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1 Introduction 

1.1 Background 

1.1.1 Facilitation of Protection Learning (FPL) 

The overall goal of the UNHCR GLC is to strengthen organizational performance through the 
provision of high quality learning opportunities reflecting institutional priorities and 
supporting staff development. To promote Protection-related knowledge, skills and 
attitudes, the GLC administers a wide range of Protection learning programmes, including 
the FPL.  
 
The FPL is designed to provide support and guidance to its participants in design, 
development and delivery of Protection themed learning activities. The programme responds 
to a need expressed by staff working in the Protection function, who often find themselves 
designing and facilitating specialized training sessions, operational discussions and 
workshops, briefings, inductions, courses and presentations as part of their daily work 
activities.  
The main objectives of the FPL are therefore the following: 

- To enhance the instructional design, presentation and facilitation skills of UNHCR 

protection staff.  

These skills are more and more needed in UNHCR’s current working environment, 
characterized by the need to reinforce efforts to build and develop capacities among local 
and operational stakeholders (government and civil society counterparts in particular) and 
by operating in an inter-agency context. 

- To establish a reliable, high-quality pool or roster of Protection facilitators among 

UNHCR staff.  

The FPL aims at preparing participants to become Protection facilitators, providing its 
alumni with access to a forum of collaboration among UNHCR staff. Members of the forum 
can also be considered and selected to assist the GLC Protection Unit in its work, ranging 
from learning development through online tutoring, provision of rapid instructional design 
services to face-to-face facilitation, depending on the staff member’s own capacities, 
availability and expertise. This practical “pool of facilitators” approach has a multiplier 
effect by increasing design and delivery capacity and therefore increasing the number of 
Protection programmes, making training more accessible to staff and UNHCR partners 
throughout UNHCR field operations.  
 
The FPL is therefore designed to provide UNHCR Protection staff with support and guidance 
in designing and facilitating learning to staff members and partners at the field level. It is a 
4-month blended programme currently consisting of (1) a self-study phase with 10 modules, 
followed by (2) a five-day workshop and concluding with the completion of a (3) post-
workshop, eight-week project implementation phase. 
 
The self-study phase of the FPL currently includes four webinars, eight distance learning and 
tutored (eTutoring) mandatory and, seven optional assignments.  
 
During the five-day face-to-face/in-person workshop, participants practice facilitation skills 
on general or specific protection topics, receive feedback on design and facilitation (as well 
as content) and coaching support. 
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In the project phase, participants are asked to deliver a training activity on a selected 
protection topic and submit a reflection report on the activity. Reflection reports are also 
tutored (eTutoring). 
 
Current list of self-study modules: 

Unit 0 - Guidelines and Introduction 
Unit 1 - Analyze Organizational Need and Context  
Unit 2 - Identify Target Group and Work Situation  
Unit 3 - Determine Performance Gap, Competencies and Overall Objective  
Unit 4 - Define Learning Objectives and Results  
Unit 5 - Select Learning Approaches, Activities and Methods  
Unit 6 - Develop Learning Materials 
Unit 7 - Prepare for Implementation  
Unit 8 - Implement - Facilitating Learning Processes  
Unit 9 - Evaluate Learning Process and Results 
Unit 10 - Assess Performance Change and Impact 
 
 

Examples of potential workshop sessions: 
Session 1 - Introducing a Learning Session 
Session 2 – Levels of Communication 
Session 3 – Giving Instructions 
Session 4 – Presentation Skills 
Session 5 – Power Point Presentations 
Session 6 – Feedback Rules 
Session 7 – Facilitating Group Learning 
Session 8 – Dealing with Challenging Participants 
Session 9 – Facilitating Energizers  
Session 10 – Stages of Concern 
Session 11 – Evaluating Learning  

 
Existing course materials will be shared only with the selected service provider(s) upon 
request.  

1.1.2 Specialized instructional design services for Protection learning programmes 
and Protection training activities 

In order to continue to strengthen organizational performance and enhance Protection staff 
development through the provision of high quality learning opportunities, the Protection 
Unit of the GLC is dedicated to the design, development and delivery of a wide variety of 
learning programmes and training activities, including on-line or eLearning courses, face-to-
face or in-person workshops and courses, blended, mobile, and other modes of training / 
learning modalities. In all stages of training development as well as review and update 
processes of existing learning programmes and training materials, Protection instructional 
design ensures that knowledge and skills of potential learners are best targeted and aligned 
with existing and emerging UNHCR staff development needs. 
 
