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Request for Proposals for analysis of programmatic components of “Know 
your rights/laws” campaigns in the context of HIV 

 
 
      
Dear Sir/Madam, 
 
1. You are invited to submit a proposal for analysis of programmatic components of 
“know your rights/laws” campaigns in the context of HIV. Your proposal could form the basis 
for a contract between your firm/organisation and the Joint United Nations Programme on 
HIV/AIDS (UNAIDS). 
 
2. To enable you to submit a proposal, please find enclosed: 
 

a) Annex I: Terms of Reference (TOR), containing a description of UNAIDS 
requirements for the services to be sought 

 
b) Annex II: Proposal Submission Form, to be completed and returned with your 

proposal 
 

c) Annex III: Background to the Terms of Reference for the services sought. 
 

d) Annex IV: Draft Methodology for Joint UNAIDS-IDLO analysis of the programmatic 
components of HIV-related legal services 

 
This letter is not to be construed in any way as an offer to contract with your 
firm/organisation. 
 

Manner of Submission 
 
3. Please prepare your proposal in the English language. 
 
4. Your proposal shall comprise the following documents.  
 
 (a) Proposal Submission Form; 
 
 (b) Technical Component; and 
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 (c) Price Component. 
 
5. Your proposal shall be prepared in duplicate with one marked “Original” and the other 
marked “Copy”. In the event of any discrepancy between them, the original shall govern. 
 
The proposal shall be sealed in one outer and two inner envelopes, as detailed below.  
 
The outer envelope shall be addressed as follows: 
  

ATTN: Director, Financial Management and Accountability 
REF: Know your rights campaigns 
UNAIDS 
20, Avenue Appia 
CH-1211 Geneva 27 
Switzerland 
 

Both inside envelopes shall indicate your organisation’s name and address. The first inner 
envelope shall be marked “Technical Proposal” and contain the Proposal Submission Form and 
Technical Component of your proposal. The second inner envelope shall be marked “Price 
Proposal” and include your financial cover letter (paragraph 15, below) and Price Component. 
 
If more convenient for your firm/organisation, the proposals may be forwarded to two secure 
email: "Technical Proposal" shall be forwarded to TechnicalBids@unaids.org and the “Price 
Proposal forwarded separately to FinancialBids@unaids.org. 
 
6. Proposals must be received by UNAIDS at the above address on or before 5 March 
2010. Any proposal received after this date may be rejected. UNAIDS may, at its discretion, 
extend the deadline for the submission of proposals. The extension of the deadline may 
accompany a modification of the solicitation documents prepared by UNAIDS at its own 
initiative or in response to a clarification requested by a prospective proposer. 
 
7. You are requested to hold your proposal valid for 90 days from the deadline for 
submission. UNAIDS will make its best effort to select a firm/organisation within this period. 
 
8. Assuming that a contract can be satisfactorily concluded by 6 April 2010, the 
assignment is expected to commence immediately. 
 
9. The proposer (applicant) may be a single organization, or two organizations 
submitting a joint application. In the case of a joint application, the proposal must be 
accompanied by copies of letters of intent from each participating organization signed by 
responsible officers of each organization, describing their respective roles and 
responsibilities in the performance of the work as per attached TOR. No applicant may 
participate in more than one consolidated proposal related to the same TOR.  
 
10. Please note that the cost of preparing a proposal and of negotiating a contract, 
including any related travel, is not reimbursable nor can it be included as a direct cost of the 
assignment. 
 
11. Any requests for clarification should be referred to Lina Nykänen at the Human 
Rights and Law unit, at the following telephone: +41227911354 or e-mail: 
nykanenl@unaids.org.  Any written reply to a particular question may be copied to all other 
firms/organisations that have expressed interest in bidding, at the discretion of UNAIDS. 
 
12. We would appreciate you informing us by 19 February 2010 by e-mail to Lina 
Nykänen (nykanenl@unaids.org) of your interest in submitting a proposal. 
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Content of Proposal 
 
Technical Component 
 
13. The technical component of your proposal should be concisely presented and 
structured in the following order to include, but not necessarily be limited to, the following 
information. 
 

a) Description of the organisation and the organisation’s expertise. A brief 
description of your firm/organisation and an outline of recent experience that 
highlights your previous and ongoing experience in participatory research and other 
activities on HIV-related human rights. You should also provide information that will 
facilitate our evaluation of your firm/organisation's substantive reliability and financial 
and managerial capacity to provide the services. 

b) Understanding of the Requirements for Services, including Assumptions. 
Include any assumptions as well as comments on the services as indicated in the 
TOR, or as you may otherwise believe to be necessary. 

c) Proposed Approach, Methodology, Timing and Outputs. Any comments or 
suggestions on the TOR, as well as your detailed description of the manner in which 
your firm/organisation would respond to the TOR. You should include the number of 
person-days in each specialization that you consider necessary to carry out all work 
required.   

