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Terms of Reference

Database Design for Vietnam HIV Prevention, Care and Support Project
27 February 2012
I. Background 
For close to 4 years, the American Red Cross has provided funding and technical support to the Vietnam Red Cross to implement a HIV project led by PLHIV outreach workers/peer counsellors providing the following services: community-based BCC, facility-based and phone-based counselling, ARV/TB treatment adherence support, home based care and referrals to a broad range of services provided by other organizations including PMTCT, peer support groups, and HIV testing.  The project’s facility-based counselling rooms are linked with Life GAP and Global Fund supported out patient clinics.  The main target groups are injecting drug users, MSM, sex workers, migrant workers and their spouses and families.  The project currently works with 5 hospitals and their surrounding communities in Hanoi, Haiphong, Thai Nguyen and Son La.
The prevention, care and support project’s current monitoring system is paper and Excel based and does not allow for many of the more sophisticated monitoring functions such as data validation, auto generated reports, tracking by individual clients/activities and in-depth analysis capabilities that can be obtained through the use of appropriate and customised database software.
II. Scope of Work
One or more consultants and/or consulting firm is sought to develop a new project database.  This team will likely comprise a software developer who will lead the conceptualization process (requirements gathering process) and a computer programmer who will write the code for the database. 
Database components:

HR: by individual peer counselor/outreach worker (profile, training received, retention rates, performance evaluation scores…)
Client/Case Management: by individual PLHIV client/beneficiary (profile, adherence, uncompleted and completed referrals, services received, location of services provided, new or repeat client, client history, client notes, client needs…)
Activity: by individual activity (activity type, number of participants, location, date, facilitators, topics, services provided, beneficiary category…)
PLHIV and Risk Group Peer Support Groups: by individual group (group type, number active members, services provided…)

Each component is a relational database linked to the other components as part of the overall project database. Other components may be identified as part of the conceptualization process.  The above listing of fields under each component is for illustrative purposes and not intended to be comprehensive.  The full list of fields will be developed by the chosen consultant.
Database functions and specifications:

· Uses Microsoft Access 2010 (other software can be proposed providing it is no more than $5000 for 10 licenses and receives similar worldwide support and regular updates as Access does from Microsoft)
· Designed for use by Vietnamese nationals with basic computer literacy (both for data input and analysis)

· Provides layouts/formatting enabling English only speakers to use the database for review and analysis purposes

· Employs unique identifiers per individual clients/beneficiaries
· Multi-level password protection to assure anonymity of PLHIV clients and confidential health  information
· Data validation
· User friendly format (drop down lists, checkboxes, auto populating fields…)
· Data able to be exported to other software such as Excel
· Incorporates following views: Data entry, reporting, summary, individual record/client profile (single form with corresponding fields per activity, outreach worker, PLHIV group, or beneficiary), multiple record (multiple activities/outreach workers/PLHIV groups, beneficiaries per screen with fields listed by columns), reminders and calendar
· Individual desktop versions for 5 project sites that can be merged offline to master desktop versions held jointly by Vietnam and American Red Cross in Hanoi at their respective headquarters.  Manual keyboard/desktop entry at each project site by trained users.
· Scalable to up to 25 project sites

· Able to be used offline

· Auto reminders (for when peer counselors should conduct home base care visits, check to see if referrals are completed, which clients need reminders on ARV therapy, etc. based on client’s needs/vulnerability/date last seen…)

· Work calendar (providing list of clients per day/week/month by needed follow-up actions)

· Auto generating report function using 1) ARC quarterly report format tracking targets, actuals and % of targets met per indicator comprising approximately 75 indicators and 2) ARC Program Accountability Framework summary indicator report comprising approximately 10 indicators)
· Uses standard PEPFAR, UNAIDS and GoV indicators combined with project specific indicators
· Able to be upgraded to version using smartphones for real time data input to web interface for viewing and report generation (This is an option ARC may exercise in following years contingent on ARC having sufficient funds to do so)
Other functions may be identified as part of the conceptualization and consultation process.

