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TERMS OF REFERENCES

for the engagement of Moodle Administrator/s for online transformation of Schools Leaders (SL) and Critical Thinking Problem Solving (CTPS) training programme within the British Council’s Programme ‘21st Century Schools’ funded by the UK Government
	Overview of the British Council


	The British Council is the United Kingdom’s international organisation for cultural relations and educational opportunities. Its purpose is to build engagement and trust for the UK through the exchange of knowledge and ideas between people worldwide. It seeks to achieve its aims by working in education, science, governance, English and the arts. The British Council was established in 1934 and incorporated by Royal Charter in 1940. It is registered as a charity in England and Wales (charity no. 209131) and Scotland (charity no. SCO37733). It is also an executive non-departmental public body, with the Foreign and Commonwealth Office as its sponsoring department. 

The primary charitable objectives of the British Council, as set out in the Charter, are as follows: 

· Promote cultural relationships and the understanding of different cultures between people and peoples of the United Kingdom and other countries; 
· Promote a wider knowledge of the United Kingdom;  
· Develop a wider knowledge of the English language; 
· Encourage cultural, scientific, technological and other educational co-operation between the United Kingdom and other countries;  
· Otherwise promote the advancement of education.  

The British Council works in more than 110 countries around the world and employs over 7,000 staff worldwide. Its headquarters is in the UK – with offices in London, Manchester, Belfast, Cardiff and Edinburgh. 

Further information can be found at www.britishcouncil.org 

	Project Title and overall objective
	21st Century Schools Programme  

Improving the quality of primary education across the Western Balkans (WB).


	Project purpose
	Enhancing critical thinking, problem solving, and coding skills of students aged 10 to 15 across the Western Balkans



	Relevant project result to be supported through this assignment  
	· School Leaders gain knowledge, skills and confidence to support critical thinking, problem solving and coding skills teaching at the school level  
· Primary school teachers develop the competences to integrate critical thinking, problem solving and coding skills in the school curricula  

	21st Century Schools Programme  

Timeframe
	Project start:  October 2018  

Project end:  September 2021

	Timing, duration & location of the assignment 
	September 2020 – October 2021 
Western Balkans region

	Context and environment
	About the 21st Century Schools Programme

21st Century Schools programme in the Western Balkans is a three-year programme implemented by the British Council and funded by the UK Government supporting up to 1 million 10-15-year-old students across around 4000 the Western Balkans primary schools to build their capacities in coding, critical thinking and problem-solving skills. 
The programme will address in parallel multiple constraints that prevent primary school students from developing their critical thinking, problem solving and coding skills, and work to create an enabling environment across the Western Balkans to foster those skills amongst students. 
To accomplish that, the programme will expose around 18,000 teachers to a training programme and enable them to effectively teach critical thinking, problem solving and coding skills in the classroom with the use of micro:bit, pocket programmable computer. 
Further, the programme will target school leaders to enhance their capacities to lead, promote and implement critical thinking, problem solving and coding skills across the curriculum in their schools. In addition, the programme is working with national policy-makers across the Western Balkans region, to ensure they encourage schools to take up the training and, where needed, support the introduction of critical thinking, problem solving and coding skills in schools with relevant policy changes (curriculum reform, teacher continuous professional development policy, etc.). 
Lastly, the programme will provide schools with resources to effectively teach coding skills to students, including delivery of micro:bit devices. Each of 4000 schools across the Western Balkans will receive between 10 and 60 micro:bit devices through the programme, depending on the number of pupils in the school. 

In response to the Covid-19 pandemic and the fact that there is great uncertainty whether and how the schools will start operating as of the next schools year, in addition to face to face training delivery (face to face SL training and CTPS training already developed and implemented in part of the schools across WB), the British Council is seeking for consultants to support online transformation of developed trainings to be delivered via Moodle Learning Management System as distance learning trainings.  
Online transformation of Schools Leaders training and Critical Thinking and Problem-Solving training for teachers

Following extensive discussions with WB government officials it has been agreed that the option of choice would be to develop online trainings which will, for the duration of the project be delivered as instructor-led and facilitated e-learning. 

In parallel, the online training will be developed as fully online, self-paced e-learning, so that it can remain as legacy after the project ends and be used by local educational institutions in the future, thus ensuring training sustainability. 

