
A. Terms of Reference (TOR)

Conductino Training 1696 hrs. with Level ll under Training with OJT Program'

1, Background
Enhanced Skills for Sustainable and Rewarding Employment (ENSSURE) 1l is a bilateral prgect of

the Government of Nepal (GoN) and the Government of Switzerland. The 4 years long project

commenced on 10 September 2021 and will conclude on 15 July 2025. The goal of the project is to

support Nepalese youihs, women, and men, to gain social and economic benefrts from a federalized

fVgf system. To ine end, the Project has been helping 3 spheres of government to assume their

constituiional responsibilities in delivering TVET functions. Likewise, the project has been closely

working with industries and their associations to reduce the mismatch in skills in demand and skills in

supply, as well as improving the employability of skilled human resources.

The Councilfor Technical Education and Vocational Training (CTEVT) is responsible for implementing

the project activities at the federal level, which includes developing/updating the curriculum and

developing various guidelines. At the province level, the Ministry of Social Development (MoSD)

implemenls the pro1ect activities which include implementing the DualVET apprenticeship program.

Likewise, municrpalities are responsible for delivering project activities at the local level which includes

implementing training with OJT among other activities. Helvetas Nepal is TechnicalAssistance (TA)
provider in ttie proteCt. lt is responsible for supporting 3 spheres of government to plan and implement

the project activities and ensure their qualities.

Training need assessment (TNA) conducted
Uotorcycle techanics Level 2 with 1696 hrs

by Mayadevi Rural Municiplity has identifled the
as the occupation in high demand. Accordingly, the

the 1696 hrs training with OJT as below table:IS to conduct AS

SN Name of Occupation Target Package No.

1 Motorci?e ilechanics Lwd 2 with 1698 hrs 20 person

2

Th sadvantaged grouPs' The

Uayideviiurali4unicipality invites proposals from interested and qualified Training lnstitute to deliver

the training as per the CTVET-approved cunicula.

This ToR is prepared to conduct training for the targeted youth in the fiscal year 2081/082 and it

provides guidelines to the aspiring Training Providers (TPs) about the scope, work, working process'

deliverables etc.

2. Oblectives of the Assignment '

The main objective of the assignment is to provide quality skill training to the youths (at least 60Yo

from the disadvantageO group-of which 557o are women) as per the CTEW-approved Professional

curricula, facilitating theiiskill test and placement to sustainable and rewarding employment.

3. Program Overview
of this

Beneficiaries Nepalese vouth (16 Years and above)

Traininq Hours ffironroduleandtechni
PracticalV/S TheorY As provisioned in the CTE!T-qqq!9U91
Attendance Minimnm 90 percent to qua!rfi&lt!!!J99i!!g
Cuniculum ffionalcourse (Level ll) in the related occupation

Duration of train ingiperiod 260 training days in 10 @
Skilltest

fnifPs shatt have the responsibility to conduct the sl(ill test ln the

appropriate skill test centerilocation-
Training delivery Model ,W

/ ,.liqtto

4. Scope of Work
eO$\cer
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Based on the " cF"fdrffi etftq (training with O.lT) aqrrcrfro (Professional) ilfr{zF.r{?-c
gtrfr+'r RogV cBfr 1l'0qr iogq", the followings are major scope of work:

4.{ Pre-training stage:

o Submit inception report with detailed activity plan as per the format prescribed training
implementation guideline.

o Conduct social marketing and outreach activities.
. Assure and manage appropriate training venue(s).
o Assign training implementing team including training coordinator and instructors.
o Develop a detailed training plan comprising OJT in association with the OJT providers.
o Select the trainees in coordination with different entities including local organizations.
o Manage other required logistics.
r Develop and maintain a code of conduct for the trainees.

4.2 During the training stage:

1.2.1. Centrebased talning
o Submit commen@ment report wlthin 15 days of commencement of training.
r Conduct training programs following the curriculum with 2 trainers for 20 trainees.
o lmplement training programs according to the detailed training plan.

o Maintain a conducive environment for training including Occupational Health and Safe$
r Provide tiffin and travel allowances to the trainees according to the provisions set out in the

contract.
r Conduct and document performance evaluation of individualtrainee
r Assist and cooperate with monitoring and supervision activities performed by allstakeholders.
. Prepare a detailed OJT plan in coordination with the ln-Company Trainer of the OJT-providing

industries.
o Assign OJT Supervisor for regular coordination, monitoring and supervision during the OJT

Period
o Submit progress reports and center-based training completion reports as per reporting

requirements as mentioned in the contract agreement.

1.2,2, lndustry-based training (OJT)

o Perform regular training supervision and monitoring activities by the OJT supervisor.

o Conduct and document performance evaluations of individualtrainees.
o Assist and cooperate with monitoring and supervision activities performed by all stakeholders.

r Maintain allthe training documents including the database.
r Submit progress reports as per reporting requirements as per the contract and training

completion report to Mayadevi Rural iltunkipallty /ENSSURE-Il.

