
Invitation to Quote 

Community Hubs  

July 2017  

 

North West Ipswich Big Local Trust 

 

Organisation:  Community Action Suffolk (CAS), on behalf of North West Ipswich Big Local Trust 

Services required:  Research, consultation and strategy development – Audit and analysis of 

potential to develop and improve community hubs in the Big Local area of Whitehouse, Whitton and 

Castle Hill, North West Ipswich 

 

1. Background and overview 

Big Local is a long term innovative programme that aims to achieve lasting change in 150 areas in 
England. It provides a mixture of funding, finance and support. Each Big Local area is receiving at 
least £1m Lottery funding over at least the next 10 years, which residents themselves will be in 
charge of spending on ways to improve their community. It seeks to enable people who live in the 
areas to build on local talents and aspirations so they can identify and act on their own needs to 
make their areas even better places to live, both now and years to come. Each area will also be given 
support, training, and networking opportunities to help them develop their plans and empower 
them to find solutions that work for their communities. 

Local communities drive Big Local in their area. The programme supports, challenges, trains and 
encourages people to develop and drive Big Local in their area. Big Local supports communities to 
identify issues, and plan and develop solutions. This provides a sustainable approach to long-term 
issues and ultimately creates even better places to live.  

The Big Local Programme aims to:  

 Enable communities to better identify local needs and take action in response to these 

needs; 

 Increase the skills and confidence of local people so that they can continue to respond to, 

and identify, needs in the future;  

 Enable the local community to make a difference in the areas of need it prioritises; 

 Foster a feeling that local residents have, through their hard work, made their local areas 

better places to live. 

A Partnership of local people has been formed to guide the overall direction of Big Local in North 
West Ipswich .  The Partnership has created a Big Local Plan which includes objectives to: 

 bring our community together to socialise and learn new things. 

 get people working as a community and to improve our surroundings and services 

 increase the range of activities that our community members can take part in. 

http://nwipswichblt.co.uk/the-plan/


 

 
 

Map of the Big Local area, incorporating Whitehouse, Whitton and Castle Hill in North West Ipswich 

 

2. Purpose of the research 

North West Ipswich Big Local Trust requires a consulting partner to work with the Partnership and 

local community to develop a strategy for ‘Community Hubs’ in the area.    By ‘Community Hub’ we 

mean any building that is, or has the potential to be, hired to individuals and community groups for 

social activity, or used by community groups as a social enterprise. 

The Big Local area is served by three main Community Hubs: Castle Hill Community Centre, The 

Meeting Place, and Whitton Sports and Community Centre.   Westbourne Library provides a cultural 

hub for the area, and there are many church halls and community rooms in the area that provide 

space for community activity. 

The Partnership would like to commission research that; audits and maps all community buildings 

and the services provided within them, identifies needs for investment or improvement in those 

buildings, scopes potential buildings that could be acquired and developed for community use and 

consults with local people over what changes they would like to see – with a view to developing a 

two year strategy and action plan for the Partnership to implement.  

Specifically, the organisation or consultant will be tasked with the following:  

 Auditing all of the community hubs in the Big Local Area, including buildings that have 

potential for community use / social enterprise: 



o mapping the buildings and the types of spaces within each one (size of halls and 

meeting rooms, toilet and kitchen facilities etc).   

o identifying ownership, maintenance & development responsibility 

o assessing the condition / quality of each building 

o identifying any current plans for improvements or development of the buildings 

o identifying the potential for Big Local to support acquisition and local management 

of any of the buildings; 

 Auditing the services that take place within each community hub, including: 

o Summarising the hire charges for using the building (or spaces within it) 

o Providing contact details of regular hirers / organising groups and the prices 

charged for their activities 

o Producing a calendar of regular activities for each building (or spaces within it) 

o Assessing the take up / number of participants for the regular activities and any 

plans by the hirers to increase or reduce activities 

o identifying the potential for Big Local to support improvements to the services and 

activities used by local residents; 

 Engaging with stakeholders and residents of the North West Ipswich Big Local Area to 

establish an indication of: 

o Current usage of community buildings  

o Any gaps in provision of services and activities in community hubs, including services 

that increase skills and improve access to employment 

o Appetite by residents to take a lead in starting up new activities  

 Developing a strategic, two year plan for the Partnership to improve community buildings 

and the activities run in them, including recommendations for areas of opportunity, 

potential actions and priority areas for the Partnership; 

 Reporting on these findings in writing and in person. 