In developing online solution, all countries identified as a risk quality and effectiveness of online training vs. face to face training. According to feedback received from the field, the British Council CTPS training stood out of numerous other CTPS trainings delivered earlier through different initiatives, due to its interactivity and practical exercises done with teachers. Teachers said that the British Council CTPS training finally helped them “implement in practice everything they learned before about CTPS”. 
Both SL and CTPS face to face trainings developed by the British Council are highly interactive and engaging; they are comprised of practical exercises, pair and group work. Its transformation into quality online training requires careful planning and significant effort to adjust the content to the online format in order to keep as much as possible of its interactivity and practical, hands-on character. While the teachers would do some parts of the training on their own (reading materials, watching videos, completing quizzes), the training would also include online group sessions, interaction and discussions among the participants, immediate feedback from trainers and regular assessments. Taking into account techniques taught during the training such as mind maps, six-thinking hats, the problem tree, the training has to include specific online tools so that teachers can apply these techniques online. 

The online trainings need to be moderated, meaning that each trainer would answer teachers’ questions and provide additional support via email or forum on a daily basis.  Particular attention will have to be paid to developing and implementing cross-curricular school projects which envisages teachers and students cooperation, group work, field work, micro:bit usage and concrete, tangible project outcome. Mentoring visits being envisaged originally as face to face, would also be transferred into the online format. Moreover, the training must be developed so that it is accessible through Moodle Mobile Application.
Training of trainers would be necessary to build capacity of trainers to deliver online training, moderate the group and conduct online mentoring visits, as not all British Council trainers are experienced in delivering online trainings via Learning Management System (LMS), e.g. Moodle. 

Moreover, an introductory session for participants needs to be developed in order to increase teachers’ digital competences to use learning management system and different online tools provided in the scope of the training.  
Even though the general preferred approach would be to have a unique online training across WB region, specific approach is needed due to the fact that CTPS training was amended to fit local needs (CTPS training scope changed most significantly in Macedonia, SL training in Serbia was decreased from two to one day as requested by the MoE, etc.). 
According to information from ministries across WB, maximum number of online hours per day is from 1.5 to 3h, but in most of the countries it is 1.5h per day. It means that the scope of the training will need to be significantly amended, e.g. 3-day face to face CTPS training will be translated into 2 - 3 weeks online training. As face to face trainings are accredited by local education institutions apart from BIH,  in order to retain accreditation points received for F2F training, the courses need to be carefully adjusted to include homework, mentoring meetings, feedback to participants, chats with trainers through forums and private chats, including monitoring and evaluation aspects through Moodle analytics (to be able to track attendance, compliance, course completions, and competencies.  This is particularly important as it will enable the British Council using the same, already developed tools for monitoring and evaluation used for face to face trainings.

	The Assignment
	The British Council is seeking a team of experts, including Moodle Administrator/s (MAs) to contribute to design and online transformation of Moodle based SL and CTPS training for WB 6 and be responsible for all technical aspects of course/s design and delivery. The consultants must be able to handle and use Moodle LMS and have an in-depth understanding of the main concepts of E-Learning. The Consultants must also be competent in handling administrative tasks, which include configuration settings, functionalities and other settings. Moodle Administrator will also assist end users with Moodle functional questions and problems.

	Purpose of the assignment
	Transformation of already existing face to face SL and CTPS trainings into good quality Moodle based distance learning courses. 

	Scope of work/

Activities to be performed
	Together with Lead E-learning consultant, Moodle Administrator/s are expected to be responsible for, but not limited to the following tasks:
Technical Requirements 
· Advise on all technical aspects needed for setting up courses across WB 6 and make sure to have all technical requirements in place for delivery of courses
· Advise on options for hosting servers and budgets needed for that purpose (either within state educational institutions if there are local capacities or external hosting) and making sure servers are available/rented
· Advise on technical requirements needed for use of BigBlue Button as videoconferencing system and making sure all requirements are in place
· Support Moodle penetration testing if required
Course management
· Administer each type of activity, resource and block in the course and manage their own settings

· Install additional blocks and activities depending on instructors and program needs

· Filters - Text and Multimedia plug-ins

· Course settings for course home page configuration

· Adding new Courses and design course formats

· Manage Site files

· Administer and collect pre/post questionnaires, evaluation forms, development and distribution of training certificates, etc.

