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ANNEX 3: TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANT – LONG TERM AGREEMENT 
 

 

PART II (this information is for INTERNAL use only; shall not be shared with candidates) 

LTA Contract Manager Chief of Education 

Child Safeguarding 

Is this assignment 
considered an ”Elevated 
Risk Role” from a child 
safeguarding perspective? 

☒Yes ☐No 

Is this a Direct Contact 
Role? 
If yes, please indicate below 

the number of hours/months 

of direct interpersonal 

contact with children, or 

work in their immediately 

physical proximity, with 

limited supervision by a 

more senior member of 

personnel:    

 

☒Yes # of hours per month? 0-5 

 
Expected to have direct contact in the 
potential distribution of supplies and/or 
cash in the capacity of monitoring 
implementation of activities. Contact 
hours are estimated at minimal levels, 
and are expected to have supervision of 
officials at provincial-level.   

☐No 

 
 

Is this a Child Data Role? 
If yes, please indicate below 

the number of hours/months 

of manipulating or 

transmitting personal 

identifiable information of 

children (name, national ID, 

location data, photos):   

 

☒Yes # of hours per month? 6-10 ☐No 

More information is available in the Child Safeguarding SharePoint and Child Safeguarding FAQs and 
Updates   

 
 

 

Function    

    

    

    

    

 
 
 

PART I 

Title of the Individual 
Consultancy Services 

Long Term Agreement for Engagement of Individual Consultant to 
support the implementation of Education emergency response and 
recovery in the context of disasters in Viet Nam 

Category of the consultancy ☐International ☒National 

Type of LTA ☒Time-Bound 

 Depending on emergency 

 ☐ Target Value 

Sharing Indicator ☐Open for Use ☐Controlled Use ☐Reserved for Sole Use 

Hiring Section Education Section 

https://unicef.sharepoint.com/sites/DHR/SitePages/Long-Term-Agreement.aspx
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Guidance%20on%20Identifying%20Elevated%20Risk%20Roles_finalversion.pdf?CT=1590792470221&OR=ItemsView
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Guidance%20on%20Identifying%20Elevated%20Risk%20Roles_finalversion.pdf?CT=1590792470221&OR=ItemsView
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/SitePages/Amendments-to-the-Recruitment-Guidance.aspx
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/SitePages/Amendments-to-the-Recruitment-Guidance.aspx
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/SitePages/Amendments-to-the-Recruitment-Guidance.aspx
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
https://unicef.sharepoint.com/sites/DHR-ChildSafeguarding/DocumentLibrary1/Child%20Safeguarding%20FAQs%20and%20Updates%20Dec%202020.pdf
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TERMS OF REFERENCE FOR INDIVIDUAL CONSULTANT – LONG TERM AGREEMENT 
 
 
1. BACKGROUND AND JUSTIFICATION 
 

Viet Nam is at critical juncture in its development journey, especially under the Sustainable Development 
Goals (SDGs) framework which provides a strengthened partnership platform for supporting Viet Nam’s efforts 
towards achieving key national priorities. With the increasing national capacity, UNICEF is increasing its role 
in upstream advocacy and technical assistance to eliminate barriers and bottlenecks 
across sectors, including Education.   
 
Globally, Viet Nam is among the most affected countries by climate change. Each year, increasingly intense 
and unpredictable weather events cause fatalities and extensive damage to infrastructure, such as 
schools and health centres, and impact on the livelihoods of already disadvantaged communities in urban and 
rural areas.   
 
Children are especially affected by these climate change related disasters. Access to food, 
water, education and healthcare is threatened and the pressure on communities – resulting from loss of 
income and assets – increases children’s exposure to violence, exploitation and abuse. Women also tend to 
be disproportionately impacted, further increasing negative effects on children, as they may be less able to 
provide sufficient nutrition or care.   
 
