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[bookmark: _ceps1sfapeui]Document Information
Document Title: Engagement of Consultancy Firm for Organizational Policy Development and/or Revision for the Sports-Based Organizations in Cox’s Bazar
Organization: JAAGO Foundation Trust
Document Type: Terms of Reference (ToR)
Purpose: To engage a qualified consultancy firm to support the development and/or revision of organizational policies for Sports-Based Organizations (SBOs) based on Organizational Capacity Assessment Tool (OCAT) findings.

[bookmark: _97scu95pij4z]1. Organizational Background
JAAGO Foundation Trust is a national non-profit organization in Bangladesh committed to improving the lives of disadvantaged communities through education, youth empowerment, skills development, and social inclusion.
JAAGO works with development partners, government institutions, private sector stakeholders, and communities to implement programs in areas such as education, youth leadership, gender equality, and climate resilience.
As part of its commitment to strengthening local organizations, JAAGO supports Sports-Based Organizations (SBOs) to enhance their institutional capacity, governance, and sustainability.
[bookmark: _9v1qaceayhof]2. Project Overview
Under its ongoing programming, JAAGO Foundation Trust is supporting 10 Sports-Based Organizations (SBOs) to improve their organizational policy, systems and practices.
An Organizational Capacity Assessment Tool (OCAT) has been conducted to identify gaps in governance, financial management, safeguarding, and programmatic systems.
Based on the OCAT findings, there is a need to develop and/or revise key organizational policies to ensure that SBOs:
· Operate with strong governance and accountability systems
· Maintain compliance with legal and donor requirements
· Promote safe, inclusive, and gender-responsive environments
· Strengthen sustainability through improved management and partnerships
[bookmark: _9ad5sq78biex]3. Objective of the Assignment
The main objective of this assignment is to:
· Develop and/or revise comprehensive organizational policies for 10 SBOs
· Ensure alignment with national regulations and international best practices
· Strengthen institutional capacity, accountability, and sustainability
· Promote safeguarding, gender equality, and inclusive programming
[bookmark: _kxds5u38nqxr]4. Scope of Work
The selected consultancy firm will be responsible for developing and/or revising the following policy areas:
[bookmark: _8zagokqno8du]a. Organizational Constitution
· Vision, mission, governance structure
· Roles and responsibilities of governing bodies
· Membership and decision-making processes
[bookmark: _xto2hd9j3fo9]b. Human Resource (HR) Policy
· Recruitment and selection procedures
· Staff roles, code of conduct, and performance management
· Leave, benefits, and grievance mechanisms
[bookmark: _tumbip6n5dut]c. Accounts, Administration, and Procurement Policy
· Financial procedures and documentation
· Procurement processes and compliance
· Administrative systems and controls
[bookmark: _ve0ohhlj9h20]d. Internal Control and Financial Compliance
· Internal control mechanisms
· Risk management and audit systems
· Financial reporting standards
[bookmark: _yraril3eucc8]e. Good Governance, Gender Equality, and Responsive Programming
· Governance principles and accountability
· Gender-sensitive approaches
· Inclusion of marginalized groups
[bookmark: _ost0814bizns]f. Child Protection, PSEA, and Safeguarding
· Safeguarding policies and code of conduct
· Reporting and response mechanisms
· Risk mitigation and awareness
[bookmark: _3yuqpv8q4ud3]g. Disaster Risk Reduction (DRR)
· Risk identification and preparedness planning
· Emergency response mechanisms
· Climate resilience integration
[bookmark: _uxacm5nzc7ih]h. Environmental and Social Standards (ESS) and Accountability to Affected Populations (AAP)
· Environmental and social risk management
· Community engagement and feedback systems
· Ethical and inclusive practices
[bookmark: _3o1sa2l0cqlk]i. Fundraising and Partnership Policy
· Resource mobilization strategies
· Donor engagement and compliance
· Partnership management guidelines
[bookmark: _eycgt8cr3hhr]j. Income Generating Activity (IGA) Management
· Planning and implementation of IGAs
· Financial sustainability strategies
· Monitoring and accountability
[bookmark: _ws91smxke6cn]Key Responsibilities
The consultancy firm will:
· Review OCAT findings and relevant documents
· Conduct consultations with SBO representatives and stakeholders
· Develop draft policies for each organization
· Facilitate validation workshops
· Revise and finalize policies based on feedback
· Ensure all policies are practical, user-friendly, and context-specific
[bookmark: _1r5gjlrl2quc]5. Targeted Organizations
· 10 Sports-Based Organizations (SBOs) supported by JAAGO Foundation Trust
[bookmark: _y7r63xjtyk99]6. Deliverables
The consultancy firm is expected to deliver:
· Inception report with work plan and methodology
· Draft policies for all thematic areas (for 10 SBOs)
· Consultation and validation workshop reports
· Final revised policy documents for each SBO
· Summary guideline/manual (if required)
[bookmark: _dhnyre733mfp]7. Support from JAAGO Foundation Trust (JFT)
JAAGO Foundation Trust will provide:
· OCAT assessment reports
· Relevant organizational and project documents
· Technical guidance and review feedback
· Coordination support with SBOs
[bookmark: _qsn2djszgsnv]8. Duration of the Assignment
	Deliverable
	Description
	Timeline

