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PARTICIPATION & ENGAGEMENT PRODUCER – FREELANCE JOB 

OPPORTUNITY 

Luton Council seeks a freelance Participation & Engagement Producer for People, Power, 

Passion, the council’s pilot year of culture programme.  

PURPOSE OF ROLE 

The Participation & Engagement Producer will contribute to the effective delivery of People, 

Power, Passion by supporting six lead project artists to reach a wide range of participants 

and audiences. 

 

BACKGROUND 

 

People, Power, Passion: setting Luton alight. In 2019, Luton Council will collaborate with 

the people of Luton to deliver a series of arts events made by, with and for local residents. 

As part of our ambition to be named UK City of Culture in 2025, we are embarking on a pilot 

year of culture programme. Building on the themes of people power and community action 

and commemorating the centenary of the 1919 Luton Peace Day riots, a series of 

performances, events and artworks will reflect our diverse and vibrant communities. This is 

entitled People, Power, Passion and applicants are encouraged to read the People, Power, 

Passion full programme reference document prior to submitting a response to the 

commission. 

 

Harnessing Momentum: Luton’s strategy for the arts, cultural and creative industries in 

Luton 2017 – 2027 highlights the positive impact the arts can have on our places and 

spaces, skills and jobs, community cohesion and on our children and young people. This 

pilot programme will explore this impact whilst reaching audiences through ambitious, 

innovative and inclusive arts activity.  

 

Luton’s Peace Day riots 1919: Applicants are encouraged to research the Luton Peace 

Day riots prior to responding to this commission. The Bedfordshire archives provide a 

comprehensive summary here and Where They Burned the Town Hall Down, a book by 

Dave Craddock, is a thorough exploration of the riots.  

 

Luton in 2019: As part of our ambition to be named UK City of Culture in 2025 we have 

identified the following four themes as important to Luton: Voices, Journeys, Growth and 

Home. The commissioned project will explore these themes and consider how people power 

and community action are relevant to Luton today and to the town’s journey over the past 

100 years.  

 

Luton Council is delivering People, Power, Passion as part of the Luton Investment 

Framework. Overseen by the Luton Investment Framework Partnership & Programme 

Manager, the Cultural Enabler will lead the delivery of People, Power, Passion supported by 

a Programme Producer, Participation & Engagement Producer and Arts Administration 

Apprentice (project team). The roles of the lead artists and the project team will be clearly 

defined at contract stage.  

 

https://www.luton.gov.uk/Leisure_and_culture/Arts_and_culture/Pages/our-strategic-vision.aspx
http://bedsarchives.bedford.gov.uk/CommunityArchives/Luton/LutonIntroduction/TheLutonPeaceRiot-SaturdayNight.aspx
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ROLE CONTEXT 

Each of the six events included in the People Power Passion programme will involve deep 

engagement with people in the Luton community throughout the creative process as well as 

require robust audience development strategies to ensure the work reaches those that 

engage with the arts least. The Participation & Engagement Producer will work with the lead 

artists of each of the six events to identify, reach and engage with the target groups for each 

event. Target groups will include people experiencing unemployment, children & young 

people, people experiencing exclusion including the homeless, people with disabilities, 

BAME communities and teenagers at risk of anti-social behaviour. 

ROLE RESPONSIBILITIES 

1. Participation  

 Support the Programme Producer and lead artists to identify, reach and engage with 

target groups 

 Work with the council’s strategic community services team, local councillors, the 

Luton Cultural Education Partnership and other groups and services to identify 

community leaders and participants 

 Liaise with community leaders and service providers to identify appropriate 

opportunities and channels for engagement with target groups 

 Coordinate the dissemination of information regarding participation opportunities to 

community members and groups 

 Work with the lead artists to coordinate workshop and information sessions 

 Liaise directly with target participants to engage and support them 

 Liaise with carers, parents, teachers and support workers where required to ensure 

safeguarding and appropriate engagement practices.  

 

2. Audiences 

 Support the project team and the council’s communications team to ensure that 

target groups and made aware of events and activities 

 Work with the project team and the council’s communications team to develop and 

implement audience development strategies 

 Communicate directly with target groups and community leaders to achieve audience 

targets (such as attending events, community centres and local gatherings and 

speaking directly with people).  

 

3. Skills development 

 Support the Cultural Enabler to reach and recruit associate artists and trainee 

personnel for training and development opportunities 

 Support the Cultural Enabler to monitor and support associate and trainee personnel  

 

4. Volunteering  

 Work with the Cultural Enabler and the council’s volunteering team to develop a 

robust volunteer programme with genuine engagement opportunities 

 Work closely with the Programme Producer and lead artists to identify volunteering 

opportunities across all six projects 
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 Develop volunteer communications activity, ensuring that clear and up to date project 

information is shared, 

 Deliver positive engagement experiences for public, participants, partner 

organisations and volunteers. 

 Work with the Cultural Enabler to plan and deliver volunteer celebration and 

evaluation activity.  

