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1. [bookmark: _Toc399941268]Background 
Knowledge exchange (also known as knowledge management) is an integral part of UNICEF’s work to support the achievement of development results for children. UNICEF’s Knowledge Exchange Unit provides several kinds of support for knowledge exchange (KE) within the organization and with its partners: 
· Assisting staff in the creation and cultivation of knowledge networks.
· Promoting and supporting organizational platforms and processes for the open sharing of relevant knowledge.
· Creating and documenting effective tools and techniques for knowledge exchange and supporting UNICEF offices to use them. These tools will be shared through an online UNICEF knowledge exchange toolbox.  
The consultancy relates to the final item above.
2. [bookmark: _Toc399941269]Project objective: Developing a UNICEF knowledge exchange toolbox
A ‘knowledge exchange toolbox’ is a set of tools designed to be used for capturing, sharing, co-developing and/or adapting knowledge – most often, knowledge from experience (know-how), although some tools are also relevant for compiling or working with knowledge consisting of detailed facts or data. 
In this context, a ‘tool’ is a method, approach or formula for carrying out a specific knowledge exchange activity. KE tools are of many different kinds, and may describe individual, group, or event-based activities; processes for knowledge creation, capture or adaptation; collaborative problem-solving methods; methods of packaging knowledge; approaches for using IT tools; and more. Examples of knowledge exchange tools include: Peer Assist; Community of Practice; Decision Mapping; Appreciative Inquiry; End of Assignment Report; Anecdote Circle; Knowledge Cafe; Knowledge Jam; etc. 
The UNICEF knowledge exchange toolbox will present a variety of tools, each in a standard format, along with supplementary content introducing the toolbox and clarifying the role and application of the tools in the context of the organization’s work. Once completed, the UNICEF knowledge exchange toolbox will be made available in two formats: a PDF publication suitable for printing and a web resource. After the issuance of version 1.0 of the toolbox and the conclusion of this assignment, the toolbox will be continually updated as new tools are added or existing tools revised based on experience. 
[bookmark: _Toc399941270]Sources and inputs
Content for the UNICEF knowledge exchange toolbox will be drawn from a variety of sources, and adapted/summarized/revised with appropriate attribution. Sources will include:
· Tools/techniques that have previously been written up in various forms within UNICEF.
· Knowledge exchange toolkits/toolboxes that have been developed by various organizations and that are publicly available. 
· Other published materials (print or online) that describe and document tools/techniques that may be appropriate for use by UNICEF and its partners.
· New tools that are created and tested by the Knowledge Exchange team. 
Some of these materials are on hand. In addition, some further research will be required to identify and obtain additional source materials. 
In addition to currently available source materials, the following inputs will be provided by UNICEF to the consultant in order to support the preparation of the toolbox:
· An initial selection (list) of tools for inclusion in the toolbox.
· A draft outline of the complete toolbox.
· A draft standard format and specification for each tool. 
3. [bookmark: _Toc399941271]Consultancy objectives
The consultant’s role will initially be to assist the KE Unit in finalizing the outline of the toolbox, and the standard format and specification for each tool. Thereafter the consultant will act as primary writer and researcher for the toolbox, authoring the text in accordance with the outline and format, synthesizing source materials, conducting supplementary research as needed, and incorporating technical and editorial feedback on drafts from the KE Unit. Text will be written in English (translation will be a separate project). 
The consultant’s primary output will include the complete toolbox text incorporating any required edits provided by the KE Unit. Secondary outputs from the consultant will include the collection of source materials obtained by the consultant during research for the toolbox, and assistance in entry of final approved text into web templates.
During the writing process, KE Unit staff will provide the following inputs and support: 
· Technical inputs regarding the workings of any of the tools, their application within UNICEF, their inter-relationships, and other technical/specialized knowledge exchange issues. 
· Stylistic and editorial guidance as required, for incorporation into draft texts.
· For selected tools, live testing with staff/partners and summary of results/implications for toolbox text. 
An initial PDF layout of the text will be undertaken by the Unit, using draft or near-final portions of the toolbox text (written as described above by the consultant). The consultant and KE Unit staff will jointly review the layout and adjust it appropriately, including any required changes to the text, which the consultant will implement. 
