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TERMS OF REFERENCE - LOCAL
CONSULTANT/COORDINATOR:

Sustainable E-Learning Solution Implementation for
Botswana Public Service College (BPSC)

1. CONTEXT AND BACKGROUND

1.1 Institutional Context

Botswana's digital transformation mandate is embedded in Vision 2036 and
operationalised through the SmartBots strategy, which promotes a whole-of-
government approach to build an inclusive knowledge economy and strengthen public
service delivery. The EU Support to Digital Transformation in Botswana (EU2DT)
programme (2024-2027) provides technical and financial support to accelerate this
agenda.

Under Specific Objective 1, Output 1.2, the EU2DT programme seeks to strengthen
governance and intergovernmental cooperation, collaboration, and capacity
building in digital service delivery.

This position contributes to three sub-activities:

- 1.2.2 Establishment of a sustainable e-learning production process and platform
at the Botswana Public Service College (BPSC).

- 1.2.3 Developing and conducting a hybrid program for capacity building at the
leadership, technical and non-technical level to accelerate digital
transformation in Botswana.

- 1.2.4 Provide a set of effective and efficient capacity building courses and
workshops, based on the capacity gap analysis as well as outcomes of the
analyses under Output 1.1, for potential ICT businesses utilizing interactive and
collaborative learning /e-learning methods.

The Botswana Public Service College (BPSC), established under Presidential Directive
No. 13/2008 and operating under the Directorate of Public Service Management
(DPSM), serves as the central driver of professional development within the public
service. With DPSM responsible for formulating and monitoring human resource
policies across approximately 125,000 public service officers, BPSC is positioned as a
critical institution for translating national digital transformation priorities into sustained
capability-building programmes.
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As part of this work, HAUS intends to contract a Botswana-based local expert to
support BPSC and DPSM in coordinating and implementing the activities outlined
in these Terms of Reference.

1.2 Current State and Challenges

The Training Needs Assessment (TNA) Report (Final, 19 December 2025) identifies
critical gaps that constrain BPSC's ability to scale e-learning effectively:

Institutional Gaps:

Fragmented training lifecycle: nominations follow legacy patterns driven by
convenience rather than competency needs

Limited systematic application of the Digital Competence Framework (DCF)
within curriculum design

Inconsistent quality of ministry training plans submitted to DPSM

Weak governance structures between DPSM and BPSC on the e-learning strategy
and oversight

LMS Implementation Challenges:

Blackboard LMS, procured in 2023 and launched in November 2025, suffered
from insufficient change management and limited early stakeholder involvement
Significant operational issues: missing features (automated certificates,
dashboards), limited admin rights for college teams, and incomplete analytics
access

Only ~5,300 of 5,000 licensed users are active; only 1,172 completed the first
assessment across pilot courses

Contractor-managed implementation with limited local control; handover
scheduled for the end of 2026 with unclear support arrangements

No formal helpdesk, SLAs, or documented post-handover support model

Human Capacity Gaps:

Limited in-house capacity for instructional design, multimedia content creation,
LMS administration, and change management

Training Unit lacks straightforward access to analytics for tracking enrollment,
completion, and learner demographics

Research Unit is unable to access LMS data for evidence-based curriculum
improvement

IT Team reports thin staffing for advanced LMS configuration and ongoing
administration
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Content and Curriculum Gaps:

- Initial content sourced externally (World Bank), requiring extensive localisation

- Lack of defined role-based learning pathways, templates, and quality assurance
standards

- Most short courses issue attendance certificates only; no formal incentives for
completion

- Limited visibility of course schedules and learning pathways across ministries

2. PROJECT GOAL AND SCOPE

2.1 Overall Project Goal

To establish a sustainable, scalable e-learning ecosystem that enables BPSC to deliver
high-quality digital skills training across the public service, aligned with Botswana's
Digital Competence Framework and supporting the SmartBots digital transformation
agenda.

