

	TERMS OF REFERENCE


[image: ]





CONSULTANCY AS A RESOURCE PERSON DURING  A REGIONAL TRAINING WORKSHOP ON FIELD MANAGEMENT FOR HOUSEHOLD SURVEYS IN SADC 

					June 2026








Table of Contents
1.	BACKGROUND INFORMATION	3
1.1	Background	3
1.2	Current situation in the sector	3
2.	OBJECTIVES OF THE ASSIGNMENT AND EXPECTED RESULTS	4
2.1	Overall objective	4
2.2	Specific objectives	4
2.3	Expected results	5
2.4	Deliverables	5
The consultant:	5
3.	SCOPE OF WORK	5
3.1	Scope of work	5
3.2	Geographical area to be covered	7
3.3	Target groups	7
3.4	Specific work	7
4.	QUALIFICATION AND EXPERIENCE REQUIREMENTS	7
5.	REPORTING REQUIREMENTS AND TIME SCHEDULED FOR DELIVERABLES	8
5.1	Reporting requirements	8
5.2	Submission and approval of report	9
5.3	Project management	9
5.4	Management structure	9
6.	LOGISTICS AND START DATE	9
6.1	Location	9
6.2	Office accommodation	9
6.3	Facilities to be provided by the contracting authority	9
6.4	Facilities to be provided by the contractor	9
6.5	Equipment	9
6.6	Start date and period of implementation	10
7.	MONITORING AND EVALUATION	10
7.1	Definition of indicators	10
7.2	Special requirements	10
8.	ASSUMPTIONS AND RISKS	10
8.1	Assumptions underlying the project	10
8.2	Risks	10


[bookmark: _Toc169185587][bookmark: _Toc238055337]BACKGROUND INFORMATION
[bookmark: _Toc162424841][bookmark: _Toc162424842][bookmark: _Toc238055338]Background
The Southern African Development Community (SADC) is a Regional Economic Community comprising 16 Member States, namely, Angola, Botswana, Comoros, Democratic Republic of Congo, Eswatini, Lesotho, Madagascar, Malawi, Mauritius, Mozambique, Namibia, Seychelles, South Africa, Tanzania, Zambia, Zimbabwe. Established in 1992, SADC is committed to Regional Integration and poverty eradication within Southern Africa through economic development and ensuring peace and security. 
Article 14 of the SADC Treaty establishes the SADC Secretariat as the principal executive institution of SADC. The Secretariat performs its mandate and functions within the policy, strategic and programme provisions outlined in the Regional Indicative Strategic Development Plan (RISDP).
Demand for quality and harmonized statistics has been on the rise to monitor progress in developmental agendas at national, regional, continental and global level. The scope of data demand cuts across economic, social and also on emerging issues such as climate change, disaster-risk, environment and others related. Household surveys are among the most important tools for generating socio-economic indicators used for policy formulation, monitoring, and evaluation. The quality of household survey data depends not only on sound questionnaire design and sampling methodology, but also on effective field management. Weaknesses in field planning, interviewer recruitment and training, interviewer supervision, logistics, quality control, and communication can lead to non-sampling errors, delayed data collection, and increased operational costs.
[bookmark: _Toc238055339]Current situation in the sector
Secretariat is prioritizing statistical capacity building as part of its implementation plan guided by its strategy, the Regional Strategy for Development of Statistics (RSDS) 2020-30. The RSDS seeks to strengthen the statistical systems of Member States and promote the production and harmonization of high-quality, timely, and internationally comparable statistics to support regional integration, evidence-based policymaking, and sustainable development. Capacity-building interventions are being implemented in a strategic and results-oriented manner to ensure lasting and measurable improvements in the ability of Member States to produce and disseminate official statistics.

Household surveys are among the most important sources of socio-economic data and provide critical information for policy formulation, programme design, and monitoring and evaluation of national and regional development initiatives. They are widely used to assess the well-being of populations, measure poverty and inequality, monitor labour market outcomes, evaluate the effectiveness of government programmes, and conduct detailed analyses of the impacts of economic shocks and policy interventions. The reliability and usefulness of these surveys depend fundamentally on the quality of the data collected.
Currently, the SADC Secretariat is implementing a regional capacity-building project, one of whose core components focuses on strengthening the capacity of Member States in data production, management, and dissemination. This initiative is intended to enhance the ability of National Statistical Offices (NSOs) to deliver high-quality official statistics that meet national, regional, and international standards.