After approval of final text, the KE Unit will undertake the PDF production of the toolbox. The consultant will apply any remaining time near the end of the consultancy to assist Unit staff with entry of final text into predefined web templates. 
[bookmark: _Toc399941272]Criteria for success
The consultant will need to apply creative thinking and strong writing skills to produce succinct texts that effectively introduce knowledge exchange tools to non-specialist readers, and as far as possible empower the latter to apply them in the course of UNICEF’s development work for children. There is a wide range of tools which could potentially be included; available time and resources will act as limits on the number included in the first version of the toolbox. Thus criteria for evaluating the success of this work include quality of text (succinctness, clarity, explanatory power and comprehensibility by the target audience of UNICEF staff), quantity of tools produced according to the standard format, and timeliness of work. 
4. [bookmark: _Toc399941273]Specific activities to be completed by the consultant
[bookmark: _Toc399941274]Conceptualization of the toolbox 
Conceptualization will take an estimated 5% of the available time. 
· Together with the KE Unit, help finalize the standard format for tools and finalize the list of tools to be included and the outline for the complete toolbox.
[bookmark: _Toc399941275]Writing 
Writing will occupy an estimated 85% of the available time.
· For each tool, review available source materials and determine, together with the KE Unit, whether they are a sufficient basis for writing up the tool. 
· If not, conduct additional research to identify and obtain further source materials where needed. 
· Prepare drafts of all tools according to standard formats, by synthesizing and adapting source materials, and submit drafts for review. 
· Capture and accommodate any technical or editorial inputs provided during the review or at any other time. 
· Draft supplementary toolbox content (e.g. introduction, list of references, other content) according to the final outline.
[bookmark: _Toc399941276]Production 
Production work will take an estimated 10% of the available time. 
· Share advanced draft or near-final text for production of initial PDF layout. Participate in review of layout. Implement any resulting changes to text.
· As time permits, enter final approved text into predefined web templates (to be provided by UNICEF). 
5. [bookmark: _Toc399941277]Dates and deliverables 
Start date: 1 November 2014. 
End date: 31 March 2015.
Deliverables:
· Finalized toolbox concepts (format, list of tools, outline).
· Draft text for toolbox (all tools, plus supplementary content such as introduction, list of references, other content according to outline).
· Finalized text for toolbox addressing/incorporating all editorial comments and feedback provided.
· As time permits, entry of final approved text into predefined web templates.
6. [bookmark: _Toc399941278]Qualifications required and desirable for the assignment
The primary required qualification is at least 7-10 years’ experience in professional/technical writing on topics related to business, management, technology, social science, or current affairs. The consultant must have demonstrated expertise in clearly communicating complex ideas in a business writing context; accurately and succinctly describing processes and procedures to be followed; and conveying interest and enthusiasm.
The following are desirable qualifications, in order of significance: experience with writing about knowledge management or related topics such as social media, online marketing, social mobilization, etc.; experience with international development; experience with UN/public sector organizations; experience with production of publications.  
7. [bookmark: _Toc399941279]Supervision and work arrangements
The consultant will be supervised by the KM Specialist in the Knowledge Exchange Unit, Division of Data Research and Policy. The consultant will also work in close collaboration with other KE team members to receive technical guidance.
The consultant will work full time, with meetings and discussions at UNICEF HQ premises in New York, but with the consultant working from home or other out of the office location the remainder of the time. The estimated time in the office would be around 2 days per week. Consultant must provide own laptop but will be provided with access to UNICEF IT systems as needed to perform the assignment.
8. [bookmark: _Toc399941280]Travel
No travel is envisaged for this consultancy. Should travel become necessary, it will be undertaken according to UNICEF rules.
9. [bookmark: _Toc399941281]Payment schedule
The consultant will be expected to submit monthly invoices along with brief progress reports, summarizing time worked and tasks accomplished during the month. Payment will be upon approval of the invoice and report. The final monthly payment will be contingent upon satisfactory completion of all outputs listed above under ‘Dates and deliverables’.

