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                                                                                                                                           G H A N A          

                                    

TERM OF REFERENCE (ToR) 

FOR THE RECRUITMENT OF INDIVIDUAL CONTRACTOR (IC)  

 
Recruitment of consultant to conduct National Situational and Needs Assessment of HIV, 

Hepatitis B&C, TB And Drugs Use In Prisons In Ghana 

 

 

Project/Program Title:  Support to the ECOWAS Regional Action Plan on illicit drug trafficking, related 

organized crime and drug abuse in West Africa 

 

Post Title: National Consultant (NC)                

  

Consultant Level:  

  

Duty Station:  Accra, Ghana; Home-based with occasional travel to study sites  

  

Expected Places of Travel:  Selected prisons in and outside Accra 

Duration:  32 working days distributed over four months (8 working days per month for 

four months) 

Expected Start Date:  

  

 

I. BACKGROUND / PROJECT DESCRIPTION   

 

Drug abuse is major public health problem worldwide. While an estimated 246 million people aged 15 to 64 

years used at least one illicit drug in 2013, more than 1 in 10 of the drug users are either injecting drugs or 

engaging in long duration or regular use of opioids, cocaine and/or amphetamines. Furthermore, West Africa 

serves as a transit area for illicit drugs such as heroin bound for Europe and other regions. While communities 

in West Africa suffer from psychosocial, economic, and health consequences of drug abuse, unavailability of 

reliable data for monitoring the extent, patterns, and trends of drug abuse constitutes a major setback to 

prevention, and demand reduction efforts in the region.  

UNODC, in collaboration with ECOWAS is implementing the project - "Support to ECOWAS Regional Action Plan 

on illicit drug trafficking, organized crime related to it and drug abuse in West Africa (XAW/Z28 - SB-004586 - 

FED/2014/337-573)" funded by the European Union. Among the four outcomes of the project, Outcome 2 aims 
to ensure that harmonised information on drug abuse epidemiology and data collection are available in the 

region. Output 2.5 relates to the conduct of research on epidemiology of drug abuse (including HIV/AIDS within 
drug users groups) in selected countries in West Africa. 

ANNEX I 
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II. SCOPE OF THE WORK 

 

The consultant(s) will be responsible for conducting drug use research (including HIV/AIDS within drug users 
groups) in Ghana. He/she (in consultation with UNODC) will be responsible for the entire processes of data 

collection, analysis, and reporting. 
 

The main objective of the proposed study is to provide baseline information on the current picture with regards 

to Prevalence of HIV/AIDS and selected coinfections in Prisons and assess the availability and quality of health 

services in Ghana Prisons. The study shall focus on the:  

a. Prevalence of HIV infection among inmates and prison staff;  

b. Prevalence of HIV/TB and HIV/hepatitis co-infections; 

c. Size of drug users (including those who inject drugs) among prison inmates and staff; 

d. Risk behaviours associated with HIV infection in prison settings;  

e. Availability of health care services for HIV/AIDS prevention and treatment in prison settings 

and; 

f. The service delivery gaps in providing comprehensive HIV/AIDS prevention, care and treatment 

services in Ghana Prisons. 

The consultant will work under the direct supervision of the Programme Officer (Epidemiology) and will closely 

work with the experts and national focal points in the country of assignment. The consultant will carry out the 

following activities, in line with the priorities of Outcome 2 of Project XAW/Z28:  

1. Prepare a full proposal for research on the planning and implementation of research on epidemiology 

of drug use (including HIV/AIDS within drug user groups) in Ghana Prisons;   

2. Prepare work plan and budget within the allocated budget; 

3. Prepare monthly narrative and progress reports and communicate regularly with the research 
committee; 

4. Ensure a high level of engagement with national stakeholders (government and civil society) in 

Member States in all phases of the research; 
5. Ensure quality in data collection and providing support, supervision and monitoring;  

6. Conduct the processes of the research including data collection and entry into electronic 
spreadsheets; 

7. Analyse the collected data and write report of the study and; 

8. Actively participate in technical meetings with national stakeholders for research planning, 
dissemination of findings, recommendations, and follow-up actions.  

    
 

III. EXPECTED OUTPUTS AND DELIVERABLES   

 

In the conduct of this study, the consultant will: 

a. Recruit and train Research Assistants (RAs) for the data collection and entry; 

b. Conduct all the processes of data collection in all selected study sites and enter into electronic 

spreadsheets; 

c. Analyse data collected from the study; 

d. Write a technical report of the results of the study using template provided by UNODC and;  

e. Participate in the validation of the study results and dissemination meetings. 