 

3. Resources Available 

Big Local has prepared a specific community group survey to be used as part of this research.  The 

survey is appended to this document.  Any changes in the wording or format of this survey will need 

to be discussed and approved by the NWI BLT partnership 

 

 

4. Outcomes 

It is anticipated that this research will provide baseline information about the capacity of the 

community hubs (and of the groups using them) and identify options to strengthen them.  Longer 

term outcomes, as the strategy is progressed within the Big Local time frame of up to 2027 include:  

 Improved community buildings for local residents; 

 Improved indoor activities in the local area, accessible to local residents; 

 Greater awareness of the opportunities available in existing community hubs 

 Greater number of community led activities and projects in local community buildings. 

 Potential to support new social enterprises 

 

 

 



5. Reporting  

 

Day-to-day reporting will be to the Partnership’s Locally Trusted Organisation (LTO), Community 

Action Suffolk (CAS).  

Ultimate oversight will be from the North West Ipswich Big Local Trust Partnership, and you will be 

asked to attend a minimum of two Partnership meetings to discuss your findings and make 

recommendations.  

You will be required to present a written interim update on findings at a mid-way point, and a final 

written report.  

 

6. Timetable 

 

Deadline for applications:  Monday 11th September 2017 12 noon 

Due diligence to be completed on all applications by 30th September 2017 

Interviews (if deemed necessary):   early October 2017 

Appoint delivery agent:  mid October 2017 

Final report: Feb 2018 

 

 

7. Applications 

We welcome applications from organisations and individual consultants – we will also consider 

partnership applications drawing on people’s expertise in different areas, although we would ask for 

no more than two organisations/individual consultants to work in partnership and would need one 

main point of contact for this piece of work.  

To apply please send a covering letter of no more than 4 sides, outlining your suggested 

methodology, timescales and budget.  If there are different budget options, depending on the 

degree of community and stakeholder engagement, please make this clear. 

Please also include a CV (outlining your experience and statements from two referees) and evidence 

of public liability insurance for undertaking this work.  

 

 

Please send your application to:  Faye Smith at Community Action Suffolk (CAS) – 

faye.smith@communityactionsuffolk.org.uk.  

If you have any queries about the brief, please call Faye Smith at Community Action Suffolk (CAS) on  

01473 345 349  or 07976 565 329 

 

  

mailto:faye.smith@communityactionsuffolk.org.uk


Resource One: The Community Groups Survey 

 

This survey is for collecting information on the level of community organisation. 

 

 

Checklist of questions for the survey of community and 

voluntary groups 

 

Q1. Name of group: 

 

Q2. Address, phone number and email address: 

 

Q3. Main contact name and role (and address if different from above): 

 

Q4. Person completing form (if different from above): 

 

Q5. Please indicate below, the main activities of the group: (please circle) 

Advice      Advocacy 

Arts and cultural activities    Campaigning 

Counselling      Environmental activities 

Housing advice and provision   Play activities 

Resource centre     Social activities 

Self help and support    Sports and recreation 

Training and community education  Worship and religious education 

Other (please specify) __________________ 

 

Q6. Does your group provide services/activities for: 

(a) All members of the community?  If yes, please go to Question 8. 

(b) Only a specific target group in the community, e.g. lone parents, older people etc?  

   If yes, please go to Question 7. 

(c) Some services for all members of the community, and some for specific target groups?  

   If yes, please go to Question 7. 

 



Q7. If you provide services for specific groups of people in the community, please indicate below 

the main groups that you work with or provide services for: (please circle any that apply) 

Carers  

Children 

Ethnic minority groups (please specify which ones) _______________ 

Families 

Lesbian and gay 

Homeless  

Low-income groups 

Lone parents  

Older people 

Offenders/ex-offenders  

People with physical disabilities 

People with learning difficulties 

People with mental health difficulties 

People with health concerns (please specify)___________________ 

Substance users, e.g. alcohol, drugs, etc  

Unemployed people 

Victims of crime  

Volunteers 

Women and girls  

Other (please specify)_____________ 

 

Q8. Which part of the district does your group work in/serve? (please circle) 

(a) Across the area and beyond (including district-wide). 

(b) In the whole area only (see map). 

