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Room to Read’s Foundational Literacy Program in Jharkhand: Anchoring and Delivery of Orientation Programme for Jharkhand Field Workforce
Scope of Work (SoW)

for

Hiring an External Agency for Orientation and Capacity Building
1. Organizational Overview 
Founded in 2000 on the belief that World Change Starts with Educated Children®, Room to Read develops children’s foundational literacy skills, as well as life skills that promote gender equality. We nurture these essential skills in children by training and coaching educators, creating quality learning materials and spaces, strengthening education systems, and delivering programs directly and with partners – all while honouring the dignity of every child. Committed to accelerating learning outcomes for more children, more quickly, Room to Read has benefited children across 29 countries, with more than 17 million children actively benefiting from our programming in 2025 alone. Room to Read India’s literacy operations currently span across 12 states, with a focus on improving children’s reading skills, access to quality learning materials, and supportive learning environments. Room to Read envisions a world free from illiteracy and gender inequality, where all children have room to read, learn and grow. Visit us at https://www.roomtoreadindia.org/
2. Jharkhand Foundational Literacy Project Overview 
Room to Read is preparing for a significant scale-up of its Foundational Literacy & Numeracy initiative in Jharkhand, expanding implementation across multiple districts and requiring a substantial field workforce to support programme delivery. As Room to Read expands its field implementation in Jharkhand, a substantial number of staff will join different field-facing and supervisory roles.  As part of the planned scale-up, Room to Read expects to onboard more than 150 staff in Phase 1 across field implementation, supervisory and district-level leadership roles. A second cohort of approximately 120 additional staff is expected to be onboarded in Phase 2 as implementation expands to the remaining districts. 

3. Objective of the Assignment
The overarching objective of this assignment is to ensure that over two phases 250+ team members in Jharkhand are ready for project implementation.

· Phase 1 will aim at getting all 150+ staff members ready for project implementation by March 31st, 2027. 
· Phase 2 will do the same with additional 120+ team members by 30th April 2028. 
Specifically, the assignment aims to:
· Identify role-wise orientation requirements: In consultation with internal teams of Room to Read, Identify the knowledge, behaviours and practical skills required for each identified field and supervisory role and distinguish between common and role-specific needs. 

· Develop a structured orientation plan: Define the learning objectives, content sequence, duration and delivery approach for each participant group, including what should be covered during the initial orientation and what may require follow-up support. As much as possible, host the entire process on Moodle
. Room to Read has access to Moodle which will be shared with the agency.  
· Develop training modules as per the need - Develop learning content and exercises that prepare participants for real work situations, particularly around facilitation, communication, stakeholder engagement, teamwork, problem solving, field coordination, supervision and professional conduct. The modules should be developed in consultation with the relevant RTR SPOCs and contextualised to our operating environment.
· Anchor the orientation programme: In partnership with RtR’s internal teams, anchor the agreed in-person orientation sessions for the identified staff cohorts in Jharkhand using participatory and practice-based methods. 

· Create a dashboard to report the progress of all participants: Track participant progress against an agreed “Outcome and competency framework”, highlighting learning progress, identified gaps and areas requiring additional support, coaching or refresher inputs. The information should primarily be used to identify learning gaps and determine where participants may require additional learning support, coaching or reinforcement, rather than merely for grading or evaluation. 
· Review the effectiveness of the orientation: Use participant assessments, feedback and facilitator observations to understand what participants have learned, where they continue to face difficulty and what aspects of the programme may need improvement. 
· Provide post-orientation Strengthening: Develop and conduct focused refresher sessions in October/November based on field experience, manager feedback and capability gaps identified after the first round of training. A minimum competency/benchmark shall be established in consultation with RTR and participants who do not meet the minimum benchmark shall be identified and, where required, 
provided with remedial/re-training support. The Agency shall provide a final participant-wise competency status.
· Strengthen the programme for future cohorts: Revise the orientation content, activities and supporting materials based on learning from the first rollout, and use the updated package for subsequent cohorts, including the second phase of training planned for 2028. 
· Ensure continuity beyond the assignment: Hand over a complete and editable set of orientation materials, tools and guidance that Room to Read can retain, update and use for future staff cohorts. All project-specific training materials, content, tools, assessments, reports and other deliverables developed specifically for RTR under this assignment shall be provided to RTR in editable and/or agreed formats. (RTR will have complete ownership and usage rights of such materials, including whether RTR may subsequently use, modify or reproduce them for internal training purposes.)
4. Target Participants 
The orientation programme is expected to cover field-facing and supervisory roles supporting the Jharkhand Foundational Literacy Program. The final participant list, role clarity, number of cohorts and batch sizes will be confirmed by Room to Read before rollout.

