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Terms of Reference 
Service Provider for recreational activities/trainings (Sewing, Computer, and Literacy) 
Telkeif, Mosul
 
	1. 
	About DRC 


 
The Danish Refugee Council is an international non-governmental agency providing humanitarian assistance and support to displaced-affected populations across 40 countries in the world. DRC is present in Iraq since 2003 and implementing Livelihoods projects since 2013 to support conflict, displacement and economic crisis-affected populations residing in the KRI. Towards sustainability and durable solutions, through its Job Seeker Support Centers DRC is supporting people’s livelihoods and implementing activities that aim at capacity building, self-employment and employment creation and income-generation. 
 
	2. 
	Project objective 


 
To support vulnerable crisis affected IDPs, host communities, and returnees’ population to recover their well-being and support beneficiaries to cope with the daily difficulties. 
	3. 
	ToR Purpose 


 
DRC is going to deliver recreational activities/trainings to the host community, IDPs and returnees in Telkeif and Wana sub districts as part of the community-based protection activities arranged in the CSSs in Telkeif and Wana. Thus, DRC is seeking qualified sewing, computer, and literacy trainers to provide the mentioned trainings. The ToR is a mutual understanding and conditions between DRC and the training provider as an annex to the contract to make sure that there is a clear understanding of the services required by DRC to match the project objectives.  
 
	4. 
	General conditions and requirements  


 
· Training provider:  
The service provider will present the CV of all the teachers or individual trainers can apply individually for each training.
Have experience in delivering the required trainings.
Understand the context of the governorate.  
 
· Duration: 
· The trainings should be delivered in 24 working days each, according to the content and quality of the curriculum. 
· Each trainer will provide three sessions per week in CSS in Telkeif and Wana, each session to last between 1.5 to 2 hours.
· Sewing and computer trainings in Wana and Telkief are provided to two groups of beneficiaries each, that is two courses per contract, each course 12 sessions, 24 sessions per contract. Literacy training in Telkeif to be provided to one group only, that is one course of 24 sessions in total per contract.
· Trainers: 
· Trainers should be able to deliver the training in Arabic language and their CVs should be shared with DRC one week before the trainings start with a proposed curriculum to be cover in each course. 
· Relevant background and experience to the topics delivered. 
· Dynamic, proactive and interactive personality. 
· The trainer should be experience in teaching small groups.
· The trainer should be able to cater for individual differences in both learning style, abilities and personal experience.
· The trainer should have an outstanding verbal and interpersonal skills, with the ability to communicate cross-culturally and relate a broad range of people.
· The trainer should have a relevant (e.i bachelor in IT for computer training) educational degree/background.
· The trainer should have specific measures in place to ensure respect of humanitarian principles, conflict sensitivity, and inclusiveness, in terms of gender, age, disability, ethnicity and religion is integrated into the trainings.
· Training materials: 
· All the training curriculum and pre & post tests should be shared with DRC in soft copy 10 days prior starting the trainings. 
· The provider will make available the training curriculum (book, etc.) to each student at the beginning of the training. 
· The training to be held in DRC protection Community Safe Spaces in Telkeif and Wana and equipment required for the training like computers (8 in each CSS) and sewing machines (8 in each CSS) will be provided by the protection team.
· During trainings requirements: 
· A pre-test at the beginning of the training and a post-test at the end of the training will be held and administered by DRC Protection assistant. The content of the exams will be validated by DRC 10 days prior starting the training.
· DRC protection Outreach workers will take notes of the attendance using DRC attendance sheets during each session.
· The service provider will print a certificate at the end of the course for each student with DRC logo signed by the trainer and DRC and Protection team leader with details of the training topics and duration. 
· The service provider will ensure delivery of the certificates to the students through a graduation ceremony (the costs will be covered by DRC). 
· Attendance:  
· The trainers will take attendance at the beginning of each class and will take full responsibility of making sure that the student signing the sheet is indeed the same person attending the class using DRC attendance sheet, and the teachers will be responsible to report about un-attendance and drop out.

· Space for training:
· The trainings will be organized in the Community safe spaces in Telkeif and Wana and all the required equipment will be available including computers and sewing machines, notebooks stationery, but books and printouts are to be provided by the trainers. 
·  Refreshments:
It is the obligation of the Community safe spaces to prepare and provide Coffee break material (Tea, Coffee, Milk, Biscuits, cakes,) and present them during the breaks of the trainees.

· Reporting:  
· The service provider will provide a monthly report and a detailed final report using the template provided by DRC. 
· The training provider is responsible to record and keep all the documents related to the trainings. 
 
 
	5. 
	Trainings 


The adult recreational trainings will be arranged in Telkeif and Wana CSSs as following:
Computer Training in Wana:

Sewing for men in Telkeif and for women in Wana:
· Provide instruction and demonstration of basic stitching, use of basic patterns for bags, cushion covers and clothing items, means for mending damaged clothing and other alterations, basic machine use, basic machine maintenance, embroidery, and knitting
· Prepare course material and provide handouts as necessary to all participants
· Communicate information with enthusiasm, clarity and patience.
· Ensure safe and appropriate use of all equipment.
· Ensure supported learning for all group participants 
· Maintain accurate attendance records
· Provide a weekly report on progress of classes to line management 
Computer training in Telkeif and Wana:
· Teach Basic Computer Skills (MS windows, operating system, Menu and taskbar….)
· Teach functions such as copying creating, saving and copying files, printing and scanning documents. 
· Teach computer Vocabulary (computer parts, toolbar, font, highlight, etc.) 
· Teach Basic Microsoft Word skills
· Teach basic Excel skills
· [bookmark: _GoBack]Provide Step by step demonstrations, practice sessions ensuring each participant is given enough time and practical tests
· Provide weekly reports on the progress of the computer literacy program to line management
· Maintain accurate records of attendance and participant progress

	6. 
	Application process  


 
The application package should include the following:  
· Individual trainer or Company’s history and background 
· CV of individual trainers or team members who will participate in the services implementation 
· Cover letter explaining how you meet the above-mentioned requirements 
· Methodology/Work plan 
Sample of training available.
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