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TERMS OF REFERENCE INDIVIDUAL CONSULTANTS/CONTRACTORS
Annex C

	Title of Consultancy:


	Type of Engagement
	Place of Recruitment
	Workplace of Consultant (duty station, ICT equipment)

	Technical Support to Roll Out of PRIMERO in Sierra Leone
	 FORMCHECKBOX 
 Consultant  

 FORMCHECKBOX 
 Individual Contractor
	Freetown, Sierra Leone

	National 

	WBS

	Budget Year: 
2018
	Requesting Section/

Issuing Office

Child Protection Section 
	Reasons why the assignment cannot be done by a staff member:

Time intensive, requires travel to all districts to provide training for government and NGO staff as well as for coaching/mentoring of staff for a period of six months 

	

	Purpose of Activity/Assignment: 

1. Background

In 2015, UNICEF supported the Ministry of Social Welfare, Gender and Children’s Affairs to establish a case management system and information management system to address the needs of children in both emergency and non-emergency situations. A national Standard Operating Procedure was developed to guide the process of case management; tools for case management were standardized and launched; the child protection database, PRIMERO was customized for use in Sierra Leone and a first set of staff in government and Child Protection agencies were trained on use of the case management tools as well as on the use of PRIMERO. 

A case management and information management system are part of the building blocks of a national child protection system. The case management system will ensure the specific needs of children are adequately assessed and services provided based on the needs as well as ensure timeliness of services provided to children. The use of PRIMERO will ensure documentation of the case management process and the availability of data to guide monitoring, reporting, coordination, decision making and accountability of actors to children as well as to government and donors.

The case management process is used by Child Protection agencies as well as the Ministry of Social Welfare, Gender and Children’s Affairs. To date more than 15,000 cases have been inputted into PRIMERO. 

Staff turnover in the Ministry of Social Welfare, Gender and Children’s Affairs as well as in child protection agencies and the increased demand for use of case management and PRIMERO by more child protection agencies as well as the local councils has increased the need for technical support to the ministry as well as to child protection agencies. 

To meet this increased need, UNICEF requires the services of a consultant to provide technical support through training and mentoring especially on PRIMERO to MSWGCA and to child protection agencies at district level in all 14 districts of the country. 

The consultant will work with staff of individual organizations and provide formal and informal training and mentoring on the use of PRIMERO. The consultant will also monitor use of PRIMERO at district level to ensure that ministry and Child Protection Agency staff use the system for documenting and managing the case management process as well as for monitoring and reporting.
2. Justification

PRIMERO offers huge potentials for supervision of case management, collection and analysis of data on child victims of violence, abuse, exploitation and neglect, data analysis to guide policy development, monitoring, coordination, reporting and accountability to children and their families. The potential of PRIMERO will never be fully utilized if the requisite capacity to use the system is not present within MSWGCA and other MDAs, local councils and NGOs. Currently this capacity is weak in MSWGCA, other MDAs and in child protection NGOs. Urgent action is required to strengthen the capacity to use PRIMERO so as to enhance efficacy of the system. Technical support to strengthen capacity for effective use of PRIMERO in all 14 districts and in the Western Area requires every day field presence for a six-month period to ensure that coaching and mentoring are provided to individual users of the system as well as to organizations (government and NGO). 

UNICEF therefore requires the services of a consultant who is proficient in the use of micro soft office applications and data bases to train, provide mentoring/coaching to staff of the MSWGCA, other MDAs, local councils and NGOs working with child victims of abuse, violence, neglect and exploitation.       
3. Purpose and objectives

This consultancy is intended to strengthen the capacity to use PRIMERO by government and non-governmental players. 

There are two main results of this consultancy:

1. Staff in MSWGCA and other MDAs, local councils and NGOs in the 14 districts and the Western Area in Sierra Leone are knowledgeable on the use of PRIMERO (the web based application and mobile app versions)
2. Staff in MSWGCA and other MDAs, local councils and NGOs in the 14 districts and the Western Area in Sierra Leone use PRIMERO effectively
4. Methodology and Technical Approach

The consultant will carry out an analysis of PRIMERO to familiarize himself/herself with the quality of data that is entered into the system by staff in MSWGCA and NGOs. Based on the findings, the consultant will then carry out an assessment with individual staff to understand their level of knowledge on the use of PRIMERO and the bottlenecks that prevent them from effectively using the system.

Workshops - the consultant will organize one day workshop to train users in each organization on the use of the web application as well as the mobile app version of PRIMERO. 
Coaching for users – the consultant will provide coaching to users who struggle with using the system even after the training workshops and will help them improve their competence to use the web based and mobile app versions of the system 
5. Activities, Tasks, Outputs and Deliverables

The specific tasks of the consultant are as follows:

1. Assess the level of knowledge of staff on the use of PRIMERO

2. Assess the difficulties that staff face in using PRIMERO

3. Develop a training plan for MSWGCA, other MDAs and NGOs

4. Provide role based training of staff of MSWGCA, other MDAs and NGOs at district level on how to use the web based and mobile app versions of PRIMERO

5. Mentor individual staff in MSWGCA, other MDAs and NGOs on the use of PRIMERO (web based and mobile app versions)
The following outputs shall be expected of the consultant. All outputs shall be reviewed internally and by external partners for quality before they are accepted for processing of payments.

