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 Contract to coordinate St Albans Sustainability Festival 2020 

Contract Title: Coordination of St Albans Sustainability Festival 2020 

Names of parties to the contract: This agreement is made and entered into between ……. (the contractor) and 
Sustainable St Albans registered charity 1173118 (“SSA”). 

Description of Services: To successfully coordinate St Albans Sustainability Festival (‘SuStFest20’), working closely 
with the SustFest20 volunteer working group (‘the Working Group’) and the paid and volunteer communications 
team (the ‘Comms Team’), delivering a varied and interesting festival that increases awareness of the climate crisis 
and sustainability in order to create real change. 

The main point of contact will be Amanda Yorwerth, Chair of the Working Group (‘the Chair’).  

Project schedule:  
• Contract starts 2nd January 2020, or as soon as possible after this – Contract ends 15th July 2020. 
• 1st January to 9th February: run the registration process, encouraging groups to run events and answering 

their queries.  Chasing up missing information, photographs, etc. which are needed for the SustFest20 
programme  

• By 20th February, ensuring information from the groups running events for SustFest20 (‘the Groups’) has 
been gathered and submitted in the correct format for the graphic designer 

• By w/c 5th April at the latest, the SustFest20 programme is printed and available for circulation 
• By 23rd May, ensuring all logistics for SustFest20 are in place 
• SustFest20: 23rd May – 7th June 2020 
• 10th July: evaluation report completed and signed off by the Chair. 
• Contract ends 15th July 2020  

 
Key Deliverables 

• Up to date project plan with up to date budget is available for each Working Group meeting. 
• Positive working relationships maintained with Working Group members, SustFest20 Communications 

Contractor, and SSA Treasurer. 
• Ensuring all organising groups have accurately registered an event for SustFest20 and all information for 

graphic designer collected. 
• Ensure council tax flyer is produced on time 
• Good relationships maintained, and essential information shared with organisers of the Groups using email, 

phone, newsletters, personal contact. 
• An engaging SustFest20 programme is created which contains all events accurately with sponsors 

advertisements and additional information included. 
• SUstFest20 programme is printed on time with distribution systems organised 
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• SustFest20 logistics are in place. 
• Complete evaluation report - (including evaluation for event participants, event organisers, volunteers and 

working group). 

In order to achieve these deliverables, the following activities are anticipated: 

• Project co-ordination: 
o With the Working Group, contributing to the SustFest20 project plan, its improvement, refinement 

or adaptation over the life of the project 

o Maintaining the project plan and ensuring deadlines are met; flagging up issues to the Working 
Group 

o Looking after the budget and tracking expenditure.  Liaising with the SSA treasurer, Jack Easton, to 
keep track of payments made and payments due.   

o Keeping paperwork as required by project funders 

o Ensuring records are kept in accordance with data protection requirements, and that all records, 
including contact information, are provided to SSA on completing the contract  

o Ensuring all materials involved in or necessary to the completion of this Contract are accessible to 
the Working Group throughout the contract (including rough, draft, working or intermediate 
versions) and are provided to SSA on completing the contract  

• Creation and co-ordination of the week’s programme: 
o Supporting the Working Group in recruiting new groups to take part in SustFest20 

o Contacting the Groups to confirm what their activity / event will be 

o Pulling together the activities and events proposed by the Groups into a coherent programme, 
liaising in a timely fashion with each Group as is necessary   

o Producing this programme as an accurate Word document ready for graphic design and print 

o Working closely with the relevant graphic designer, Chair, and SustFest20 Comms Team to finalise 
the SustFest20 printed programme 

o Liaising with and supporting the Comms Team who will lead on publicising the SustFest programme 
on website, social media and local press 

• Fundraising 
o Supporting the Working Group in raising business sponsorship 
o Supporting the Working Group in managing relationships with sponsors 

• During SustFest20 itself: 
o With others, attending events to explain about SustFest20 

o Troubleshooting, being on the end of the phone resolving problems 

o Making sure leaflets, banners, T-shirts, volunteers are in the right place at the right time 

• Supporting SustFest events: 
o Supporting SustFest20 events as may be agreed between the parties.   

• Evaluation and reporting: 
o Completing the budget and financial review, and ensuring information is correctly compiled, to 

enable end of grant reports to be produced by members of the Working Group 

o Working with the Chair to plan evaluation. 

• Meetings: 
• Attending Working Group meetings 

o Meetings with the Chair 

o Meeting with other Organisations involved in the week, as required 
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o Meeting the Treasurer of SSA, as required  
 
• Diversity: actively seek ways to reach the diverse whole community across St Albans, Harpenden and the 

villages, taking into account ethnicity, religion, ability, age, gender and sexual orientation.  To appropriately 
represent the diversity of our community in text and visuals used throughout the contract. 