d) Proposed Team members and Structure. The composition of the team which you 
would propose to provide for the work and the tasks (including supervisory) which 
would be assigned to each. The curriculum vitae of the senior professional members 
of the team including their specific responsibilities on this project, relevant experience 
and qualifications and their working language(s) should be annexed. 

e) Commitment to the Greater Involvement of People Living with AIDS (GIPA) and 
gender parity/competence: Please refer to any policies and mechanisms to support 
GIPA and gender parity/competence, such as those regarding the hiring, inclusion or 
partnership with people living with HIV and women in the work of the organization 
and/or work on gender equality and GIPA-related matters.  

f) Capacity-building potential: Please describe or propose any ideas regarding how 
the performance of the work might build capacity either in your own organization (e.g. 
compliment existing activities and enhance organisational capacity), and/or in other 
partners involved (e.g. organisations implementing the programmes to be studied).   

 
    Price Component 
 
14. Your separate price component must contain an overall quotation in a single 
currency, either in US Dollars or in the currency of your home country. If you opt for the 
latter, and for evaluation purposes only, your proposal will be converted into US dollars using 
the United Nations rate of exchange in effect on the date submissions are due.  
 
15. The price component shall have a cover letter wherein your firm/organisation's 
authorized representative affirms the following: 
 
 (a) a summary of the price; and 
 
 (b) the period of its validity. 
  
16. In addition, the price component must cover all the services to be provided and must 
itemize the following: 
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 a) An all-inclusive rate per person-day for each team member to be assigned to 

the work. 
 b) An estimated amount for international travel and related expenses (indicating 

number of round trips per team member). 
c) An estimated amount for local travel. 
d) Compensation to the programmes to be analysed as an incentive to take part 

in the study (e.g. compensation for the time to fill in questionnaire, participate 
in interviews, any logistical support provided to consultants, etc.). 

e) Other costs, if any (indicating nature and breakdown). 
f) Summary of total cost for the services proposed. 

 
17. In the case of joint tenders by two organizations, the narrative should identify which 
organization will receive funds for what components of work. 
 
Any additional sources of funding for work that could be considered to overlap with work that 
would be undertaken for UNAIDS should be clearly described and justified in the application. 
 
    Payment Provisions 
 
18. UNAIDS' general policy is to pay for the performance of contractual services 
rendered or to effect payment upon the achievement of specific milestones described in the 
contract.   
 
19.   Please note that UNAIDS’ policy is not to grant advance payments except in unusual 
situations where the potential contractor/tenderer, whether a private firm, NGO or a 
government or other entity, specifies in the proposal that there are special circumstances 
warranting an advance payment. UNAIDS, at its discretion, may however determine that 
such payment is not warranted or determine the conditions under which such payment would 
be made. In any case where an advance payment for $50,000 or more is requested and 
subsequently approved, UNAIDS will normally require a bank guarantee or other suitable 
security arrangement.   
 
20. Any request for an advance payment is to be justified and documented and must be 
submitted with the financial proposal. This justification shall explain the need for the advance 
payment, itemize the amount requested and provide a time-schedule for utilization of said 
amount. In addition, you must submit documentation regarding your financial status - e.g. 
audited financial statements at 31 December of the previous year and include this 
documentation with your financial proposal. Further information may be requested by 
UNAIDS at the time of finalizing contract negotiations with the selected proposer. 
 

Evaluation of Proposals 
 
21. A two-stage procedure will be utilized in evaluating the proposals, with evaluation of 
the technical component being completed prior to any price component being opened and 
compared. The Price Component will be opened only for those firms/organisations whose 
Technical Component meets the requirements for the assignment. The total number of 
points which a firm/institution may obtain for both components is 150. 
 
22. The technical component, which has a total possible value of 120 points, will be 
evaluated using the following criteria: 
 

a) the firm/organisation's general reliability as well as experience, expertise and 
capacity in the specific field of the assignment (10 points); 

b) the approach in responding to the TOR and the detailed workplan (50 points); and 
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c) the qualifications and competence of the personnel proposed for the assignment for 
a total of (40 points). The personnel will be rated in accordance with: 

 their general qualifications (12 points); 
 suitability for the assignment (20 points); and 
 their language qualifications (8 points).   

d) Organizational policies and mechanisms to support gender parity/competence and 
the Greater Involvement of People Living with AIDS (10 points) 

e) Description of how performance of the work will compliment existing activities and 
enhance capacity of those involved in the work (10 points). 