	Participant Group
	Indicative Participants (2027)
	Indicative Participants 

(2028)
	Orientation Emphasis

	Program Field Coordinators (PFCs)
	120+
	100+
	Programme and role orientation; technical skills, mentoring skills, facilitation; communication; school/government stakeholder engagement; field execution; follow-through; escalation judgement; responsible field practice.

	Program Associates (PAs)
	20+
	20+
	Common orientation plus supervision, technical skills, coaching, feedback, delegation, team coordination, performance support and stakeholder management.

	District Leads (DLs)
	7
	5
	Common orientation plus leadership, technical skills, people management, difficult conversations, team climate, cross-level coordination, strategic stakeholder engagement and decision-making.

	Other roles, if included
	10
	10
	To be confirmed by Room to Read and incorporated into the orientation design based on role requirements.


5. Work to be Carried Out by the Agency

Room to Read intends to engage an external agency to design and deliver a structured orientation programme for the field workforce. The orientation will help staff understand the programme context, their roles, ways of working and expectations, while strengthening the behavioural, facilitation, stakeholder-management, field-execution and supervisory capabilities required for effective implementation. The selected agency will support Room to Read in developing and implementing a structured orientation programme for identified field and supervisory roles in Jharkhand. The field structure will include staff working at different levels, with responsibilities ranging from direct field engagement and facilitation to supervision, coordination and district-level leadership. This will require a combination of common orientation and role-specific capability building. 

A. Develop the Orientation Package Index

· Consult with relevant Room to Read teams to understand the role expectations, working context and capacity needs of the identified participant groups.

· Review the broad orientation requirements for different roles and staff categories.

· Identify common and role-specific learning requirements.

· Develop, in consultation with Room to Read teams, a detailed outline of the orientation package covering the proposed modules, learning objectives, participant groups, session sequence, duration, methodology and supporting materials.

· Define the broad sequence of topics, sessions and learning interventions.

· Identify common modules applicable across roles and specific modules required for different participant groups.

· Map each topic/module to the relevant Room to Read team or content owner for inputs.

· Define the proposed learning objectives, duration and broad delivery approach for each component.
· Finalise the orientation package index, including organizational policies, functional trainings, thematic areas and role-specific requirements, in consultation with and upon approval from Room to Read.
B. Identification of New Inputs and Content Requirements

· Review the agreed orientation index and identify areas where additional content, learning inputs, tools or resources are required.

· Identify gaps in existing materials against the expected learning outcomes and role requirements.

· Recommend additional topics or learning inputs based on the operational and field requirements of the identified roles.

· Develop or recommend content related to behavioural skills, communication, facilitation and mentoring, stakeholder engagement, supervision and other relevant competencies.
· Identify mandatory organisational, policy and programme-related learning requirements that need to be included in the orientation.

· Recommend appropriate learning approaches such as field-based scenarios, case discussions, simulations, group exercises, demonstrations, role plays and practical assignments.

· Validate all proposed additions and new content requirements with the relevant Room to Read teams before development.
C. Content Sourcing, Development and Consolidation
· Coordinate with relevant Room to Read teams to source existing programme materials, presentations, policies, manuals, guidelines, videos, tools and other reference resources.

· Review the available content for relevance to the agreed orientation structure and learning objectives.

· Consolidate inputs received from different teams into a coherent and structured orientation package.

· Adapt and organise existing content for effective use with the identified participant groups.

· Identify duplication, inconsistencies or gaps across materials and resolve these in consultation with Room to Read.

· Develop new content where required and approved by Room to Read.

· Integrate relevant Room to Read programme content, organisational policies and mandatory learning components into the orientation package.

· Develop the complete orientation package, including facilitator guides, participant handbooks, session plans, practical exercises, group activities, field-based scenarios, simulations, reference materials, job aids and assessment tools.

