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Concern Worldwide, Bangladesh
Terms of Reference

Enlistment of Trainers, Academic Institutes, and Training Organisations


1. [bookmark: _GoBack]Background: 
Concern Worldwide is committed to staff capacity building and professional development to ensure high-quality program implementation and operational excellence. 

To support this objective, Concern Worldwide Bangladesh is inviting Expressions of Interest (EOI) from reputable and qualified trainers, academic institutes, and training organisations to provide capacity development training in the following categories:

· Communication and Leadership
· Time Management
· Strategic Leadership
· Negotiation and Conflict Management
· Strategic HR Management
· Emotional Intelligence
· Business Communication Skills
· Persuasion Skills and Rapport
· Organizational Design and Development
· Effective Line Management
· Stress Management
· Facilitation and Presentation Skills Development
· Team Building
· MS Office Management
· Proposal Writing
· Project Management
· Income Tax/VAT
· Disaster Management
· GIS Mapping
· Transportation/Fleet Management
· SPSS
· Supply Chain Management – NGO Perspective
· STATA, ArcGIS, and Social Research
· Networking and Advocacy at the National Level
· Risk and Compliance
· Child Protection
· Microsoft Excel
· Microsoft PowerPoint
· First Aid Training
· Communication Etiquettes
· Equality, Diversity and Inclusion
· Safety Driving 
· Peer Social Support
· Psychosocial Support
· Mindfulness 

2. Objective of Enlistment:
The previous pool of enlisted trainers and training providers has expired. To address this gap, Concern Worldwide Bangladesh is initiating a fresh enlistment process to ensure the continuous professional development of staff and effective training delivery.

The objective is to establish a pre-qualified pool of trainers, academic institutes, and training organisations to efficiently support staff capacity-building initiatives and comply with organisational and legal requirements.

Key Objectives:
· Streamline the selection process for trainers and training providers.
· Ensure access to qualified and reputable trainers and institutions.
· Maintain compliance with organisational policies and legal standards.
· Promote transparency, accountability, and cost-effectiveness in training activities.

Modalities of this Enlistment: 
· A pre-qualified pool of individual trainers and firms will be established through this EOI process.
· Trainers, academic institutes, and training organisations will be enlisted through a competitive selection process with an 18 to 24-month validity period.

3. Scope of Work: 
· Design and deliver high-quality training programs.
· Provide customized training sessions aligned with Concern Worldwide’s operational context.
· Use participatory training methodologies to enhance learning outcomes.
· Offer both online and in-person training formats.
· Conduct assessments to measure training effectiveness.
· Provide post-training support such as refresher courses and mentoring.

4. Qualification Requirements:
· A minimum of five (5) years of experience providing training to UN organisations, international development organisations, or INGOs.
· Proven experience conducting similar training sessions for the UN, international development organisations, or INGOs.
· Must provide at least four (4) Experience Certificates.
· References from three (03) international organisations must be attached, including contact details (address, phone number, and email).
· Preference will be given to trainers with international affiliations. Relevant supporting documents must be provided.
· Trainers must demonstrate excellent facilitation and presentation skills in both English and Bengali.
· A track record of producing high-quality documentation in English is required.

5. Proposal Submission Guidelines:
· A training provider (individual/organization) cannot apply for more than five (5) training categories listed under Clause 1, "Background."
· The subject line of the email should be: "Training Proposal for Enlistment"
· For any queries, please contact iqbal.hossain@concern.net before the submission deadline.