The Protection Unit of the GLC is also often requested to design, develop and deliver on 
specialized Protection learning activities and materials, including in a diverse set of 
modalities and often based on emerging staff development needs. This component of the 
present Request for Proposals therefore includes the provision of specialized instructional 
design on different Protection topics, including different methodological and delivery 
modalities and in different geographical locations, to be specifically defined by the GLC 
Protection Unit.    
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1.2 Statement of Purpose & Objectives 

1.2.1 Purpose and objectives  

The Protection Unit of the Global Learning Centre (GLC) of the Office of the United 
Nations High Commissioner for Refugees (UNHCR) invites service providers to submit a firm 
proposal for the following: 
 

A. Provision of design, delivery (facilitation) and tutoring of regular and thematic or 
specialized cohorts of UNHCR’s Facilitation of Protection Learning (FPL) blended 
learning programme. 

B. Provision of specialized instructional design services for Protection1 learning 
programmes and Protection training activities. 

 
Objectives:  
 

1. Deliver the regular and thematic or specialized cohorts of the FPL programme, 

including the facilitation of workshops, distance tutoring and other distance learning 

activities (i.e. webinars) throughout the distance learning and post-workshop project 

implementation phases.   

 
2. Provide the specialized instructional design component to Protection learning 

programmes and Protection training materials in the context of different 

methodologies or delivery models and including, but not limited to blended learning 

programmes, e-Learning, webinars, workshops, etc. This includes the provision or 

delivery of technical guidance and support to the GLC Protection Unit on the 

instructional design and development of learning programmes and training activities, 

as dictated by Protection staff development needs.    

 
The above listed activities are required to be delivered by service providers with well 
qualified and specialized experience in the instructional design and facilitation of Protection 
learning activities, with a focus on adult learning methodologies and who are in a position 
to carry out the required work in English and one of the three following official UN languages: 
French, Spanish or Arabic. Detailed requirements are described below. 

 
The UNHCR focal point for this activity is the Protection Unit of the GLC, located in UNHCR 
Headquarters, Budapest, Hungary. Work will be performed both remotely/online and face-
to-face, with travel requirements2 (workshop locations to be separately confirmed for each 
programme or activity being undertaken).  
 

1.2.2 Scope and focus  

 

                                                 
1 Based on the Inter-Agency Standing Committee (IASC) definition, Protection is to be understood as activities 

aimed at obtaining full respect for the rights of the individual - in particular those considered to be of concern to 

UNHCR - in accordance with the letter and the spirit of the relevant bodies of law, i.e. International Human Rights 

Law, International Humanitarian Law and International Refugee law. 
2 All required travel will be subject to United Nations rules on travel. 
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A. Facilitation of Protection Learning 
The Protection Unit is looking for a service provider to deliver the regular and thematic or 
specialized cohort of the FPL programme, including the facilitation of workshops, distance 
tutoring and other distance learning activities (i.e. webinars) throughout the distance 
learning and post-workshop project implementation phases. 

 
The following activities can be distinguished:  
 
Design 
In collaboration with the GLC Protection Unit, and based on the particular needs identified 
for the given regular/thematic or specialized FPL:   

- Adjust where and if relevant, the existing design of the regular FPL programme, 
based on the learning needs of the correspondent FPL cohort, as identified or defined 
by the GLC Protection Unit. 

- Adjust where and if relevant, the design of thematic or specialized FPL cohorts on 
the specific Protection topics based on the learning needs, as identified by the GLC 
Protection Unit.  

 
Delivery 
In collaboration with the GLC Protection Unit, and where necessary with subject matter 
experts indicated by the GLC Protection Unit, prepare for and facilitate the five-day 
workshop component of the FPL programme.  
 
Distance learning tutoring (eTutoring) 
Act as a distance learning tutor for FPL cohorts for a maximum of 25 participants per FPL 
cohort. For each cohort, facilitate the distance learning and post-workshop project 
implementation phases for all participants using UNHCR’s learning management system 
(Learn & Connect) and its Assignment Tracking Tool, including the following activities: 

- Provision of feedback for all participants on required and optional assignments; 
- Moderation of online forum discussions; 
- Facilitation of four webinars per FPL cohort for all participants during the distance 

learning phase and using UNHCR’s webinar management tool; 
- Review of and provision of individualized feedback for the final assignments (personal 

reflection report). 
 
The language of FPL courses: The cohorts will run mainly in English. Ability to conduct 
activities in English and an additional UN official or working language is essential. French, 
Spanish or Arabic is desirable. 
 
Envisaged duration of this assignment: 3 years with possible extension for 1+1 years starting 
in November 2018. 
Envisaged number of FPL cohorts: up to 5 regular or thematic cohorts per year, depending 
on planning by and funds available to the GLC Protection Unit. 
 