· Ensure consistency in language, format, design and learning approach across all orientation materials.

· Pilot selected sessions, learning activities or modules and refine them based on feedback.

· Finalise the orientation package after Room to Read review and approval.
D. Develop the Moodle Learning Architecture and Modules

· Work with Room to Read to identify the components of the orientation that should be delivered through Moodle and those that should be delivered through facilitated or in-person sessions.

· Develop the end-to-end Moodle learning architecture for the orientation programme.

· Define the learner journey, including the sequence and flow of modules and their linkage with in-person orientation.

· Develop the structure of each Moodle module, including learning objectives, content, activities, knowledge checks, assessments and completion requirements.

· Define prerequisites and sequencing of modules, where applicable.

· Identify the most appropriate format for different content, including videos, presentations, readings, interactive activities, quizzes, assignments and other digital learning resources.

· Convert agreed content into Moodle-ready learning modules.

· Develop appropriate assessments and knowledge checks to measure participant understanding.

· Define course/module completion criteria in consultation with Room to Read.

· Ensure that Moodle content complements, rather than duplicates, the facilitated orientation sessions.

· Test the modules for functionality, usability, learner experience and content accuracy before rollout.

· Pilot selected Moodle modules with an identified group, where required, and incorporate feedback.

· Revise and finalise the Moodle modules following Room to Read review and approval.

· Support the organisation of learners into appropriate cohorts or groups on Moodle, as required.

· Provide Room to Read with editable/source versions of all digital learning content developed under the assignment. 
E. Plan and Deliver the Orientation Programme

· Develop a detailed training delivery plan covering participant groups, number of batches, batch size, training duration and proposed schedule.

· Finalise the training methodology based on participant roles and learning requirements.

· Prepare session-wise training plans and facilitator schedules.

· Deploy suitably qualified facilitators and resource persons for the agreed sessions.

· Conduct orientation sessions in accordance with the approved training plan and materials.

· Use practical and participatory learning methods such as group work, demonstrations, role plays, case studies, simulations and problem-solving exercises.

· Facilitate role-specific sessions to help participants apply technical learning to field situations.

· Administer pre-training, post-training or other agreed assessments to measure learning.

· Collect participant feedback and document key observations from each batch.

· Identify areas requiring reinforcement or refresher support based on training performance and feedback.

· Conduct refresher sessions, where agreed, to strengthen learning and address identified gaps.

F. Training Logistics and Coordination

· Anchor the overall training schedule by coordinating with all facilitators, including Room to Read staff, and communicating their assigned dates, session timings and responsibilities well in advance.

· Develop a detailed logistical plan aligned with the approved training schedule and batch plan.

· Coordinate closely with Room to Read on training dates, venues, participant lists and batch-wise requirements.

· Share batch-wise logistical requirements with Room to Read in advance to support timely arrangements.

· Coordinate the preparation and availability of training materials, printing, stationery, equipment and other session requirements, as agreed with Room to Read.

· Ensure that facilitator materials and participant materials are ready and available before each training batch.

· Coordinate participant communication and joining instructions in consultation with Room to Read.

· Maintain batch-wise attendance and participation records.

· Liaise with facilitators, participants and Room to Read focal persons to support smooth execution of each training batch.

· Address operational issues related to training delivery and maintain regular communication with Room to Read.

· Submit batch-wise attendance records, participant feedback, assessment results and other agreed documentation after completion of each training batch.
G. Learning Review, Refresher and Strengthening

· Review participant assessments, feedback and agreed field-level inputs to identify learning gaps and areas requiring reinforcement.

· Recommend improvements in content, methodology or facilitation based on findings from the initial rollout.

· Develop and deliver a structured refresher plan based on identified learning and field-level needs.

· Update or develop supporting resources, job aids and reinforcement materials, where required.

· Develop simple reinforcement tools that supervisors/managers can use to support continued learning with their teams.

· Incorporate learning from the initial rollout and refresher sessions into subsequent versions of the orientation programme.

· Recommend additional learning interventions required before future rounds of training.

· Develop a participant progress dashboard using a tool agreed with Room to Read, such as Excel or Power BI, to track participation, module completion, assessment results and overall orientation progress.
H. Finalisation, Handover and Subsequent Rollout

· Incorporate agreed revisions arising from implementation experience, participant feedback, assessments and refresher sessions.