In recent years, NSOs have faced increasing challenges in conducting household surveys, including declining response rates, rising operational costs, greater logistical and methodological complexity, and the growing need for more adaptive, technology-enabled, and resilient data collection systems. These challenges underscore the importance of strong field management, which is essential for ensuring that survey operations are effectively planned, coordinated, supervised, and monitored in accordance with established quality standards. Field management encompasses all operational aspects of data collection, including the recruitment and training of interviewers and supervisors, assignment of workloads, deployment planning, logistics and transport coordination, communication, supervision, quality assurance, and real-time monitoring of field progress. Effective field management helps to minimize non-sampling errors, improve response rates, optimize the use of resources, and ensure the timely completion of data collection activities. It also strengthens accountability among field staff and enables early identification and resolution of operational issues. Ultimately, robust field management contributes directly to the production of accurate, reliable, and credible survey data that can be confidently used to inform policy and decision-making.

It is within this context that Secretariat is planning to undertake a regional capacity building training on field management for household surveys and thereby seeking to engage a qualified consultant as a resource person to train SADC Member States on field management for household surveys.  His/her tasks and responsibilities are outlined in this Terms of Reference (ToR).

[bookmark: _Toc238055340]OBJECTIVES OF THE ASSIGNMENT AND EXPECTED RESULTS
[bookmark: _Toc238055341]Overall objective
The overall objective of the assignment is  to strengthen the technical and managerial capacity of Member States in organizing and managing efficient and high-quality field operations for household surveys.
[bookmark: _Toc238055342]Specific objectives
The specific objective of the assignment is to serve as a resource person for a regional training workshop on field management for household surveys. The resource person will design and deliver technical sessions and practical exercises to strengthen participants’ capacity to plan, organize, supervise, and monitor efficient and high-quality field operations for household surveys. The training will cover practical tools and approaches for managing field operations in line with United Nations Statistics Division guidelines on household surveys, including strategies for data collection in crisis contexts, the use of mixed-mode and innovative data collection methods, and quality assurance systems to minimize non-sampling errors and improve data quality.
[bookmark: _Toc238055343]Expected results
The expected results of the training workshop are:
Strengthened technical capacity of Member States NSO in practical skills in field management.
Assessment and documentation of the status of field management practices across  Member States 
[bookmark: _Toc174009274][bookmark: _Toc174009619]
[bookmark: _Toc238055344]Deliverables
[bookmark: _Toc238055345]The consultant:
a) Will develop training materials on key aspects of field management, including planning of fieldwork, organizing a data collection team, recruitment and training of field staff, data collection, supervision and monitoring, logistics management, quality assurance and control, mixed-mode data collection, and strategies for conducting surveys in crisis and emergency contexts;
b) Will deliver training on key survey methodology approaches and good practices;
c) Will train participants on household survey field management;
d) Will develop a and implement a pre-workshop assessment to assess participants knowledge and identify areas of improvement ; and
e) Will develop short questionnaire and consolidate the results on the status of field management practices at Member States level 

All products developed under this consultancy, including training materials, belong to the SADC Secretariat. The consultant or firm should not blog about, disseminate, or use this information without explicit approval from the SADC Secretariat.

[bookmark: _Toc238055346]SCOPE OF WORK 
[bookmark: _Toc238055347]Scope of work
This assignment involves providing technical training as a resource person during a five-day regional workshop on field management for household surveys. The participants will primarily comprise methodologists, survey managers, fieldwork coordinators, data processing specialists and trainers from NSOs of SADC Member States. The assignment includes a pre-training needs assessment and preparation phase, including a one-time preparatory phase involving the development of a concept note, detailed training programme, presentation materials, practical exercises, and reference materials for use during the workshop and a pre-training needs assessment phase. The consultant will then facilitate the five-day training, combining theoretical presentations with practical examples, case studies, and interactive discussions. The training materials are intended to remain as a key resource for SADC to be distributed and re-used by Member States for continuity and sustainability of impact.
The workshop content should be aligned with international standards and best practices, particularly Chapter 6 (Data Collection) of the United Nations Statistics Division Handbook on Household Surveys, which provides comprehensive guidance on planning, implementing, and monitoring survey data collection to ensure efficiency, data quality, and inclusiveness. The training will cover key aspects of field management, including planning of fieldwork, organizing a data collection team, recruitment and training of field staff, data collection, supervision and monitoring, logistics management, quality assurance and control, mixed-mode data collection, and strategies for conducting surveys in crisis and emergency contexts. The proposed thematic areas to be covered are outlined below.
(i) Planning and Design of Data Collection
· Objectives and operational planning 
· Mode selection and fieldwork strategies 
· Questionnaire 
· Fieldwork materials (showcards etc..)
· Sample (trade-offs between sampling and non-sampling errors)
· Pretesting and piloting
· Contact protocols and respondent engagement 