2.2 Implementation Framework

The 15 month implementation is structured around two integrated workstreams:
Workstream 1: Training Priorities and Course Production (Sections 1.1-1.3)

- Confirm priority modules aligned to DCF competency areas
- Design and produce 1st wave of localised e-learning courses
- Build internal e-learning production capacity

Workstream 2: LMS Solution - Blackboard + Open Source (Sections 2.1-2.4)

- Facilitate the selection of a two-tier hybrid LMS model (Blackboard are similar
closed learning environment for specialists; open-source for mass-scale
training)

- Support BPSC in its efforts to configure and optimise Blackboard for 2,000-3,000
specialist users (or the adoption/utilisation of an alternative solution, depending
on the final decision)

- Deploy and scale an open-source LMS (e.g., Moodle) for up to 120,000 public
servants

- Establish governance, support, and monitoring mechanisms

(NOTE: The procurement and implementation of the LMS solution is the responsibility of the BPSC, and is
not funded or procured by this initiative.)
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The implementation is organised into seven core activities distributed across the two
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workstreams:
No. | Activity Title Brief Description Duration Key
Stakeholders

1.1 Confirm priority Cluster DCF-aligned priority modules into Months 1-3 BPSC Training Unit,
training areas and implementation waves and map them to specific DPSM, Pedagogical
target groups staff groups (all staff, digital champions, IT/LMS Designer

admins, managers).

1.2 Design and Define learning outcomes, formats and Months 2-6 BPSC e-learning team,
localisation of e- assessments for priority modules and localise Pedagogical Designer,
learning courses content using a hybrid production model and LMS Expert, Content

common templates. Design Company

1.3 Build internal e- Establish an internal e-learning workflow and Months 6-12 BPSC teams,
learning production team, and train BPSC staff in instructional design, Pedagogical Designer,
capacity LMS administration and multimedia-supported LMS Expert, Content

course production. Design Company

2.1 Define the two-tier Operationalise a hybrid model with Blackboard for Months 1-3 DPSM, BPSCIT, LMS
LMS model and target 2,000-3,000 specialist users and an open-source Expert, Blackboard
populations LMS for up to 120,000 public servants, including vendor

contract realignment for Blackboard.

2.2 Configure and Reconfigure Blackboard features, roles and course Months 2-6 BPSC IT, Blackboard
optimise Blackboard shells to support digital champions, IT managers vendor, Pedagogical
for the specialist tier and leadership programmes within a controlled Designer, Content

environment. Design Company

2.3 Design, deploy and Select, configure and pilot an open-source LMS Months 4-8 BPSC IT, LMS Expert,
scale the open-source | (e.g. Moodle) as the main platform for generic selected ministries
LMS digital skills and large-scale self-paced training. (pilot)

2.4 Governance, support Set up governance structures, helpdesk modeland | Months 9-15 DPSM, BPSC IT, Training
and monitoring across | shared analytics for Blackboard and the open- Unit, all ministries
both platforms source LMS to ensure sustainable, data-driven e-

learning.
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5. ROLE AND RESPONSIBILITIES OF THE LOCAL
CONSULTANT/COORDINATOR

5.1 Position Title

Local Consultant/Coordinator — Sustainable E-Learning Implementation

5.2 Reporting Structure

- Primary reporting line: Director of BPSC or designated senior representative
nominated by DPSM and the Team Europe team

- Functional reporting: Project Steering Committee (including representatives
from DPSM, BPSC, IT, and key ministries)

5.3 Core Responsibilities

A. Overall Project Coordination and Steering (Cross-cutting)

1. Programme Management & Planning

- Develop and maintain a detailed implementation plan with milestones,
deliverables, and dependencies across Sections 1.1-2.4

- Establish and track project timelines, ensuring alignment with the 12-15
month phased schedule

- Produce monthly progress reports for DPSM/BPSC leadership and the
steering committee

- Trackrisks, issues, and mitigation strategies; escalate as needed

2. Stakeholder Management & Coordination

- Coordinate with DPSM, BPSC units (Training, IT, Research, Programme
Coordination & Partnerships), and representatives from 10-15 key
ministries

- Facilitate regular steering committee meetings and working group
sessions to align priorities, resolve conflicts, and document decisions

- Ensure transparent communication of project scope, timelines, and
deliverables to all stakeholders

- Actas liaison between international experts, local partners, and
BPSC/DPSM teams to manage expectations and integration