 

B. Specialized instructional design services for Protection learning programmes 
and Protection training materials. 

 
Support is requested in leading instructional design (analysis, design, development, 
implementation and evaluation) activities regarding different Protection learning projects 
undertaken by the GLC Protection Unit; the scope of work will also include provision of 
instructional design guidance and feedback to Protection related training design, 
development and update projects. 
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Engagement at all levels of instructional design and development of eLearning, face-to-
face, blended, mobile, and other modes of training / learning activities will be required. 
This may involve co-ordination, project management, facilitation of learning (tutoring, 
face-to-face facilitation, coaching), in close coordination with the GLC Protection Unit. If 
required, eventual coordination with other UNHCR entities, including other thematic units 
of the GLC, Headquarters entities and field operations must be cleared by and closely 
coordinated with the GLC Protection Unit.    
 
The following activities are envisaged:  
 
- Provide instructional design support, including by the elaboration of analysis, design 
specifications, development, implementation and evaluation of face-to-face, blended, 
eLearning, mobile and other modalities of Protection learning programmes and training 
materials. 
 
- Develop project management tools for different learning activities being agreed upon 
with the GLC Protection Unit, including: Business Case (BC), Training Request Analysis 
Report, Training Needs Analysis Report, Project Management Specifications Document 
(PMSD), Outline Specifications Document (ODS), etc. 
- Draft specific and measurable (“smart”) learning objectives for Protection learning 
programmes and different components of Protection learning programmes. 
 
- Review existing or draft instructional design materials related to Protection learning 
programmes under the purview of the GLC Protection Unit and provide technical 
recommendations.  
- Report regularly to the GLC Protection Unit on progress and challenges, and discuss 
solutions with assigned focal points for each specific project. 
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2 Requirements 

2.1 Project title, or core requirement 

A. Facilitation of Protection Learning 
 

Requirements (qualification and experience – concrete examples are welcome): 
  
- Fluency in English and one of the following UN official languages: (preferably at the level 
C23); French, Spanish or Arabic.  
- Qualifications relevant to and/or demonstrated expertise in Protection training design and 
delivery, adult learning and training methodologies; 
- Demonstrated excellent knowledge and experience in online assignment tools (Virtual 
Learning Environments for managing learners online);  
- Demonstrated expertise in facilitation of distance/online learning, communities of practice 
and joint project implementation.  
- Demonstrated experience in design of learning programmes as well as on the facilitation 
of learning activities for humanitarian workers, in particular those focused on Protection 
activities; 
- Demonstrated experience in facilitation of learning programmes specifically related to the 
Protection of persons of concern to UNHCR. 
- Demonstrated ability to design and development, training methodologies and tutoring, 
ensuring the provision of effective feedback, including the creation of an atmosphere of 
intellectual openness and respect, of a safe and encouraging learning environment in cross-
cultural contexts; 
- Excellent planning, coordination and project management skills; 
- Excellent ability to meet deadlines; 
- Excellent communication skills, be adept at being both firm and approachable, and have 
expertise in motivating adult learners in distance learning;  
- Flexibility to deliver and coordinate learning activities across distant and different time 
zones, including by joining teleconferences outside of normal local business hours; 
- Experience in working with UN organizations and demonstrated knowledge on UNHCR’s 
Protection Mandate and activities; 
- Experience in working in a diverse and multi-cultural environment.  
 
In addition to the elaboration on the above requirements, please submit the following with 
the technical proposal: 
 
- Proof of relevant experience: short description of 5 (or more) similar projects; 
- Proof of relevant experience: short description of 5 (or more) projects in the non-profit, 
public or governmental sector, preferably one from any UN organization; 
- Relevant Certificates/Qualifications and references and the proposed design and 
facilitation expert(s) that demonstrate language skills and relevant experience, including if 
possible an authorized individual Curriculum Vitae. 
 
 
 
 
 

                                                 
3 Level of the Common European Framework of References for Languages (CEFR) 



 

RFP/2018/1126 
 

Terms of Reference  

 

 

  Page 9 of 14 

 

B. Specialized instructional design services for Protection learning programmes and 
Protection training activities: 
 

-     Demonstrate experience in instructional design activities (Analysis, design, 
development, implementation and evaluation). 
- Demonstrate experience in supporting learning activities through a different set of 
delivery modalities (eLearning, blended learning, face-to-face, among others).  
- Fluency in English and one of the following UN official languages: (preferably at the 