III. Expected activities
1. Hold preliminary orientation meeting with American Red Cross representatives
2. Facilitate participatory conceptualization meeting with key stakeholders

3. Present draft schematic of database and its functionality and indicator list (American Red Cross will provide support in specifying key indicators)
4. Develop and test beta version using dummy data
5. Collect User input on beta version

6. Develop final version of database

7. Install database on project computers

8. Train project staff

9. Test final version of database using real data (initial implementation phase)

10. Produce draft user manual (including screenshots) in English and Vietnamese
11. Collect user feedback on user manual

12. Produce final version of user manual in English and Vietnamese
13. Provide ongoing tech support and debugging services
IV. Proposed Deliverables & Timeline
	Nb
	Deliverable
	Due Date

	1
	Facilitate participatory conceptualization meetings with key stakeholders (American and Vietnam Red Cross, PLHIV outreach/peer counselors, outpatient clinic staff)
	15 April 2012

	2
	Draft Database Design Document including Schematic of Database and Description of main Database functions plus indicator list in English
	30 April 2012

	3
	Beta version of database (including dummy data for testing) (combined Vietnamese/English)
	15 May 2012

	4
	Final version of database (combined Vietnamese/English)
	30 May 2012

	5
	Production of User Manual/Guide in English and Vietnamese
	10 June 2012

	6
	Train project staff in use of database
	15 June 2012

	7
	Database tech support and debugging
	Through 30 June 2013


V. Points of contact
In order to provide guidance to the process, the American Red Cross Vietnam Delegation will be the lead and the primary point of contact and will be responsible for approving the various outputs of the process.  The ARC M&E Advisor in Washington DC may provide technical support throughout the project.   The consultant will report directly to the ARC Country Representative in Hanoi and will be supported by the ARC Senior Project Officer and ARC HIV Consultant, both of whom are local hires based in Hanoi.
VI. Qualifications
The following are the desired qualifications of the consultant(s)/firm:

· Bachelor’s degree from a recognized institution relating to monitoring & evaluation, computer science or related field. Master’s degree preferred.
· Extensive professional experience in database design for the international NGO and/or international private sector with at least 2 successful, complex databases designed and in current utilization by current or former clients
· Developer certified (or equivalent in on job experience) in Microsoft Access 2010 (and/or other proposed software)

· Experience producing user guideline manuals and training staff in the use of databases

· Able to design extremely user friendly databases that can be used by individuals with only basic computer literacy
· Familiarity with HIV programs and PEPFAR and industry standard indicators preferred
· Familiarity with social work/case management techniques
· Ability to work in a participatory manner with clients and their stakeholders to assure a client-centered approach
· Availability during time period specified in section IV ‘Timeline’
· Professional work experience in Vietnam
· Fluency in English and Vietnamese
VII. Application information

The deadline for receipt of applications is 9:00PM Hanoi time, Friday, 16 March, 2012.  Interested candidates who meet the listed qualifications should email CVs of key proposed consultant(s), agency profile (for consultants working for firms), cover letter, availability dates, list of at least three professional references with contact information, and proposed budget (in USD) and fee structure to Chau Lai at chau.lai@redcross.org.  
If software other than ACCESS is proposed, candidates must detail the specific advantages of this software over ACCESS and whether applicant is able to design the database in ACCESS if so requested.  
Please use the following in the subject line of your email: “Consultant – Vietnam HIV Project Database Design”.
Applications will not be considered if: 

· Candidates have not successfully completed equivalent projects with at least one international NGO, international agency, or international private sector firm  

· Only meet part of the requirements requested 
· Apply after the deadline  
The selected consultant/firm, depending on performance, will have the opportunity to provide support for newer, enhanced versions of the database and for ongoing technical support based on performance.  
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