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1. Introduction: 
ADRA started responding to the Rohingya refugee crisis in 2017 when the largest wave of 
refugees first fled Myanmar into Bangladesh, following revewed conflict in Myanmars 
Rakhine state. Many of the new arrivals stayed in spontaneous settlements or among local 
Bangladeshi host communities. Camps and sites remain congested seriously impacting 
physical and psychological well-being, especially of children, women, and persons with 
disabilities. At the time the ASISI project was designed, the Rohingya people had just fled their 
homes, in search for safey, and found themselves in camps and sites where the average space 
per person was just 42% of the space reommended by the Sphere Humanitarian 
standardsAccording to the 2019 Joint Response Plan for the Rohingya Crisis1 Shelter and NFI, 
Site Management and Site Development need analysis the over-congestion and lack of 
planning of the spontaneous camps presented serious protection risks. The heavy rainfall at the 
time had weakened the shelters, Bamboo bridges, temporary pathways and drains. Bamboo 
was also deteriorating due to beetle infestation, resulting in a situation in which bridges could 
easily break and housing with bamboo walls were easily broken into . Subsequnetly, accidents 
and thefts were being reported.  
 
ADRA Bangladesh, in partnership with local partner Nowzuwan, has completed site 
improvement works (drainage repairs, and pathways and bridge construction), worked with 
community members to construct new shelters for target households, and provided Covid-19 
messaging and hygiene items.  
 
 

2. Purpose: 
ADRA Bangladesh is seeking a media and communications specialist/firm to capture end of 
project media and communications. ADRA Bangladesh requires the successful applicant to 
travel to the project site to collect the required content. The successful applicant will be required 
to produce stories, photos, advocacy images, and video of success stories. These will be used 
to facilitate learning and sharing of the project success.  
 
The media and communications will be used both internally and externally to key stakeholders 
(such as donors) to highlight the work the project has achieved with the generous support of its 
donors. Some may also feature in future campaigns and/or materials to promote the work of 
ADRA more generally. 
 
Content should focus on the impact that the activities and outputs have made in the lives of the 
beneficiaries, paying particular attention to the impact on the most vulnerable and 
marginalized.  
  
The end of project media and communication gathering, and production needs to be conducted 
within two months of the project closure. As international travel is currently prohibiting donor 
monitoring, the media and communication materials will be used as a measure to verify the 
success of the project, and to communicate to the donor and key stakeholders the impact and 
success of the project. 
 
 

3. Scope and Evaluation Questions: 

                                                
1 
https://www.humanitarianresponse.info/sites/www.humanitarianresponse.info/files/documents/files/2019_jrp_
for_rohingya_humanitarian_crisis_compressed.pdf 
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(a) Project scope: 
ADRA has been working in Jamtoli Camp 15 since April 2018, with a focus on site 
improvement as one of its intervention. Whilst the infrastructure was already in need of repairs, 
Cyclone Fani and heavy rainfall in May 2019 further weakend the shelters and infrastructure, 
making them even more vulnerable. The ASIS project responded to the immediate need of 
constructing 80 new shelters, improving at risk infrastructure such as pathways, bamboo 
bridges and drainage at block D & E, and conducted Covid-19 awareness messaging and 
hygiene promotion and provided hygiene supplies. 
 
(b) Locations to be covered:  
The End of project media and communication production will be conducted in Camp 21 of 
Rohingya camp in Teknaf Upazila and host community in Cox's Bazar District. Gathering of 
media and communication will preferably cover a justifiable number of Blocks in camp 21, 
and from direct beneficiaries in the host community and other stakeholders of the project. Story 
and media collection will be gathered from focus group discussions (FGD) and individual 
human-interest stories from selected cases. The information will be collected, analysed and the 
report in English will be shared with ADRA Bangladesh for consultation before it is finalized 
and shared with ADRA New Zeeland.  
 
 
 
(c) Story gathering considerations: 

• Accuracy: Background on the area and community affected. Go beyond a general 
description and include context information such as: 

o Vulnerability profile and past/current disasters 
o Major livelihoods and way of life 
o Economic baground 
o Social mix of the community 
o Types of buildings and infrastructure (construction type and materials) 

• Dignity: the most important principle of collecting stories and media is to do no 
harm. Photos and stories must respect dignity and tell a story of hope. Ensure 
permission is given (permission slip needs to be signed/recorded) by the 
interviewee/subject prior to taping/filming/photographing/taking notes and 
providing those you are interviewing with the option of ending the interview early 
should they be feeling uncomfortable. 

