Terms of Reference
Template

The purpose of a Terms of Reference (TOR) document is to provide a statement of the background, objectives, and purpose of a proposed project. This document should define the project and indicate the issues, budget and expertise related to the project. It should provide a basis for decision-making.

Background

Save the Children is committed to building the capacity of its staff to ensure effective program delivery, compliance with organizational policies, and alignment with global standards. In recent staff evaluations and performance reviews, several capacity gaps were identified across technical and operational areas, including leadership, project management, financial literacy, safeguarding, and compliance.

To address these needs, Save the Children intends to partner with an external Training Center to provide structured, high-quality training and development programs. The initiative aims to strengthen staff competencies, enhance performance, and promote continuous professional growth.

Objective
· The main objective of this partnership is to enhance the skills, knowledge, and capabilities of Save the Children staff through targeted training programs.
· Specifically, the project aims to:

· Develop and deliver customized training modules aligned with Save the Children’s strategic priorities.

· Equip staff with practical tools and skills to improve performance and service delivery.

· Foster a culture of continuous learning and professional development.

· Build internal capacity to sustain training efforts in the long term.

· Success will be measured by:

· Improved staff performance and productivity.

· Positive feedback from training participants.

· Demonstrated application of learned skills in day-to-day operations.





Deadline
· Start Date: January 1, 2026
· End Date: December 31, 2027


Resources
· External certified trainers and facilitators
· Digital training materials (presentations, handouts, toolkits, and reference guides)
· Reliable internet connection for facilitators and participants

Stakeholders

	Role
	Responsible
	Person

	Responsible
	Training Center focal person – delivery and coordination
	

	Accountable
	HR Manager Talent learning & Development – Save the Children
	Fahad Ali

	Support 
		


Learning & Development Team

	Alaa Abdalla

	Consult
	Department Heads 
	Relevant Managers

	Inform
	All trained staff and HR 
	Save the Children Sudan




 Methodology

The Training Center will:

· Design customized training modules based on identified needs.

· Deliver training sessions using interactive and participatory approaches (workshops, simulations, and group activities).

· Provide pre- and post-training evaluations to measure knowledge gain.

· Submit a comprehensive training report summarizing outcomes, participant feedback, and recommendations.

Reporting:
· Monthly progress updates to Save the Children HR Department.
· Final report within 10 days after completion of the training.








Outcome
· Staff demonstrate improved knowledge and job-related skills.
· Enhanced capacity across departments to meet program and operational goals.
· Institutionalized learning framework for ongoing staff development.
    

Timing plan

	Activity
	Responsibility

	Training Design & Approval
	Training Center

	Delivery of Training Sessions
	Training Center

	Evaluation & Reporting
	Training Center

	Review & Next Steps
	HR



Training Scope and Modules

The below table outlines the full scope of training modules to be delivered, including activity types, descriptions, estimated effort hours, SCI competency alignment, agility lenses, and monitoring mechanisms. The sessions are designed to strengthen staff capabilities across soft skills, communication, supervisory excellence, and leadership. Each session will accommodate 20–30 participants, depending on operational needs and availability.

	Module
	Activity Type
	Description
	Effort Estimation (Hours)
	SCI Competency Alignment
	SCI Agility Lens
	Monitoring Mechanism

	Microsoft Office Mastery – Excel 1
	Soft Skills Workshop
	Practical training in data analysis, formatting, and visualization using Excel
	3.00
	Delivering Results, Problem Solving & Decision Making
	Results Agility, Mental Agility
	Attendance & Pre/Post Quiz

	Microsoft Office Mastery – Excel 2
	Soft Skills Workshop
	Continued advanced Excel functions and visualization
	3.00
	Delivering Results, Problem Solving & Decision Making
	Results Agility, Mental Agility
	Attendance & Pre/Post Quiz

