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1 Introduction

1.1 Introduction and Background

1.1.1 UNHCR Introduction

The Office of the United Nations High Commissioner for Refugees (UNHCR) was established
by the U.N. General Assembly in 1950 to provide protection and assistance to refugees and
Internally Displaced People (IDPs). Today, UNHCR is one of the world's principal
humanitarian agencies, its staff of more than 10,700 personnel helping more than 36 million
people in more than 128 countries. Staff members work in a diversity of locations and
conditions including in our Geneva and Copenhagen based Headquarters (HQ), Budapest-
based Global Services Centre (GSC) and several field locations. For further information on
UNHCR, its mandate and operations please see http://www.unhcr.org.

1.1.2 Background information

In the context of the fast changing and challenging environment in which UNHCR staff
members need to represent UNHCR towards key stakeholders, the media, donors and the
general public, the Global Learning Centre (GLC) in collaboration with the Division of External
Relations (DER) recognised that there is an increasing need to develop communication skills.

Since 2009 the GLC has been offering various learning programmes to designated colleagues
to hone their verbal and written communication skills and increase their level of confidence
to interact with the media. One of these important courses is the media training. The course
aims to enable UNHCR Representatives, Deputy Representatives and Public Information
Officers to manage (difficult) media engagements more effectively in their day-to-day work.

The current challenges UNHCR needs to face day by day, the increasing number of refugees
and the political situation in certain countries all contributed to the fact that the media has an
increased interest in the work of the agency. So the number of situations in which
Representatives, Deputy Representatives, Public information Officers and other Colleagues
need to give interviews and represent the organisation to the media and the general public is
continuously increasing. Therefore we find it necessary to continue to offer media courses.

1.2 Statement of Purpose & Objectives

The Global Learning Centre of the Office of the United Nations’ High Commissioner for
Refugees (UNHCR) invites qualified service providers to submit a firm proposal for the
development and delivery of media training courses. The objective of this Request for
Proposal (RFP) is to select and contract a service provider and establish a Frame Agreement
with an initial duration of 3 (three) years, potentially extendable for a further duration of 2 (two)
years in order to meet the demand for these rather specialised competencies.
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1.2.1 Overall objectives

The overall objective of the project is to build the skills at various levels and functions within
UNHCR to communicate effectively using the most up-to date techniques, methodologies and
media in order to make the desired impact and achieve UNHCR’s communication objectives.

1.2.2 Learning objectives of the media training:

The course aims to enable UNHCR Representatives, Deputy Representatives, Public
Information Officers and Assistants and External Relations Officers to manage (difficult) media
engagements more effectively in their day-to-day work.

By the end of the course participants will be able to:

e formulate clear key messages

o formulate UNHCR messages on specific scenarios and provide graphic illustrations to
back up their key messages

e go into interviews and press conferences with confidence and get their messages
across — performing effectively as UNHCR spokespersons

e remain composed and effective during hostile and/or tricky interviews and in crisis
situations.

Depending on the needs of the particular target audience the provider should be ready and
able to tailor the focus according to the needs of the identified participants, being able to
cover all aspects of media engagement.

1.2.3 Target audience:

Size of the target audience:
Approximately 10-12 participants per workshop, maximum 15

Representatives, Deputy Representatives, Public Information Officers and Assistants, External
Relations Officers.
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2 Requirements

2.1 Core requirements

211

2.1.2

Deliverables, approach and methodology

The selected vendor will be required to design and deliver a one-day Media training
course.

The design should include the method of the development needs analysis.

The design should apply the principles of adult learning, stating clear learning
objectives for the programme and describe detailed tentative training design including
interactive activities supporting the learning objectives.

The selected provider(s) should prepare the training design based on the learning
objectives explained in section 1.2

We expect the provider to include pre- and post-course work in the learning design (in
Annex B of this RFP).

Profile requirements

Required qualifications/profile of the provider(s):

UNHCR is looking for an experienced vendor with a broad understanding of international
organizations.

Required qualifications/profile of the firm/provider:

the firm should be operational for at least three years

demonstrable relevant professional experience

substantial experience in workshop and online training design and delivery
experience in development of adult learning processes

experience in developing learning materials for a multicultural sensitive and
multilingual environment

the firm should be able to present at least 4 (four) recent relevant references in the
subject matter

demonstrable relevant professional experience in training delivery in the area of the
relevant field.