4.3. Post-training stage:
o Coordinate for conducting skill tests immediately after completion of training'

o Facilitate job placement of graduates through linkage with potential employers.

r Submit final report to concerned Mayadcvi Runl Munidptlity /ENSSURE-II.

o Follow the provisions set out in the related documents.

5. Geographica! Coverage:
The training program will be conducted within the geographical area of Palika. The Training Providers

will implemL'nt tf,e training in collaboration with industries/businesses at the local level for industry-

based training (OJT).

6. Selection of ParticiPants:

The Training providers wiu foilow the " qildrrd qrqr$ qGffi+) atkc (training with oJI qr+grfta

(professionaD ilft{ 6r{a.{ olqi-rrfi SRilfiT Rorey cffi dtqr losq'. Representative from the

industries must be involved in the trainee selection process. Priorities will be given to local

Officer



training program.

7. Duration of the Assignment:
The duration of this assignment will be of 16 months after signing the contract. The Training Providers

will submit a detailed w6rk plan along with a human resource plan including institute-based training

and on-the-job training (industry-based).

8. Qualiflcation of KeY ExPerts
are the tables for and staffs to conduct a

Expert Minimum Qualification and e

Experts:

Training
Coordinator

Bachelor in any discipline with 3 years of specific experience in a

related subject or Diploma in the related technicalfield with 3
years of specific exPerience.

+2 or equivalent with a minimum of 3 months of computer trainin

from a recognized institution and 2 years of specific experience i

+2 or equivalent with a minimum of 2 years of specific experie

in the related subject.

Additional Human Resources:

Database Expert
the related field.

Monitoring and
placement support
officer

9. Physical infrastructure and Facilities Requirements
The Training providers must have the adequate physical infrastructures and facilities for the training

program aJstated in the curriculum, such as well-equipped classrooms, practical labs, instructor's

irre[aration room, restrooms, library, extra-curricular facilities and adequate tools, equipment and

iraining materials, safety equipmenUprovisions as stated in the curriculum of CTEW'

10.Roles, Responsibilities, and Limitations of Different Entities:

10.1 Palika
r Maintain effective communication with relevant stakeholders.
. Support Training Providers in conducting market assessmenUtraining need assessment.

o Procure the service and award the contract to service providers

r Gonduct monitoring and evaluation-related tasks under the program

r Provide necessary documents to service providers

,l0.2 Training Provider
The roles, resf,onsibilities and limitations of Training Providers include the following in addition to the

responsibitity and job as prescribed in 'qTdliil .lr,qs(IBil"di ilRfq (Training with OJT);qcmfua

(professional)ilRrqaTdaT aTqft{qq SRil{T RosY (rq{ {fiffi lotsc').
o Conduc{ outreach aclivities and social marketing focusing on the target group-

o submit a report to the Palika as per the reporting obligation.

r Conduct regular interaction programs witlr industries and employers to increase prospects of

Short Term Training Level-lll/Diploma with TOT/Occupational-
TOT in the relevant occupation/subject with three years of
speciflc experience
lf Level-lll/Diploma is not available in an occupation: Level- ll, 

-
TSLC with TOT/Occupational-TOT and 5 years experiences of

the trainer or as per the curylcula

Trainer llTrainer 2l
OJT Supervisor

employment.
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o Select appropriate industry partners for conduc'ting OJT.c Ensure safety measures throughout the training course.
. Prepare training plan for center-based and industry-based haining (OJT) in consultation with

trainers and in-company trainers.
. Conduct performance agsessment according to the guidelines.
. Appoint necessary human resources including Training Coordinators who will liaison with

stakeholders.
. Ensure the group personal accidental insurance to trainees covering the whole duration of the

training period.
o Provide opportunities to learn new technology wherever possible in order to increase the

employability of trainees.
o Maintain daily aftendance records of trainers and trainees and other documents as required
o Devise an effective internal monitoring mechanism to ensure the quality and effectiveness of

training.
o Facilitate and coordinate with related employers for the job placement of trainees.
r Follow the curriculum and procedures as approved by CTEW.
o Coordinate with NSTB for timely skill testing of the trainees.
. Sign MoU with OJT providers for the OJT placement.

10.3 O.rT Providers
o Sign MoUs with Training lnstitute.
o Ensure safety measures throughout the course.
e Maintain communication with Training Providers and trainees.
o Support Palika in monitoring and evaluation.
o Prepare a training plan in consultation with the Training lnstitute.

10.4 Proiect support unit (Psu)lHelvetas Nepal
The PSU /Helvetas witl be mainly responsible for providing technical assistance to the Municipality to
ensure the quality of the training.

o Participate in the joint monitoring of the training at the different stages, provide feedback to
the training institutes based on the observation and provide monitoring reports to the
Municipality with recommendations for further action.

. Support in the training information dissemination and increase in outreach activities in order
to increase the participation of disadvantaged groups and women.

o Facilitate linkage between the training providers and the industries for industry-based training
o Support training providers to develop training progress reports, database operation, and

management.
o Support in capacity building of the training providers/industries.

