Annex 1 
Terms of Reference IT courses provision
1. Service Provider assignment background 
The Norwegian Refugee Council (NRC) is an independent humanitarian organisation helping people forced flee. Through its mandate, it protects displaced people and the ones who suffered from displacement. NRC specialises in six areas: Livelihood and Food Security, Education, Shelter, Legal Assistance, Protection from violence, Water, Sanitation and Hygiene.
In the Republic of Moldova, NRC has been present since May 2022 providing immediate assistance and support for displaced people from Ukraine and vulnerable individuals from the host community such as: Education and Youth Programming, Legal Information, Counselling and Assistance, Protection from Violence, Non-Food Items distribution, and Livelihoods.
With over one million border crossings from Ukraine to Moldova since February 2022, UNHCR estimates that more than 120,000 Ukrainians remain in country as of May 2024, alongside almost 10,000 Third Country Nationals (TCNs). While figures remain steady, humanitarian agencies have noted gradual increases in border crossing in recent weeks, potentially linked with the May 18th amendment to the Ukrainian conscription regulations. The war in Ukraine continues to have profound economic and social repercussions on the Republic of Moldova. 
As of May 2024, over 48,000 individuals have been granted Temporary Protection.This effort is indicative for the Government of Moldova’s  openness and willingness to ensure the socio-economic inclusion of Temporary Protection holders into national systems.	Comment by Georgia Arimi: @Cristina Savin can you please write the full name and the abbreviation in brackets please? 
The displacement profile in Moldova is characterized by a disproportionate number of women/girls, at 58%, in relation to men/boys at 42%. With an average displaced household size of 2.3 members, up to 46% of households are single adults, 70% of those being single female-headed households.
2. Objectives and scope of work
Objectives
As part of its Youth programming, NRC supports refugee and vulnerable host community youth through building skills on PC usage for beginners, and Microsoft Office suite (Excel, Word, PowerPoint) for confident users to enhance their chances in getting jobs opportunities as well serve as a factor for the better integration in the community.
To achieve this objective, NRC is looking for a service provider to deliver courses on general PC usage and/or Microsoft Office suite (Excel, Word, PowerPoint).
Scope of work
The contracted service provider will be responsible for:
· Promote the advertisement about PC usage and Microsoft Office courses using their internal channels to reach out to the target group – refugees and vulnerable host community youth 15- to 35 years old
· Enrolment a total of 130 youth (15-35 years old) participants who meet the eligibility criteria in PC usage & Microsoft Office courses, in person and/or hybrid modality of attendance	Comment by Georgia Arimi: @Cristina Savin should we include here the age limits of what NRC considers as youth?
· Procurement of needed stationary to support the learning process. The standard kit for IT course shall include: notebook, pen, memory stick, bag.
· Administer placement (assessment) tests on IT (if applicable) participants prior to the start of the classes
· Administer end of course tests to evaluate learning during the course of of PC usage and Microsoft Office courses
· Monitor attendance of courses participants
· Provide monthly reports on the classes delivery including achievements and challenges
· Submit means of verification (MoV) including attendance lists, photos/videos if available, participants’ feedback, etc.
· Provide Certification for PC usage and Microsoft Office courses by the end of the course

2.2. Deliverables

The contracted service provider will be responsible for:
· Advertisement materials (poster, posts) to reach out to the target group trough communication channels;
· Enrollment of the identified target group in the IT courses; NRC might refer the eligible participants;
· Procurement of the stationary kits to support the learning process.
· Delivery of certified Courses on PC usage and Microsoft Office courses;
· Monthly narrative and attendance reports of the participants including Means of Verification (attendance lists, photos, feedback, etc);
· Reports on end of courses tests for the PC usage and Microsoft Office courses.

2.3. Duration

1 September 2024 – 15 December 2024


2.4. Location of the Service

Chisinau municipality

2.5. Language

The courses will be provided in Romanian and Russian.The reports to NRC will be submitted in English. 

3. Institutional and organisational arrangements
NRC will own the intellectual property rights to all materials submitted by the Service Provider(s) under the contract. The contracted service provider(s) must therefore ensure that they have possession of any materials provided to NRC as a part of the deliverable. The rights to reproduce the reports will fall to NRC and its contracted agents. NRC will be free to reproduce the materials at will and to grant reproduction rights.
Duties of the Service Provider
Reports should be submitted in Microsoft Word format, in UK English [amend as appropriate]. All text should be unformatted. Graphs or other graphical devices should be editable (i.e. not pictures). All references must be cited according to convention, and detailed in a bibliography, using the Harvard system as set out in the UNESCO Style Manual. All verbatim quotations must appear in quotation marks, and must not be of excessive length. All data collected under the agreement must be submitted with the deliverables, in a widely recognised format such as Microsoft Excel.
Everything submitted to NRC must be the original work of the Service Provider(s) . Any plagiarism in any form, or any other breach of intellectual property rights, will automatically disqualify the Service Provider(s) from receiving any further payments under the contract by NRC, and NRC will seek to recover any payments already made.
The Service Provider(s) will follow Ethical Research Involving Children guidance on the ethical participation of children. In addition, all participants in any study or other interaction will be fully informed about the nature and purpose of the interaction and their requested involvement. Informed consent must be obtained for any photographs, audio or video recordings, etc., in accordance with NRC’s policy on consent.
Duties of NRC
NRC will provide the following support:
· Referrals of youth participants;
· Conduct regular visits to the classes on a bi-weekly basis.

4. Implementation schedule and estimated inputs
	Activity 1 
	Timeframe-by when

	Phase 1: Enrolment and placement.
	

	1. Identify 130 eligible refugee and vulnerable local youth participants of 15 to 35 years old;
2. Enrolment of 130 youth participants in PC usage and/or Microsoft office suite;
3. Procurement and distribution of stationary kits;
4. Administer placement tests to IT participants prior to the start of the classes, if applicable

	1 September 2024

By 10 September 2024
10-15 September 2024

	Phase 2: Delivery of classes
	

	1. Delivery of PC usage and /or Microsoft office Courses;
2. Monitoring of attendance on a daily basis;
3. Administer end of course tests to evaluate of learning during the course of the Basic Microsoft office Courses;
4. Possibility to pass the Microsoft accreditation examination will be considered an asset 
5. Provision of certificates to graduates.
	15 Sept - 15 Dec 2024


 

5. Qualifications of the Service Provider company
· Registration in the Republic of Moldova;
· Minimum 3 years experience in providing or PC usage and/or Microsoft office suite courses;
· Ability to provide accredited courses on the PC usage and/or Microsoft office suite upon the courses completion. 

