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Terms of Reference (ToR)
Professional Translation, Editing and Proofreading Services for Educational Materials under the 21st Century Schools Programme – Phase II, North Macedonia

Background
The British Council is implementing the 21st Century Schools Programme – Phase II in North Macedonia, building on the successful regional 21st Century Schools programme previously implemented across the Western Balkans, including in North Macedonia. The programme aims to strengthen coding, digital literacy, critical thinking and problem-solving (CTPS) skills among primary school students through teacher training, mentoring support, coding challenges and use of micro:bit technology in schools. 
As part of the programme, approximately 1,000 lower-grade primary school teachers working with children aged 9–10 will receive training in Critical Thinking and Problem Solving (CTPS), coding with micro:bit, basic cybersecurity hygiene and the responsible use of AI in education. Existing training materials previously developed within the regional 21st Century Schools programme for North Macedonia and subsequent lower-grade programme adaptations will be reviewed and further adjusted to fit the educational context and needs of lower-grade teachers in North Macedonia. 
As part of the programme, educational and training materials will be developed and adapted for use by teachers in primary education. These materials will include content related to cybersecurity hygiene, online safety, and the responsible use of Artificial Intelligence (AI).
To ensure that the materials are accessible to teachers and students across different language communities in North Macedonia, the British Council is seeking professional language service providers/consultants to provide translation, editing and proofreading services. 
Purpose of the Assignment
The purpose of this assignment is to ensure high-quality translation, editing and proofreading of educational materials into the required languages, while preserving accuracy, clarity, educational value and consistency of terminology and ensure that translated materials are suitable for use by teachers.
Scope of Work
The selected service provider/consultant will be responsible for providing professional translation, editing and proofreading services for educational materials related primarily to  cybersecurity hygiene, online safety and responsible use of AI in the first instance, however the scope may be extended subject to project needs.
The services will include translation and language quality assurance in the following language combinations:

· Macedonian to Albanian
· Macedonian to Turkish
· Serbian to Macedonian
The exact volume of materials will be confirmed by the British Council during implementation. Materials may include, but are not limited to:
· teacher training materials;
· guidance notes and handouts;
· presentations;
· Moodle digital learning content;
· short instructions, forms or supporting documents related to project delivery
Where artificial intelligence tools are used to support the initial translation process and improve efficiency, the service provider remains fully responsible for ensuring that all translated content is thoroughly reviewed, edited, proofread and contextually adapted before submission.
Specific tasks
The selected service provider/consultant will be expected to:
1. Translate educational materials accurately and clearly into the required target language.
2. Edit and proofread translated materials to ensure linguistic accuracy, consistency, clarity and suitability for primary education.
3. The service provider/consultant will be expected to ensure that all translated, edited and proofread materials are inclusive, accessible and appropriate for use in primary education in North Macedonia. This includes ensuring that the language used is clear, age-appropriate, culturally sensitive, gender-sensitive and respectful of diversity, including different linguistic, ethnic, social and educational backgrounds.
4. Ensure that the terminology related to cybersecurity, digital literacy, online safety and responsible use of AI is translated appropriately and consistently and in line with Macedonian primary school curriculum.
5. Ensure that translations are appropriate and understandable for primary school teachers.
6. Maintain the structure, formatting and meaning of the original materials, unless otherwise agreed with the British Council.
7. Work closely with the British Council and relevant project experts to clarify terminology, context or technical content where needed.
8. Incorporate feedback from the British Council, content experts, education experts or other reviewers.
9. Submit final translated, edited and proofread materials in the agreed format and within the agreed deadlines.
Deliverables
The selected service provider/consultant will deliver:
· translated materials in the agreed target language;
· edited and proofread final versions of translated materials;
· revised versions following feedback from the British Council or designated reviewers;
· final clean versions ready for use in training, classroom delivery or digital learning platforms.
Required Expertise and Experience
Applicants should demonstrate the following:
Mandatory criteria
· At least five years of professional experience in translation, editing and proofreading 
· Excellent command of the relevant target languages.
· Previous experience in translating educational, training or learning materials into Macedonian minority languages, particularly Albanian and/or Turkish
Desirable criteria
· Understanding of the Macedonian education landscape, particularly primary education.
· Familiarity with digital literacy, cybersecurity, online safety, responsible use of AI or related topics.
· Previous teaching experience or experience working directly with schools, teachers or students.
Application Requirements
· For individual applicants: an up-to-date CV clearly demonstrating relevant qualifications. 
· For companies: a company profile accompanied by CVs of all proposed team members who will be directly involved in the assignment, including translation, editing, proofreading and quality assurance. The role of each proposed team member should be clearly indicated. 
· A short cover letter (both for individuals and companies) outlining the applicant’s relevant experience, proposed approach to quality assurance, and understanding of the assignment. 
· Confirmation of the language combination(s) for which the applicant is applying: 
· Macedonian to Albanian; 
· Macedonian to Turkish; 
· Serbian to Macedonian. 
· Examples of previous similar work, such as translation, editing or proofreading of educational, training or technical materials, where available. 

· A financial offer indicating an all-inclusive rate per page of 1,800 characters with spaces, including translation, editing, proofreading, quality assurance and any applicable taxes.



Evaluation Criteria
Applications will be evaluated against the following indicative criteria:
	Criterion
	Weighting

	At least 5 years professional experience in translation, editing and proofreading
	20%

	Previous experience translating educational, training or learning materials into Macedonian minority languages, particularly Albanian and/or Turkish
	20%

	Familiarity with cybersecurity, digital literacy, online safety, AI or related topics
	10%

	Teaching experience or direct experience working with schools, teachers or students
	10%

	Financial offer in EUR (all inclusive price per page comprising translation, proofreading and editing inclusive of any local taxes, e.g. VAT where relevant)
	40%


The British Council reserves the right to request additional information, clarification, references or a short translation sample as part of the evaluation process.
Duration and Timeline
The assignment is expected to take place between 20 June and 31 July 2026. Specific deadlines will be agreed with the selected service provider/consultant based on the volume, format and complexity of the materials to be translated, edited and proofread.
The selected service provider/consultant must be able to work within tight deadlines and provide revised versions where required.
Reporting and Coordination
The selected service provider/consultant will report to the British Council designated programme representative. Regular communication may be required with programme staff, content experts, instructional designers or education specialists to ensure accuracy and consistency of translated materials.
All questions related to terminology, context or interpretation of technical content should be raised with the British Council before finalising the translation.
Quality Assurance
All translated materials must be accurate, clear, consistent and suitable for the intended target audience. The selected service provider/consultant will be expected to conduct internal quality checks before submission.
The British Council may request revisions if the submitted materials do not meet the required quality standards or if further adaptation is needed to align with the programme context.



Confidentiality and Intellectual Property
All materials shared under this assignment must be treated as confidential and may not be shared, reproduced or used for any purpose other than the delivery of this assignment without prior written approval from the British Council.
All translated, edited and proofread materials produced under this assignment will remain the property of the British Council, unless otherwise agreed in writing.
Payment
Payment will be made upon satisfactory completion and approval of agreed deliverables, in line with the agreed financial offer and payment schedule. The British Council reserves the right to withhold payment or request revisions if deliverables do not meet the agreed quality requirements.
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