3. Integration and Coherence
- Ensure Workstream 1 (training priorities and content) remains aligned
with Workstream 2 (LMS platforms and governance)
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Maintain coherence between training module sequencing, platform
capability, and contract obligations (especially Blackboard renegotiation)
Consolidate feedback loops: curriculum insights from the Pedagogical
Designer, platform constraints from the LMS Expert, and operational
realities from BPSC units

Track and document the relationship between training priorities, platform
usage (Blackboard vs open-source), and cost implications

B. Training Priorities and Course Production (Sections 1.1-1.3)

4. Activity 1.1: Priority Training Roadmap

Oversee the clustering of DCF-aligned modules into 3-4 implementation
waves

Facilitate interviews and consultations with BPSC units and key ministries
to validate target groups and priority sequences

Document decisions linking priority modules to DCF competency areas
and organisational objectives

Ensure the Pedagogical Designer's curriculum guidance is integrated into
the validated roadmap

Consolidate stakeholder input and produce the final prioritised training
roadmap (Year 1-2)

5. Activity 1.2: Course Design and Localisation

Manage the end-to-end course design and localisation process
Coordinate inputs from BPSC trainers, subject matter experts, the
Pedagogical Designer, and the Local Training Content Design Company
Oversee the production schedule: ensure milestones (storyboard
approval, prototype review, pilot feedback, revision cycles) stay on track
Consolidate feedback between international experts, local multimedia
partner, and BPSC teams

Track and manage quality assurance checkpoints, applying review criteria
defined by the Pedagogical Designer

Coordinate with the Local Training Content Design Company to ensure
multimedia assets are finalised and packaged for both platforms
Produce the 1st wave of fully designed and localised modules (5-8
courses) with templates and quality guidelines

6. Activity 1.3: Internal Capacity Building

Coordinate "learning by doing" production sprints with BPSC staff and the
Pedagogical Designer
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Manage the establishment of a permanent e-learning cell (LMS admin(s),
instructional designer(s), multimedia support, helpdesk)

Facilitate training sessions with the Pedagogical Designer and LMS Expert
on course design, LMS administration, and analytics

Document the finalised e-learning production workflow, SOPs, and role
definitions

Oversee the completion of at least one full production cycle by BPSC staff
under expert supervision

Support the transition of roles and responsibilities to internal teams

C. LMS Solution - Blackboard and Open Source (Sections 2.1-2.4)
7. Activity 2.1: LMS Model Definition and Contract Renegotiation

Coordinate consultations with DPSM, BPSC, IT, and the Blackboard
vendor to prepare a renegotiation brief

Document the agreed two-tier LMS operating model: confirm Blackboard
for 2,000-3,000 specialist users; open-source for mass-scale training (up
to 120,000)

Track contract renegotiation progress: ensure the revised user cap (max.
3,000 active users), pricing alignment, and SLA clarifications are
documented

Consolidate and archive the signed contract amendment

8. Activity 2.2: Blackboard Configuration and Optimisation

Oversee vendor configuration of essential missing features (automated
certificates, dashboards, analytics)

Coordinate with IT, Training, and Research Units to define standard
course shells and program spaces for specialist cohorts

Facilitate onboarding and communication workflow improvements to
ensure nominations are transparent and learners are aware

Support the development of admin procedures and role definitions for
BPSC units post-handover

Consolidate progress reports and outputs for the Steering Committee

9. Activity 2.3: Open-Source LMS Design, Deployment, and Scaling

Coordinate the selection and confirmation of an open-source LMS (e.g.,
Moodle) and hosting approach, ensuring alignment with data protection
requirements

Oversee installation and configuration under the LMS Expert's guidance
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Manage the migration/replication of generic digital content courses from
Blackboard or external sources to the open-source platform

Coordinate pilot testing with a limited group of ministries; consolidate
feedback and refine support processes

Support the transition of courses and templates to the open-source
environment

Document pilot results, lessons learned, and readiness for wider rollout

10. Activity 2.4: Governance, Support, and Monitoring

Establish the e-learning steering committee (DPSM, BPSC, IT, key
ministries); serve as secretariat

Facilitate the definition of common KPIs and dashboards (registrations,
completion, time-on-task, drop-off points, ministry-level participation)
Oversee the design of a cross-platform helpdesk model (tier 1 at BPSC,
escalation to IT/vendor) with SLAs and channels