 
23.   a)  The Price Component of any proposal will only be evaluated if the Technical 
Component of that proposal achieves a minimum of 70 points.  Proposals failing to obtain 
this minimum threshold will not be eligible for further consideration. 
 

b)   The maximum number of points for the Price Component is 30. This 
maximum number of points will be allocated to the lowest price proposal. All other price 
proposals will receive points in inverse proportion according to the following formula:    
 

Points for the Price Component of a proposal being evaluated = 
 

[Maximum number of points for the Price Component] x [Lowest price] 
[Price of proposal being evaluated] 

 
24. Please note that UNAIDS is not bound to select any of the firms/organisations 
submitting proposals. Furthermore, since a contract will be awarded in respect of the 
proposal which is considered most responsive to the needs of the project concerned, due 
consideration being given to UN general principles, including economy and efficiency, 
UNAIDS does not bind itself in any way to select the firm/organisation offering the lowest 
price. 
 
25. This invitation to submit proposals has been posted on UNAIDS website and has 
been sent to several other organizations: 
 
       Yours sincerely, 
 
 
 
 

Barbara de Zalduondo 
Chief, Programmatic Priorities and 
Support 
Evidence, Monitoring and Policy 
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Annex I 
 

Terms of Reference for Agreement for Performance of Work 
 
Analysis of the programmatic components of “know your rights/laws” campaigns in 

the context of HIV 
 
 
1. Objectives 

• To analyse and describe the programmatic components of “know your rights/laws” 
campaigns1 in the context of HIV; and 

• To identify strategies for 
o improving the quality and monitoring and evaluation of these programmes; 

and 
o scaling them up within national AIDS responses. 

 
2. Working methods under these Terms of Reference 

 Active collaboration by all parties engaged in the work. 
 Building on related work already done by the contractual partner, and relevant 

aspects from any Modes of Transmission studies carried out in the country of the 
programmes selected. 

 Clearance in advance by UNAIDS Secretariat of any possible sub-contracting and all 
documents/instructions developed for and used in the work. 

 
3. Activities under these Terms of Reference 
Activities include, but are not necessarily limited to the following tasks: 
 
3.1. To identify suitable programmes for the analysis 
 
Description: The Consultant, (together with UNAIDS and UNDP and with advice from the 
Programming Sub-Committee of the UNAIDS Reference Group on HIV and Human Rights), 
will identify 3-4 suitable programmes for the analysis. 
 
The programmes should be selected so that they represent a mix of the following: 

• Different settings in which the programme is delivered. 
• Different target audiences including people living with HIV, women, young people, 

general population, sex workers, people who use drugs, migrants, prisoners, men 
who have sex with men. 

• Different approaches, such as information provision, support groups, human 
rights/legal training, social mobilisation, art (e.g. street theatre). 

• Different epidemic scenarios (concentrated, low level, hyper). 
 
The following points should also be considered in the selection of programmes for the 
analysis: 

 The state of implementation: the programme must be well established and, if 
possible, evaluated, or in the midst of being evaluated. 

 Repeatability: the programmes must provide examples of best practices that can be 
used successfully in similar settings. 

                                                 
1 Some programmes focus on human rights literacy, others on knowing the relevant national laws, others on 
both.  All of these are acceptable. 
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 Engagement and enthusiasm to be involved in the analysis of the organizations 
implementing the programme. 

 
3.2. To adjust an existing methodology for the analysis  
 
Description: In consultation with UNAIDS, the Consultant will modify and revise a 
methodology that is currently being used in the similar analysis of the programmatic 
components of HIV-related legal services programmes (attached below in Annex IV) to suit 
the analysis of the programmatic components of “know your rights/laws” campaigns. 
 
3.3. To carry out the analysis 
 
Description: The Consultant will engage those involved in the selected programmes to 
describe the programmes in terms of their objectives, activities, current and desired scale 
and coverage, current and required staff capacity in terms of number and expertise required, 
modality and facility of service delivery, current and desired monitoring and evaluating 
procedures, issues related to quality of services provided, current short term and long-term 
capacity development and technical assistance needs, strategies used to expand the 
services, and strategies to secure funding. 
 
The analysis of objectives, scale, coverage and capacity should include reference to the type 
of epidemic and the challenges it poses. Where a Modes of Transmission study has been 
conducted, the analysis should assess whether the programme addresses the issues raised 
by the study. 
 
The research will involve desk-based review of programme strategies, plans, annual reports, 
budgets, spending, monitoring and evaluation data, as well as information gleaned through 
interviews and/or focus group discussions of staff at management, operational and 
administrative levels, including with volunteers, donors and service users/target audiences, 
where possible. 
 
3.4. To produce a detailed description of the programmes 
 
Description: The Consultant will produce a detailed description of the programmes, 
covering the following: 

 A glossary of terms used. 
 Description of the approaches used to educate people on their rights and laws in the 

context of HIV. 
 Programmatic components, e.g. number and expertise of staff required, exact 

activities involved, modality and facility of service delivery, and other units for costing. 
 Scale and coverage at which the programme is being implemented and the scale and 

coverage the programmes can/should be implemented in different epidemic settings. 
 Issues relating to the quality of the programme, including issues relating to matching 

of the programme to the epidemic and response. 
 Issues relating to monitoring and evaluation of the programme. 
 Issues related to the capacity development needs of the programme implementers. 
 Strategies that are being used or could be used to expand the programme. 
 Strategies that are being used or could be used to secure political, financial and 

technical support. 
 