(c) Local neighbourhood only. 

 

 

 

 

  



BUILDING ORGANISATIONS 

This section is about the development of your group and problems you may be facing. 

 

Problems 

Q9. To what extent (if any) are the following issues a problem for the group in meeting its 

objectives? (please tick one box for each issue) 

 

Issue Significant 

problem 

Slight problem Occasional 

problem 

No problem Don’t know 

Funding 

 

     

Managing and keeping 

staff 

     

Recruiting and retaining 

volunteers 

     

Access to resources, e.g. 

computers 

     

Limited skills in the 

group /organisation 

     

Access to training for 

group/ 

organisation to be more 

effective 

     

Access to child care for 

members 

to join in activities 

 

     

Language barriers in 

communicating 

with the local 

community 

     

Any others: (please state 

issues) 

 

     

 

 

Achievements 

Q10. Please describe some of your group’s main achievements over the last two years. 

 

Q11. How many years has the group been active in the area? 

 

Q12. How many members does the group have that live in the area? 



Q13. How many of these are active members? (i.e. key members who help to organize or run 

things) 

 

Q14. In an average week, what is the total number of voluntary hours provided by all your active 

members in the area? (i.e. the number of hours provided by each member active in the area 

added together) 

 

Q15. How many people who live in the area use your group’s services in an average week? (Please 

note your total for the week can include people who attend more than once.) 

 

Structure 

Q16. Is your group: (please circle more than one if appropriate) 

(a) A community group / organisation without constitution 

(b) A community group / organisation with a constitution 

(c) A Limited Company 

(d) A Registered Charity 

(e) A Co-operative 

(f) Trading as a community business/enterprise 

(g) Other (please specify)  

 

Q17. Does the group have a management committee? (please circle) 

(a) Yes       Please go to Question 18 

(b) No        Please go to Question 21 

 

Q18. Please indicate below if any of the following types of people have the majority of places on 

the management committee. (please circle) 

(a) Council officers 

(b) Local councillors 

(c) Users/members/volunteers 

(d) Paid employees of the group 

(e) Other professionals from other organizations / agencies (e.g. health 

professionals) 

(f)  Other (please specify)  

(g) No group has a majority. 



Q19. How many people are on your management committee? 

 

Q20. On average, how many of these people attend management committee meetings? 

Please now go to Question 22 

 

Q21. If there is no management committee, who has overall responsibility for running the group? 

(please circle) 

(a) Individual local resident 

(b) More than one local resident 

(c) Individual paid worker 

(d) More than one paid worker 

(e) Other (please specify)  

 

Money matters 

 

Q22. Is the group currently funded from any of the following sources? (please circle all that apply) 

(a) Central government 

(b) Regeneration partnership 

(c) Local authority 

(d)National Lottery 

(e) Private company 

(f) Charities and other grant aid 

(g) Contract with local authority 

(h) Membership subscriptions 

(i) Local fundraising 

(j) Revenue from trading 

(k) Other sources of income (please specify) 

 

Q23. For each source given in Q22 please state for how long the funding is allocated: 

(a)______________________________ (g)___________________________ 

(b)______________________________(h)___________________________ 

(c)______________________________ (i)____________________________ 

(d)______________________________ (j)____________________________ 

(e)______________________________(k)___________________________ 

(f)_______________________________ 



 

Q24. What is the group’s approximate income this financial year? (please circle) 

(a) Less than £1,000 

(b) £1,000–£9,999 

(c) £10,000–£19,999 

(d) £20,000–£49,999 

(e) £50,000–£99,999 

(f)  £100,000 and over 

 

Q25. Does the group employ any paid workers who are working in the area? 

(a) Yes       Please go to Question 26 

(b) No       Please go to Question 27 

 

Q26. Please indicate the number of paid full-time, part-time and session-based workers employed 

by your group who are working in the area: 

(a) Total number of paid employees 

(b) Number of full-time 

(c) Number of part-time 

(d) Number of sessional staff 

 

Q27. What arrangements for using premises does the group have? (please circle) 

(a) Ownership of a building 

(b) Shared ownership of building 

(c) Renting a building 

(d) Free use of building 

(e) Only able to meet at a member’s home or in a public place 

(f) Other (please specify) ________________________________________ 

 

Q28. What level of satisfaction does your group have with its arrangements for using premises? 