Support the development of governance charter and helpdesk SOPs
Coordinate the creation of analytics dashboards and reporting templates
for DPSM's training planning and ME processes

Ensure coherence between Sections 1 and 2: track linkages between
training priorities, platform usage, and contract/cost implications

D. Documentation, Reporting, and Knowledge Management

11. Decision Documentation

Maintain a centralised decision log recording all major choices (e.g.,
module sequencing, platform selections, governance structures), their
rationale, and signatories

Archive all signed agreements, contract amendments, and formal
commitments

12. Progress Reporting

Produce monthly progress reports summarising activities across Sections
1.1-2.4, milestones achieved, risks, and next steps

Present quarterly reports to DPSM/BPSC leadership and the Steering
Committee

Provide consolidated feedback and validated outputs to inform decision-
making

13. Lessons Learned and Sustainability
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- Document key lessons, challenges, and solutions throughout

implementation

- Capture evidence of what works, what does not, and why, to inform future

iterations

- Ensure all processes, tools, templates, and role definitions are

documented for transfer to permanent BPSC teams

6. DELIVERABLES

The Local Consultant/Coordinator will produce or consolidate the following outputs:

Workstream 1: Training Priorities and Course Production

by BPSC staff

Output Section | Responsibility

Prioritised training roadmap (Year 1-2) with 1.1 Consolidate from BPSC and

phased module roll-out ministries

DCF-to-module mapping document 1.1 Co-author with Pedagogical
Designer

1st wave of fully designed and localised 1.2 Manage production with

modules (5-8 courses) Design Company and
Pedagogical Designer

Course templates and instructional design 1.2 Coordinate with Pedagogical

guidelines Designer

Documented e-learning production process | 1.3 Coordinate with BPSC teams

and SOPs and experts

Trained the internal team with role 1.3 Monitor capacity building;

definitions document assignments

One complete production cycle completed 1.3 Oversee and validate

ml/AU
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templates

Output Section Responsibility

Agreed "LMS operating model" document 2.1 Consolidate stakeholder
agreement

Signed contract amendment (Blackboard) 2.1 Track and file

Blackboard configured environment with 2.2 Oversee vendor and IT

documented procedures team

Operational open-source LMS with pilot 2.3 Manage deployment and

feedback pilot

Governance charter and helpdesk SOPs 2.4 Facilitate drafting and
approval

Standard analytics dashboards and reporting 2.4 Coordinate with LMS

Expertand IT

Cross-Cutting Outputs

Output

Responsibility

implementation period)

Monthly progress reports (12-18 reports over the

Consolidate from all activities

Quarterly Steering Committee reports

Synthesise for senior leadership

Risk and issue log

Maintain throughout

Decision log with minutes and archives

Maintain centralized repository

Lessons learned documentation

Capture iteratively; final synthesis
at closeout
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Output

Responsibility

Implementation handbook or final project report Consolidate all systems, processes,

and decisions

7. KEY QUALIFICATIONS AND COMPETENCIES

7.1 Essential Qualifications

Education: Bachelor's degree in project management, development, education,
IT, or public administration; postgraduate qualification preferred
Professional experience: Minimum 8 years of experience in programme

coordination, project management, and/or capacity development in the public

sector, development, or education contexts

E-learning or digital transformation experience: Minimum 3 years of direct

involvement in e-learning implementation, LMS deployment, or digital

transformation programmes

Botswana context: Familiarity with Botswana's public service structure, DPSM,

and government protocols is highly valued

7.2 Core Competencies

1.

Project and Programme Management

Demonstrated ability to plan, organise, and manage complex, multi-
stakeholder projects with interdependent workstreams

Strong timeline management, risk identification, and mitigation
Experience with phased implementation, milestone tracking, and
outcome orientation

2. Stakeholder Engagement and Communication

Ability to build trust and maintain productive relationships with diverse
stakeholders (government, international experts, civil servants, technical
teams)

Excellent written and verbal communication skills; ability to translate
technical concepts for non-technical audiences and vice versa
Experience facilitating meetings, workshops, and consensus-building
among groups with competing interests
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E-Learning and LMS Knowledge

Sound understanding of LMS functionality, pedagogy, content design
principles, and online learning best practices

Familiarity with platforms such as Blackboard, Moodle, or similar systems
Knowledge of digital competence frameworks, learning pathways, and
instructional design