UNICEF, as the leading agency in education emergency responses, is working to help Viet Nam strengthen 
the ability of its children, families, communities and government bodies to deal with climate change-related 
natural disasters, with a specific focus on reducing child vulnerabilities. We support government to reduce 
risks, plan for natural disasters and ensure vulnerable populations are better prepared to withstand climate 
change shocks. Building resilience to these shocks within families and communities is paramount in this 
context.    
 
UNICEF is also applying a Child-Centred Disaster Risk Reduction (CCDRR) approach 
that identifies, assesses and reduces the potential loss of lives, health status, livelihoods, assets and services. 
With this child-centred response, in line with the Sustainable Development Goals, UNICEF is working to keep 
communities safe through initiatives such as promotion of the Climate Smart and Safe Schools models, 
community-based child protection systems, raising awareness of climate change related disasters among 
children using innovative technologies and youth-led initiatives as well as mapping risks in schools and 
communities. By supporting the government to implement CCDRR, we will ensure communities, families, and 
children are supported and empowered to proactively mitigate and to withstand the growing severity, 
frequency, and cumulative effects of hazards.   
 
With a growing evidence pool based on monitoring of climate and weather patterns pointing to a substantial 
risk of climate-related emergencies negatively impacting the South-East Asia region and Viet Nam in both the 
short- and long-terms, and with the ratification of several international agreements encouraging Viet Nam to 
take a robust approach to tackling climate change impacts, UNICEF has developed a vision that recognizes 
the importance of supporting humanitarian responses to disasters with longer-term and sustainable 
development work. UNICEF is developing its new 5 years strategy in Viet Nam (2027-2032) which include a 
specific and inter-sectoral focus on child-centred climate action.   
 
At the heart of UNICEF response are the Core Commitments for Children in Humanitarian Action (CCCs). The 
CCCs form the core UNICEF policy and framework for humanitarian action and are mandatory for all UNICEF 
personnel. Grounded in global humanitarian norms and standards, the CCCs set 
organizational, programmatic and operational commitments and benchmarks against which UNICEF holds 
itself accountable for the coverage, quality and equity of its humanitarian action and advocacy. The 

https://unicef.sharepoint.com/sites/DHR/SitePages/Long-Term-Agreement.aspx
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incumbent EiE Consultant is expected to bring in critical inputs to the 
emergency component of Education programming to meet to the UNICEF's CCC in emergency with the 
overall supervision of the Education Specialist. The position further aims to provide technical assistance for 
the recovery component of Education programming with special focus on risk-informed programming and 
the humanitarian-development continuum. This in turn will help UNICEF to demonstrate DRR/CCA 
incorporated into the overall rural development programs in selected provinces and help scale up across the 
country.   
 
Why is a consultancy required? 

 
The consequences of floods and storms often result in the disruption of education of vulnerable children and 
adolescents, especially those most vulnerable and in the hardest-to-reach areas, due to damage to schools, 
loss of learning materials, psychological distress faced by children, teachers and the community, 
etc. Supporting the sustained continuity of learning is critical to undertake without delay by UNICEF as the co-
lead of the Education-in-Emergency Sector Group. Hence, additional capacity is crucial to be deployed to 
deliver UNICEF responses in EiE ensuring no one is left behind. Moreover, due to anticipated high workload 
of the Education programme to implement activities at both national and provincial levels, it is necessary to 
hire a competent national EiE consultant to provide technical support to UNICEF implementing partners, and 
function independently in the field as needed. The goal is to provide children with the critical EiE supply 
required, to save lives and to ensure the rights of all children, everywhere, to meet UNICEF’s Core 
Commitments for Children in Humanitarian Action.   

 
 
2. PURPOSE OF ASSIGNMENT 
 

The Education in Emergency (EiE) consultant(s) will support the UNICEF Country Office in Viet Nam in the 
planning, implementation, monitoring, and evaluation of UNICEF’s Education emergency response and 
recovery. The focus will be on programming to ensure improved access to continuous learning in emergency, 
and recovery efforts in the context of disasters in affected provinces in line with UNICEF’s Core Commitments 
for Children (CCC) in Emergency and national/ international humanitarian standards.   
  