	Inception Report
	Detailed methodology, work plan, tools, and timeline
	20 May 2026

	Consultation Report
	Summary of stakeholder inputs and needs assessment
	25 May 2026

	Draft Policies
	Draft policies covering all 10 thematic areas for SBOs
	08 June 2026

	Revised Drafts
	Updated drafts incorporating JAAGO feedback
	10 June 2026

	Validation Report
	Documentation of validation workshops and feedback
	15 June 2026

	Final Policy Documents
	Finalized policies for all 10 SBOs
	18 June 2026

	Final Submission Package
	Complete set of documents with clean formatting and soft copies
	20 June 2026


The assignment will be completed within the agreed timeline, not later than 20 June 2026.
[bookmark: _yj6cdeutfmdz]9. Mode of Payment
Payment will be made upon completion of deliverables. VAT and tax will be applicable as per government rules.
	Deliverable
	Description
	Payment (%)

	Inception Report
	Detailed methodology, work plan, tools, and timeline
	-

	Consultation Report
	Summary of stakeholder inputs and needs assessment
	–

	Draft Policies
	Draft policies covering all 10 thematic areas for SBOs
	20%

	Revised Drafts
	Updated drafts incorporating JAAGO feedback
	–

	Validation Report
	Documentation of validation workshops and feedback
	50%

	Final Policy Documents
	Finalized policies for all 10 SBOs
	–

	Final Submission Package
	Complete set of documents with clean formatting and soft copies
	30%


[bookmark: _sqkc4p569wog]10. General and Financial Considerations
· All information must be treated as confidential
· JAAGO Foundation Trust will retain ownership of all developed documents
· The consultancy firm must ensure originality and quality of outputs
[bookmark: _gfii0mr3nvso]11. Experience and Qualifications Required
· Minimum 3–5 years of experience in organizational development and policy formulation
· Proven experience working with NGOs/INGOs or community-based organizations
· Strong understanding of governance, safeguarding, gender, and financial systems
· Experience in capacity building for grassroots organizations
[bookmark: _w4w1j8ubn9l1]12. Ethical Considerations and Safeguarding
The consultancy firm must:
· Ensure confidentiality and informed participation
· Follow safeguarding and PSEA principles
· Use culturally sensitive and inclusive approaches
· Avoid any harm to participating organizations or individuals
[bookmark: _rjz9aj61ue5p]13. Gender and Social Inclusion
The assignment must:
· Promote gender equality and inclusion
· Address barriers faced by marginalized groups
· Ensure policies are inclusive and accessible
[bookmark: _d2euumsk01l7]14. Risks and Mitigation
Potential risks (e.g., delays, limited participation) should be identified along with practical mitigation strategies.
[bookmark: _3jcp4vetivu1]15. Safeguarding and PSEA
The consultancy firm must comply with JAAGO Foundation Trust’s safeguarding and PSEA policies throughout the assignment.
[bookmark: _in4sg29ih7zh]16. Contact Person
Md. Zahid Hossain
Program Coordinator, Shopner Sharothi Project, JAAGO Foundation Trust
Email: mohammad.zahid@jaago.com.bd 
[bookmark: _hfjwi3exskob]17. Application Procedure
Interested consultancy firms are requested to submit:
· Technical proposal (methodology, experience, timeline)
· Financial proposal
Submission Deadline: Date: 07 May 2026
Email: procurement.jft@jaago.com.bd 

[image: ]
image1.jpg




