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TERMS OF REFERENCE: 

APPOINTMENT OF A SERVICE PROVIDER TO PROVIDE A SHORT LEARNING PROGRAMME ON TRAIN THE TRAINER


This document outlines the Terms of Reference (TOR) for appointing a service provider to deliver training on Train the Trainer.

1. Purpose
This training aims to assist to equip subject matter experts and internal facilitators with the core teaching skills, methods, and confidence needed to educate others effectively. The core purpose of this training is to:
· Scale knowledge: Build an internal system where skilled staff can teach their peers.
· Ensure consistency: Deliver uniform messages and high-quality training across all teams.
· Transform experts: Help professionals move from knowing a topic well to teaching it clearly. 

2. Objectives
[bookmark: _Hlk203400719]The core objectives of the training are:
· Master adult learning: Understand how adults process information and stay motivated.
· Improve communication: Build strong verbal, non-verbal, and active listening habits.
· Design modules: Create clear learning goals, agendas, and useful course materials.
· Engage learners: Use group activities, role-play, and practical exercises.
· Manage classrooms: Handle difficult group dynamics or disruptive behavior with ease.
· Evaluate success: Test participant understanding and give helpful, constructive feedback.

3. Scope of work
The appointed service provider is expected to:
1. [bookmark: _Hlk201757378]Demonstrate, through a detailed proposal outlining a clear methodology that it has the necessary skills, competencies, and experience to undertake this assignment;
2. Provide training materials (e.g. slides, handouts, videos, exercises, assessments) that are logical, appropriate, and culturally sensitive;
3. [bookmark: _Hlk201755850][bookmark: _Hlk203399846]Provide highly interactive, experiential and engaging sessions in person;
4. Demonstrate an intimate understanding of the research environment and design a customized training programme suited to the HSRC’s needs and goals;
5. [bookmark: _Hlk203399863]Conduct a pre-training needs assessment and post-training evaluation;
6. Submit a comprehensive training report with recommendations for ongoing support or follow-up training;
7. Training to be offered online. 

4. Target Audience
· 15 staff members across all HSRC offices (Pretoria, Cape Town, Sweetwaters). 

5. Deliverables
The service provider is expected to deliver:
1. Training needs assessment summary (pre-training).
2. Customised training programme outline.
3. Training delivery (2 days per cohort).
4. Participant manuals and resource materials.
5. Post-training evaluation results and analysis.
6. Final report with recommendations.
7. Provide certificates of attendance and attendance register
8. Training during the month of October/November 2026
9. Flexibility, as the number of attendees may change.

6. Standard Requirements

· The bidder must provide a company profile demonstrating experience (minimum 5 years’ experience) in conducting training on Train the Trainer. 

· The facilitator who will be allocated to the HSRC must have a relevant post-graduate qualification with a minimum NQF (National Qualification Framework) 9 and must have a minimum of 5 years of experience in the relevant field. The experience must be demonstrated by the provision of a recently updated CV/s of the allocated project team.

· The bidder must submit a comprehensive technical proposal where the bidder is required to demonstrate an understanding and response to the scope of work, methodology, how the project will be managed through its entire life cycle according to the following key aspects: 
· Comprehensive project plan 
· Detailed response to project mapping methodology and response to the scope of work 
· Approach and implementation plan.
· Service Provider must provide a course outline and a sample of the course content to demonstrate what the training course will cover.
· The bidder must be registered with any of the SETAs and must provide a valid proof.







[bookmark: _Hlk175825231]EVALUATION CRITERIA TO APPOINT THE SERVICE PROVIDER
The following criteria will be applied in procuring a suitable service provider: 
80/20 Preference Point System (80: Price; 20: Preference Points)

	
	

	1. Experience
0. The service provider performing the assessment should have at least a 5-year track record offering training on Train the Trainer, and submit a company profile. (15)

	5-10 years’ experience
	5 points

	11-15 years’ experience
	10 points

	16+ years’ experience
	15 points


0. The portfolio of evidence must include relevant and signed reference letters in a company letter head from contactable companies who can attest to the service provider’s experience in facilitating Train the Trainer workshops. (15)

	1 relevant, contactable, and signed reference letter in a company letter head
	5 points

	2 relevant, contactable, and signed reference letters in a company letter head
	10 points

	3 relevant, contactable, and signed reference letters in a company letter head
	15 points



	30

	2. Methodology: 
0. The service provider must demonstrate a clear understanding of the assignment by outlining the objectives, context and outcomes expected by the HSRC. 

This should include a detailed explanation of the below listed elements that will be used to facilitate the workshop showing clarity and insight into the delivery of the program: 
2.1.1. the approach (including implementation plan) (25)
2.1.2. resources that will be used to facilitate the workshop (25)

	Poor Proposal
	0

	Average Proposal
	1-10

	Good Proposal
	11-15

	Excellent Proposal (all elements addressed)
	16-25



	50

	1. Capacity 
3.1 The facilitator should have at least 5 years’ experience in   the area of Train the Trainer (Detailed CV of Facilitator) (20)

	5 years’ experience
	5 points

	6 - 10 years’ experience
	10 points

	11+ years’ experience
	20 points




	20


Minimum Threshold percentage: 70% 

Enquiries (not applications or CVs) may be directed to Ms Liziwe Cwati at lcwati@hsrc.ac.za  
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