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Terms of Reference (ToR)
School Reporting Forms and Formats Development

Position : Consultant for School Reporting Forms and Formats Development
Duty station : Remote/ Online
Report to : Director

Application deadline: December 11, 2025
Email to: hr@sehthehfoundation.org

Backeground information of SEH THEH FOUNDATION

STF is a non-profit organization, founded in 2013 with the mission for providing education to
underprivileged children, youth and marginalized communities including refugees, migrants
and Internally Displaced persons (IDPs) in Karenni state and as well as on Thai Myanmar
border. STF is a local organization and by working closely with the community it has been
promoting MTB-MLE by producing developing learning materials with local language and
collaborating in curriculum development with the Karenni Education Department (KnED)
and Interim Executive Council (IEC) Department of Education. It is also collaborating with
other local education organizations in order to provide education more effectively. In
addition, STF also established and operating two learning centers, higher education programs,
named Seh Theh College (STC) to produce empowered young adults for the greater
advancement of their community and Dee Ku Education Center (DEC), GED preparation and
life skills course. Both of these schools are running on the Thai-Myanmar border.

In order to ensure the children, have access to quality education, STF has been focusing on
the education system strengthening. It has been developing MTB-MLE curriculum,
implementing educational activities including teacher training, school leadership trainings,
providing teaching and learning materials, teacher stipends, parenting education, monitoring
schools, mobile education programs such as coaching and mentoring teachers, school
construction, school nutrition programs and education in emergency (EIE) assistance
supporting students and schools being attacked by the airstrikes, bombings or landmines.

STF and the IEC (Karenni State Interim Executive Council) Department of Education have
cooperated to provide educational services in Karenni State. These services include school
visits, providing teacher stipends, online education consultation meetings, on-ground
education consultation meetings and teacher training. We plan to continue this cooperation to
develop the IEC education strategic plan, conduct online and on-ground education
stakeholders consultation meetings, and hold curriculum standard framework consultation
meetings and teacher competency standard framework workshop. Additionally, the STF has
been working closely and collaboratively with different stakeholders at all levels including



community leaders, CSOs, CBOs, and NGOs to ensure inclusive education and to develop a
foundation for a federal education system in Karenni State.

Due to the unstable political situation after the coup, STF had to relocate its headquarter
office to the Thai-Myanmar border with seven field offices still operating in all townships in
Karenni State including Loikaw, Demoso, Hpruso, Shardaw, Mese and Hpasaung township
to make sure all children and the community have access to our services on time. The total
STF target beneficiaries include 522 schools, 4524 teachers and 60854 students. In addition
to education, STF also assisted with other emergency needs at the hard to reach areas,
especially in the COVID-19 pandemic and conflict time as most INGOs or donors are not
able to reach out to those communities in need.

Mission

Collaborating with the local communities, we ensure the accessibility of quality Education
and Livelihood opportunities for Karenni people in Myanmar and Thailand.

Organization value
* Integrity

* Peace

* Inclusion

* Equity

 Collaboration

Child Safeguarding Policy and Ethics

Seh Theh Foundation (STF) is committed to upholding the highest standards of safeguarding,
ethics, and accountability in all its work. All consultants, staff, and partners are expected to
protect the rights, safety, dignity and well-being of children, youth, and vulnerable
communities. The selected consultant must agree to comply with STF’s child safeguarding
and will be required to sign relevant declarations prior to engagement.

Scope of Work:

The consultant will support the improvement of the school reporting system. The main tasks
include:
1. Review Current Forms
Check the current school reporting forms. Identify what is working, what is missing,
and what needs to change.
2. Design and Lead the Workshop
Design and facilitate a 3-day workshop, using your own Zoom account. Ensure that
all participants are actively engaged and collaborate to improve the reporting forms.



3. Develop Reporting Formats and Guidelines
Help participants create new reporting forms. Draft clear instructions on how to use
the forms and submit data correctly.
4. Create EMIS
Design an easy-to-use database (Excel, Google Sheets, or Kobo) to collect and
manage the data. Make sure it is practical for schools and education officers.
5. Propose a Reporting Mechanism
Recommend how schools should send reports. Define who is responsible at each level
and how data should be checked and shared.
6. Support Data Visualization
Help design simple charts, graphs, and tables. Show how the data can be used for
decisions. Use tools like Excel or Power BI if needed.
7. Submit Final Report
Write a final report that includes:
o What was learned from the review and workshop
o Final forms and instructions
o The database format and how to use it
o Sample visualizations (charts/graphs)
o Reporting flow and mechanism with respective roles and responsibilities
o Recommendations for using and improving the system in the future

Timeframe

The assignment is expected to span two months, from January to February 2026. Specific
dates will be finalized in consultation with the consultant.

Tentative timeline Description

January 2026 Conduct first workshop (3 days): Review current forms, gather
feedback via online meetings, and co-develop draft formats,
procedures, and database templates.

February 2026 Conduct second workshop (3 days): Finalize forms, guidance
notes, and database structures.
February 2026 Final Report

Contractual Arrangement:

Upon selection, the consultant will be required to sign a formal agreement to outline the
terms and conditions of the consultancy.

Confidentiality:




All materials, data and information provided by Seh Theh Foundation for the purpose of this
training are considered confidential and should not be shared with any third parties without
prior written consent.

Reporting

The consultant will report to the Director of STF, and work closely with:
-STF MEAL Team, IEC-DoE Data Management Officer

Terms of Payment

30% will be paid upon contract signing, and the remaining 70% upon submission of the final
report and deliverables. Payment will be made in Thai Baht.

Required Qualifications:

- Minimum 3-5 years of experience facilitating technical training or educational workshops
- Proven expertise in education reporting, M&E, or school leadership support

- Strong facilitation and participatory workshop design skills

- Experience in data management and tools (e.g., Excel, Power BI, KoBo Toolbox)

- Excellent English writing and communication skills (Myanmar language skills are an asset)

- Knowledge of Myanmar and ethnic education contexts is an advantage

Application

Interested consultants should submit:
-CV

-Passport-sized photo

-Relevant supporting documents

Proposal Submission:

Interested trainer or consultant is requested to submit a detailed proposal, including the
following:
e An overview of their expertise and experience in delivering school reporting forms
and formats development workshop
e A proposed school reporting forms and formats development workshop training
outline with session descriptions and learning objectives.
e Proposed training methodologies and instructional techniques to be used.
e Proposed training schedule and timeline, including any pre-training assignments or
assessments.
¢ Financial proposal.

If interested, please submit the proposal to hr@sehthehfoundation.org. Only shortlisted

candidates will be contacted!
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