(please circle) 

(a) High satisfaction 

(b) Medium satisfaction 

(c) Low satisfaction 

 



Q29. Are the premises that you use wheelchair accessible? (please circle) 

(a) Yes all premises used 

(b) Yes some of the premises used 

(c) No, none of the premises used 

(d) Don’t know 

 

Q30. Does the building you use have wheelchair accessible toilets? (please circle) 

(a) Yes 

(b) No 

 

Q31. To what extent (if any) is access to the following resources a problem for the group / 

organisation in meeting its objectives? (please tick one box for each Resource) 

 

Facility / Resource Significant 

problem 

Slight problem Occasional 

problem 

No problem Don’t know 

Meeting rooms      

Telephone      

Desk      

Photocopier      

Computer      

Printer      

Storage      

Internet access      

Transport      

Noticeboards      

 

Q32. Do you currently have any of the following facilities or resources available for use by other 

community groups? (please tick one box for each Facility/Resource) 

 

Facility/Resource Free access Charge for access Notes on conditions of use 

Meeting rooms    

Telephone    

Desk    

Photocopier    

Computer    

Printer    

Storage    

Internet access    

Transport    

Noticeboards    

Other  please add below    
 

 



 

Planning activities 

 

Q33. How does your group plan its future work? 

 

Q34. Does the group have an action or business plan? 

(a) Yes       Please go to Question 35 

(b)No        Please go to Question 36 

 

Q.35. How many years does the current action or business plan cover ? (please circle) 

(a) Less than one year 

(b) One to five years 

(c) Over five years 

 

 

 

 

BUILDING SKILLS 

 

This section is about the way your group gets help with training and develops the skills, knowledge 

and confidence of the group’s members. 

 
 

Q36. Please think about the skills and experience of the active members of your group, excluding paid 

staff. Below is a list of skill areas to which community and voluntary groups often require in order to 

meet their objectives effectively.  

For each of the skill areas listed on the next page, please indicate the extent to which you agree or 

disagree with the following statement: 

‘The skills and experience of our active members fully meet the needs of the organisation in this 

skill area.’ 

  



‘The skills and experience of our active members fully meet the needs of the organisation in this 

skill area.’ 

 

Skill area Strongly 

agree 

 

Agree  

 

Neither 

agree nor 

disagree 

Disagree 

Strongly 

 

Disagree 

 

Don’t 

know 

 

Not  

applicable 

 

Publicity – producing 

newsletters, leaflets, etc. 

       

Web site creation and 

management 

       

The media – press 

releases, getting on with the 

media 

       

Social media – Facebook 

 

       

Social media – Twitter 

 

       

Social media – Instagram 

 

       

Money – bookkeeping 

and accounts 

       

Giving presentations 

 

       

Computer skills 

 

       

Managing staff 

 

       

Managing a building 

 

       

Managing projects 

 

       

Equal opportunities 

 

       

Fundraising 

 

       

Planning activities 

 

       

Assessing and monitoring 

the group’s work 

       

Working as a team 

 

       

Working in partnerships 

with other organisations 

       

How the Council works 

 

       

Other (please specify) 

 

       



 

Q37. Over the last year, has your group received any training? 

(a) No 

(b) Yes: please describe below: 

Level of satisfaction (please tick one box) 

Group members 

 

What training Where from High Medium Low 

Staff 

 

     

Management 

committee members 

     

Volunteers 

 

     

Other (please specify)      

 

 

Q38. Which of the following are important to you in taking up training? (please tick) 

 Volunteers and active 

members 

Committee members Paid staff 

Local venue    

Town centre venue    

Accessible venue    

Daytime sessions    

Evening sessions    

Weekend sessions    

Childcare    

Use of community languages    

Sessions for black people    

Sessions for women    

Participative style of training    

Know the trainer already    

Content is tailor made for 

group’s needs 

   

No cost    

Low cost    

Bursaries/grants available    

Time off for training    

Leads to a qualification    

 

  



Q39. Has your group been involved in developing your members’ skills through any other kind of 

activity? (please circle any that apply) 

(a) Mentoring schemes for members of group 

(b) Sharing skills through joint working 

(c) Reading books on practical skills for groups 

(d) Organising visits or exchanges to centres / projects 

(e) Secondments from other organisations to groups 

(f) Learning from experience/action 

(g) Other (please describe)________________________________________ 

 

Q40. Would you be interested in getting help with identifying your group’s training needs? (please 

circle) 

(a) Yes 

(b) No 

Getting advice 

These questions are about the group getting advice and guidance from outside organisations that 

help it to be better organised. 