User Management
· Facilitate Authentication of users on site

· Adding new users

· Upload users - from a file to a site, and into existing course and group, some existing user global updates

· Adjust User profile fields according to requirements

· Assigning users roles - typical assignments include:

· Enrolling learners in courses

· Un-enrolment of learners from courses

· Assigning instructors to courses

· Assigning course creators
· Assigning administrators
Site Administration Settings
· Front Page settings - initial or home page of Moodle site

· Themes - user interface packages of XHTML and CSS controls

· Language - default and additional language packs

· Backup settings
· HTML editor settings

· Calendar settings
· Maintenance mode
· Administer Moodle site database
· Support Moodle penetration testing if required
Other Settings
· Produce Reports and Logs after each training session

· Liaising with Moodle Network and Moodle Community hub
· Install and manage Anti-virus
· System Monitoring and Server Statistic Software


	Major outputs/ deliverables
	· Moodle based SL* training instructor-led, facilitated developed, tested and ready for delivery in all WB local languages
· Moodle based SL* training fully online, self-paced developed, developed, tested and ready for delivery
· Moodle based CTPS* training instructor-led, facilitated, developed, tested and ready for delivery
· Moodle based CTPS* training fully online, self-paced developed, tested and ready for delivery
*In Albanian, BCSM and Macedonian language

	Place of delivery
	The Wester Balkans region (it is expected that the consultant will be home based, with occasional visits to one of the WB British Council offices and travel across region on a need basis, should the health situation caused by Covid-19 allows and the consultant consents to it).

	Reports to
	British Council Projects Delivery Lead Western Balkans

	Terms and conditions of engagement
	· The total level of effort per consultant is estimated at 30 days within 1-year period, however, the final number of days will be determined once the team is selected, based on workload needs. 

· All consultants are expected to be involved in all phases of the execution of the assignment and to work both individually and as part of the team 
· Ad hoc report on progress in course developed will be submitted in English 
· The cost of translation of training material to the local languages (i.e. Albanian, BCMS and Macedonian) will be borne by the British Council.
· The cost of travel and accommodation will be borne by the British Council.

	Qualifications
	· Bachelor’s degree or University Degree awarded after a minimum of three years of university studies 
· At least 5 years’ experience in administration of Moodle Learning Management System (LMS).
· Must have demonstrable experience in working within education sector
· Proven experience working with content expects and course designers for the purpose of ensuring material is of exceptional quality

· Familiarity with a range of online/blended learning methodologies, standards and formats that can be set up, managed and maintained using an LMS experience using Moodle in an administration capacity

· Experience with file management, version control and troubleshooting

· Desirable to have experience with HTML
· Proficiency in English and one of the Western Balkan official languages, i.e.  Albanian, BCSM and Macedonian language. 

	Delivery schedule
	It is expected that both versions of SL and CTPS Moodle based trainings (facilitated and self-pace) in required local languages will be ready for delivery latest by end December 2020 (including delivery of training of trainers and development of instructions for participants).

	Payment and reporting schedule

	At the end of each month, the consultant will submit a time sheet including the actual number of days spent and brief description of the tasks performed. The timesheet will be a base for payment, and it needs to be approved by the Projects Delivery Lead British Council.
In addition, at the end of each calendar month, the consultant will prepare a brief monthly report highlighting key achievements. All reports should be submitted in English.

	Equal Opportunity and Diversity Statement


	The British Council aim to create opportunities and reduce barriers for everyone, particularly under-represented groups. We are committed to making sure there is no unjustified discrimination in our processes for recruitment and selection, performance management and pay, and that promotion and retention is fairly granted across all our operations.

	Privacy policy


	The British Council will use the information that you are providing only in connection with processing your application.  We shall only pass this information to the Contracting Authority, the Foreign and Commonwealth Office, for use of managing this contract. The data shall be processed solely for the purposes of the performance, management and monitoring of the contract by the Contracting Authority, without prejudice to possible transmission to the bodies charged with monitoring or inspection in application of EU law.
British Council complies with data protection law in the UK and laws in other countries that meet internationally accepted standards. You have the right to ask for a copy of the information we hold on you, and the right to ask us to correct any inaccuracies in that information. If you have concerns about how we have used your personal information, you also have the right to complain to a privacy regulator.
For detailed information, please refer to the privacy section of our website, www.britishcouncil.org/privacy or contact your local British Council office. As per contract conditions, any records must be kept for a seven-year period after the final payment made under this contract.



	Submission


	We would like to invite interested candidates to submit CVs in English to stela.durutovic@britishcouncil.org by 30 August 2020, 24:00h. 

Please note that only short-listed candidates will be contacted. 
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