3.5. To produce a report 
 
Description: The Consultant will produce a report (total with annexes approx. 40-60 pages), 
including subsections on each programme sub-type or approach. The report will also include 
an executive summary, detailed description of the programmes (as detailed in point 4.4 
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above), and an analysis of issues related to costing and budgeting, M&E, resource 
mobilisation, capacity and quality improvement of such programmes.  
 
3.6. To produce recommendation to the programmes studied 
 
Description: The Consultant will produce recommendations (1-3 pages for each 
programme) to the organisations implementing the programmes analysed. The 
recommendations will include ideas on improving the quality of the programme 
implementation, strategies for expanding the programme and to secure funding and 
technical support. 
 
4. Deliverables 

1. Participatory research methodology as described above in 3.2. 
2. Draft report (approx. 40-60 pages), including 

o a detailed description of the programmes (as described above in 3.4) 
o a methodological note on costing and budgeting 
o suggested strategies for quality improvement, resource mobilisation and 

scaling up of “know your rights” campaigns in the context of HIV. 
3. Final report (approx. 40-60 pages) incorporating comments from UNAIDS, UNDP 

and other partners. 
4. Data set from interviews, consultations and questionnaires. 

 
5. (Tentative) timeline  
The work will begin 6 April 2010 and be completed by 22 July 2010. 
 
ACTIVITY / MILESTONE Date due 
Selection of programmes to reduce HIV-related stigma and 
discrimination for the analysis 

16 April 2010 

Cooperation established with those involved in selected 
programmes 

23 April 2010 

Participatory research methodology developed 23 April 2010 
Desk review, questionnaires, interviews May-June 2010 
Interim activity and financial report submitted to UNAIDS  22 June 2010 
Draft report submitted to UNAIDS 22 June 2010 
Comments provided by UNAIDS on the draft report 30 June 2010 
Final report submitted to UNAIDS 22 July 2010 
Final activity and financial report submitted to UNAIDS 20 October 2010 
 
6. Reporting 
The Consultant will report to UNAIDS (and to the Programming Sub-Committee of the 
UNAIDS Reference Group on HIV and Human Rights as necessary) through twice-monthly 
telephone calls to discuss progress of the research process and resolve any outstanding 
issues. 
 
The Consultant will submit to UNAIDS the following reports on the performance of work: 

 An interim activity and financial report setting out the tasks performed and the 
equivalent staff time by 22 June, covering up to 4 June 2010. 

 A final activity and financial report, covering the entire period of the contract by 20 
October 2010. 

 
The interim and final financial reports may be subject to audit, including examination of 
supporting documentation and relevant account entries of books maintained by the 
contracting party or its representatives.   
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Any balance remaining uncommitted upon termination of any Contract that is established will 
be returned to the UNAIDS Secretariat. 
 
7. Requirements 
The Consultant must demonstrate experience and expertise on HIV, human rights and law 
and have a proven track record on participatory research related to human rights and law in 
the context of HIV. The Consultant must also have HIV programming experience, preferably 
with an understanding of costing, budgeting, monitoring and evaluation and scale-up in the 
context of HIV programming. The Consultant must be able and willing to work as part of a 
team. 
 
8. Compensation 
The Consultancy will be paid at a daily rate commensurate with the experience and 
expertise of those engaged in the work.  
 
Organisations being analysed will be compensated for the staff time spent in this exercise 
(including time dedicated to the development of methodology, filling in questionnaires, taking 
part in interviews, etc.) as an incentive to fully participate in the analysis. 
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Annex II 
 
 

 

PROPOSAL SUBMISSION FORM 
Project No.           

 
TO:  UNAIDS 
   20 Avenue Appia, 1211 Geneva 27 
  Switzerland 
 
 
 
Dear Sir/Madam: 
 
Having examined the Solicitation Documents, the receipt of which is hereby duly acknowledged, we 
the undersigned, offer to supply the required services for the sum as may be ascertained in 
accordance with the Price Component attached herewith and made part of this proposal. 
 
We undertake, if our proposal is accepted, to commence and complete delivery of all items in the 
contract within the time frame stipulated. 
 
We understand that you are not bound to accept any proposal you may receive and that a binding 
contract would result only after final negotiations are concluded on the basis of the Technical and 
Price Components proposed. 
 
 
 Dated this             day of                    2009     . 
 