· Update and finalise all orientation materials based on learning from the initial rollout.

· Submit the complete orientation package, including facilitator materials, participant resources, session plans, assessment tools, reinforcement materials and Moodle-related content, in editable formats.

· Organise and hand over all final orientation and digital learning resources to Room to Read for future use.

· Ensure that all developed materials can be updated, adapted and reused by Room to Read.

· Provide clear documentation of the final orientation structure, learning journey and module sequencing.

· Update the orientation package, where required, in preparation for subsequent cohorts.

· Adapt the training approach based on lessons from the first rollout.

· Deliver the revised orientation programme to the subsequent cohort(s), as agreed within the assignment.

· Submit a final report capturing participant learning progression, key areas of improvement and remaining learning needs across the orientation journey, along with key implementation learnings and recommendations. Hand over all materials developed under the assignment, including presentations, learning aids, assessment tools, dashboards and other supporting resources.

6. Role of Room to Read
Room to Read will:

· Provide relevant programme content, policies, role descriptions and existing orientation materials.

· Clarify role expectations and priority capability requirements for the identified participant groups.

· Facilitate access to relevant subject-matter experts for content review and validation.

· Review and approve the orientation approach, content and materials at agreed stages.

· Share field-level and manager feedback to inform refresher and reinforcement priorities.

· Confirm participant cohorts, training dates and locations in consultation with the agency.

· Arrange participant travel and accommodation and manage the required training logistics, including venue and other related arrangements based on logistic plan shared by the agency in advance.
· Coordinate with the agency on training schedules, participant requirements and session-related needs to support smooth delivery.

· Provide timely feedback and approvals to support adherence to the agreed implementation schedule.
7. Indicative Implementation Calendar

	Indicative Timeframe

	Phase
	Key Activities

	October 2026
	Inception and Needs Assessment
	Contract finalization and initiation; review of existing Room to Read programme and orientation materials; consultations with relevant teams; understanding role expectations and capability requirements; identification of common and role-specific learning needs.

	November 2026 – January 2027
	Orientation Design and Material Development
	Development of the orientation architecture, learning objectives and role-based modules; preparation of facilitator and participant materials, practical exercises, assessment and feedback tools; review and validation by Room to Read.

	January 27
	Testing and Rollout Preparation
	Pilot/testing of selected modules; incorporation of feedback; finalization of the orientation package; facilitator selection, preparation, dry runs and calibration; finalization of cohort-wise delivery and logistics plan.

	February - March 2027
	First Orientation Rollout (In person and On field)
	Cohort-wise in-person orientation for the first phase of staff joining in Jharkhand; management of training logistics; participant assessments and feedback; facilitator debriefs; attendance/completion tracking; ongoing improvements based on early delivery experience.

	April - September 2027
	Field Application and Learning Review
	Review of participant and manager feedback; assessment of field-level application of learning; identification of recurring challenges and priority capability areas requiring additional support.

	October-November 2027
	Refresher and Reinforcement
	Development and delivery of targeted refresher/reinforcement sessions; incorporation of field learning into the orientation content; updating of relevant learning materials and tools.

	December 2027 – January 2028
	Preparation for Second Rollout
	Consolidation of learning from the first phase; further updating of modules, examples and materials, as required; incorporation of any changes in programme requirements, role expectations or policies; preparation for the next phase of hiring and orientation.

	February – March 2028
	Second Orientation Rollout (In person and On field)
	Delivery of the revised orientation programme for the second cohort of staff recruited for the remaining districts; management of training logistics; participant assessments, feedback and facilitator debriefs.

	April-28
	Final Review and Handover
	Incorporation of learning from both orientation cycles; finalization of all orientation materials and tools; submission of editable resources; final recommendations and handover to Room to Read.


Note: 
1. The above calendar is indicative and assumes agency onboarding by the end of October 2026. The actual orientation rollout will be aligned with the final staff joining and deployment schedule.