• Innovation: Highlight project innovations and positive actions that can serve as 
good examples that can be replicated elsewhere. 

• Balance: Ensure the stories include different perspectives and engage differ types 
of people to bring out different insights. Voices of children (particularly girls), 
women, persons living with a disability (physical or mental), chronically ill 
people, and elderly should be considered. The main arquetypes that are typically 
of interest to the readers are:  
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(d) Required content: 
 Video (RAW footage) 

Video will be used for a wide variety of purposes so it is important to get a variety of 
shots. Video should include the following: 
• Interviews with beneficiaries: have the beneficiaries tell their stories, providing 

background as to why they are there, what life was like in the camp before the 
project, and what the project has meant to them (see Appendix A for a suggested 
story gathering template). 

• Transcripts of the video, with English translations (ensure video times are 
included so we know what is being said when). 

• Wide sweeping shots of the works completed; these types of shots will most likely 
be used with voice over to show the donor the works completed. 

• Permission to take videos and collect stories MUST be sought from the 
beneficiary prior to collecting their stories. This can be collected on an official 
permission form or even recorded.  

• Video needs to be recorded at a minimum of 24 frames per second 
Photos (both edited & RAW) 
• Beneficiary photos - portrait & landscape both close up as well as from a far to 

show the surrounds, these may be used to tell a impact story, for advocacy 
purposes, or for future marketing. 

• Completed infrastructure (paths and bridge) with people using them. 
• Photos need to be high res (minimum 300 dpi) 
• There needs to be a wide variety of photos, consider the basic composition rules: 

o Rule of thirds 
o Symmetry 
o Depth of field 
o Frame within a frame 
o Leading lines 
o Diagonals and triangles 
o Rule of odds 
o Fill the frame  
o Leave negative space (particularly good for when we use photos as 

banners) 
Impact stories 
• Responses to pre-determined question as to what life was like before the project 

and how the project has made a difference in the life of the interview (some 
interviewees may prefer not to be on video but may be happy to tell you their 
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story and have their photo taken instead). Responses will need to be translated to 
English. 

 
4. Methodology: 

ADRA Bangladesh will select a local communications and media consultant/institution to 
capture and produce end of project media and communications. The consultant is expected to 
come up with a detailed plan for collecting and producing the required content. Furthermore, 
the consultant will develop/propose appropriate collection methods and tools to ensure the 
content captured and produced is relevant and appropriate. The proposed tools will be 
discussed and approved by the ADRA Bangladesh senior management team, in consultation 
with ADRA New Zealand, prior to collecting any content.  
 

5. Work Plan and Timeframe: 
(a) Authority and Responsibility: 

Evaluation 
Phase Role Primary Task 

 
 
 
 
Planning 

ADRA BD Senior 
Management Team 

• Advertise for consultants to apply 
• Review and select successful applicant 
• Hold a project introduction meeting with   the 

consultant 
Consultant/ 
Organization 

• Develop End-line media & communications tools, 
including story boards 

• Submit communication tools for revision and input 
Project 
representative 

• Identify potential beneficiaries who would be willing 
to be interviewed/photographed/videoed 

ADRA BD Senior 
Management Team 

• Provide technical inputs to improve communication 
tools 

• Give the final approval to the consultant team to 
collect content from beneficiaries 

• Give introduction on ADRA BD policy and 
procedures to the external team 

Content 
Collection   
 

Consultant/ 
Organization 

• Lead the content collection 
• Responsible for content quality assurance 
• Present and validate content with the senior 

management team of ADRA BD 
Project 
representative 

• Organize the meetings with key beneficiaries for 
collecting content 

• Ensure staff known and trusted by beneficiaries are 
present during interviews  

• Assist consultant with asking questions and engaging 
beneficiaries as required 

Content 
creation 

Consultant/ 
Organization 

• Prepare transcripts and written interviews in English 
• Share content with ADRA BD senior management 

team and reflect the feedback in the final content 
• Submit final content (stories, videos, photos) 

ADRA BD Senior 
Management Team 

• Consult with ADRA NZ on the content provided 
• Sign off on the final content 
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(b) Timeframe and deliverables: 
ADRA Bangladesh proposes media and communications materials to be collected within 20 
calender days. 
 