 
 
                                  
       Signature 
 
                                  
       (in the Capacity of) 
 
 
Duly authorized to sign proposal for and on behalf of: 
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Annex III: 
 
Background 
The work subject to the Terms of Reference above in Annex I is part of a broader process 
led by UNAIDS Secretariat, in partnership with UNDP, to gain recognition of, funding support 
for, implementation and expansion of a set of programmes that should be integral to all 
national AIDS responses.  These comprise programmes to reduce stigma and discrimination 
and programmes to increase access to justice for those vulnerable to or living with HIV, as 
described below. This broader process involves: 

 identifying and reviewing specific programmes to increase access to justice and 
reduce stigma and discrimination in the context of national responses to HIV in terms 
of the different forms they take and their programmatic elements and content; 

 developing and rolling out guidance and practical tools for national AIDS authorities, 
donors, civil society, technical support providers and Country Coordinating 
Mechanisms (CCMs) for planning, costing, monitoring, evaluating and expanding a 
package of programmes to reduce stigma and discrimination and increase access to 
justice;  and 

 developing and rolling out measures and indicators for these programmes. 
 
The programmes addressed by this broader process include the following. They are set out 
in detail so that those working under these TOR understand the full context: 
 

1. Stigma and discrimination reduction programmes. This programme type includes 
programmes that seek to reduce HIV-related stigma and discrimination by 
addressing their possible bases, e.g. ignorance, fear, myths,  social judgement and 
lack of interaction with people living with HIV, through a variety of approaches (e.g. 
media, social change communication, empowerment of people living with HIV, focus 
groups, social dialogue, engagement of opinion-makers, edutainment, peer support 
groups, etc.). 

2. Legal services for people living with HIV and members of affected and/or 
marginalised groups (women, young people, care-givers, survivors of sexual 
violence, orphans and vulnerable children, injecting drug users, sex workers, men 
who have sex with men, migrants, refugees). These services may include legal 
advice and representation; litigation including strategic litigation; legal information 
and referral; telephone information and advice; alternative forms of dispute 
resolution; assistance with informal or traditional legal systems (e.g. village courts). 
Legal services programmes may also include, or be linked to, community legal 
education; education of lawyers, judiciary and police; use of paralegals, volunteers, 
students and peer educators; outreach to prisons and in community settings; 
monitoring, documentation of and advocacy for law reform. 

3. Programmes to reform and monitor laws relating to HIV. These programmes may 
include advocacy for legal reform; HIV-related legal audits that may examine one or 
more of the three components of the legal environment (laws, law enforcement and 
access to justice) in order to assess the impact the legal environment on the HIV 
response; law reform and/or improvement of law enforcement and access to justice.  

4. “Know your rights and laws” campaigns that empower those affected by HIV to know 
their rights in the context of the epidemic and draw them down into concrete 
demands in terms of access to services, non-discrimination on the basis of HIV and 
other social status, etc. This programme type may also include programmes on legal 
literacy and empowerment related to basic rights of citizenship and demystifying the 
legal system and government mechanisms so that people can access and use these 
structures. 
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5. Human rights training for health care workers that focuses on informed consent, 
confidentiality, non-discrimination and duty to treat. 

6. Training and sensitization of law enforcement agents, judges and lawyers on HIV and 
the human rights of women, children, men who have sex with men, people who use 
drugs, sex workers, prisoners and migrants, particularly in terms of supporting 
access to services, non-discrimination, non-violence, and freedom from harassment 
and arbitrary arrest and detention. 

7. Programmes to promote the rights of women in the context of HIV. These include 
programmes that address the intersection between violence against women/girls and 
HIV; programmes to transform harmful and inequitable gender norms that increase 
vulnerability to infection and impact for men, women and young people; and 
programmes to ensure the equal rights of women and girls in the context of marriage 
and family law and access to economic and employment opportunities. 

 
The overall objectives of the broader work include the following: 

 To describe the essential programmatic components and activities involved in these 
programmes  

 To develop a costing framework for the different programmatic elements and 
activities. 

 To identify and describe strategies for scaling up these programmes in national 
responses to HIV. 

 To produce guidelines and tools for these programmes, addressing planning, costing, 
budgeting, implementing, monitoring, evaluating and expanding. 

 To develop indicators for monitoring and evaluation of these programmes. 
 To mobilise political, financial and technical assistance for their implementation and 

expansion, as necessary, at country level, including core funding and support to 
institutional development of civil society organisations implementing these 
programmes. 

 
The ultimate goal is to ensure that these programmes form an integral part of all national HIV 
responses, and are funded and implemented at the scale necessary to achieve their 
objectives. 
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Annex IV: 
 

Joint UNAIDS-IDLO analysis of the programmatic components  
of HIV-related legal services 

 
 DRAFT METHODOLOGY  

23 January 2010 
 
Contents 
 
1. Objectives and service selection 
2. Data collection 
3.   Capacity development approach 
4.   Site visits 
5.   Analysis and reporting 
6.   Initial survey  
7.   On-site survey 
8.  Focus group discussions 
9.  Outline of report 
10.  Study team  
 
1. Objectives and Service selection 
 
The objective of this study is to analyse and describe selected HIV-related legal services in 
terms of their programmatic components and elements related to quality, monitoring, 
evaluation, capacity development and expansion of these programmes. The study will include 
costing of the components of legal services. 
 