 

3. PROGRAMME AREA AND SPECIFIC PROJECT AREA 
 

This Terms of Reference (ToR) falls under the Education Programme, with a specific focus on Education in 
Emergencies (EiE). The programme area aims to ensure equitable access to safe, inclusive, and quality 
learning opportunities for all children and adolescents affected by emergencies. The specific project area 
under this ToR relates to the establishment of a Long-Term Arrangement (LTA) to provide technical expertise 
and implementation support for EiE interventions. 

 
 
4. OBJECTIVES 
 

The Consultant(s) will support the Education team to carry out planned Education interventions 
effectively through collecting data and information, coordination, implementation, monitoring and support 
of Education emergency response at national and local levels in affected provinces and others as 
needed, including supply distribution planning and monitoring at provincial, district and commune levels.   
 

 
5. MAJOR TASKS FOR BE ACCOMPLISHED 
 

a. Responsibilities of the Consultant:  

• Provide technical support for timely implementation of UNICEF education response implemented by 
partners including DOET in the targeted affected provinces.  
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• Support monitoring the UNICEF EiE response to ensure it is in full track as per the agreed target and 
plan in coordination with other sectors (WASH, Child Protection, Health, Nutrition, etc.) and cross 
cutting working groups (Accountability to Affected Population, Prevention of Sexual Exploitation and 
Abuse, Gender Based Violence, etc); Prepare situation analyses updates and emergency-related 
donor reports throughout the emergency response.   

• Assist EiE communication/visibility and resource mobilization.  

• Support the EiE coordination of Education Sector Group (ESG) with national and provincial partners 
to ensure an inclusive response and accountability to affected populations, including monitoring the 
response and recovery implementation. 
 
 
Task 1:  Provide technical support for timely implementation of UNICEF education response 
implemented by partners, including DOET(s) in the targeted affected provinces.  
 

1. Support and assist the management of the EiE supply plan, its timely procurement, distribution, and 
monitoring in close cooperation with the Supply Unit, and the Education Team as well as coordination 
with the national and provincial governments.   

2. Maintain close contact and coordination between UNICEF, MOET and DOET in the province(s) and 
sector members to arrange meetings, workshops and training courses pertaining to programme 
development.   

3. Facilitate the implementation of communication plans for education related activities as needed in close 
collaboration with Social Behavior Change (SBC) Focal Point.   

4. Travel to the fields in support of EiE programme on behalf of the Education team, consolidate and report 
actionable findings from trips as relevant.  
 

Task 2:    Monitor the UNICEF EiE response to ensure it is in full track as per the agreed 
target and plan in coordination with other sectors (WASH, Child Protection, Health, Nutrition, 
etc.) and cross cutting working groups (Accountability to Affected Population, Prevention of 
Sexual Exploitation and Abuse, Gender Based Violence, etc.); Prepare situation analysis 
updates and emergency-related donor reports throughout the emergency response.  
 

1. Develop and maintain systemized records, documents and plans for the monitoring of EiE interventions 
within the Humanitarian Performance Monitoring (HPM) System.  

2. Support monitoring and reporting on the implementation of the UNICEF supported EiE activities (HCT 
distribution, learning supplies, EiE training and awareness raising activities) in the respective assigned 
province(s).  

3. Support providing quality concise inputs for Situation Reports (SitReps) and other reports of UNICEF 
Response Plan in coordination with the Education Team and Planning Monitoring 
and Evaluation/Emergency Unit.  

4. Undertake field visits to assigned provinces to join needs assessment missions, monitor EiE 
implementation and provide technical assistance to DOETs and sector members as required.  