Work Item Deliverables  Days 
• Announcement for applications for an 

external consultant 
Deliverable- 1:  
Consultancy advertised 

2 

• Conduct interviews with
 media and communication 
experts/organisations 

• Conduct final selection of available 
candidate 

• The contract agreement agreed upon 
and signed. 

Deliverable - 2:  
Contract/ agreement paper 
signed with selected consultant 

2 

• Initial business meeting with a selected 
team (expert and project 
representative) 

• Workshop for content planning 
• Finalize the communication plan 
• Prepare field schedule 

Deliverable - 3:  
Communication tools/ 
Questionnaires/story board 
 
Deliverable - 4:    
Operational plan and field 
content collection schedule 

2 

• Field content collection  by external 
media and communications team 

Deliverable - 5:RAW images and 
videos collected 

7 

• Revision and selection of photos and 
videos to be presented to ADRA BD 

• Content validation meeting with the 
project team  

• Images/Videos selected for editing  

Deliverable - 6: Present written 
impact stories along with RAW 
images and video footage to 
ADRA BD 

3 

• Final content package submitted to 
ADRA BD 

Deliverable - 7: Final content 
package of videos (incl. 
transcripts), photos and stories 
(in English) submitted to ADRA 
BD 

4 

 
 

6. Consultancy, Profile, Offer, and Evaluation Criteria: 
(a) Profile of Consultant(s): 

The consultant(s) should have the following competencies, experience, skills, and 
qualifications: 
• Proven publication record (attach a portfolio of the work the consultant/s have previously 

completed) 
• Experience capturing videos, photos and human interest stories, preferably in a 

humanitarian setting (Essential)  
• Experience and passion in working with refugees to capture their stories (preferred) in a 

manner that is sensitive to their lived experiences and culture 
• Knowledge of disaster context (Essential) 
• Experience of working with local communities and non-governmental organizations. 

(Essential) 
• Extensive photography & videography skills (Essential) 
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• Excellent writing, editing, attention to detail and organizational skills (Essential) 
• Fluency in English and ability to write clearly and concisely in English (Essential) 
• Working experience with ADRA may be an added value. 

 
(b) Evaluation process and criteria: 

In response to the invitation, the consultant/consulting firm will have to submit a technical 
proposal as per the ‘Terms of Reference’ and a financial proposal separately. The selection 
committee will evaluate both the technical and financial proposal of the consultants/firms based 
on set out evaluation criteria. The total scoring points for both the evaluations will be 100 while 
technical evaluation on 80 points and financial proposal on 20 points. A cumulative weighted-
scoring method will be applied to evaluate the firm. The award of the contract will be made to 
the consultant/consulting firm whose offer has been evaluated and determined as: 
Responsive/compliant/acceptable with reference to this ToR. 

Criteria Weight 
a) Technical 80 
b) Financial 20 

Total 100 
Technical:  
1. The expertise of the firm/organization/individuals  

Ø Understanding of the ToR 10 
Ø Detailed activities/work schedule/work plan (a Gantt chart) 10 
Ø Demonstrated previous experience and a portfolio of similar work 25 

2. Methodology  
Ø Appropriateness of methodology in for content collection 10 

3. Management structure and qualifications of key personnel  
Ø Team composition and Curriculum Vitae(s) 15 
Ø Profile and certificates of organizations/firms/individuals 10 

Financial:  
Ø Itemized consultancy fees/costs 05 
Ø Itemized field data collection expenses 05 
Ø Itemized administrative expenses 05 
Ø Itemized vat and tax calculation cost 05 

 
(c) Evaluation budget and modalities of payment: 

The financial proposal is to be all-inclusive of costs for conducting end-line media and 
communications content. The consultant should propose all types of cost i.e. transportation, 
accommodation, fooding, vat-tax, and other allowances during the fieldwork through the 
financial proposal. Payment to the consultant shall be done in accordance with ADRA 
Bangladesh Procurement Policy. In principle, however, consultant fees will be paid upon the 
satisfactory report of performance from the Supervisors as prescribed in the procurement 
manual and agreed upon in the contract. Where applicable, ADRA Bangladesh shall deduct all 
applicable government taxes and submit them to Bangladesh Revenue Authority. The payment 
schedule will be as following:  

• 1st Payment: at the signing of the contract as pre-financing paid equivalent to 40% of 
the total proposed budget or according to donor preference. 