2. The implementation calendar covers two orientation cycles. The first cycle will support the initial phase of field hiring in February-March 2027, while a second orientation cycle will be conducted in February-April 2028 for staff recruited for the remaining districts. Learning and feedback from the first cycle will be used to refine the orientation modules and delivery approach before the second cohort is trained.
8. Indicative Training Delivery Plan

Indicative Training Plan - 2027

	Participant Group
	Indicative Participants
	Proposed Batch Size
	No. of Batches
	In-person (February-March 2027)
	Field (February-March 2027)
	Refresher (October-November)
	Total Days per Batch

	Program Field Coordinators (PFCs)
	120+
	Approx. 30
	4*
	5 days
	5 days
	4 days
	14 days

	Program Associates (PAs)
	20+
	Approx. 20–25
	1*
	5 days
	5 days
	4 days
	14 days

	District Leads (DLs)
	7
	7
	1
	5 days
	5 days
	4 days
	14 days

	Other roles, if included
	10
	10
	1
	5 days
	5 days
	4 days
	14 days


* An additional batch may be required depending on the final participant numbers.

	Participant Group
	Indicative Participants
	Proposed Batch Size
	No. of Batches
	In-person
	Field
	Total Days per Batch

	Program Field Coordinators (PFCs)
	100+
	Approx. 25–30
	4*
	5 days
	5 days
	10 days

	Program Associates (PAs)
	20+
	Approx. 20–25
	1*
	5 days
	5 days
	10 days

	District Leads (DLs)
	5
	5
	1
	5 days
	5 days
	10 days

	Other roles, if included
	10
	10
	1
	5 days
	5 days
	10 days


Indicative Training Plan – 2028

* An additional batch may be required depending on the final participant numbers
9. Deliverables (Milestones) with Payment Terms and Conditions
The deliverables will be assessed for quality and adherence to requirements by RtR. If any deliverable is found lacking in quality or completeness, RtR will provide written feedback and allow the agency a reasonable timeframe to make necessary corrections. The payment schedule will be as follows:

	Particulars (Milestones)
	Payment Terms
	Remarks

	Signing of Contract and Initiation of Assignment
	20% of Total Contract Amount
	Payable upon signing of the contract and commencement of the assignment. The agency will initiate consultations with Room to Read and submit the agreed workplan and approach for the assignment.

	Completion of Phase 1 – 

Cohort 1 Orientation
	35% of Total Contract Amount
	The agency will anchor and finalize the orientation package in consultation with Room to Read and complete the agreed orientation training for Cohort 1. Payment will be released upon completion of the trainings and submission of agreed attendance records, assessment/feedback results, facilitator observations and a consolidated Phase 1 completion report.

	Completion of Refresher Phase and Revision of Modules
	10% of Total Contract Amount
	Based on participant feedback, field experience and manager inputs, the agency will identify priority capacity gaps, conduct the agreed refresher/reinforcement sessions and revise the orientation modules/materials, as required.

	Completion of Phase 2 – 
Cohort 2 Orientation
	35% of Total Contract Amount
	The agency will deliver the orientation training for Cohort 2 using the revised and approved orientation package. Payment will be released upon completion of the trainings and submission of agreed participant records, assessment/feedback results and a consolidated completion report.

	Total
	100%
	


Note: 
1. The financial proposal should be inclusive of all costs related to the agency’s scope of work, with a separate itemised break-up for professional fees, agency personnel travel and stay, development/printing of materials, any out-of-pocket expenses and applicable taxes. Training logistics, including venue, participant travel and stay, and refreshments, will be managed separately by Room to Read.

2. The release of payment will be subject to satisfactory completion and approval of the respective deliverables by the designated Room to Read point of contact, ensuring that the agreed quality standards have been met.
10. Agency Requirements & Qualifications
The agency should preferably:

· Preferred 3 years of relevant experience in designing and delivering orientation, training or capability-building programmes for field-based teams, particularly in the education, development or government-facing sector.
· Have completed at least 2 similar assignments involving training across multiple batches, locations or large participant groups.

· Demonstrate experience in learning-needs assessment, adult-learning design, content development and participatory training methodologies.

· Demonstrate experience in developing facilitator guides, participant materials, simulations, assessments, job aids or other training resources, and provide 1-2 relevant samples where available.

· Have the ability to deliver training in Hindi and deploy an adequate pool of suitable facilitators for implementation across Jharkhand.

