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Terms of Reference

International Consultancy 

POST TITLE:
Technical Assistance - Strengthening capacity of the IPA Unit in the Ministry of Labour and Social Policy in preparing Terms of References/ Guidelines for the implementation of the Operational Programme for IPA Human Resources Development component. 





 

DURATION:


A total of 33 days (27 days in the country and 6 days home-based).





Anticipated starting date November 19, 2007 until February 28, 2008  
DUTY STATION:


Skopje, Macedonia

OFFICE DEPARTMENT:
Ministry of Labour and Social Policy

1. Background
The former Yugoslav Republic of Macedonia (FYR Macedonia) became a candidate country of the European Union (EU) in December 2005 and as such be granted access to the pre-accession assistance through the new Instrument for Pre-Accession Assistance” (IPA).  The overall objective of the pre-assistance to FYR Macedonia is to support the country’s efforts to comply with the accession criteria. These comprises of political and economic criteria as well as the ability of the country to assume the obligations of the EU membership which involves preparing for the implementation of the Community’s cohesion policy.

The IPA instrument consists of five components: I. Transition Assistance and Institution Building, II. Cross-Boder Cooperation, III. Regional Development, IV. Human Resources Development, and V. Rural Development. The IPA is programmed based on strategic multi-annual planning (Multi-annual Indicative Planning Documents are prepared by beneficiary countries) established in accordance with the broad political guidelines set out in the Commission's enlargement package (a key document is the European Partnership), and the national development priorities (as set out  in the National Programme for the Adoption of the Acquis, National Development Plan and other related documents).
The overall strategic objective of IPA Human Resources Development component is to foster the development of human resources, in particular by improving the quantity and quality of human capital, leading to more and better jobs, higher growth and development. The Multi-annual Indicative Planning Document (MIPD) for FYR Macedonia has specified three priorities in the area of human resources development: employment - attracting and retaining more people in employment, education and training – investing in human capital through better education and training, and social inclusion – promoting an inclusive labour market.
One core objective of IPA Human Resources Development component is to support the country in policy development, as well as preparation for the implementation and management of the Community’s Cohesion Policy, in particular the European Social Fund (ESF).  This will be fulfilled through the process of preparation and implementation of control systems and pilot projects in the areas of employment, education and social inclusion (“learning by doing”). Some support will be given in a form of technical assistance (additional to that funded in the framework of the Component I). The experience gained through the use of IPA funds will contribute to the development and implementation, monitoring and evaluation of the employment, education and social policy.
The Multi-annual Operational Programme for “Human Resources Development” (OP HRD) serves as a key document translating the identified national and European strategic priorities into programming of assistance under IPA. OP HRD 2007-13 has been prepared by the Ministry of Labour and Social Policy (MLSP) and Ministry of Education and Science (MES) in close collaboration with all relevant agencies and institutions including the social partners and NGOs.  
The Operational Programme will be implemented through decentralized management and managed by the Operating Structure. Within the Ministry of Finance, the Central Finance and Contracting Department (CFCD) has been established as an authority responsible for sound financial management of projects under IPA Human Resources Development component, while MLSP and MES are responsible institutions for the programming and technical implementation of the programme. CFCD has the sole responsibility over the overall budgeting, tendering, contracting, payments, accounting and financial reporting aspects of the procurement of services, supplies and grants of the programmes/projects under the HRD Component. It shall also ensure that the EU rules, regulations and procedures pertaining to the procurement of services, supplies and grants are adhered to, and that a proper reporting system is functioning. 