level C24); French, Spanish or Arabic.  
- Qualifications relevant to and/or demonstrated expertise in Protection training design 
and delivery, adult learning and training methodologies; 
- Demonstrated excellent knowledge and experience in online assignment tools (Virtual 
Learning Environments for managing learners online);  
- Demonstrated expertise in facilitation of distance/online learning, communities of 
practice and joint project implementation. Please provide examples; 
- Demonstrated experience in design of learning programmes as well as on the facilitation 
of learning activities for humanitarian workers, in particular those focused on Protection 
activities; 
- Demonstrated experience in facilitation of learning programmes specifically related to 
the Protection of persons of concern to UNHCR in humanitarian context. Please provide 
examples; 
- Demonstrated ability and approach to design and development, /training 
methodologies and tutoring, ensuring the that ensure the provision of effective learning 
materials and feedback, including the creation of an atmosphere of intellectual openness 
and respect, of a safe and encouraging learning environment in cross-cultural 
environment contexts; 
- Excellent planning, coordination and project management skills; 
- Excellent ability to meet deadlines; 
- Excellent communication skills, be adept at being both firm and approachable, and 
have expertise in motivating adult learners in distance learning;  
- Have an eye for details and be able to keep accurate records of their communications 
and marking; 
- Flexibility to deliver and coordinate learning activities across distant and different time 
zones, which may require occasional teleconferences outside of normal local business 
hours; 
- Experience in working with UN organizations and demonstrated knowledge on UNHCR’s 
Protection Mandate and activities as well as UN terminology; 

- Experience in working in a diverse and multi-cultural environment with people from 
diverse cultures. 

2.2 Customer Responsibilities 

A member of the GLC Protection Unit will be assigned to each project under this frame 
agreement with the role to provide strategic guidance and other functional and technical 
knowledge of UNHCR business and processes to the provider team throughout the courses as 
needed. 
The UNHCR GLC Protection Unit will also be an escalation point for any administrative the 
service provider may have.  
 
The GLC Protection Unit will determine and agree on concrete timelines, project milestones 
and deadlines with the selected service provider. The service provider is expected to assign 

                                                 
4 Level of the Common European Framework of References for Languages (CEFR) 
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a project focal point to work closely with the Protection Unit of the GLC in relation to each 
specific activity being agreed-upon. 

 

2.3 Quality Assurance 

The bidders have to demonstrate and describe the quality assurance plan and mechanism 
they have in place to ensure consistently high quality service. 

 

2.4 Consideration 

The bidders have to demonstrate that they can provide the adequately skilled project staff 
to assume the responsibilities and perform the required services. No substitutions will be 
made without prior written consent from the GLC Protection Unit. The selected service 
provider shall guarantee that the services will be uninterrupted for the duration of the 
contract. Absences due to an emergency situation need to be approved by the GLC 
Protection Unit and a solution agreed so that the ongoing project or activity is not adversely 
affected. 
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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 

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

o exhaustive and detailed introduction of the company profile, evidence of the 
company’s capacity to perform the services required, registration certificate 
and last audit reports 

 General liability/capacity of the company 

 Training and/or instructional design and facilitation skills/techniques are the 
company's core business. 

 Company and/or company experts have demonstrated experience in facilitation of 
learning programmes related to Protection of persons of concern to UNHCR, including 
in humanitarian contexts; experience in working with UN organizations; familiarity 
with UNHCR Mandate and UN terminology. 

3.2 Approach and Methodology 

 Company has demonstrated ability to deliver the required activities in English and 
one of the three following official UN language: French, Spanish or Arabic.  

 Administration & Project Management 

 Quality of proposed services plan 

3.3 Personnel Qualifications 

 References of similar projects  

 References  within the humanitarian sector; non-profit, public or governmental 
sector, preferably one from any UN agency 

 Qualification, knowledge and experience of proposed design and facilitation 
expert(s) 

 Company experts have expertise in facilitation of distance/online learning, including 
etutoring and the management of communities of practice and, joint project 
implementation (e-collaboration). 

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. 
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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. 

  

Company 
Qualifications 

 General liability/capacity of the company 2.5 

 Training and/or instructional design and facilitation 
skills/techniques are the company's core business. 

5 

 Company and/or company experts have demonstrated 
experience in facilitation of learning programmes related 
to Protection of persons of concern to UNHCR, including in 
humanitarian contexts; experience in working with UN 
organizations; familiarity with UNHCR Mandate and UN 
terminology. 

5 

Proposed 
Services 

 Company has demonstrated ability to deliver the required 
activities in English and one of the three following official 
UN language: French, Spanish or Arabic.  

10 

 Administration & Project Management 5 

 Quality of proposed services plan 20 

Personnel 
Qualifications 

 Experience in similar projects checked through adequate 
references 

5 

 Experience within the humanitarian sector; non-profit, 
public or governmental sector, preferably one from any 
UN agency checked through adequate references 

7.5 

 Qualification, knowledge and experience of proposed 
design and facilitation expert(s) 

5 

 Company experts have expertise in facilitation of 
distance/online learning, including e-tutoring and the 
management of communities of practice and, joint project 
implementation (e-collaboration). 

5 

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. 

 

Furthermore 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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5 Key Performance Indicators 

5.1 Performance Evaluation 

UNHCR may decide on evaluations to be conducted over activities performed.  
 

 