10. Application
[bookmark: _GoBack]Qualified candidates are requested to submit a cover letter, CV and P-11 form (which can be downloaded from the UNICEF website at http://www.unicef.org/about/employ/files/P11.doc ) to pdconsultants@unicef.org with the subject line “Knowledge Exchange Toolbox Writer” by 21 October 2014.
Please indicate your daily rate and availability to undertake the terms of reference above. 
Applications submitted without a daily rate will not be considered.









General Conditions of Contracts for the Services of Consultants / Individual Contractors

1. Legal Status
The individual engaged by UNICEF under this contract as a consultant or individual contractors (the “Contractor”) is engaged in a personal capacity and not as representatives of a Government or of any other entity external to the United Nations.  The Contractor is neither a "staff member" under the Staff Regulations of the United Nations and UNICEF policies and procedures nor an "official" for the purpose of the Convention on the Privileges and Immunities of the United Nations, 1946.  The Contractor may, however, be afforded the status of "Experts on Mission" in the sense of Section 22 of Article VI of the Convention and the Contractor is required by UNICEF to travel in order to fulfill the requirements of this contract, the Contractor may be issued a United Nations Certificate in accordance with Section 26 of Article VII of the Convention.

2. Obligations
The Contractor shall complete the assignment set out in the Terms of Reference for this contract with due diligence, efficiency and economy, in accordance with generally accepted professional techniques and practices.

The Contractor must respect the impartiality and independence of UNICEF and the United Nations and in connection with this contract must neither seek nor accept instructions from anyone other than UNICEF.  During the term of this contract the Contractor must refrain from any conduct that would adversely reflect on UNICEF or the United Nations and must not engage in any activity that is incompatible with the administrative instructions and policies and procedures of UNICEF.  The Contractor must exercise the utmost discretion in all matters relating to this contract.  
In particular, but without limiting the foregoing, the Contractor  (a) will conduct him- or herself in a manner consistent with the Standards of Conduct in the International Civil Service; and (b)  will comply with the administrative instructions and policies and procedures of UNICE relating to fraud and corruption; information disclosure; use of electronic communication assets; harassment, sexual harassment and abuse of authority; and the requirements set forth in the Secretary General's Bulletin on Special Measures for Protection from Sexual Exploitation and Sexual Abuse.  
Unless otherwise authorized by the appropriate official in the office concerned, the Contractor must not communicate at any time to the media or to any institution, person, Government or other entity external to UNICEF any information that has not been made public and which has become known to the Contractor by reason of his or her association with UNICEF or the United Nations.  The Contractor may not use such information without the written authorization of UNICEF, and shall under no circumstances use such information for his or her private advantage or that of others. These obligations do not lapse upon termination of this contact.

3. Title rights
UNICEF shall be entitled to all property rights, including but not limited to patents, copyrights and trademarks, with regard to material created by the Contractor which bears a direct relation to, or is made in order to perform, this contract.  At the request of UNICEF, the Contractor shall assist in securing such property rights and transferring them to UNICEF in compliance with the requirements of the law governing such rights.

4. Travel
If UNICEF determines that the Contractor needs to travel in order to perform this contract, that travel shall be specified in the contract and the Contractor’s travel costs shall be set out in the contract, on the following basis: 
(a)	UNICEF will pay for travel in economy class via the most direct and economical route; provided however that in exceptional circumstances, such as for medical reasons, travel in business class may be approved by UNICEF on a case-by-case basis.  
(b)	UNICEF will reimburse the Contractor for out-of-pocket expenses associated with such travel by paying an amount equivalent to the daily subsistence allowance that would be paid to staff members undertaking similar travel for official purposes. 

