Terms of Reference (TOR) for ICT Individual Consultant to develop e-learning course on Counselling
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	Concerned Women for Family Development (CWFD)

Plot # 16 & 18, Road # 1, Block-E, Banasree Housing Project, Rampura, Dhaka-1219.



TERMS OF REFERENCE (TOR)

FOR 
INDIVIDUAL CONSULTANT
	Hiring a National Consultant-ICT to develop E-learning course on Counselling for Teachers of Generation Breakthrough Project, Phase-II of Concerned Women for Family Development (CWFD)

	Hiring Office

	Concerned Women for Family Development (CWFD)

	Background of CWFD

	Concerned Women for Family Development (CWFD) originally named as Concerned Women for Family Planning (CWFP) is a non-profit, voluntary organization run by the women of Bangladesh for the women of Bangladesh. The organization started its voluntary activities in 1974, registered with Directorate of Social Welfare in 1975 and formal small-scale family planning service delivery program started in January 1976. It was registered with NGO Affairs Bureau in the year 1981.    

CWFD is women led organization with the membership of 21 women from different strata of life. Organizational policy is set and major decisions are made by Governing Body (GB) elected every two years from among the general members. Executive Director appointed by the GB manages all the projects and organizational activities through managers of different projects and their staffs. 

The project activities started with only 5 female staff to cover an area of Dhaka City with 50,000 people. Family planning information was disseminated through face-to-face communication, woman to woman approach and non-clinical services were provided at the door step.

Initially, CWFP had a single focus program of family planning. Over the time, the organization realized that mere improvement of health status through family planning would not sustain a significant change in women’s life in Bangladesh. Accordingly, CWFD expanded the project activities to cover larger population in Dhaka and other areas of Bangladesh and initiated new programs for women, men, children and adolescents encompassing primary health care, life skill development, creating economic opportunity and empower women against social  injustice, nutrition education, health product marketing, investigate the issues of the large adolescent population, arrange family life education, gender training and knowledge on sexual reproductive health and rights (SRHR), water & sanitation. For more information, please visit our website www.cwfd.org 

	About Generation Breakthrough Project, Phase-II

	Generation Breakthrough, Phase-2 is UNFPA’s flagship project on adolescents and youth that helps them to be equipped with life skills and knowledge. The aim of the project is to bring a positive change in the attitudes and behaviours of adolescent boys and girls aged between 10-19 years. Providing them the informed knowledge about Sexual and Reproductive Health and Rights (SRHR) and Gender Based Violence (GBV). And this can help the young people to build a better, healthier and fulfilling future for themselves. At present the project is working in the selected areas of Jamalpur, Moulvibazar, Patuakhali, Rangamati and Sirajganj. In addition to increase the knowledge and gender equitable attitude among the adolescents, the project is working to increase the capacity of the relevant stakeholders for gender equality and adolescent sexual, reproductive health and rights.

	E-learning course on Counselling

	Mental health is equally important to physical health. To boost the mental well-being of the students, an E-learning course on Counselling is being designed for the teachers by the Generation Breakthrough Project, Phase-2 so that these teachers can work as an initial psychosocial healer for them. Objective of this eLearning course are as follows:

· By successful completion of this course, teachers will be able to play a role as primary psychosocial facilitators 
· After gaining basic understanding on counselling, they will be able to address students emotional need, motivate them to develop their potentialities, build their self-esteem and identify students’ personal, academic and familial issues at initial level  

· Teachers will be able to develop their understanding to work as primary medium of counseling related information
The entire course along with its contents are being developed by a Technical team with close consultation with the Directorate of Secondary and Higher Education (DSHE) and UNFPA. 



	Scope of work:
(Description of services, activities, or outputs, deliverables)
	CWFD is looking for a proactive and highly motivated person who has prior experience of developing similar knowledge management platforms to coordinate the activity with timely delivery of all the deliverables. The ICT Consultant will need to design the digitization process and lead the development of the digital content management process. S/he will be responsible to communicate between the teams and help the project to successfully roll out the e-Learning course.