 

Q41. Over the last year, has the group had any outside advice? (please circle any that apply) 

(a) Management issues 

(b) Funding advice 

(c) Managing money 

(d)If other help, please specify where from: 

(e.g. advice on organising events) __________________________________ 

 

Q42. Over the last year has the group needed outside advice but not been able to get it? (please 

circle) 

(a) Yes 

(b) No 

If yes, why was this? (please describe) ______________________ 

 

 



BUILDING EQUALITY 

This section is about ways in which your group is trying to help to build equality within your group 

and in communities. 

 

Q44. Regarding equal opportunities, does your group have: (please circle) 

(a) A written equal opportunities policy? 

(b) A statement of equality within its constitution? 

(c) Neither of these 

 

Q45. Please describe how the group is implementing equal opportunities. 

 

 

 

Q46. Please describe any ways in which this is being monitored. 

 

 

 

Q47. Please indicate any other ways in which your group is taking any action to challenge 

discrimination: (please circle any that apply) 

(a) Awareness raising events 

(b) Running campaigns 

(c) Providing translators/interpreters 

(d) Funding equal opportunities initiatives 

(e) Other (please describe)________________________________________ 

 

 

 

Q48. Do you get any support from other organisations and agencies for your work on equal 

opportunities? 

(a) Yes       Please go to Question 49 

(b) No       Please go to Question 50 

 

 



Q49. In general, how satisfied are you with the quality of support you receive on equal 

opportunities? (please circle) 

(a) Very satisfied 

(b) Satisfied 

(c) Neither satisfied nor dissatisfied 

(d) Dissatisfied 

(e) Very dissatisfied 

(f)  Don’t know 

 

Q50. Do you need support or advice on equal opportunities issues but do not know how to get it? 

(a) Yes 

(b) No 

 

 



BUILDING INVOLVEMENT 

This section is about the way in which your group involves people, and relates with other groups and 

agencies. 

 

Q51. Please indicate below the ways in which your group is accountable to your community and / 

or users: (please circle any that apply) 

(a) Annual election of representatives 

(b) Newsletters 

(c) Regular feedback meetings 

(d)Other (please describe)_________________________________________ 

 

Q52. What approaches does the group use to find out the needs of the local community and/or 

users: (please circle any that apply) 

(a) Consultation meetings 

(b)Outreach work 

(c) Questionnaires 

(d)Other (please describe)_________________________________________ 

 

Q53. Has the group been involved in joint work over the last year with any of the following? (e.g. 

jointly running a campaign/festival/play-scheme / organization or training or new projects etc. (If 

yes, please circle any that apply) 

(a) With the Council 

(b) With other statutory agencies (eg health authority) 

(c) Other (please specify)__________________________________________ 

 

Q54. Is the group a member of any formal networks? 

(a) Yes       Please go to Question 55 

(b) No       Please go to Question 60 

 

Q55. Please list the formal networks that your group belongs to. 

 

Q56. Of those networks listed, which one is most benefit to your work in the area? 

 

 



Q57. Please indicate how effective the network is in carrying out the following roles. 

(Please circle one number for each role on a scale of 1 to 10, where 1 = Not effective at all and 10 = 

Highly effective) 

(a) Exchange of information       1 2 3 4 5 6 7 8 9 10 

(b) Co-ordination of activities in the area      1 2 3 4 5 6 7 8 9 10 

(c) Exchange of skills and learning       1 2 3 4 5 6 7 8 9 10 

(d) Giving support and confidence       1 2 3 4 5 6 7 8 9 10 

(e) Representing members in consultation / partnership  1 2 3 4 5 6 7 8 9 10 

(f) Developing a sense of common purpose      1 2 3 4 5 6 7 8 9 10 

 

Q58. Please describe any other roles that you think the networks should have to support the work 

of your group. 

 

Q59. Please describe any barriers to your group’s fuller participation in this network. 

 

Q60. How are you supported in getting involved in links with other community groups? 

 

Q61. Please give the names and addresses of any other locally-based community groups that you 

know of. 

 

Q62. Are there any general points or comments you would like to make 


