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Child Domestic Labour (CDL) Project

Terms of Reference

Project Coordinator
· A thorough understanding of all aspects and phases of the CDL Project, ILO,CRC conventions ( Mobilization/establishment /exit-sustainability) .

· All types of Reporting and Project Documentation including Compliance Reports (Program/technical and financial) as per ILO requirements.

· Ensuring that all procurements are done on a timely basis and are relevant to each centre 

· Interaction with Local/Federal Government and Departments of Education about the Project for implementation, policy/advocacy, and sustainability (CCBs/PBM). 

· Facilitate the timely working of the Project Advisory Committee and reporting , also participation in the District Coordination Committee (DCC) on Child labor 

· Regularly Monitor the Working of BEEP centers & their emerging needs.

· Close supervision of the Cluster Coordinator, their work- plans and performance. 

· Communication with Lahore office and project staff for well-aligned implementation and reporting. 

· Initiating the Pre-vocational and skills component as per centre/area need with full documentation of linkages & progress 

·  Undertaking all formal communication with ILO on the project and send them required information.

· Provide required information and data to all partners organizations (Govt and Non.Govt.) 

· Weekly/Monthly meeting w/CDL Team to discuss workplans, reporting, their problems & find appropriate solutions.

· Maintain work plan and time schedule

· Daily reviews on the project and 

· To ensure that the ToRs are well aligned to ITA’s vision & work 
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Child Domestic Labour (CDL) Project

Terms of Reference

Assistant Project Coordinator
· A thorough understanding of all aspects and phases of the CDL Project, ILO,CRC conventions ( Mobilization/establishment /exit-sustainability) .

· Prepare  Reports and Project Documentation relevant to Lahore  centers

· Ensuring that all procurements are done on a timely basis which are relevant to Lahore  centers

· Provide the full support of each center and solve their problems with the help of project coordinator.

· Follow the instruction given by Project Coordinator

· Interaction with Local/Federal Government and Departments of Education about the Project for implementation, Policy / advocacy, and sustainability (CCBs/PBM). 

· Regularly Monitor the Working of BEEP centers & their emerging needs ( Lahore).

· Close supervision of the Cluster Coordinator, their work- plans and performance. 

· Communication with Project Advisor and Project Coordinator/ Islamabad office for well-aligned implementation and reporting. 

· Initiating the Pre-vocational and skills component as per centre/area need with full documentation of linkages and progress 

· Provide required information and data to all partners’ organizations (Govt and Non.Govt.) 

· Weekly/Monthly meeting with CDL Team to discuss work plans, reporting, their problems and find appropriate solutions.

· Maintain work plan and time schedule
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Child Domestic Labour (CDL) Project

Terms of Reference

Cluster Coordinator
· A thorough understanding of all aspects and phases of the CDL Project, ILO,CRC conventions ( Mobilization/establishment /exit-sustainability) .

· To be fully engaged in all trainings pre and in-service as well as any training of trainers (ToT)

· To impart fortnightly capacity building support to teachers pedagogic and community issues 

· Be courteous and collaborative w/Govt. School Head/Teachers

· Class room observation through guided forms & reporting tools

· Ensure  : 

· Students and teachers attendance.

· Maintenance of All Registers in centres  

· Teachers’  positive attitude towards the students.

· Effective use of various teaching kits

· Appropriate arrangement of centers(furniture setup, school cleanliness

· Regular weekly feedback on problems of the center with the teachers

· Monitor  Teachers Lesson plan /teaching methodology

· Monitor class room participation of children

· To liase with vocational training resource persons and local institutions for effective implementation 

· Ensure regular fortnightly /monthly meetings with Vigilance committee for their strengthening in Roles and Responsibilities and also desired actions 

· Mobilize local community and children for advocacy days on EFA Week, Child Labor Day, Literacy Day, World Teachers Day and Child Rights Week  

· Regularly submit documentation of the project as per proformas and also provide updated case studies 

· Submit monthly, weekly work plans by the last day of the month and week for the following week 

· Submit daily/weekly report to the project/assistant  coordinator. 
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Child Domestic Labour (CDL) Project

Terms of Reference

Accounts Officer

· To maintain the financial record of Project and facilitate the required funds to the relevant staff.