The anticipated e-learning course contain three levels and each level will be comprised of five (05) modules. The contents of the entire course will be developed in ‘Bangla’ and will contain word documents, infographics, illustrations, quiz and audio-visual files. There will be two parts for each of the modules – Lecture and assessment. Sometimes, for the ease of learning, the modules may be divided into different lessons. There will be a front end for the users and the back end for administering the content management system. All the contents of the e-Learning course will be provided by Concerned Women for Family Development (CWFD). The consultant will be involved in hiring of ICT partner organization. His/her major responsibilities and deliverable include:
i) Assist CWFD in short listing ICT organizations suitable for developing the e-Learning course
ii) Assist CWFD in organizing a pre-bid meeting with the interested ICT consultants to clarify the ins and outs of the anticipated activity
iii) Assist CWFD in conduct the technical assessment and support the procurement team to select the software development firm for the project
iv) Lead the digitization of the course materials and develop creative contents. The task will be both inhouse and outsourced. The consultant will be required to:
a. Develop necessary documents for the task
b. Select the voice artists and co-ordinate the voice recording
c. Photoshoot for specific learning modules  
d. Coordinate the development of animations and illustrations
e. Verify and approve the contents from the program team of CWFD, UNFPA and concerned officials of DSHE
v) CWFD will organize a day-long workshop before digitizing the course contents of each module and the consultant will facilitate workshop related to e-learning course. There will be fifteen (15) workshops for 15 modules of the e-Learning course. A short report demonstrating the content outline will be submitted by the consultant after each workshop
vi) Consultant will develop and share a concept note with the detailed plan and timeline of the e-Learning course. The activity of the software development firm will be monitored inline to the timeline
vii) Consultant will regularly communicate with different teams working on the project and share the updates of the development work with the project management team
viii) CWFD will organize a two days’ workshop to share the first module/prototype design with the Directorate of Secondary and Higher Education and other concerned organizations compile the comments and feedbacks and convey those to the expert to incorporate. The whole e-Learning course will be developed focusing on the approved layout 
ix) Consultant will regularly communicate with the content development team and coordinate the tasks of module digitization as well as the e-Learning platform development, so that both the tasks remain synchronized and can be finished intime
x) Consultant will assist CWFD to select the appropriate web hosting services, develop a letter of agreement with the data center and coordinate the hosting process
xi) Consultant will test the whole e-Learning platform using the conventional test algorithms, find out the glitches and submit the test report to the expert and CWFD.
xii) Consultant will develop a user manual both Bangla and English on how to register, access and utilize the counselling platform for the teachers/users of the platform
xiii) Consultant will assist CWFD to organize a three-day long workshop with the team to share the whole e-Learning course and have the final set of comments and feedbacks which will be incorporated to finish the platform development
xiv) Consultant will develop a Service Level Agreement (SLA) for the ICT organization for maintenance and trouble shoot of the project for a selected time duration
xv) Consultant will undertake any other activities those may be necessary for the effective management of the project
xvi) Consultant will develop a social media plan to promote quality work 
xvii) Consultant will assist CWFD to organize a dissemination workshop and present the e-Learning course

Deliverables:
· Content outline for each module of the e-Learning course
· An inception report along with the activity plan and timeline after the onboard of the ICT consultant
· Meeting minutes and workshop reports
· A user manual both Bangla and English on how to register, access and utilize the counselling platform for the teachers/users of the platform
· A final report containing all the details of the activity along with the Inputs for improved content, visualization, structure and other aspects to improve learning objectives


	Duration and working schedule
	The duration of the consultancy is up to 30 November, 2021 starting from 18 May, 2021. Based on situation and need time may be extended. 

	Supervisory arrangements
	The Consultant will work under the overall guidance of the Head of Adolescent and Youth Programme of CWFD and Technical support from respective officials of UNFPA Bangladesh. 


	Expected travel
	The consultant will not be paid for any travel within Dhaka nor will any pick up or drop facility be provided for any travel in Dhaka.  S/he will be expected to make arrangements for travel to collect the require document(s), conduct meetings and/or undertake detailed discussions.  



	Required expertise, qualifications and competencies, including language requirements
	· A degree in ICT4D, Instructional/Educational Technology or a relevant educational degree or qualification
· Strong industry knowledge of technology and developments in the field of e-learning
· Experience in applying instructional and engaging design and adult learning principles in training/e-learning
· Knowledge and experience with remote/digital training approaches
· Demonstrated knowledge in developing Learning Platform or Course Management System (CMS)
· Proficiency in Adobe Creative Suite and other applications to create graphics, animation, audio, video etc. multimedia elements
· Proficiency in coding interactive content i.e., advanced learning activities, adaptive testing, content management system
· Familiarity with e-learning platform, Moodle Learning Platform is desirable
· Ability to manage time efficiently and handle multiple tasks and competing priorities, as well as meet deadlines; and 
· Knowledge of, and experience working with, government of Bangladesh and development partners and systems, particularly in the education and public health sector is desirable 



	Inputs / services to be provided by CWFD (e.g. support services, office space, equipment), if applicable
	The consultant will be responsible for arranging his/her own computer and other working aid/equipment.  S/he will be working remotely for much of the consultancy and therefore should have good access to the internet and modern communication methods.  

	Other relevant information or special conditions, if any
	1. Any changes in the ToR or the work plan, if required, will be subject to consultation between CWFD and the individual consultant
2. If CWFD provide any organizational documents/reports/books or any part for developing the e-learning Counselling Course cannot be sold, used, or reproduced in any manner without the prior written approval of CWFD
3. All soft copies of the presentations for the training will be provided to CWFD
4. CWFD will make necessary photocopy of the materials and handouts for the training
5. No additional payment will be provided other than what is contracted.
6. The payment milestone are as follows:

a) 20% upon the submitting of detailed work plan  
b) 30% upon the conducting of workshop on E-learning Course on Counselling with the Directorate of Secondary and Higher Education and other concerned organizations. 
c) Rest 50% will be paid after finalization of the e-learning counselling course and subsequent satisfaction by the CWFD, UNFPA and DSHE. 
d) Payment will be made through AC Payee Cheque
e) Tax and VAT will be deducted as per Government rules and regulation




Proposal submission:
Interested consultants are requested to submit technical proposal and proposed budget which should contain work plan and Consultant profile. The proposal should be sent soft copies to the Executive Director, Concerned Women for Family Development (CWFD), House No. 16 & 18, Road – 1, Block – E, Banasree, Rampura, Dhaka by May 12, 2021 (end of business hour) through following email and probable interview date will be 17 May, 2021. For any clarification regarding Terms of Reference (ToR) all concerned are requested to communicate through e-mail to cwfd.gacproject@gmail.com and in addition you may contact Mr. A.K.M Shahriar Kabir, Admin Officer, Generation Breakthrough Project, Phase-2, Cell phone # 01618-958005 for any clarifications.
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