 

The expected outcome of this assignment is the conduct and dissemination of findings of the research on 

conduct of research on epidemiology of drug use (including HIV/AIDS and co-infections) in prison settings in 

Ghana. The details of the deliverables are as described below: 
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No. Deliverables / Outputs Estimated Duration 
to Complete 

Review and 
Approvals Required  

 

1 Report of training of Research  Assistants  2 working days Programme Officer 

(Epidemiology) 

2 Research data [Data files in excel, or access database, 

or transcript in word document (qualitative study)] 

10 working days  Programme Officer 

(Epidemiology) 

3 Provisional report of study 12 Working days Programme Officer 
(Epidemiology) 

4 Final report of study   5 Working days Programme Officer 

(Epidemiology) & HIV 
Expert, Vienna 

5 Attendance/participation at research dissemination 

meetings 

  3 Working days Programme Officer 

(Epidemiology) 

 Total  32 days  

 

 

IV. INSTITUTIONAL ARRANGEMENT / REPORTING RELATIONSHIPS    

 

The national consultant will establish a validated work plan with the UNODC Programme Officer (Epidemiology) 

and will periodically consult with him at key stages of the survey implementation in the conduct of this 

assignment. He will be managed by the UNODC Programme Officer (Epidemiology) in collaboration with the 

Drug Research Section Research and Trend Analysis Branch and the HIV Section, UNODC, HQ, Vienna. It is 

expected that the consultants will be directly responsible to the UNODC-led project research committee under 

the overall supervision of the Regional Project Coordinator. 

 

V. LOGISTICS AND ADMINISTRATIVE SUPPORT TO PROSPECT IC     

 

The major part of the assignment will be home based. However, visits to study sites will be necessary. Travel 

deemed necessary for the conduct of the consultancy will need to be approved in advance by UNODC, and 

related costs will be covered according to the prevailing rules and regulations of the United Nations. 

 

VI. DURATION OF THE WORK1    

 

The duration of the contract shall be 32 working days. The contract is expected to commence on 1st April 2019 

and end on 31st July, 2019 (depending on the local factors and logistics). Adjustments in timeframe may 

therefore be necessary.  

VII. QUALIFICATIONS OF THE SUCCESSFUL INDIVIDUAL CONTRACTOR (IC)  

 

Education: 

 

A minimum of Master’s degree qualifications in social sciences or related technical field such as public health, 

development, psychology, demography, children or social research.  

                                                           
1 The IC modality is expected to be used only for short-term consultancy engagements. If the duration of the IC for the same TOR 

exceeds twelve (12) months, the duration must be justified and be subjected to the approval of the Director of the Regional Bureau, 

or a different contract modality must be considered.  This policy applies regardless of the delegated procurement authority of the 

Head of the Business Unit.   
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Experience: 

 

• Five years of progressive professional experience in programme design, administration, monitoring and 

evaluation or research design and management. 

• Good qualitative and quantitative research skills including experience in conducting community-based 

processes and/or research on drug (including alcohol) use and social issues. 

• Experience of managing a research team. 

• Possession and proficient experience in the use of Computer Assisted Personal Interviewing (CAPI) 

software with Smartphones and Tablets will be required. 

 

Language: 

  

• Excellent knowledge of English Language, including the ability to set out a coherent argument in 

presentations and group interactions; 

• Capacity to communicate fluently with different stakeholders (civil society, government authorities, 

local communities, project staff);  

• Ability to speak one or more local languages. 

 

Functional Competencies: 

 

▪ Knowledge and/or special skills such as analytical skills, conceptual, leadership, repot writing, research 

sills, presentation skills, decision making, communications abilities, teamwork, working in diversity, 

emotional intelligence, which will prove to be advantageous and vital to the success of the work 

implementation, especially if the assignment’s setting/situation is unique or has peculiarities (e.g., 

communication skills and teamwork with indigenous people, familiarity with the key issues confronting 

a certain region, understanding of and ability to relate with a specific culture/religion, knowledge of a 

local dialect, etc.) 

▪ Competencies in organization management, strategic planning of public organizations at the national 

and regional level; 

▪ Conceptual and analytical skills in formulating research strategies; 

▪ Excellent public speaking and presentation skills; 

▪ Computer skills: full command of Microsoft applications (word, excel, PowerPoint) and common internet 

applications are required. 