Four services will be selected in Asia, Eastern Europe, Africa and Latin America.  
 
Kenya Ethics and Legal Network on HIV/AIDS (KELIN), which includes a project engaging 
with traditional leaders on women and inheritance) and Time for Life Ukraine (which 
includes a focus on people who use drugs) have agreed to participate.  
 
IDLO will formalise arrangements for payment of a $1,000 honorarium to participating 
services and will explain the method, purpose and scope of the study including the 
anticipated capacity development benefits to the legal service. At this stage, IDLO will 
seek the legal service’s agreement for IDLO to contact funders and other stakeholders. 
 
2. Data collection 
Data will be collected by: 

i. An Initial Survey in advance of the site visit, to elicit basic information and copies 
of recent annual reports, M&E reports, workplans, budget information and other 
relevant documents;  

ii. Key informant interviews using a more detailed On-site Survey (see below). 
Response to different parts of the survey will be sought from different informants 
depending on their area of expertise. Interviews will be of up to five key staff of 
the service (e.g. Director, legal officer, finance officer). Where possible, funders 
of the service and additional persons recommended by the service will also be 
interviewed; 

iii. Focus group discussions of between 5 and 10 people; and  
iv. Direct observations of the operation of the services. 

  
3. Capacity development approach  
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After the services are selected, discussions will occur with each service regarding how 
the visits and analysis can be conducted in such a way as to build the capacities of the 
legal services. The aim will be to provide opportunities to staff of the services to learn 
from the process, so as to inform improvements to the quality of service delivery and 
approaches to planning for scale-up, monitoring and evaluation (M&E) and resource 
mobilisation. This will involve participation of service staff in agreeing the specific 
approach to data collection, and participation of with key staff and other stakeholders to 
discuss implications of the analysis for future planning and implementation.  
 
4. Site visits 
A workplan for the site visits will be developed in collaboration with the participating 
services. Site visits will be of between three and five days in duration depending on size 
of the service, availability of key staff and other stakeholders, and information needs. 
The study team representatives plan to schedule site visits of services in March 2010.  
 
5. Analysis and reporting  
After data has been collected, a draft analysis of the service will be prepared. The 
reports will be drafted in April 2010. The draft analysis will be provided to the in-country 
partner for comment prior to finalisation. The legal service will be provided with a 
confidential report with recommendations on issues specific to the service such as 
resource mobilization, monitoring and evaluation, sources of technical assistance and 
capacity building. 
 
A project report will also be prepared for global distribution relating to the four services 
analysed. The legal service will have an opportunity to review the draft public report 
prior to finalization.  
 
Analysis will include desk-based review of the service’s strategies, plans, budgets, 
annual reports, spending, monitoring and evaluation data and other relevant 
documentation. An outline of the report structure is provided below (see outline of report 
at 9. below) 

 
6. Initial Survey 
This survey is to be completed by the Director of the legal service or another person 
responsible for the management of the service.  The survey will be introduced through a 
covering letter from the IDLO representative who will be conducting the site visit. The 
method, purpose and scope of the study will have already been explained to the legal 
service through correspondence with IDLO. 
  
i. Name / address of legal service office/s: 
ii. Aims and objectives of the legal service: 
iii. Staffing structure  
Please provide a list of all staff and volunteer positions, including vacant positions. 
Please provide duty statements/job description for each staff member, or a brief 
description of their role, and a rough estimate of the percentage of time devoted to each 
activity. 
Name and position of staff member: 
Activity Percent of working time  
Your main activity (please, specify): e.g., 50% 
Outreach work e.g., 10% 
Organization of workshops, conferences e.g., 5% 
Administration  
Self training  
Monitoring and evaluation  
Etc. (please specify)  
(please specify)  
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(please specify)  
Total 100% 
 
 
iv.  Activities 
Does your organization provide any of the following services?  
If so, provide a brief description of the nature of the activities involved in the services 
(e.g. phone advice, attendance at police station, outreach to prison): 
Component Description 
Legal information  
 

 

Legal advice  
 

 

Legal representation in cases that do not 
involve court attendances  
 

 

Legal representation in cases that involve 
court attendances 
 

 

Strategic litigation (test cases) 
 

 

 
Outreach (to where/who, what kind) 
 

 

Alternative dispute resolution 
 

 

Engagement with traditional systems 
 

 

Community education (organization of 
workshops, conferences, events) 

 

Counselling and referral  
Other:  
 
v.  Workplans 
 Please provide a copy of any workplans for 2009 and 2010. 
vi.  Monitoring, evaluation and reporting 
Do you have a monitoring and evaluation system in place? If so, please describe the key 
features of the system including who conducts monitoring and evaluation and when it 
occurs: 
Please provide a copy of any monitoring reports, evaluation reports, or annual reports, 
from the past three years. 
vii.  Funding 
What is the total annual budget for the legal service? 
 