 

5. Administration: Work with the Apprentice Arts Administration Officer to pay invoices 

and expenses and book facilities, venues and travel arrangements for participation 

and audience engagement activity.  

 

6. Monitoring and evaluation  

 Collect robust participant and volunteer data in accordance with GDPR for use in 

evaluation activity.  

 Support the Cultural Enabler to plan and deliver evaluation activity.  

 

7. Other  

 Foster quality working relationships with all external agencies, organisations and 

services achieve effective project delivery 

 Operate in accordance with the values and policies of Luton Council 

 Ensure a safe and secure working environment is maintained at all times with 

particular regard to the health, safety, equality and diversity, data protection and the 

welfare of customers, visitors, staff and yourself 

 Contribute to the development and successful delivery of the overall People, Power, 

Passion project 

 Any other duties that are commensurate with the role as agreed with the Cultural 

Enabler 

 

TERMS 

Contractor agreement: This contract is offered on a freelance basis and the successful 

person will be responsible for their own NI, tax, pensions and all on costs.  

Period of contract: This is a fixed term contract for a period of eight months from 4 March – 

31 October 2019.  

Hours and days of work: The role is for a maximum number of 113 days during this period. 

The preferred allocation of days is as follows:  

 4 March – 26 April (8 weeks): 2 days per week 

 29 April – 14 September (20 weeks): 4 days per week 

 16 September – 31 October (7 weeks): 2 days per week 

= 110 days (3 days remaining to allocate as required). 

Note that this is the suggested preferred allocation of days however it is expected that days 

will fluctuate depending on contractor availability and project requirements.   
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Note: We are interested in hearing from candidates for the full allocation of days, however 

we will also consider job-share candidates for this role.  

Job-share option – We are open to receiving applications for part of the contract as a job-

share proposal. I.e.: We would consider appointing one person to undertake the Participation 

and Audience development responsibilities of the role and one person for the Volunteer and 

Skills development responsibilities of the role. We are interested in hearing from people for 

whom this option would make the post more accessible. Note that the consideration of job-

share candidates will depend on multiple high scoring candidates applying. See ‘Job share 

information sheet’ for more information.  It is recommended that you discuss a job-share 

application in advance. Please phone Cultural Enabler Michaela Nutt for an informal 

discussion on 01582 54 6283. 

 Fee: £150 per day to include travel and expenses.  

Hours: Times to be agreed in discussion with the Cultural Enabler and as required by the 

role. It is expected that a minimum of one day per week is office-based in the Town Hall, 

Luton (9am – 6pm) and other days allocated as required, including evening and weekend 

work to accommodate attendance at events, workshops and community activities.  

Location: Ability to work from home and/or off site is essential. Provision will be made at the 

Town Hall and/or other Luton venues e.g.: community centres, for desk-based work and 

meetings/events. Attendance at internal project meetings at the Town Hall on a regular basis 

is essential.  

Equipment: Own computer and phone is essential and the fee payable is inclusive of the 

costs to own and operate such equipment 

Responsible to: Michaela Nutt, Cultural Enabler, Luton Council.  

Team: The Participation & Engagement Producer will be part of the small People, Power, 

Passion project team led by the Cultural Enabler and also including a freelance Programme 

Producer and Apprentice Arts Administration Officer. The team will be overseen by the 

Partnerships & Programme Manager, Luton Investment Framework.  

Other: The successful person should have the right to work in the UK and have an adequate 

policy of insurance with reputable insurers to cover liability in respect of any act, neglect or 

default in the provision of the services and public liability.  

The successful applicant will be required to have evidence of, or be able to acquire a DBS 

check prior to beginning the role.  

It is expected that the successful applicant is able to demonstrate existing networks with 

community and target groups in Luton.  

APPLICATION PROCESS 

All applicants are required to follow the council’s procurement process to be eligible for this 

commission. The process is as follows: 
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1. Register as a supplier through the council’s e-procurement portal Due-north. More 

information available on the council website. (For the purposes of this process, 

applicants will be known as ‘suppliers’ i.e.: suppliers of creative services).  

2. Find and view the ‘People, Power, Passion – freelancer job opportunities’ project and 

express interest in applying for it. 

3. It will take five working days to get access to upload your documents – in the 

meantime you can be preparing your covering letter as per the instructions below.   

4. Once granted access, you will have until the closing date to upload your documents.  

5. Upload a copy of your CV. Note that this will not be scored but will be used as 

supporting material. 