 

Core Competencies: 

▪ Demonstrates integrity by modelling the UN’s values and ethical standards; 

▪ Promotes the vision, mission, and strategic goals of UNDP; 

▪ Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability;  

▪ Treats all people fairly without favouritism; and 

▪ Fulfils all obligations to gender sensitivity and zero tolerance for sexual harassment.  

 

Important Note: 

The Consultant is required to have the abovementioned professional and technical qualifications. Only the 

applicants who hold these qualifications will be shortlisted and contacted. 

 

VIII. CRITERIA FOR SELECTING THE BEST OFFER  
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Upon the advertisement of the Procurement Notice, qualified Individual Consultant is expected to submit both 

the Technical and Financial Proposals. Accordingly; Individual Consultants will be evaluated based on 

Cumulative Analysis as per the following scenario: 

▪ Responsive/compliant/acceptable, and 

▪ Having received the highest score out of a pre-determined set of weighted technical and financial 

criteria specific to the solicitation. In this regard, the respective weight of the proposals are: 

a. Technical Criteria weight is 70% 

b. Financial Criteria weight is 30% 

 

Criteria Weight Max. Point 

Technical Competence (based on CV, Proposal and interview (if 

required)) 

70% 100 

a. Understanding the Scope of Work (SoW); comprehensiveness of the 

methodology/approach; and organization & completeness of the proposal 

 50 pts 

b. Possession and proficient experience in the use of Computer Assisted 

Personal Interviewing (CAPI) software with Smartphones and Tablets will be 

required 

 15 pts 

c. Minimum educational background as per the requirement in the ToR  2 pts  

d. Minimum of 5 years of experience in similar in programme management, 

monitoring and evaluation, or research design and management. 

 3 pts 

Financial (Lower Offer/Offer*100) 30% 30 

Total Score  Technical Score  * 70% + Financial Score * 30% 

 

 

IX. PAYMENT MILESTONES AND AUTHORITY  

  

The prospective consultant will indicate the cost of services for each deliverable in US dollars all-inclusive2 lump-

sum contract amount when applying for this consultancy. The consultant will be paid based on the effective 

UN Official Rate of Exchange (UNORE) of proposal submission date (where applicable in case of national 

consultant), and only after approving authority confirms the successful completion of each deliverable as 

stipulated hereunder.  

 

The qualified consultant shall receive his/her lump sum service fees upon certification of the completed tasks 

satisfactorily, as per the following payment schedule: 

 

Installment of 

Payment/ Period 

Deliverables or Documents to be Delivered  Approval should be 

obtained  

Percentage 

of Payment 

1st Installment  Submission of the report of training of Research  

Assistants 

Programme Officer 

(Epidemiology) 

40 % 

2nd Installment  Submission of the provisional report of study 

results 

Programme Officer 

(Epidemiology) 

30 % 

3rd Installment  Submission of Final Study Report Programme Officer 

(Epidemiology) 

30 % 

 

                                                           
2 The term “All inclusive” implies that all costs (professional fees, travel costs, living allowances, communications, consummables, etc.) 

that could possibly be incurred by the Contractor are already factored into the final amounts submitted in the proposal 
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X. RECOMMENDED PRESENTATION OF TECHNICAL PROPOSAL   

For purposes of generating quotations whose contents are uniformly presented and to facilitate their 

comparative review, a prospect Individual Contractor (IC) is given a proposed Table of Contents. Therefore 

prospective Consultant Proposal Submission must have at least the preferred contents which are outlined in 

the IC Proposal Submission Form incorporated hereto. 

 

Note: The consultant shall be responsible for recruiting Research Assistants (RA) for data collection. He/she 

will be required to conduct training (in collaboration with UNODC and national survey steering committee) for 

the RAs to ensure data collection in accordance with standard guidelines for the study. 

 

XI. CONFIDENTIALITY AND PROPRIETARY INTERESTS  

The Individual Consultant shall not either during the term or after termination of the assignment, disclose any 

proprietary or confidential information related to the consultancy service without prior written consent. 

Proprietary interests on all materials and documents prepared by the consultants under the assignment shall 

become and remain properties of UNDP. 

 

 

 

This TOR is approved by: [indicate name of Approving Manager] 

      

 

Name:          

 
Designation:        

 
 
Signature:  ______________________ 
 
Date Signed:       

 

 