While the capacities of MLSP and MES on IPA programming are still to be built, CFCD shall act as a Central Operating Structure, only few of the functions to be taken up by the Operating Structure will be delegated to the IPA Units within the line ministries. IPA units in the MLSP and MES execute the following functions: drafting the annual or multi-annual programme, monitoring programme implementation and guiding the work of the sectoral monitoring committee (notably by providing the documents necessary for monitoring the quality of the programmes implemented), and drawing up the sectoral annual and final implementation reports. The IPA Unit is also responsible for reviewing the technical progress reports prepared by the contractors/grant beneficiaries, conducting “on the spot” checks and checking the expenditures incurred, and send the invoices together with the progress reports to the CFCD to be verified. 
With the approval of OP HRD, the implementation of the Programme for HRD starts and the MLSP and MES (and Employment Service Agency if delegated by CFCD) will prepare project proposals and Terms of references/ Guidelines for applicants for the projects foreseen. The IPA Unit in MLSP will be responsible for the preparation of Terms of reference and Guidelines for applicants, under two Priority Axis:    
· OP Priority Axis 1: Employment – Attracting and Retaining more People in Employment, Measure 1.1: “Further development of the Employment agency and enhancement of the employment condition”, Measure 1.2: “Support to the implementation of the Employment Strategy and JAP”, Measure 1.3: “Tackling the situation in the labour market of young people, women and long-term unemployed’, and Measure 1.4: “From informal to formal”;
· OP Priority Axis 3:  Social Inclusion – Promoting an Inclusive Labour Market, Measure 3.1: “Fostering social inclusion of people and areas at disadvantage”, Measure 3.2: “Integration of ethnic communities”, and Measure 3.3: “Empowering relevant actors”.
Drafted ToRs/Guidelines for applicants are sent to the CFCD for its approval. After their administrative verification, CFCD prepares tender documentation and procurement notices or call for proposal notice and send them together with the ToR/ Guidelines for applicants to the EC Delegation for approval. When EC Delegation issues approval note, CFCD will conduct the tendering and contracting.
The sound management and implementation of OPHRD depends on the capacity of the MSLP and IPA Unit in performing the planning, management and monitoring functions. In the MLSP, the Department for European Integration comprises of four Units: Unit for Coordination of Realization of Programme for Adoption of Acquis Communautaire and Negotiation for Accession, Unit for IPA Coordination and Implementation (or IPA Unit), Unit for Monitoring and Evaluation of Activities for EU Accession, and Unit for International Coordination. The IPA Unit (Unit for IPA Coordination and Implementation) was recently established with a defined organizational structure but not yet fully staffed. It is planned to have five appointed staff in the Unit: one Head of the Unit, three Advisors and one Junior Associate, but so far only positions of the Unit head and one Junior Associate were filled. With the current state of under staff, limited experience in programming and particularly little knowledge on IPA implementation and EU procedures,  the needs for capacity building for the IPA Unit in MLSP is evident. 
Given the implementation of OP HRD would start only after completed accreditation of the National IPA structure, the implementation of projects under IPA Human Resources Development component is expected to start in mid-2008. To ensure the timely preparation for the IPA implementation, the IPA Unit needs to prepare a number of Terms of Reference/Guidelines for Applicants of grants. Two TORs to be prepared are “Consultancy for Developing and conducting training for ESA” (Measure 1.1), Consultancy for Developing and conducting training for employees in the Labour Department  in MLSP (Measure 1.2), and two Guidelines for Applicants are under the envisaged projects (Measure 1.3): “Support to Local Action Plans for Employment” , and “Support of  programs for youth self-employment” .
UNDP in FYR Macedonia has been assisting the Government in designing a set of Active Labour Market Measures (ALMM) and implementing pilot projects on job creation and targeting the integration of vulnerable groups in the labour market. UNDP has been requested by the MLSP to assist with building some immediate capacity gaps for the preparation of the implementation of the Operational Programme under IPA Human Resources Development component. 
The current technical assistance aims to strengthen capacities of the IPA Unit in MLSP in preparing documents (Terms of Reference and Guidelines for Applicants) for the initiation of IPA implementation the area of employment and social inclusion under IPA Human Resources Development component. 
2. Objective
The objective of the technical assistance (TA) is to enhance the skills of eight responsible staff in the MLSP on IPA preparation (namely two employees in IPA Unit, two in other Units within the Department for European Integration, two in the Labour Department, and two in the Social Protection Department) in preparing documents for successful implementation of OP HRD, which include terms of references (TORs) and guidelines for applicants. 