What are the sources of funds for the legal service? 
 
viii.  Other information 
 
Please feel free to submit any additional reports or other information that you feel may 
be helpful to us. 
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7. On-site Survey 

 
(To be completed by the IDLO representative during the site visit)  
i. Name / address of legal service: 
 
 
ii. History 
When and why was the service established? How and why were activities chosen (e.g. if 
advocacy and research are seen as important components of the service, why is that?) 
Who are the key partners and stakeholders of the legal service?  
iii. Organisational structure  
Describe the service’s management and governance structure including any hosting or 
partnership arrangements. 
iv.  Monitoring and evaluation (M&E) arrangements 
Evaluation history: 
 
Describe the M&E arrangements in detail, including: 

a. Does the legal service have an M&E system or framework? 
b. For what purposes are M&E data used? What measures are taken to 

ensure that M&E data inform improvements to the service? 
c. What quantitative and qualitative indicators and/or targets are used? 

 
What approach does the service take to assessing and improving the quality of services 
provided? 
 
How do you ensure that legal services are responsive to the local epidemic? 
 
 
v. Service Coverage 
 
What is the coverage of the service? Which populations and how many? What is the size 
of the catchment area of the service and the population in need of the service within the 
catchment are? 
How is coverage established, expanded, reduced, controlled? 
 
vi.  Capacity development  
 
Describe the capacity development needs of the staff and volunteers implementing the 
programme. 
 
How does the legal service ensure that staff and volunteer capacities are developed? 
 
Are there capacity development needs of staff and volunteers that are not being met? 
 
vii.  Resource mobilisation 
What is the total annual legal service budget? 
 
How is it funded? List current and past funders (last 3 years), including 
amounts granted, duration and purpose of grants: 
For what period is the funding secured?  
 
What strategies are being used to raise funds to sustain and expand the legal service? 
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What strategies are being used to mobilise human and technical resources to sustain and 
expand the legal service?  (eg. pro bono lawyers, volunteers, accessing technical support 
services of UN agencies or INGOs) 
 
What strategies are being used to secure political support to the program?  
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viii. Service components: 

Components 
 
What are the 
primary service 
components? What 
activities are 
involved? 

Nature of 
services 
including sub-
activities, how, 
where and how 
often services 
are delivered 

Profile  of clients 
reached 
including 
geographic 
localities, social 
indicators (e.g. 
low income) 

Number of 
client 
contacts 
last 3 
years  

Annual budget 
allocated to 
component 
(local currency)  
If your budget 
structure does not 
correspond to these 
activities, provide a 
rough estimate of 
your allocation of 
resources to each 

Staff (number 
and required 
qualifications) 
allocated to 
component 

Physical 
infrastructure 
required  
(rooms, 
furniture, 
equipment) 

8.1 Legal information 
including in person, 
by telephone and e-
mail 
 

 
 
 
 
 

     

8.2  Legal advice and 
referral 
including outreach 

      

8.3  Legal 
representation 
(i) litigation (courts 
and tribunals) 
(ii) alternative 
dispute resolution 
(mediation, 
conciliation, 
arbitration) 
(iii) traditional legal 
systems 
(iv) non-litigious 
matters (e.g. 
assistance in 
accessing welfare, 
claiming 
entitlements, wills) 
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(v) use of pro bono 
services 
(vi) other client 
services 
 
8.4  Legal education 
(i) for PLHIV and 
most at risk pops 
(ii) for legal 
profession / 
paralegals 
(iii) for other sectors 
 

      

8.5  Advocacy on 
policy and law 
reform or other 
issues 

      

8.6  Other services  
(e.g. research) 
 

      

8.7  Service 
management 
including 
administrative 
support, 
coordination, M&E 
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ix. Unit costing of information, advice, representation and outreach 
services 

 
The UNAIDS Costing Consultant recommends that the study team collect cost 
information on the entire organization and that the team allocates costs to the 
above activities. 
The study team will also have to consider efficiency issues (e.g., does the service 
work at full capacity or could they attend many more cases?). 
 8. Focus Group Discussions 
A focus group discussion will be held during each site visit. The focus group 
discussions will relate to: 

i. Issues relating to the quality of the service; 
ii. Challenges and barriers to establishing, sustaining and scaling-up the 

different components of the service; 
iii. Suggestions for additional strategies relating to monitoring and evaluation, 

capacity development, resource mobilisation, and securing political 
support. 