5. Statement of good health
Before commencing work, the Contractor must deliver to UNICEF a certified self-statement of good health and to take full responsibility for the accuracy of that statement.  In addition, the Contractor must include in this statement of good health (a) confirmation that he or she has been informed regarding inoculations required for him or her to receive, at his or her own cost and from his or her own medical practitioner or other party, for travel to the country or countries to which travel is authorized; and (b) a statement he or she is covered by medical/health insurance and that, if required to travel beyond commuting distance from his or her usual place or residence to UNICEF (other than to duty station(s) with hardship ratings “H” and “A”, a list of which has been provided to the Contractor) the Contractor’s medical/health insurance covers medical evacuations. The Contractor will be responsible for assuming all costs that may be occurred in relation to the statement of good health.  


6. Insurance
The Contractor is fully responsible for arranging, at his or her own expense, such life, health and other forms of insurance covering the term of this contract as he or she considers appropriate taking into account, among other things, the requirements of paragraph 5 above.  The Contractor is not eligible to participate in the life or health insurance schemes available to UNICEF and United Nations staff members.  The responsibility of UNICEF and the United Nations is limited solely to the payment of compensation under the conditions described in paragraph 7 below.

7. Service incurred death, injury or illness 
If the Contractor is travelling with UNICEF’s prior approval and at UNICEF's expense in order to perform his or her obligations under this contract, or is performing his or her obligations under this contract in a UNICEF or United Nations office with UNICEF’s approval, the Contractor (or his or her dependents as appropriate), shall be entitled to compensation from UNICEF in the event of death, injury or illness attributable to the fact that the Contractor was travelling  with UNICEF’s prior approval and at UNICEF's expense in order to perform his or her obligations under this contractor, or was performing his or her obligations under this contract in a UNICEF or United Nations office with UNICEF’s approval.  Such compensation will be paid through a third party insurance provider retained by UNICEF and shall be capped at the amounts set out in the Administrative Instruction on Individual Consultants and Contractors. Under no circumstances will UNICEF be liable for any other or greater payments to the Contractor (or his or her dependents as appropriate).

8. Arbitration
(a)	Any dispute arising out of or, in connection with, this contract shall be resolved through amicable negotiation between the parties.  
(b)	If the parties are not able to reach agreement after attempting amicable negotiation for a period of thirty (30) days after one party has notified the other of such a dispute, either party may submit the matter to arbitration in accordance with the UNCITRAL procedures within fifteen (15) days thereafter.  If neither party submits the matter for arbitration within the specified time the dispute will be deemed resolved to the full satisfaction of both parties.  Such arbitration shall take place in New York before a single arbitrator agreed to by both parties; provided however that should the parties be unable to agree on a single arbitrator within thirty days of the request for arbitration, the arbitrator shall be designated by the United Nations Legal Counsel.  The decision rendered in the arbitration shall constitute final adjudication of the dispute.  

9. Penalties for Underperformance
Payment of fees to the Contractor under this contractor, including each installment or periodic payment (if any), is subject to the Contractor’s full and complete performance of his or her obligations under this contract with regard to such payment to UNICEF’s satisfaction, and UNICEF’s certification to that effect.  

10. Termination of Contract
This contract may be terminated by either party before its specified termination date by giving notice in writing to the other party.  The period of notice shall be five (5) business days (in the UNICEF office engaging the Contractor) in the case of contracts for a total period of less than two (2) months and ten (10) business days (in the UNICEF office engaging the Contractor)  in the case of contracts for a longer period; provided however that in the event of termination on the grounds of impropriety or other misconduct by the Contractor (including but not limited to breach by the Contractor of relevant UNICEF policies, procedures, and administrative instructions), UNICEF shall be entitled to terminate the contract without notice.  If this contract is terminated in accordance with this paragraph 10, the Contractor shall be paid on a pro rata basis determined by UNICEF for the actual amount of work performed to UNICEF’s satisfaction at the time of termination. UNICEF will also pay any outstanding reimbursement claims related to travel by the Contractor.  Any additional costs incurred by UNICEF resulting from the termination of the contract by either party may be withheld from any amount otherwise due to the Contractor under this paragraph 10.

11. Taxation
UNICEF and the United Nations accept no liability for any taxes, duty or other contribution payable by the consultant and individual contractor on payments made under this contract.  Neither UNICEF nor the United Nations will issue a statement of earnings to the consultant and individual contractor.









