	

	1.6
	Phone number

	
	

	1.7
	Fax number

	
	

	1.8
	E-Mail Address

	
	

	1.9
	Address and phone number of office from where business would be conducted in support of this contract, if different from 1.5 and 1.6  above 

	
	

	
	

	1.10
	Have you ever been convicted of any criminal offence apart from minor traffic offence? If yes, please give details.

	
	

	1.11
	Do you  have relative(s) who are senior employees of the Liverpool City Council, or Councillors?  If yes, please provide details.

	
	

	1.12
	Do any of the staff employed in your organisation (or partner organisations) that would be engaged on this contract have relative(s) who are senior employees of the Liverpool City Council, or Councillors?  If yes, please provide details.

	
	

	1.13
	Have you ever been employed by the Liverpool City Council or ever been a Councillor of Liverpool City Council? If yes, please give details.

	
	

	1.14
	If your organisation is a member of a group of companies, give the name and address of the holding company

	
	

	1.15
	If your organisation is a member of a group of companies, will the holding company guarantee your performance of the contract?

	
	

	
	


SECTION TWO:  Experiences and References
	
	

	2.1
	Please enclose a list of recent/currently held contracts for delivering services of this nature, or any which are likely to commence within the next six months 



	
	

	2.2
	Please provide contact details (including named individuals, email addresses and telephone numbers) of 3 organisations for which you have performed similar work and that we may approach for references.  If you have a reason for the Council to let you know, before an individual contact is made, please specify.

	
	

	2.3
	Have you ever had a contract terminated or your employment terminated under the terms of that contract? If yes, please give details.

	
	

	2.4
	Have you ever not had a contract renewed for failure to perform to the terms of a contract? If yes, please give details.

	
	

	2.5
	Have you ever suffered a deduction for liquidated and ascertained damages in respect of any contract within the last 3 years?  If yes please give details.

	
	

	2.6
	Have you provided services to a local authority or other public body under a Public Private Partnership or Joint Venture arrangement?  If yes please give details.

	
	

	
	


 SECTION THREE: Financial Details
	
	

	
	

	3.1
	Please state the total sum paid to you/your organisation by Local Authorities (collectively) in each of the last three years.

	
	

	3.2
	Are there any outstanding claims or litigation against you or your organisation with regard to systems and / or service delivery? If yes, please give details.

	
	

	3.3
	Please supply bank details (bank address, account name, account number, sort code)


	
	

	3.4
	Please supply your VAT registration number.

	
	


SECTION FOUR: Insurance (if applicable)
	4.1
	Please give details of your Organisation’s Employers Liability Insurance.

	
	Insurer:
	

	
	Address of insurer/broker:
	

	
	Policy number:
	

	
	Expiry Date:
	

	
	Limit of indemnity:
	

	
	
	

	4.2
	Please give details of your Organisation’s public liability (third party) insurance.

	
	Insurer:
	

	
	Address of insurer/broker:
	

	
	Policy number:
	

	
	Expiry Date:
	

	
	Limit of indemnity:
	

	
	
	

	4.3
	Please give details of your Organisation’s fidelity guarantee insurance.

	
	Insurer:
	

	
	Address of insurer/broker:
	

	
	Policy number:
	

	
	Expiry Date:
	

	
	Limit of indemnity:
	

	
	
	


SECTION FIVE: Professional Conduct (if applicable)
	5.1
	Has you, ever committed a criminal offence relating to the conduct of your business or profession? If so please provide details.

	
	

	5.2
	Are you currently involved with any legal proceedings (including Arbitration) with any other organisations including local authorities? If so please provide details.

	
	

	5.3
	Are there any issues, current or likely, in relation to your work that may give rise to any conflict of interest? If so please provide details.

	
	


SECTION SIX: Undertakings

When you have completed the questionnaire, please ensure that:

· You have fully answered all appropriate questions.

· You have read and signed the section below.

· Able to provide documentary evidence that you are eligible to work in the UK.

· Understand and accept the requirement for criminal records bureau clearance.


In completing this pre-qualification questionnaire I have considered the Outline Specification and I certify that I am interested in performing the services set out in it.

I certify that the information supplied is accurate to the best of my knowledge and that I accept the conditions and undertakings requested in the pre-qualification questionnaire.  I understand and accept that the provision of false or inadequate information could result in the rejection of this application.

I understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body. I also understand that any such action will empower the Council to cancel any contract currently in force and will result in the rejection of this application.

.

Signed for and on behalf of the Organisation

Signed

​​​​​​​​​​​​​________________________

Name  …………………………………………………………………………………
Address  ………………………………………………………………………………
………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

Date  ……………………………………………………………………………………………………….
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