10.5 Trainee
o Attend classes regularly (must maintain at least 90 percent attendance).
o Maintain discipline in the class/institution/industry.
. Co-operate with Palika/Training Providers in the information collection for baseline and follow-

up surveys.
o Maintain the trainee's learning diary.
o Do and follow all the responsibilities and performance as per the prescribed guideline.

I 1. tlonitoring ilechanasm
The monitoring of the Training with OJT program will be carried out by different levels such as schools,

the project, Local Governments, the Ministry of Social Development, and other related institutions"

Training Providers will establish a dedicated monitoring unit for the purpose of monitoring project

input, o-utput, and outcomes. Training Providers will also monitor the activities during the training and

OJT period. The results of monitoring will be used for planning purposes and corrective measures-

The monitoring system will be integrated with the project Management lnformation Sy;$m. TraT|ing

inisuative 0fficer



Providers will have a system of storing information and will update websites regularly.

A decentralized monitoring team consisting of officials from LGs will be constituted to monitor the
activities of professional training. The monitoring team will also consist of representatives from
ENSSURElHelvetas Nepal. The frequencies of monitoring will take place five times or as per the
Monitoring Guidelines of Training with OJT. The first visit by the monitoring team will be at the
beginning of the program to verify that training institutions and industries have required phy.sical and
human resources as prescribed in the curriculum. At least two monitoring visits willtake place during
the institute-based training. The next monitoring visit will take place during the OJT placement and
another monitoring will take place in the skill testing process. Standard templates will be developed
for the purpose of getting information received during the monitoring process, The information
collected during monitoring visits will be integrated with the project management information system.
The Ministry of Social Development will also monitor it on a sample basis.

I 2. Expected Outputs/Outcomes
Unemployed Nepalese youth will receive training on training with the OJT program, as per CTEW
professional curricula, of which:

. 60% of the participants from the disadvantaged group of which 55% should be women

. 90% of the training participants are graduated

. 80% of the graduates are certified by NSTB.
o 80% of the graduates are gainfully employed in a related occupation.

l3.Payment Schedule
The fund will be disbursed in 4 installmentg-1s_peillgSq!9qgLe-891qlv;

Supportin g documents/evidence __]"gg!Eq9
raining commencement report 15 days

database report of enrolled 40o/o of
direct

training
cost

training

sheet of trainees
printed from the database

progress report after center-
training completion

30o/o ol
direct

training
cost

7 months
printed OJT plan from database 182 working

from the

sheet of trainees
printed from the database

raining Completion report (including
20o/o of
direct

baining
cost

10 months or

rased training, and OJT details)
of skill testing of NSTB/CTEW

working
from the

plan of graduates
sheet of trainees

inal Report including emPloYment
10o/o of
direct

training
costsheet of skill test

The above-mentioned installments will be paid based on the actual trainee record.

The reimbursable cost will be paid as per the actual basis of the attendance sheet of trainees.

on
rd trainees

I 4. Eligibility Criteria
To be ltigiUti in the selection process, the Training lnstitutesffraining

following eligibility to be shortlisted.

publication

center-based

after lndustry-

of skitl test
1807o of

employment

lnstitutes

Timeline

L-
tr
I



a) Firm's registration and updated in the office of the Company Registrar indicating at least three
years standing of the firm/s.

b) VAT registration.
c) Valid CTEW affiliation to conducl 1400-1696 hours training in related occupation with letter

of renewal or Valid CTEW affiliation to conduct the pre/diploma course in related occupation.
d) Tax clearance certificate for the last three fiscal years (20781079,2079/080 & 2080/081)or

Time extension letter of lnland Revenue Department in case of not taken tax clearance
certificate.

e) Audit report of the last three fiscal year (20781079,20791080 & 2080/081)
0 At least NRs. 9 million turnover of last three fiscal years (20781079,20791080 & 20801081)
g) Have evidence of conduction of vocational training programs in L-1, L-2, L-3, 1400-1696 hours

or pre/diploma of CTEW during the last three years. (Verified with experience letter of
cTEWNSTB)

h) Self-Declaration made in writing by the training provider/s that it is not disqualified for taking
part in the procurement proceedings, that it has no conflict of interest in the proposed
procurement proceeding, and that it has not been punished for an offense relating to the
con@rned profession or business.

{S.Technical Proposal Evaluation Criteria
Evaluation of the bidders shall be done based on the QCBS method. The technical proposal will be

evaluated under five categories with scores as shown in the table below making a total score of 100

points. The minimum score for proposal/s to be accepted is 60. The proposal/s will be ranked based

on the total (technical and financial) score obtained. Thereafter, contract negotiation will be started

with the topranked bidder. lf the negotiation is successful, then a contract for this scope of work will

be signed with the bidder. lf negotiation with the top-ranked bidder fails, then the second-ranked
bidder will be called for and so on.

s.N. Evaluation Criteria Max. point Allocated

1 Conform ity with tech n ica I pro posa I reqlllgrnellq 10

2 Exoeriences of the Bidder 25

3 Traininq facilities available 15

4 Proqram implementation methodology 20

5 Quality of proposed key staff 30

Total {04
g.^.y'
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