3. Scope of works/duties 
The consultant will conduct training and provide advisory support to eight responsible staff in MLSP on preparing application procedures for the IPA Implementation, including but not limited to preparation of TORs and guidelines. 
The training should provide participants with methods and practical tools, complemented with real-life samples, exercises and lessons learnt from other countries in preparing IPA documents, such as project proposals, TORs and guidelines. 
The consultant will provide advisory support on actual preparation of four TORs/Guidelines undertaken by the participants. Detailed guidance and advices will be provided to the responsible MLSP staff in order to successfully prepare the four above-mentioned TORs and Guidelines. The consultant should work closely with all participants to ensure the translation of general knowledge into strengthened skills in drafting documents on specific measures on employment and social inclusion as outlined in the OP HRD. 
Methods:
The training methods and techniques should be interactive and participatory. The main techniques of work should include: lectures, brainstorming, group work, case studies, opened discussions etc. Audio-visual presentations should be extensively used for the training. Participants should be provided with practical examples, templates and tools. All examples used in the training should rise from some of the priorities defined in MIPD and Operational Programmes.
Specific tasks:
The assignment will comprise of three missions to the country and home-based work. 

The Consultant will work closely with the Head of the IPA Unit in MLSP in planning the consultation schedule and individual counseling/advice, while sharing information with UNDP throughout the whole process. 

Phase 1: Quick assessment of the capacity of the IPA Unit in MLSP (2 working days)
· Discuss with participants the process of OP HRD preparation and the responsibility of the IPA Unit in MLSP;
· Interview with individuals in the IPA Unit, Labour Department and Social Inclusion Department, on their specific responsibilities in the preparation and implementation process of OP HRD as well as discussion on their skills, experience, expectation;
· Presentation of the capacity assessment and discussion on the needed skills and examples from other countries;

· Introduce the training objectives, propose methods and goals. 
Phase 2: Capacity building for the preparation of TOR and Guidelines (8 working days)

· Group training/discussion: (3 days)
· In depth discussion on each cycle of project management, and requirements and procedures in IPA programme with reference to different sections in the TOR (e.g. baseline analysis with “Background”, planning cycle with “Contract purpose & expected results” and “Assumptions & Risks”, monitoring with “Requirements”, etc.) ;
· Demonstrate the link between the TORs/Guidelines preparation process with the monitoring and evaluation of the implementation in the future; 
· Review the formats of the TORs (for individuals and services) and format of Guideline for grant applicants;

(Tools and techniques in preparing TORs and Guidelines for application process are integrated in all the sessions and exercise of the training)

· Individual advice on preparation of TORs/Guidelines: (5 days)
(Participants start work on their specific TOR/Guideline)

· Review the individual’s tasks and workplan in preparing TORs, Guidelines in specific areas;

· Provide some suggestions on writing of each sections in TORs; 

· Individual discussion on issues related to preparation of specific TORs/ Guidelines in different areas of priority (employment and social inclusion).

Phase 3: On-line advisory (3 working days, home-based)  

(Participants continue and complete the first draft of TORs/Guidelines in communication with the consultant during 2 weeks) 
· Answer queries and provide suggestions on the process of drafting TOR/Guidelines (via email);

· Complete review of the first drafted TORs/Guidelines in communications with the responsible persons in MLSP;
Phase 4: Advice and suggestions on the final draft of TOR/ Guidelines (10 working days)
· Individual advice and supervision on preparation of TORs/Guidelines:

· General comments on the first draft TORs/Guidelines and lessons learnt from the drafting process for all participants;
· Provide comments on gaps, weaknesses of each TORs/Guidelines;

· First round of individual review/discussions on the first draft of each TORs/ Guidelines (MLSP staff revise and improve the draft in the meantime);
Phase 5: On-line advisory (2  working days, home-based)  