5. Coordinate, consolidate required information, and provide drafts and input for donor reports relevant to 
emergency response in collaboration with the Education team.  
 

Task 3:   Assist EiE communication/visibility and resource mobilization.  
 

1. Assist the preparation of data, information and relevant figures, as well as provide inputs, for the 
development of EiE donor proposals.  

2. Support the preparation of events, including donors’ sit visits for UNICEF-supported EiE activities, 
ensuring proper UNICEF visibility and the field level;  

3. Support and facilitate the collection and documentation of human-interest stories from the field in 
coordination with the Communications and Advocacy team to demonstrate good practices and 
challenges of EiE interventions to be used for visibility and resource mobilization.   
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Task 4:   Support the EiE coordination of Education Sector Group (ESG) and UN joint 
response team with national and provincial partners to ensure an inclusive response and 
accountability to affected populations, including monitoring the response and recovery 
implementation.  
 

1. Prepare ESG coordination meeting under the guidance of the Education Sector Coordinator.  
2. Draft actionable meeting minutes in timely manner aiming to be shared with members one day after the 

meeting is concluded.  
3. Assist with 5Ws of the ESG for consistency and coordination of efforts to avoid duplication.  
4. Maintain the most-updated contact and mailing list of the Education Sector.  
5. Assist data collection/assessment of education sector group at provincial levels.  
6. Support the roll out EiE capacity building for the officials of DOET, MOET and ESG members to improve 

the quality of education response.  
7. Support joint UN emergency response planning and reporting.  
8. Lead in developing progdocs and relevant documents in collaboration and consultation with UNICEF 

sectors and relevant government actors including local authorities. 
 

b. Responsibilities of UNICEF:  

 

UNICEF will provide all details pertaining to the activity and the requirements. The Consultant (s) will be 

supervised by the Education Specialist, UNICEF Viet Nam. The Consultant(s) will however work on a 

regular basis with relevant UNICEF Education team members, other UNICEF Sections, national and 

provincial counterparts, UN Agencies, as well as other partners in the Education in Emergencies Sector 

Working Group.   

 

To ensure the effective implementation of this consultancy and achievement of its objectives, UNICEF will 
provide the following support: 
❖ Technical Guidance and Oversight 

• Overall technical guidance and supervision through UNICEF’s Education section. 

• Regular technical review, feedback, and validation of deliverables to ensure alignment with UNICEF 
standards and priorities. 

 
❖ Access to Existing Resources and Materials 

• Relevant UNICEF policies, guidance, tools, and templates related to: 
- Education in Emergencies (EiE) 
- Data protection, ethical standards, and safeguarding 

• Access to existing assessments, situation reports, training materials, and programme documentation 
relevant to the assignment and geographic areas. 

 
❖  Coordination and Facilitation 

• Facilitation of introductions and coordination with government counterparts, implementing partners, 
and other relevant stakeholders at national and sub-national levels. 

• Support in linking the consultant with ongoing UNICEF programmes, emergency response 
mechanisms, and coordination platforms, as appropriate. 

 
❖ Operational and Logistical Support 

• Timely communication regarding activation of the consultancy, deployment timelines, and priority 
locations. 

• Support with logistical arrangements, where applicable, in line with UNICEF procedures (e.g. travel 
coordination, access permissions). 

 
❖ Performance Monitoring and Quality Assurance 

• Ongoing monitoring of performance against agreed deliverables, timelines, and quality standards. 



 

6 

 

 

 

                                    

• Formal evaluation of consultant performance based on predefined indicators, including timeliness, 

technical quality, and responsiveness during emergency operations. 

 

6. DELIVERABLES 
 
 

Number Category Deliverables 

1  Coordination 
and Planning 

 

Updated and monitored EiE supply plan 

2 Monitoring, Data, 
and Reporting 

 

Systemized plan for the monitoring of EiE 

3 Monitoring, Data, 
and Reporting 

 

 Periodic updates on EiE and contributions to UNICEF situation reports or 
internal briefs, submitted on time and compliant with UNICEF data quality 
and data protection requirements. 
 