 
Focus group discussions will be used to explore how services might be expanded 
and improved.  
 

Cost 
Components 
(management and 
M&E costs to be 
apportioned) 

Local currency USD Percent of total 

(i) Legal information,  
advice and 
representation (8.1, 
8.2, 8.3) 

- Staff salaries 
- Staff training 
- Outreach 

(transport) 
- % programme 

management 
- % M&E 

 
 
 
 
 

  

Unit cost (divide by 
target clients to be 
reached p.a) 

   

(ii) Community legal 
education  (8.4) 

- Staff salaries 
- Staff 

development 
- Events and 

publications 
- % programme 

management 
- % M&E 

   

Unit cost (divide by 
target persons to be 
reached p.a) 

   

(iii) Other services 
(advocacy etc) 

   

Total   100% 
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In-country partners will help to set the agenda and will recommend the 
participants for the focus group discussions. Participants may include people 
living with HIV, staff, volunteers, clients, funders and other partners of the 
services.  
 
Issues for focus groups  
 
(This list is for guidance only and should be adjusted in consultation with in-
country partners. Language used in posing the questions should be match the 
level of knowledge and understanding of the audiences) 
 
Service Challenges 
What operational constraints does the service face? 
What are the strengths of the service as a model? 
What have been the service’s greatest successes / achievements? 
What are the weaknesses of the service as a model? 
What additional service components would you recommend that an applicant for 
funding include in their proposal that are not part of your legal service?  
 
Quality of services  
How does the service ensure that the services match local needs, given the 
nature of the local epidemic and the response? 
What are the main quality issues for services? 
What approaches work for monitoring and improving quality? 
How can monitoring be improved? 
How can evaluation be improved, including recommendations for indicators that 
better measure quality and outcomes? 
 
Capacity building  
We are interested in looking at reasonable capacity-building as a necessary 
costed, funded component of the service. What are the service’s most significant 
capacity development and technical assistance needs?  Describe the costs, 
purposes, outcome, and evaluation of capacity building? 
What new / additional strategies could be used to build capacities of staff and 
volunteers? 
 
Scale-up 
What challenges and barriers do you face in scaling-up the service?  
What strategies could be used to raise funds to sustain and expand the service? 
What strategies could be used to mobilise human and technical resources to 
sustain and expand the service? 
What strategies could be used to secure political support to the service?  
What other strategies could be used to scale-up the service? 
 
Reflections on this study 
What aspects of this study have been helpful / unhelpful? 
What would you advise IDLO and UNAIDS to do differently next time? 
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9.  Outline of Study Report 
 

Report on programmatic components of HIV-related legal services 
 

Outline of Contents  
 

 Pages 
Executive summary 1 page 
Background and purpose of resource 1 page 
Brief description of methodology 1 page 
 
Programme 1 
 

 

Context and Programme objectives:  Overview of the local epidemic and HIV 
response, history of the programme, funding sources; epidemiological, cultural, 
economic, political challenges; rationale for why the service is the way it is  
 

1 page 

 
Programme components including current scale and coverage of services, 
staffing numbers and expertise for each component, how services are 
delivered, infrastructure requirements 
 
Components  may include : Information services – in person, telephone; advice 
– in person, telephone; representation including ADR, litigation, traditional 
systems; outreach; legal education; research, policy and advocacy. 
 
Costing of programme components that relate to individual client services 
including explanation of input costing method applied 
(Information; advice; representation including ADR, litigation, traditional 
systems; outreach) (assumption is that research, policy and advocacy are not 
to be unit costed)  
 

5 pages 

M&E  and quality improvement procedures, including how programme matches 
the local epidemic and aligns/coordinates with the broader response 

1 page 

 
Brief overview of scale-up challenges for this model in the subject country, 
including capacity development and TA needs. 
 

 
0.5 page 

 
Key lessons from Programme 1 relevant to applicants for funds for programmes 
in other country contexts. Explanation of any limitations of the programme 
components described, including any features that are context-specific and not 
desirable to replicate. Factors to be taken into account in adjusting the model 
to local circumstances, importance of local needs analyses and participatory 
approaches to programme design; explanation of replicating cost analysis in 
other contexts including local cost variations. 
This section of key lessons could appear at the end of the report summarising 
lessons from all programmes or at the end of the chapter specific to each 
programme. 
 

 
1 page 

Program 2 8.5 
Program 3 8.5 
Program 4 8.5 
Conclusion 1 
TOTAL PAGES 40 
 
 
 
10. Study Team 
 
David Patterson (Project Director, Manager IDLO Health and HIV Program) 



 

     
23 

John Godwin (Lead Consultant) 
Asela Kalugampitiya (IDLO Monitoring, Information and Reporting Officer) 
Milton Castelan  
Leah Utyasheva  
Tünde Szabó (Costing consultant) 
 
 
 
 
 
 