· To manage all the accounts & financial reports fro CDL Project

· To coordinate with the cluster coordinators to fulfill the financial and other requirements of the BEEP Center like Learning Kit, Stationer, Art Material,  Learning Kits and other procurements etc.

· To Prepare the Financial Components of all CDL Project Reports & Programs as per ILO Forms.

· To distribute and maintain the records of Salaries of all Project Staff.

· To Supply and maintain the stocks of Stationery, printing and petrol, Entertainment, etc.

· To deal with all Bank related transactions and to maintain the information of current Bank Balances.

· To facilitate the preparation of reports and details for Audit purposes.

· To maintain the payments of all utility bills of Office and Beep Centers.

· To Built capacity of ITA to manage its finance and accounting system.
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Child Domestic Labour (CDL) Project

Terms of Reference

Linkages & Database Officer
· A thorough understanding of all aspects and phases of the CDL Project, ILO,CRC conventions ( Mobilization/establishment /exit-sustainability) .

· Creating a framework for Linkages for CDL 

· Vocational Training 

· Health Facilities 

· Protection Links 

· Micro Credit 

· Safety Nets with Bait ul Maal & Zakaat 

· Citizen Community Boards (CCBs) 

· Managing all types of databases on CDL   

· Managing records of BEEP centers.   

· Prepare Social Mobilization and  survey and mapping reports  

· Maintain the accounts of CDL related to linkages and updated regularly for Pindi and Islamabad  

· Prepare and update the inventory list of BEEP centers

· Monitor the requirement of furniture in all BEEP centers

· Provide the full support of each center for vocational training  and find and solve their problems with the help of project coordinator.
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Child Domestic Labour (CDL) Project

Terms of Reference

Key Facilitator (Teachers)
Under the close and actively supervision and collaboration of the Cluster Coordinator and CDL Coordinator To:  

· Fully understand the spirit and objectives of the project as a teacher and active catalyst in BEEP centres 

· Actively participate in all pre-service and in-service trainings of teachers on fortnightly, monthly and quarterly basis

· Be courteous and collaborative with government school teachers where BEEP centres are in government schools 

· Finalize profiles of each CDL student  and assessment of learning level in the Individualized Assessment Profile (IAP) Folder  

· Follow the time table for different learning groups  and adapt according to the needs of the centre/learners 

· Prepare lesson plans and all necessary pre- centre opening activities for optimum results and interaction with the students 

· Understand the monitoring requirements of the centre and respond to all indicators with responsibility 

· Ensure the cleanliness of the BEEP centre and its lively atmosphere. Document all materials in the registers that have been provided to the centres    

· Prepare Case studies on students and track them regularly 

· Prepare regular assessment sheets on learning outcomes as per the project requirement and as given in the IAF 

· Ensure students who are ready to enroll in formal schools to be mainstreamed in a timely manner with target schools 

· Incorporate vocational training and life skills links in the time-table effectively and creatively  

· Hold regular meetings of the Vigilance Committee encouraging them to comet to the BEEP centres and review progress and issues 

· obilize local community and children for advocacy days on EFA Week, Child Labor Day, Literacy Day, World Teachers Day and Child Rights Week  

· Participate in CDL Project Review meetings at the CDL /ITA office 
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Child Domestic Labour (CDL) Project

Terms of Reference

Case Studies Documentation / Research Officer

To undertake under the close supervision of the Project Advisor/ Project Coordinator the following: 

Preparing a framework for documentation 

Twenty Case studies (URDU and English ) For dissemination and cohort tracking (2 per centre)  

Visit all centres once a month to identify and track progress issues pertaining to target children 