	Microsoft Office Mastery – Word
	Soft Skills Workshop
	Designing professional documents, templates, and formatting reports
	3.00
	Delivering Results, Communicating with Impact
	Results Agility, Self-Awareness
	Workshop feedback & deliverables

	Microsoft PowerPoint Essentials
	Soft Skills Workshop
	Building impactful slides and storytelling using visuals
	3.00
	Communicating with Impact, Leading & Inspiring Others
	People Agility, Change Agility
	Slide deck submission

	Virtual Meetings & Collaboration
	Soft Skills Interactive Session
	Effective participation, facilitation, and etiquette in digital meetings
	2.00
	Working Effectively with Others, Communicating with Impact
	People Agility, Self-Awareness
	Observation & peer feedback

	Written Communication Excellence
	Soft Skills Workshop
	Email etiquette, structured reports, professional tone
	3.00
	Communicating with Impact, Accountability
	People Agility, Mental Agility
	Writing task evaluation

	Verbal Communication & Presentation Skills
	Soft Skills Simulation Lab
	Presentation delivery, storytelling, and audience engagement
	2.00
	Communicating with Impact, Leading & Inspiring Others
	People Agility, Change Agility
	Presentation rubric scoring

	Giving & Receiving Feedback
	Soft Skills Role-play Session
	Constructive feedback models, active listening
	2.00
	Developing Self and Others, Communicating with Impact
	People Agility, Self-Awareness
	Peer feedback logs

	Conflict Resolution Essentials
	Soft Skills Workshop
	Conflict types, resolution techniques, de-escalation strategies
	3.00
	Problem Solving, Working Effectively with Others
	People Agility, Mental Agility
	Case-based evaluation

	Time Management & Prioritization
	Soft Skills Training Session
	Eisenhower Matrix, setting boundaries, daily planning
	3.00
	Delivering Results, Planning & Organizing
	Results Agility, Self-Awareness
	Productivity tracker

	Emotional Intelligence & Stress Management
	Soft Skills Reflective Workshop
	Self-awareness, managing pressure, empathetic leadership
	3.00
	Self-Awareness, Integrity, Safeguarding
	Self-Awareness, People Agility
	Reflection journal

	Foundations of People Supervision
	Supervisory Excellence Workshop
	Role-modelling, accountability, and team trust-building fundamentals
	3.00
	Leading and Inspiring Others, Delivering Results
	Self-Awareness, People Agility
	Attendance + Post-session reflection

	Performance Supervision Essentials
	Supervisory Excellence Workshop
	Task management, performance conversations, and setting expectations
	3.00
	Delivering Results, Developing Self and Others
	Results Agility, People Agility
	Simulation + Supervisor Feedback

	Conflict Management Basics
	Supervisory Excellence Workshop
	Early conflict detection, de-escalation skills, and basic mediation
	3.00
	Problem Solving, Collaboration
	Mental Agility, People Agility
	Role-play + Quiz

	Wellbeing & Safeguarding in Supervision
	Supervisory Excellence Workshop
	Embedding staff care, safeguarding practices, and safe team dynamics
	3.00
	Accountability, Integrity, Safeguarding
	Self-Awareness, People Agility
	Session Attendance + Application Logs

	Delegation & Time Management
	Supervisory Excellence Workshop
	Effective workload management, prioritization, and team empowerment
	3.00
	Planning and Organizing, Results Orientation
	Mental Agility, Results Agility
	Post-session Assignment

	Leading Across Functions & Complex Decisions (2 Cohorts)
	Power Skills Simulation-Based Training
	Understanding interdependencies, system-informed decision-making
	3.00
	Problem Solving, Delivering Results, Collaborating
	Systems Thinking, Results Agility
	Scenario debriefs, action plan review

	Resilient & People-Centered Leadership (2 Cohorts)
	Power Skills Interactive Training
	Safeguarding, empathy in leadership, self-regulation
	3.00
	Integrity, Accountability, Safeguarding
	People Agility, Self-Awareness
	Post-session reflections, D2P integration