(ii) Fieldwork Organization 
· Team structures, profiles and roles 
· Interviewer recruitment 
· Ethical considerations and inclusivity 
· Considerations in team configuration

(iii) Training of Fieldwork team 
· Training approaches and content
· Training types and techniques 
· Training logistics and materials 

(iv) Implementation and Field Operations
· Conducting interviews and managing fieldwork 
· Contact logistics
· Non-response follow-up strategies 
· Fieldwork supervision 
· Practical exercises and simulations

(v) Monitoring and Quality Control
· Production monitoring and paradata 
· Quality control mechanisms
· Establishment of Key Performance Indicators (KPIs) for the project/survey
· Use of GIS/Synchronized data for CAPIAdaptive fieldwork management 

(vi) Resilience and Emerging Approaches
· Data collection in crisis settings 
· Mixed-mode and innovative approaches 
· Action planning and application to national contexts
[bookmark: _Toc174009622][bookmark: _Toc238055348]Geographical area to be covered
The assignment will be carried out in a conference venue within SADC region.
[bookmark: _Toc238055349]Target groups
The target group is primarily for methodologists, survey managers, fieldwork coordinators, data processing specialists and trainers from the National Statistics Office of all SADC Member States, in particular, those who are directly involved in the in the design, implementation, and management of surveys.
[bookmark: _Toc238055350]Specific work
The assignment will be carried out primarily through the following tasks.
In particular, the consultant will be required to:
1. Produce a Concept Note demonstrating how the training will be organised and its effectiveness towards impactful results. It should have a structured agenda and programme to cater for theoretical training and practical training. 
2. Design and implement a pre-workshop assessment to assess participants knowledge and identify areas of improvement. 
3. Produce training materials that will be kept as SADC resource to reuse and distribute in the future 
4. Produce a Workshop Report that should include the following:
· Technical summary of topics covered during training week for use;
· Pre- and Post-Training Surveys assessment of participants knowledge and identifying areas of improvement; and
-	Training Materials as annexes to be kept by SADC 

[bookmark: _Toc169185601][bookmark: _Toc238055351]QUALIFICATION AND EXPERIENCE REQUIREMENTS 
This assignment is expected to be carried out by an individual consultant as the Master Trainer and there should be evidence of in-depth knowledge covering survey methodology and field management for household surveys.  The specific profile is provided below:

Qualifications and Skills
· At least a Master’s Degree or equivalent in Survey Methodology or Statistics with special expertise in field management.
· Written and oral fluency in the English language is essential.  Knowledge of French and Portuguese would be an asset.
· Excellent oral and written communication, analytical, presentation and report writing skills in English Language.  
· Excellent time management and organizational skills to prioritize workload and deliver needful during the training week. 
· Excellent communication and interpersonal skills

General Professional Experience
· The Expert Must have at least fifteen (15) years of experience in the design, implementation, and management of large-scale household surveys pertaining to Official Statistics
· The expert must have demonstrated experience in delivering training courses or capacity-building workshops on field management for household surveys.

Specific Professional Experience
· Proven experience in field management, including planning and supervision of data collection, interviewer training, logistics coordination, and quality assurance in at least 3 major surveys on Official Statistics at national level;
· Experience in delivering training or technical assistance in survey operations, including mixed-mode data collection, field monitoring, and quality control systems in at least three (3) developing countries; and
· Demonstrated experience in the use of electronic data collection platforms (e.g., Survey Solutions, CSPro, ODK, Survey CTO, or similar CAPI platforms) at national level or as a trainer/resource person.

The expert must be independent and free from conflicts of interest in the responsibilities they take on.
Note that civil servants and other staff of the public administration, of the partner country or of international/regional organizations based in the country, shall only be approved to work as experts if well justified. The justification should be submitted with the tender and shall include information on the added value the expert will bring as well as proof that the expert is seconded or on personal leave.  