Page 5 of 9



g\ﬁl} UNHCR Development and Delivery of Media Training

= The UN Refugee Agency

Terms of Reference

Required qualifications/profile of the trainer(s):
e demonstrable relevant professional experience

e fluency in English
e relevant academic experience

e the lead trainer must have minimum of 5 years of training experience in the relevant
field

e Experience in online training design and delivery

Desired experience of the firm/trainers(s):
e experience in design and delivery of learning programmes for UN agencies

e fluency in French or one of the other official UN languages.

2.2 Other services

2.2.1 Materials and Equipment

Training materials:

All training materials are to be designed and provided by the selected vendor directly to the
participants and/or to the Global Learning Centre. This includes, if part of the design, burning
DVDs, printing workbooks and other materials.

Video recordings:

If the workshop design includes video recording, the vendor will be responsible for
e ensuring the equipment;

e the video recording and editing

If the training includes video-taping participants the vendor will be responsible for
e ensuring a technician (if needed) and equipment to record interviews and playback;

e distributing all video materials to each participant irrespective of the location of the
workshop.

Other Equipment:

The technical equipment is to be provided by the vendor with the exception of laptops or
equipment that hotels and conference centers usually provide (i.e. projector, screen, and
flipcharts). The vendor should specify any equipment needed to conduct the course.
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2.3 Project management

2.3.1 Vendor’s responsibilities

UNHCR will determine and agree on concrete time lines and deadlines. The contracted vendor is
expected to provide a focal point to manage the provider's resources and activities in close
collaboration with the UNHCR project manager.

The Focal point is expected to:

e build a strong partnership with the UNHCR project manager,
e be the single point of contact during the entire duration of the Frame Agreement,
e make sure agreed timelines are kept,

e be available over the phone or e-mail on ad-hoc basis throughout the duration of the
frame agreement,

e monitor and report potential risks to the UNHCR project manager at any time.

2.3.2 UNHCR'’s responsibilities

e GLC will identify and book a suitable venue for the Media training

e GLCwill identify participants and administer the course and host the training materials
including the Level 1 evaluation on Learn & Connect, UNHCR’s Learning Management
System (LMS)
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3 Content of the Technical Offer

Your Technical proposal should be concisely presented and structured in the following
order to include, but not necessarily be limited to, the following information:

3.1 Company Qualifications and References

e A description of your company with evidence of your company’s capacity to perform
the services required, including:

o Company profile, registration certificate and last audit reports

e If a multi-location company, please specify the location of the company’s
headquarters, and the branches that will be involved in the project work with
founding dates

¢ Number and description of similar and successfully completed projects
e Number and description of similar projects currently underway

e 4 or more letters of reference, including references from the non-profit, public,
governmental or humanitarian sector, with contact information

3.2 Proposed Approach and Methodology

e Proposed approach and methodology stating clear learning objectives for the media
training and clearly address all requirements set in the TOR

e Proposed methodology for development needs analysis

o Detailed tentative training/workshop design including interactive activities
supporting the learning objectives

e Proposed pre - and post course work

3.3 Personnel Qualifications

e A description of the knowledge and experience of the proposed media trainer in the
subject matter including description of the project, references, personal qualities
and technical ability

e Curriculum Vitae of the proposed media trainer(s) listing academic background and
relevant professional experience (max 3 pages per CV)

e Curriculum Vitae of the dedicated project manager (maximum 2 pages)

3.4 Vendor Registration Form

If your company is not already registered with UNHCR, please complete, sign, and submit
with your Technical Proposal the Vendor Registration Form (Annex C).
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3.5 Applicable General Conditions

Please indicate your acknowledgement of the UNHCR General Conditions of Contract for the
Provision of Services by signing this document (Annex D) and including it in your submitted
Technical Proposal.

4 Evaluation

4.1 Technical Evaluation

The Technical offer will be evaluated using inter alia the following criteria and percentage
distribution: 70% from the total score.

Criteria Sub-criteria Maximum
General company profile & qualifications. Number of
years of experience with media training. Company 5
Company understanding of humanitarian sector and UN operations.
Qualifications | Annual turnover, general liability. Capacity to develop and
and deliver media training.
Experience Proven experience in the provision of media training
services: total number and description of similar past or 10
ongoing projects, number of references.
Proposed approach and methodology for development 35
Proposed needs analysis and for tentative training / workshop
Services design. Proposed pre - and post course work.
Proposed Experience of proposed media trainer(s) and the 20
Personnel dedicated project manager.
Total 70

The technical criteria will be subject to minimum passing weighted score of 42 out of 70; if
a bid does not meet these minimums it will be deemed technically non-compliant and will
not proceed to the financial evaluation.

Some technical criteria will be subject to minimum passing scores; if a bid does not meet
these minimums it will be deemed technically non-compliant and will not proceed to the
financial evaluation.
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