6. How to Submit Proposals: 
Interested training providers must submit the following documents via email to consultancy.bgd@concern.net 

Technical/Narrative Proposal:
· Training provider profile
· Objectives of the proposed training
· Training methodology
· Training content outline
· Evaluation and assessment methods
· Number of participants per batch
· Facilitation system in place
· Gender ratio in the organization (Male, Female, and Others)

7. Requirements for Inclusion in the Pool: 

a. For Individual Trainer
1)  Individual profile or individual resume
2) Overview of the relevant work, highlighting core competencies and development sectors expertise
3) A short CV, maximum three pages
4) Details of previous development projects/programs conducted, including project titles, objectives, methodologies, and outcomes
5) Indication of availability and capacity to undertake the project 

b. For the Training organisation
1) A Short profile of the firm highlighting experiences on related assignments with client details as mentioned for the Individual Consultant.
2) Lead Trainer (Team leader) with 3 pages of CV highlighting related work experiences and assignments completed.
3) Other team members’ short descriptions highlight related expertise that will contribute to the assignment.

c. Mandatory documents to be submitted for administrative check: 

· At least four (4) Experience Certificates.
· References from three (3) international organisations/INGOs/UN agencies, including contact details
· Any relevant certifications or documents demonstrating international affiliation.
· Trade License
· TIN Certificate
· VAT Registration Certificate
· BIN Registration Certificate 
· Tax Acknowledgment certificate (for the latest tax submission)
· Company Bank Details


8.  Submission Deadline:
All Expressions of Interest (EOI) must be submitted to consultancy.bgd@concern.net by 30 April 2025, no later than 11:59 PM (Bangladesh Standard Time).  Submissions received after the deadline will not be considered.

9. Evaluation of Submissions: 

The Evaluation Committee will evaluate and compare the proposals in the following manner:

a) First Step: Admin Check (Pass/Fail):
The participants must submit all the basic legal documents mentioned in the instructions for administrative evaluation. Failure to submit any valid documents will result in the participant not being considered in the Technical Evaluation Process.

b) Second Step: Technical Evaluation – Score: 50
Participants are required to submit a complete technical proposal, including all information outlined in the technical requirements. Proposals will be screened based on the technical information provided in the technical information sheets and the necessary supporting documents.


	Criteria and Scoring: Total Score - 50 Points

	Criteria
	Details Technical Evaluation Criteria 
	Score

	Relevant experience of key staff/Trainers
	At least five (5) years of experience providing training to UN organisations, international development organisations, or INGOs. 
Score: 10 marks for experience of more than 10 years. 5 marks for 5 years of experience. 
For each additional year (5-10 years) of experience, will receive 1 mark.
	10

	Working experience
	Proven experience in conducting similar training sessions for UN organisations, international development organisations, or INGOs. Please submit the evidence of experience ( contract /certificates)
Score: Each relevant experience will be given 5 marks.
	20

	International affiliation 
	Key person with any foreign/international affiliation. Please submit evidence of affiliation.
Score: 10 marks for each relevant affiliation.
	10

	Education
	The key person must have a PhD or a Master's degree.
Score: 5 marks for a Master's degree and 10 for a PhD.
	10

	Total Points
	50



10. Data protection 
(a)	Evaluation committee guarantees that all procurement activities are fully and transparently documented for internal or donor audit purposes. Evaluation Committee guarantees confidentiality of the procurement process.’

(b)	Please note that Concern Worldwide strictly prohibits any commission and/or favour to its staff and implementing partners. If it is revealed that this submission has been interfered with by any member of Concern staff and/or partner staff it will be void.

(c)	We seek to guarantee the transparency and accountability of this tender process. All cases of commission and/or favours requested in relation to a submission should be immediately reported to the Country Director.

11. Concern Worldwide’s Policies and Guidelines: Concern's Code of Conduct (CCoC) and its associated safeguarding policies; the Programme Participant Protection Policy, the Child Safeguarding Policy and the Anti-Trafficking in Persons Policy have been developed to ensure the maximum protection of programme participants from exploitation and to clarify the responsibilities of Concern staff, consultants, contractors, visitors to the programme and partner organisations, and the standards of behaviour expected of them.  In this context staff have a responsibility to the organisation to strive for and maintain the highest standards in the day-to-day conduct in their workplace in accordance with Concern's core values and mission. Concern's Code of Conduct and its associated safeguarding policies have been appended to this Contract for your signature. By signing the Concern Code of Conduct you demonstrate that you have understood their content and agree to conduct yourself in accordance with the provisions of these two documents. 