6. Upload a covering letter of no more than two A4 pages, including the following 

information:  

a) Examples of your experience in delivering or supporting community-engaged 
projects (arts project experience desirable) 

b) Examples of your experience of building relationships and networks with 
communities, including people from low-income backgrounds, BAME 
communities and/or children & young people 

c) Examples of your existing networks and understanding of community groups 
and leaders in Luton and how you would engage with them to successfully 
perform the role 

d) Why you are interested in this role  

e) Your understanding of the current creative and social landscape in Luton, and 
why you are interested in working in Luton 

f) Confirmation of your employment status and if you are registered as self-
employed, if you have the right to work in the UK, if you have a DBS check or 
are willing to get one and whether you hold/are willing to source suitable 
insurance.  

g) If applying as a job-share, please indicate this clearly at the beginning of your 
two-page proposal. You may indicate your preferred allocation of 
responsibilities (see below - Job-share information sheet) however this is not 
a requirement.  

 

Note: we are particularly interested to hear from applicants that are from or based in Luton 
and surrounds and/or are from black or minority ethnic communities.  
 

Note: The filenames of all uploads must include the title of the post you are applying for and 

your name.  

 

Job-share information sheet: If you are interested in applying to job-share, please ensure 
you have read the Job-share information sheet’ prior to making your application.  

 

 Applications close at 11.59pm Sunday 17th February 

 Applicants must be able to attend a presentation/interview in Luton on either Tuesday 

26th or Thursday 28th February.  

 Preferred start date is in the week beginning 4th March 2019 

 The successful applicant(s) must be able to attend a Research & Development 

Residency in Luton on Thursday 21st and Friday 22nd March.  

 

https://procontract.due-north.com/Register
https://www.luton.gov.uk/Business/Doing%20business%20with%20the%20council/Pages/Procurement-e-tendering-portal.aspx
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SCORING PROCESS 

Following the closing date, a panel will assess applications using the following weighting and 

scoring methodology: 

1. Qualification: Only applicants who are registered as self-employed or limited 

company, have the right to work in the UK and hold/are willing to buy suitable 

insurance and DBS will proceed to the next step.  

 

2. Quality of application: 

Shortlisting Weighting  

Quality of 
application 
(Total score 
available = 
100%) 

20% 
Previous experience delivering or supporting community-
led or -engaged projects 

20% Existing networks with communities and groups in Luton 

20% 
Suitability of approaches used in building relationships 
and networks with artists and communities, including 
BAME and working-class  communities 

20% 
Understanding of the current creative and social 
landscape in Luton, and interest in working in Luton 

20% 
Previous experience of and interest in support emerging 
creatives and volunteers  

 
Applicants will have to score at least a 3 against all criteria to proceed to presentation/ 
interview stage. The scoring framework we will use is on page 7.  
 

The four highest scoring applicants for a job-share approach, and the four highest scoring 

applicants for the full contract will be selected for an interview and the council reserves the 

right to interview more candidates should two or more applicants receive the same score.  

 

1. Presentation and Interview: 

The selected applicants will be invited to a presentation and interview which will be 

assessed using the following weighting and scoring methodology: 

Total score available = 100%) Scored based on 

Weighting  Presentation Interview 

30% 

Accessibility and potential impact of the 
proposed engagement process for participants, 
audiences and volunteers.  
 

25% 5% 

30% 

Suitability of applicant for working in Luton and 
with Lutonians, including people from diverse 
cultural backgrounds, people experiencing 
unemployment or homelessness, people with 
disabilities, children & young people and the 
elderly. 

15% 15% 

20% 

Understanding and mitigation of potential 
challenges of the role 
 
 

15% 5% 

10% 
Verbal communication skills and the ability to 
communicate with a variety of stakeholders,  

5% 5% 
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including senior council officers, local councillors 
and members of the target groups. 

10% Demonstrated planning and preparation 10%  

 
 
The scoring framework we will use is below. Proposals will have to score at least a 3 against 
all criteria to be selected. The highest scoring proposal will be selected.  
 

All questions regarding the People, Power, Passion commissions and application process 

must be directed to the council via the procurement portal.  

 

SHORTLISTING AND INTERVIEW SCORING FRAMEWORK 

QUESTION RESPONSES DESCRIPTION SCORE 

Excellent response with requirements being met and 

exceeded in some areas. Showing a comprehensive 

understanding and the ability to deliver to a high standard. 

Evidence relating to the proposed services shows high 

quality.   

Outstanding 5 

Good response with requirements being met with nothing 

other than a few minor exceptions which are acceptable to 

the evaluation team.  Reasonable understanding and the 

ability to deliver to a high standard. Evidence in relation to the 

proposed services shows good quality. 

Very Good 4 

Acceptable answer with requirements being met in parts but 

not fully.  A reasonable understanding to have the ability to 

deliver the service. Evidence to show that the services is just 

suitable for the purpose but has not met the standard 

expected. 

Acceptable 3 

Poor response where some requirements are being met but 

there are some large exceptions.  Concerns that the services 

proposed would not be suitable for use. 

Cause for 

Concern 
2 

Target requirements are only met on a few occasions.  Low 

standard response.  Major concerns that the services 

proposed would be suitable for use. 

Unsatisfactory 1 

Answer does not meet the requirements at all. No evidence 

that the services would be suitable. 

Wholly 

Unsatisfactory 
0 

 