4 Coordination 
and Planning 

2-3 coordinated inputs for donor proposals on EiE 

5 Coordination 
and Planning 

Education Sector Group regular meetings completion 

6 Monitoring, Data, 
and Reporting 

 

2-3 Human Interest Stories focusing on EiE, in collaboration with 
communications 

7 Capacity 
Strengthening 

and Training on 
EiE 

Training for the officials of DOET, MOET and ESG members to improve the 
quality of education response. Context-adapted training agenda and 
materials, with training session delivered and participant lists completed, 
meeting planned coverage and receiving positive feedback from participants 
and UNICEF.   

 
 
 
7. TRAVEL  
 
This consultancy is Home-based with travel to multiple locations in Viet Nam. 
The consultant will undertake field visits to assigned provinces to join needs assessment missions, monitor EiE 
implementation and provide technical assistance to DOETs and sector members as required.  
 
The financial proposal should include 2 types of fees: 

1. Fee for remote service 
2. Fee for services including travel (factoring travel costs related to travel insurance).  
 
 
8. LTA CONTRACTING MODALITY AND CALL-OFF MECHANISM 
 
The LTA to be signed will have a fixed fee rate for two years, with possibility of extension for one more year. 

However, UNICEF does not warrant that any quantity of services will be purchased during the term of the LTA as 

this will depend on forthcoming needs.  

 

Whenever services are required, the lead programme would contact the top-ranking LTA (based on technical 

score). Should this consultant not be available for the event, UNICEF will contact the second-ranked consultant 

and so on.  

 



 

7 

 

 

 

                                    

Upon receipt of this communication, the LTA consultant would have to confirm availability for the assignment. 

Upon review of the same, UNICEF will send the consultant a written communication confirming the requirement 

in the form of a work order sent by email.  

 

The order will include details on the location of the project, number of hours to be worked and other practical 

details. Price in the order will be based on daily fee included in the LTA contract. After the work order has been 

sent, no further costs would be reimbursed by UNICEF (increased number of work hours) unless there is prior 

written authorization by UNICEF.  

 

Once the services are completed and have been approved by UNICEF, the consultant will send the following 

documentation for payment purposes: a) complete invoice indicating number of working hours/completed products 

b) copy of the UNICEF order for the assignment.  

 

Payment will be made after completion of assignments and submission of final invoice for the actual work 

completed, subject to satisfactory performance. 

 
 
9. IDENTIFICATION OF RISKS AND PLAN FOR MITIGATION 
 
Potential risks related to the engagement of a consultant for education in emergencies include delays in 
deployment due to administrative procedures, rapidly evolving emergency contexts affecting access to affected 
areas, security and safety concerns, and limited availability of national counterparts during crisis periods. There 
is also a risk that fluctuating emergency demands may require rapid scope adjustments. To mitigate these risks, 
UNICEF ensure clear and flexible ToRs aligned with evolving needs and apply UNICEF security protocols and 
context specific risk assessments. Close coordination with government counterparts, implementing partners, and 
UNICEF field offices, combined with regular technical oversight and quality assurance, will support effective 
delivery and timely adaptation to changing emergency conditions. 

 
 
10. QUALIFICATIONS / SPECIALIZED KNOWLEDGE / EXPERIENCE/ LANGUAGE SKILLS REQUIRED   

 
a) Education: Advanced university degree (Master’s Degree) in Education or a related technical field, 

emergency management or other relevant areas. 
b) Minimum 7 years of relevant experience in development planning and management in formal and/or 

non-formal education and/other relevant areas is required, at least three of which field-based dealing 
with large-scale emergencies or displaced/refugee situations.   

c) Experience in responding to emergencies in the Education sector, including experience supporting the 
Education-in-Emergency Sector Group and cluster approach is an asset.  