Breach of Code of Conduct and Sharing of Information: We are required to share details of certain breaches of Concern’s Code of Conduct, specifically those related to fraud, sexual exploitation, abuse and harassment and trafficking in persons, with external organizations such as institutional donors, regulatory bodies and future employers. In the event where you have been found to be in breach of these aspects of Concern’s Code of Conduct, your personal details (e.g. name, date of birth, address and nationality) and details of these breaches will be shared with these external bodies. Organizations may retain this data and use it to inform future decisions about you.

In addition, where we are working in partnership with another organization and where there are allegations of breaches in the above areas against you, we will cooperate with any investigation being undertaken and will share your personal details with investigation teams.

A breach of this policy will result in disciplinary action up to, and including, dismissal.

12. Safety and Security: It is a requirement that the Consultant will comply with Bangladesh security policy and in-country security procedures. It is a requirement that the Consultant will comply with Bangladesh security policy and in-country security procedures. Failing to comply will result in immediate termination of contract. The work plan will need to be flexible and have built in contingency plans that can be activated through mutual discussion with Concern and the partners on the ground. This will be especially important for activities that require fieldwork and face-to-face interactions



image1.jpeg
- WHATEVER
worldwide 1T TAKES

CO“CER“ Exsyghm%ovsnw






 


 


Concern Worldwide, Bangladesh


 


Terms of Reference


 


 


Enlistment of Trainers, Academic Institutes, and Training Organisations


 


 


 


1.


 


Background: 


 


Concern Worldwide is committed to staff capacity building and professional development to ensure high


-


quality 


program implementation and operational excellence. 


 


 


To support this objective, 


Concern Worldwide Bangladesh is inviting


 


Expressions of Interest (


EOI)


 


from 


reputable and qualified 


trainers, academic institutes, and training organisations 


to provide capacity development 


training in the following categories:


 


 


·


 


Communication and Leadership


 


·


 


Time Management


 


·


 


Strategic Leadership


 


·


 


Negotiation and Conflict 


Management


 


·


 


Strategic HR Management


 


·


 


Emotional Intelligence


 


·


 


Business Communication Skills


 


·


 


Persuasion Skills and Rapport


 


·


 


Organizational Design and Development


 


·


 


Effective Line Management


 


·


 


Stress Management


 


·


 


Facilitation and Presentation Skills Development


 


·


 


Team Bu


ilding


 


·


 


MS Office Management


 


·


 


Proposal Writing


 


·


 


Project Management


 


·


 


Income Tax/VAT


 


·


 


Disaster Management


 


·


 


GIS Mapping


 


·


 


Transportation/Fleet Management


 


·


 


SPSS


 


·


 


Supply Chain Management 


–


 


NGO Perspective


 


·


 


STATA, ArcGIS, and Social Research


 


·


 


Networking and Advocacy at the 


National Level


 


·


 


Risk and Compliance


 


·


 


Child Protection


 


·


 


Microsoft Excel


 




    Concern Worldwide, Bangladesh   Terms of Reference     Enlistment of Trainers, Academic Institutes, and Training Organisations       1.   Background:    Concern Worldwide is committed to staff capacity building and professional development to ensure high - quality  program implementation and operational excellence.      To support this objective,  Concern Worldwide Bangladesh is inviting   Expressions of Interest ( EOI)   from  reputable and qualified  trainers, academic institutes, and training organisations  to provide capacity development  training in the following categories:        Communication and Leadership      Time Management      Strategic Leadership      Negotiation and Conflict  Management      Strategic HR Management      Emotional Intelligence      Business Communication Skills      Persuasion Skills and Rapport      Organizational Design and Development      Effective Line Management      Stress Management      Facilitation and Presentation Skills Development      Team Bu ilding      MS Office Management      Proposal Writing      Project Management      Income Tax/VAT      Disaster Management      GIS Mapping      Transportation/Fleet Management      SPSS      Supply Chain Management  –   NGO Perspective      STATA, ArcGIS, and Social Research      Networking and Advocacy at the  National Level      Risk and Compliance      Child Protection      Microsoft Excel  