· Provide details and CVs of the proposed core team and key facilitators, including their qualifications, relevant experience, roles and expected level of engagement in the assignment. The agency should ensure continuity of key facilitators, with minimal changes during each phase of the assignment.
· Demonstrate experience in assessing training effectiveness through participant feedback, assessments, learning-progress tracking and/or follow-up or refresher support.

· Have established systems for project management, quality assurance, documentation, progress tracking and reporting, with the ability to maintain consistency across training cohorts.

· Provide details of at least 2 relevant past clients/assignments that may be referred to for verification of experience and performance.

11. Proposal Evaluation Criteria

· The selection committee will evaluate the proposals based upon their written technical proposals.

· Each proposal will be evaluated first on the merits of the technical proposal.

· Those proposals that reflect sufficient quality in technical approach, agency’s understanding of the assignment, work plan, staffing and management plan and organizational experience will advance to the cost proposal review. 
· The selection will be made to the offeror representing the best value to Room to Read.

· The offeror’s initial offer should contain the Offeror’s best terms from a price and technical standpoint.

· Room to Read reserves the right to conduct discussions or can ask the offerors for a presentation if determined necessary by Room to Read.
Selection Process
· Round 1: Submission of technical and financial proposals in separate email. Only those agencies who are shortlisted in round-1 for technical presentation will be taken forward for the next round.

· Round 2: Shortlisted agencies will be asked to complete an assignment involving the development of a sample training module.
· Round 3: In-person/ Virtual interactions with shortlisted agencies to assess fitment to the assignment.

· Round 4: The financial proposals of only technically qualified agencies will be opened for review and finalization of agency.

· The detail of technical evaluation criteria is given in table below:
Technical Evaluation Criteria for shortlisting the proposals
	Technical Criteria
	Weightage

	1. Proposed Approach and Work Plan – Understanding of the assignment and ability to present a clear, practical and robust plan for content development, training delivery, refresher training and assessment.
	35%

	2. Organizational Experience and Capacity – Relevant experience in similar training/capacity-building assignments, organizational background and availability of adequate resources.
	25%

	3. Proposed Team and Key Personnel – Experience and suitability of the Project Manager and key team members who will directly manage and deliver the assignment.
	25%

	4. Quality Assurance and Training Effectiveness – Approach for quality review, participant feedback, assessment of learning and improvement/refresher support.
	15%

	Total
	100%


The agencies scoring at least or more than 75 marks out of 100 in the technical round will be shortlisted for presentation.
Financial Evaluation Criteria
· The financial proposal should be inclusive of all costs related to the agency’s scope of work, with a separate itemised break-up for professional fees, agency personnel travel and stay, development/printing of materials, any out-of-pocket expenses and applicable taxes. 

· Only agencies that achieve the minimum qualifying technical score and successfully complete the technical evaluation/presentation stage will be considered for financial evaluation. 

· In case two or more agencies submit the same commercial quote, the agency with the higher technical score will be given preference. 
 
Room to Read India is inviting interesting agencies for Pre-Bid meeting on zoom as per details under:  

Date : 14th Sep 2026

Time: 3:00 PM to 4:00 PM -IST
Zoom Meeting
https://zoom.us/j/91517814040 

Meeting ID: 915 1781 4040 

HOW TO APPLY 

Proposals are invited from the interested agencies for the above assignment and the last date for receiving the proposal is 17th Sep 2026 at procurement.india@roomtoread.org  [do not copy anyone from RtR] 
  

Kindly submit two separate emails with the following subject lines: 

o EMAIL (1): TECHNICAL PROPOSAL –Orientation & capacity building
o EMAIL (2): FINANCIAL PROPOSAL – Orientation & capacity building
 

Submission terms: 
· All agencies are advised to thoroughly review the ToR before applying. 

· Incomplete applications or deviations from the prescribed process will result in automatic rejection. 

· Proposals received after the prescribed deadline will not be considered. 

· Only shortlisted agencies will be contacted and may be requested for face-to-face/online interaction/presentation. 

 

For any queries, please contact: 

Vivek Shrawat
vivek.shrawat@roomtoread.org  

� Moodle is a Learning Management System (LMS), currently accessible to Room to Read, that can be used to host learning content, create learner cohorts, assign courses, conduct assessments and track training completion.





� Timelines may shift based on Procurement process conclusion.
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