Organisational and Change Management

Experience supporting organisational transition and change, including
resistance management

Ability to coordinate across departments and units with different
mandates and cultures

Understanding of governance models and policy alighment

Documentation and Knowledge Management

Strong documentation and record-keeping practices

Ability to synthesise complex information and produce clear, actionable
reports

Experience developing SOPs, guidelines, and sustainability frameworks

Problem-Solving and Adaptability

Ability to navigate ambiguity and adapt to changing priorities while
maintaining focus on outcomes

Practical, solutions-oriented approach to implementation challenges
Experience working in resource-constrained or complex institutional
environments

Local Context Awareness

Understanding of public sector dynamics, HR policies, and training
governance in Botswana or similar contexts

Cultural sensitivity and the ability to bridge international expertise with
local realities

Knowledge of relevant policies (e.g., Data Protection Act, Smart Botswana
strategy)

8. TIMELINE AND PAYMENT SCHEDULE

Duration: 15 months with an optional extension period of 3 months (indicative
timeline March 2026-May 2027)
Work effort: Part-time, approximately 50% of full-time equivalent (FTE) per week
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- Nature of work: On-site at BPSC, Gaborone with opportunity to work remotely

when purposeful.

Payment schedule:

Timing | Payment Linked deliverables % of total
milestone contract
Month | Inception and Inception report; confirmed detailed work 30%
1 mobilisation plan and timeline; governance and
coordination arrangements; reporting
framework and templates
Month | Early Accepted monthly progress reports; active | 20%
6 implementation coordination of Workstream 1 and
Workstream 2; updated risk and decision
logs
Month | Consolidated Accepted monthly/quarterly progress 20%
12 implementation reports; consolidated mid-term progress
note; KPl monitoring and steering support;
continued stakeholder coordination
Month | Finalisation and Final consolidated report; 30%
15 closure handbook/documentation; complete risk
and decision logs; handover
Total 100%

9. REPORTING AND PERFORMANCE INDICATORS

9.2 Key Performance Indicators (Coordination Success Metrics)

1. Project Delivery
- 100% of planned milestones delivered on time or documented delay with

mitigation

- All seven core activity outputs (Sections 1.1-2.4) completed and quality-

assured

2. Stakeholder Alignment

- Positive feedback from steering committee members (quarterly surveys)

- Documented consensus on major decisions (LMS model, priority
modules, governance structures)

- Nocritical escalations unresolved > 2 weeks

3. Integration and Coherence

13
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- Documented linkage between training priorities, platform selections, and
cost/contract implications

- Evidence of lesson incorporation across workstreams (e.g., content
design insights applied to platform selection)

4. Documentation Quality
- Alldecision logs, SOPs, and outputs meet agreed standards
- Feedback from international experts on the clarity and completeness of
coordination inputs

5. Capacity and Sustainability Transition
- BPSC teams are able to independently manage identified processes by
month 15
- Evidence of skills transfer and documented handover

10. WORKING RELATIONSHIPS AND INTERFACES

Direct Working Partnerships

1. Team Europe team / HAUS expert in Botswana
- Overall progress

2. HAUS Pedagogical Designer
- Coordinate curriculum priorities, storyboarding workshops, and design
reviews
- Consolidate feedback on course quality and design guidelines

3. International Technical LMS Expert
- Coordinate LMS selection, technical requirements, and configuration
priorities
- Consolidate platform specifications and training delivery

4. Local Training Content Design Company
- Manage multimedia production schedule and deliverables
- Ensure alignment between design and multimedia asset finalisation

Internal Stakeholder Coordination

- BPSC Training Unit: Priority module confirmation, course localisation, learner
support

-  BPSC IT Team: LMS handover planning, technical requirements, contract
management, analytics setup

- BPSC Research Unit: TNA validation, learning path inputs, analytics access
planning
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BPSC Programme Coordination & Partnerships: Ministry engagement, training
request coordination

DPSM Leadership: Policy alignment, contract oversight, governance decisions
Key Ministries: Training needs validation, pilot participation, feedback on
learning pathways

11. RESOURCES AND SUPPORT

Provided by BPSC/DPSM

Office space and ICT facilities (email, shared drives, conferencing)

Access to key stakeholders and decision-makers

Existing project documentation (TNA reports, expert profiles, meeting records)
Liaison officer(s) to support coordination within BPSC

Budget oversight and approval authority for expenditures

Required from the Consultant

12.