[bookmark: _Toc238055352]REPORTING REQUIREMENTS AND TIME SCHEDULED FOR DELIVERABLES 
[bookmark: _Toc238055353]Reporting requirements
The consultant shall operate under the guidance of the Officer – Research & Statistics.
All the deliverables shall be delivered to the Officer – Research and Statistics who shall assess and review the deliverables in line with the requirement of the Terms of the Reference.
All reports shall be in electronic format in MS Word, Excel or PowerPoint as the case may be. The Expert shall work with the Secretariat up to the end of the assignment, shall have delivered the following in electronic format as mentioned in the table below:
	[bookmark: _Hlk163164741]Name of report
	Content
	Time of submission

	Concept Note 
	As per 2.3 and  3.4 – 1 above
	No later than 14 calendar days after the signing of the contract.

	Training materials
	As per 2.4 and 3.1 above
	No later than 30 calendar days after approval of Concept Note

	Workshop report
	As per 2.3 and 3.4 – 2 above
	No later than 14 calendar days after the completion of the regional training workshop.



[bookmark: _Toc169024357][bookmark: _Toc169185605][bookmark: _Toc238055354]Submission and approval of report
The reports referred to above must be submitted to the project manager identified in the contract. The reports must be written in English. The project manager is responsible for approving the reports.
[bookmark: _Toc238055355]Project management
Overall responsibility for supervision of the Consultancy will lie with the Officer – Research and Statistics. The Consultant shall be responsible for the operational day-to-day management and coordination of the consultancy work.  
[bookmark: _Toc238055356]Management structure
The Consultant shall report to the Officer – Research and Statistics and perform the assigned tasks.
[bookmark: _Toc238055357]LOGISTICS AND START DATE 
[bookmark: _Toc238055358]Location
The assignment will involve traveling to the conference venue.
[bookmark: _Toc238055359]Office accommodation
None required
[bookmark: _Toc238055360]Facilities to be provided by the contracting authority
For the expert working on this consultancy, the Contracting Authority shall facilitate for visa entry in the conference venue, if required. 
[bookmark: _Toc238055361]Facilities to be provided by the contractor
The contractor must ensure he/she is adequately prepared and equipped for delivery of the training and drafting of deliverables. Moreover, the Consultant is expected to be fully self- sufficient in terms of international travel associated expenses in the conference venue, laptop and related device connectivity for projector for this consultancy.
[bookmark: _Toc238055362]Equipment
No equipment is to be purchased on behalf of the contracting authority / procuring entity as part of this service contract or transferred to the contracting authority / procuring entity at the end of this contract. Any equipment related to this contract that is to be acquired by the procuring entity must be purchased by means of a separate supply tender procedure.
[bookmark: _Toc238055363]Start date and period of implementation
The intended start date is as soon as both parties have signed the contract agreement and the period of implementation of the contract will be within 90 calendar days from the date of signing the agreement. 
[bookmark: _Toc238055364]MONITORING AND EVALUATION 
[bookmark: _Toc238055365]Definition of indicators
The indicators to be used are timeliness, technical coverage and analytical quality of the Report as detailed in the section 5 above. In addition, assessment of the effectiveness of the training to be done using pre and post-test surveys with recipients of the capacity building activity.
[bookmark: _Toc238055366]Special requirements
The Consultant must declare any potential conflict of interest between the provision of the requested services, and other activities in which, a member of their consortium of group (s), or any expert proposed in their offer is engaged.
[bookmark: _Toc238055367]ASSUMPTIONS AND RISKS 
[bookmark: _Toc238055368]Assumptions underlying the project
The intended start date is as soon as both parties have signed the contract agreement and the period of implementation of the contract will be within 90 calendar days from the date of signing the agreement.
[bookmark: _Toc238055369]Risks
The nature of the assignment presents negligible risks associated with the consultancy. Some of the foreseen risks are the following:
	Possible risks
	Risk Level
	Mitigation Measures

	1. Unavailability of key stakeholders to provide relevant information due to change in the working environment 
	Medium
	Plan and communicate ahead with key stakeholders; have more than one communication means



	FINANCIAL PROPOSAL 
9.1	Financial proposal
	The financial proposal should include all consultancy fees and all costs. 
9.2	Schedule of payment
	Payments for the assignment shall be related to the reports and their approval as follows: 
	20% of the contract price shall be paid upon submission and approval of the Concept Note
       20% of the contract price shall be paid upon submission and approval of training materials
	60% of the contract price shall be paid upon submission and approval of the Workshop Report

Official Use Only

Official Use Only

2Official Use Only

image1.jpeg