 
There are a wide range of possible activities, above, and it will be up to the Contractor and the Comms Lead 
to agree priorities on a regular basis, which focus our communications on the most effective areas and keep 
the contract within the maximum contract sum 

 
Terms and conditions: 

• The Contractor commits to achieving the deliverables above. 
• The Contractor agrees that they will at all times during the Contract term and thereafter, take no action 

which is intended, or could reasonably be expected, to harm the charity or its reputation or which could 
reasonably be expected to lead to unwanted or unfavourable publicity to the charity.  

• The maximum contract price is £8,400.  The Contractor will be responsible for managing their time in 
order that they meet the deliverables within this amount; they cannot claim more than this total. 

• The hours will vary, are flexible, and are largely under the Contractor’s control, as long as the 
deliverables are met, and work is discussed and agreed with the Chair.  However, the Contractor must be 
willing and able to work to some extent during evenings and weekends as necessary.  For example, 
during the festival itself (23rd May to 7th June) the Contractor may need to work long hours including 
some evenings and weekends, and there are likely to be some weekend market stalls in the run up to 
SustFest20.  

• There will be a minimum of one contract appraisal meeting in each of Jan, Feb, March, April, May, June 
and a final meeting in July – with the Chair of the Working Group. 

• The Contractor is responsible for their own registrations and liabilities for tax, for VAT, Income tax, and 
National Insurance Contributions, and for compliance with relevant employment legislation.  No one 
shall be or become an employee of SSA by being involved in delivering the contract.    

• The Contractor will work from their normal workplace, apart from meetings. 
 
Payment Schedule 

• The Contractor will invoice £1,200 monthly, at the end of each of the months: Jan, Feb, March, April, 
May, June, plus invoice for an additional £500 when the programme is complete and ready for printing. 
The Contractor will invoice for the final £700 when the Chair judges the Contract has been delivered and 
is complete (the evaluation is done, the finances are all accurately recorded, and the key documents 
have been filed and handed over).  

•  Travel and expenses are not paid, unless by exception and as agreed in advance by the Working Group. 
• The Contractor will supply a brief record of work completed to accompany the monthly invoice schedule. 
• The Contractor will be paid within 15 working days of each invoice being submitted. 

 
Liability, indemnity and risk:    For the avoidance of any doubt as to the purpose of this section, the Contractor 
accepts and understands that SSA is unable to insure the Contractor or its staff against  any  potential consequences 
of their actions or failures to act, and accordingly that neither SSA nor its Trustees, individually or as a body, will 
indemnify the Contractor for any cost, loss or liability incurred in the performance of this contract.  SSA does not 
require the Contractor to undertake any activity which would put their staff at any greater risk than they would 
ordinarily face in their daily life.  The Contractor shall undertake this work at their own risk, and not undertake any 
act that might reasonably be considered to put their health and well-being, or the health and wellbeing of others, at 
risk.  The Contractor agrees that the maximum liability of SSA under this contract is £8400 in any circumstances 
whatsoever.  
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Issue resolution: 

Any problems or issues arising during this contract will be discussed and, hopefully, resolved between the Contractor 
and the Chair of the Working Group, Amanda Yorwerth. If they cannot be resolved, they can be escalated to the 
current chair of SSA. (Linda Shall as of November 2019)  

Termination of Contract: 
1. If during the course of the Contract, work is not being completed on time and/or to the expected standards as 
agreed, or if relationships break down, SSA can terminate the contract on written notification of one calendar month 

2. If the Contractor wishes to terminate the Contract, written notice of one calendar month is required. 

3. If the Contractor is unable to work, due to extended sickness or any other reason, unless agreed by the Working 
Group to the contrary, SSA can terminate the contract on written notification of 1 week. 

4. If SSA believes there is not enough funds for the entire period of the Contract, it reserves the right to terminate 
the contract prior to its end date - with one month’s written notification. 

 
Copyright: All documents produced/completed by the contractor shall be the property of SSA and the Contractor will 
retain no ownership interest or rights therein. 
 

Agreed  

Signed       Date 

 

 

Signed       Date 

On behalf of Sustainable St Albans - Jack Easton, 21 Marlborough Gate, St Albans, AL1 3TX 

 

Signed       Date 

On behalf of Sustainable St Albans – Gail Jackson, 206 Riverside Road, St Albans, AL1 1SF 

 

January 2020: all communications re contract to: 

stalbansfoe@hotmail.com  

 