Project management tools (Gantt charts, risk registers, decision logs)
Meeting coordination and facilitation (scheduling, agendas, minutes)
Regular communication with all parties
Documentation and synthesis of inputs

EXPECTED OUTCOMES AND IMPACT

By the end of the 15-month engagement, the local consultant/coordinator will have
established the foundation for a sustainable, scalable e-learning ecosystem
characterised by:

1.

Clear institutional alignment —- DPSM, BPSC, and ministries aligned on digital
learning priorities, platform usage, and support mechanisms

Strengthened governance — documented steering structure, decision-making
processes, and accountability mechanisms

Operational readiness — both Blackboard (or other specialist platform) and
open-source LMS (mass-scale) platforms configured, pilots completed, and
workflows documented

Localised content - 1st wave of high-quality, locally relevant digital training
courses ready for deployment and scaled production

Capacity transition - BPSC teams trained, empowered, and ready to sustain e-
learning operations post-implementation

Evidence-based - documented lessons, metrics, and knowledge artefacts to
inform long-term strategy and institutional learning

N RIAUS



***** S
+ Global ko &
»Gateway

Funded by
the European Union

13. EVALUATION

Proposals will be evaluated based on Quality (80%) and Cost (20%), maximum 100
points. The contract will be awarded to the tenderer with the highest total score,
provided that the quality score is at least 50/80.

Quality criteria (max. 80 points):

¢ Understanding of the assighment and proposed approach (0-25)
Assessed based on the Technical Proposal.

e Work plan feasibility (0-25)
Assessed based on the Technical Proposal (incl. work plan, timeline, and
proposed level of effort).

e Experience and qualifications of proposed expert(s) (0-30)
Assessed based on the CV and references (incl. comparable assignments and
roles performed).

Cost criteria (max. 20 points):
Lowest total price receives 20 points. Others: Price score = (Lowest price / Tenderer’s
price) x 20.

Minimum Eligibility Requirements (Pass/Fail)
e Submitted on time (Yes/No)
¢ Is aregistered entity in Botswana (Yes/No)
e Complete submission package (Yes/No)
¢ Relevant experience (Yes/No)
¢ Ability to work in Gaborone at BPSC on a weekly basis (presence must be stated
in the Technical Proposal) (Yes/No)

Only proposals meeting all minimum eligibility requirements will be evaluated under the
quality and cost criteria.

14. BUDGET

The maximum available total budget is set at EUR 36,000 including all the costs if the
optional period is utilised. If not, the total budget will be EUR 30 000. Travel is not
envisaged as part of the assignment; however, should travel be required, it shall be
agreed separately in advance and covered outside the stated budget.

15. REQUIRED DOCUMENTATION AT HANDOVER

At the end of the engagement, the consultant will hand over:
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Complete project archive (decisions, meeting minutes, correspondence,
approvals)

All activity outputs and deliverables (modules, templates, SOPs, reports)
Documented roles and responsibilities for permanent BPSC team members
Implementation handbook or sustainability guide for ongoing e-learning
operations

Lessons learned and recommendations for future iterations or expansion

16. APPLICATION PROCESS

Interested tenderers should submit a proposal for this assignment by 16 February 2026,
at 23:59 (EET/UTC +2). Proposals should be sent via email to botsprocurement@haus.fi.

Tenderers shall submit a Technical Proposal and a Financial Proposal in English. The
submission shallinclude:

1.

Technical proposal and work plan (max 5 pages) (approach, timeline, risk
management).

CV of proposed expert (max 5 pages).

At least two (2) relevant references for comparable assighments. For each
assignment, include the client, contact person with contact details, your role,
and dates. All information must be summarized on a maximum of one A4 page
and submitted in PDF format.

Financial proposal (including daily rate, estimated working days, total budget).

During the procurement process, all interested parties are encouraged to submit any
questions or clarifications regarding the procurement process via email

address botsprocurement@haus.fi. The question period will remain open until 9
February 2026. Please ensure that all inquiries are submitted within the specified
timeframe to allow for a timely response.
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