d) Strong communication (written and verbal) skills and fluency in both English and Vietnamese required.   
e) Excellent inter-personal communication skills to be able to work closely with team members from a wide 

range of cultural and social context is desired.   
f) Sound judgement is required in follow-up on requests; high degree of accuracy is important.   
g) Ability to meet tight deadlines through excellent time management, organization, and multi-tasking 

skills.   
h) Experience of working in the UN or other international development organizations is most preferable;   
i) Good computer knowledge and skill.   
j) Must exhibit the UNICEF Core Values of: 

1. Care 
2. Respect 
3. Integrity 
4. Trust 
5. Accountability 
6. Sustainability 

 



 

8 

 

 

 

                                    

11. TECHNICAL EVALUATION CRITERIA (WITH WEIGHTS FOR EACH CRITERIA)  
 
The selection of consultants for the LTA will be based on technical evaluation and financial offers in the ratio of 
80:20. The criteria for technical evaluation will be as follows:  
  

 

Selection criteria  

Marks  

Min  Max  

Advanced University degree in Education or a related technical field, emergency 

management or other relevant areas. 

10 15 

Minimum 7 years of relevant experience in development planning and management 
in formal and/or non-formal education and/other relevant areas is required, at 
least three of which field-based dealing with large-scale emergencies or 
displaced/refugee situations.   
 

 

15 

 

20 

Practical experience relating to natural disasters, disaster risk reduction and 
environment, emergency program management, monitoring and reporting, 
communication, resource mobilization, information management, Education in 
Emergency coordination and information management in rural areas in Viet Nam. 

 

10 

 

20 

Experience in responding to emergencies in the Education sector, including 
experience supporting the Education-in-Emergency Sector Group and cluster 
approach is an asset.  
 

 

5 

 

10 

Strong communication (written and verbal) skills and fluency in both English and 
Vietnamese required.   
 

5 10 

Good understanding of Government’s regulations and standards in education in 

emergency, development context and the Education Sector. 

0 5 

TOTAL TECHNICAL SCORE  

The minimum overall qualifying score is 45% of the technical score. Only those 

candidates who meet the overall qualifying marks of 45 and score the minimum cut-

off in each of the above sub-criteria, will be considered technically responsive, and 

their financials will be opened.   

 

 

45 

 

 

80 

Financial Score  

As a guide, the lowest financial bidder will be allocated the full 20 points, whilst the 

others are pro-rated against the lowest bidder to determine their financial score. 

  

0 

 

20 

TOTAL  45  100  

  

Note: The selection of the consultant will be based on technical evaluation and financial offer in the ratio of 
80:20. 
 

12. FINANCIAL PROPOSAL: Financial Proposal template to be used for submission as a separate document. 
    

Category / Services Rate  

Consultancy daily fee:    

Travel costs:    

Other related cost for the assignment:    
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Total:    

 

The application to be submitted through the online portal should contain four separate attachments:    

i. A cover letter explaining the motivation for applying and explaining how the qualifications and skillset 

of the candidate are relevant for this consultancy. 

ii. Updated Curriculum Vitae (CV), including 3 names of people who can be contacted for 

recommendations. 

iii. Relevant course certificates, including BSAFE as a mandatory course requirement 

iv. A financial proposal indicating professional fee as per the above template. Please do not forget to 

specify your name in the file while saving.  

 

Without all the above four documents your application will be considered incomplete and invalid and 

will not be considered further.   

 

Additional Important Considerations for Applicants: 

a. Any attempt to unduly influence UNICEF’s selection process will lead to automatic disqualification of 
the applicant.  

b. Joint applications of two or more individuals are not accepted.  

c. Please note, UNICEF does not charge any fee during any stage of the process.  

d. UNICEF is committed to diversity and inclusion and encourages qualified candidates from all 
backgrounds including persons living with disabilities to apply.  

 