1. Report on assessment of the level of knowledge of staff on the use of the web application and mobile app version of PRIMERO as well as on the bottlenecks that prevent maximal use of PRIMERO 

2. Monthly progress reports on training and mentoring of staff in MSWGCA, other MDAs and NGOs on PRIMERO

3. A final report on the consultancy, including recommendations for ways forward
6. Management, Organization and Timeframe

Reporting: The consultant will be supervised by the Child Protection Specialist in UNICEF Sierra Leone. The consultant will work closely with the Chief Social Services Officer/Deputy Chief Social Services Officer in the MSWGCA. The supervisor will ensure that the consultant is provided with materials/logistics required for the completion of the assessment as outlined in the contract. The supervisor and the Chief Social Services Officer/Deputy Chief Social Services Officer in the MSWGCA will provide technical guidance to the consultant including review of the draft report and approval of the final report.
UNICEF terms on managing consultancies: All standards terms on managing consultants shall apply. For example, any documents resulting from this consultancy will remain the property of UNICEF for all purposes, etc. 

Payment: A monthly payment shall be made to the consultant as agreed, on submission of a satisfactory monthly progress report and request for payment. 

Timeframe: The assignment is expected to take 126 working days from September to February 2018
7. Reason of extension in case of Amendment
N/A


	Schedule of Deliverables
	Due Date
	       Duration (maximum # of days) 

	Report on assessment of the level of knowledge of staff on the use of PRIMERO as well as on the bottlenecks that prevent maximal use of PRIMERO 
	31 October 2018
	42 (continuous) 

	Progress reports on training and mentoring of staff in MSWGCA, other MDAs and NGOs on PRIMERO
	30 November 2018
	21 (continuous)

	Progress reports on training and mentoring of staff in MSWGCA, other MDAs and NGOs on PRIMERO
	31 January 2019
	42 (continuous) 

	A final report on the consultancy, including recommendations for ways forward
	28 February 2019
	21 (continuous) 


	Duration / Timeframe/ # of working days

6 months/September 2018 – February 2019/126 days
	Expected Start Date: 

3 September 2018

	Expected End Date:
28 February 2019


	Budget and Remuneration (for planning purpose only). Final fees will be negotiated by HR

	Description
	Unit Cost (daily/monthly)
	Quantity(ies)
	Amount

	Professional Fees
	
	
	

	DSA for local travel
	
	
	

	Travel Cost
	
	
	

	Work Permit
	
	
	

	Total Cost
	
	
	


UNICEF recourse in case of unsatisfactory performance: Payment will only be made for work satisfactorily completed as per agreed deliverables and accepted by UNICEF.
	Terms of Payment


	 FORMCHECKBOX 
 Payment, upon completion of each deliverable according to schedule.

 FORMCHECKBOX 
 Payment, upon completion of all deliverables at the end of assignment.

 Fee advance, percentage (up to 30 % of total fee)


Condition of work

· The consultant will be based in Sierra Leone.

· For Sierra Leone, the consultant must secure medical insurance (inclusive of medical evacuation) prior to assuming his/her duties with UNICEF (proof of insurance with med-evac clause is required).

· Basic and Advance Security Certificate of completion.
Qualifications and Specialized Knowledge/experience required:
	Minimum Qualifications required:

 FORMCHECKBOX 
 Bachelors    FORMCHECKBOX 
 Masters    Other  
 PhD   
Enter Disciplines:
Bachelor’s degree or higher in Information and Communication Technology or in a related field or any other related technical field with special expertise in the development/use of computer software especially Microsoft Office applications.
	Years of Experience and Knowledge/Expertise/Skills required:
1. University Degree in Development, Community Development or, Communications, Information and Communication Technology (ICT) or, Information Science or , CP or a related field. 

2. At least 5 years’ experience in the provision of training on software usage to organization
3. Proficiency in computer skills, including Word, PowerPoint and Excel, and experience using web based content management platforms, databases and information portals.
4. Ability to work with various stakeholders like high ministry officials, donors and grass root organizations.

5. Experience in the fields of child protection and social welfare.

6. Strong communication capacity in written and spoken English;

7. Strong capacity in facilitating meetings with various stakeholders with different levels of capacity


Consultant Selection Method:

	 FORMCHECKBOX 
 Competitive Selection (Roster)

 FORMCHECKBOX 
 Competitive Selection (Advertisement/Desk Review/Interview)

 Single Sourcing (exceptional, only in emergency situations L2, L3, approval by Head of Office strictly required).
	Request for
 FORMCHECKBOX 
   New SSA

   Extension/ Amendment

	Request Authorised by: (Head of Section)

___________________________________________

	Supervisor:
___________________________________________

	Request Verified by HR: (HR Specialist) 

___________________________________________
	


Approval:

	Approval of Chief of Operations (if related to Operations):                                        

___________________________________________
	Approval of Deputy Representative (if related to Programme)

______________________________________                                                                        
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