· Answer queries and provide comments on the drafts of 4 TORs/Guidelines (via email); 
· Recheck and provide additional advice to improve the revised draft of each TORs/Guidelines;
Phase 6: Face to face work with each participant (two in a group) working on a specific ToR/Guidelines (8  working days)

· Review and comment to assist the finalization of TORs/Guidelines – individual consultation; 
· Summing up on lessons learnt;  

· Proposals/Suggestions on capacity development needs and future capacity building activities;

· Submission of the report on the lessons learnt and capacity building strategy for the IPA Unit in the future
4. Expected outputs
By the end of the technical assistance, the beneficiaries should obtain the following skills and knowledge:

· Competence to draft different types of TORs/Guidelines for applicants according to EU requirements; 
· Knowledge of IPA programming cycle, monitoring and control structure in IPA implementation,  IPA Implementing Guidelines, IPA application procedure and the monitoring mechanism in IPA implementation,  

· Knowledge of tools and methods for formulation of the Project Fiches, including Logical Framework, budgeting, monitoring and evaluation;

The verifiable output of TA is the successful preparation of two Terms of Reference and two Guidelines for Applicants of grants. The TOR/Guidelines prepared should fully meet the EU standards and be endorsed by EC Delegation. Two TORs are “Consultancy for Developing and conducting training for ESA” (Measure 1.1), Consultancy for Developing and conducting training for employees in the Labour Department in MLSP (Measure 1.2), and two Guidelines for Applicants (Measure 1.3) are: “Support to Local Action Plans for Employment” , and “Support of  programs for youth self-employment”. UNDP would review and provide comments on the final draft of the TOR/Guidelines.  
A report on the lessons learnt and capacity building strategy for the IPA Unit is also expected by the end of the consultancy. This should be share with UNDP Macedonia no later than March 1st , 2008. 
5. Qualifications and requirements:
The assignment should be undertaken by an individual international expert having experience in providing technical assistance or directly manage/supervise the implementation of IPA Human Resources Development component. The consultant should start the mission with a draft proposal on the training methods and schedule for 3-day training.

The consultant must fulfill the following minimal requirements:

· University or advanced degree in social science or related field;

· Strong background and expertise in EU related matters, particularly programming and procedures of previous pre-accession instruments (PHARE) and ESF;

· Extensive experience in implementation of previous pre-accession instrument and ESF;

· Expertise and experience in project management cycle;

· Proven expertise and hands-on experience in teaching methods and provide trainings at different level of capacity;

· Expertise and experience in social inclusion and employment area is desired;

· Excellent writing skills;

· Detail oriented, able to meet deadlines and able to prioritize multiple tasks

· English language proficiency and knowledge of a local-regional language is desired.

6. Timeline and schedule:
November 19, 2007 – February 28, 2008.  

The consultant will be based in the office of the MLSP. Facility for some training sessions and preparation would be provided in the UNDP office.

	Phases
	Duration
	Period

	First visit
	10
	Nov 19-Nov 30 

	Phase 1: Quick assessment of the capacity of the IPA Unit in MLSP (2 working days)
	2
	

	Phase 2: Programme cycle, processes and procedures in drafting ToR and Guidelines in specific areas (8 working days)
	8
	

	Home-based work
	3
	Dec 12-Dec 14


	Phase 3: On-line advisory (3 working day, home-based)  
	
	

	Second visit
	10
	Jan 14– Jan 25, 2008 



	Phase 4: Advice and suggestions on the final draft of TOR/ Guidelines (10 working days)
	
	

	Home-based work
	2
	Feb 4-Feb 5, 2008



	Phase 5: On-line advisory (3 working day, home-based)  
	
	

	Third visit
	8
	Feb 18-Feb 27, 2008



	Phase 6: Face to face work with each participants (two in a group) working on a specific ToR/Guidelines (8 working days)
	
	

	Total number of days
	33
	