• 2nd Payment: At the completion of fieldwork equivalent to 30% or less of total budget 
or according to donor preference. 

• 3rd /Final Payment: Upon satisfactory final content submission rest of 30% of total or 
according to donor preference payment will be made.  
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(d) Application procedure/how to apply: 

Interested agency/consultants are requested to submit the technical and financial proposals with 
relevant documents electronically to the following address on or before 5:00 PM of 18 February 
2021.  
Address for submission: Country Director, ADRA Bangladesh, 149 Shah Ali Bagh, Mirpur # 
1, Dhaka-1216. Email: countrydirector@adrabangladesh.org 
 
The proposal should contain the following documents: 

• Both the shipment / email subject line must be marked with the title of the assignment 
“End of project Media and Communications content for ASISI project”  

• A letter of interest addressed to the Country Director, ADRA Bangladesh, 149 Shah Ali 
Bagh, Mirpur # 1, Dhaka-1216. 

• A Technical proposal - 
(a) Showing the interpretation/understanding of the ToR  
(b) A proposed timeframe detailing activities and a schedule/work plan (including a 

Gantt chart) with the proposed number of media/communication staff, and the total 
number of days in the field; 

(c) Demonstrated previous experience and a copy of a similar portfolio of previous 
work undertaken on (i) humanitarian response; (ii) development project; (iii) similar 
media and communications work; 

(d) A detailed proposed methodology/tool for the work demanded, including the 
questions that will be used for capturing human impact stories and permissions for 
capturing stories, photos and videos; 

(e) Team Composition and Curriculum Vitae(s) of all proposed staffs showing previous 
relevant experience (if applicable); 

(f) The Consulting Firm’s/ Expert’s (i) Profile (ii) Certificates (reg.TIN/Vat etc.) and 
(iii) Contact information of three references who can be contacted regarding 
relevant experience. 

• A detailed financial proposal (indicating the cost required for the undertaking of the 
work required) with a detailed breakdown of costs for the study  

A. Itemized consultancy fees/costs 
B. Itemized field content collection expenses 
C. Itemized administrative expenses 
D. The validity period of quotations 

(e) Guideline of proposal submission: 
The proposal (duly signed) should comprise the following sections and follow the given page 
limits along with a copy of any similar work. The proposal will be accepted preferably in soft 
form (signed scanned copy) by mentioning the subject line “Consultancy for Approaching 
Community Empowerment (ACE) Project”. 

Topics Maximum Page 
Limit 

Technical Proposal Maximum 
Cover Page 1 Page 
Table of Content 1 Page 
Understanding of the Assignment/ToR  1 Page 
Work Schedule/Work-plan 1 Page 
Demonstrated previous experience in capturing and creating content 
from a disaster response with demonstrated skills and experience with 
engaging vulnerable and marginalized people in a manner that is safe, 

1 Page 
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respectful, sensitive and culturally appropriate.  
Portfolio of similar work (can be a link to an online portfolio) 10 pages 
Proposed methodology/tools to gather required content 2 Pages 
Team composition along with its rationale/roles without CVs. (CVs may 
be given as attached file) 

2 Pages 

Profile of organizations/firms/individuals (Certificates may be given as 
attached file) 

3 Pages 

Financial Proposal  
Consultancy days and fees (days should be mentioned for a key member 
of the team) 

1-2 Pages 

Content collection expenses including honorarium, travel, and 
accommodation, stationary, etc. 

1-2 Pages 

Administrative expenses (if any) N/A 
Any other expenditure (please mention the nature of expenditure) N/A 
15% VAT and 10% Tax (please calculate the total budget with VAT and 
Tax) 

N/A 

The total amount in BDT N/A 
 

7. Appendices: 
(a) Photo/Video/Story Permission form 
(b) 10 Tips to tell humanitarian stories ethically 

 
 
Disclaimer: 
ADRA Bangladesh reserves the right to accept or reject any or all proposals/applications 
without assigning any reason what so ever. 
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Appendix A 

 
Photo/Video/Story permission form 
  



11 | P a g e   

Appendix B – 10 Tips to tell humanitarian stories ethically 
 

1. Take informed consent 
2. Avoid objectifying the person 

3. Avoid the amplification of feelings 
4. Communicate why you’re using the information 

5. Don’t push people to talk more 
6. Show the positive side 

7. Quote accurately 
8. Don’t leave the facts out 

9. Protect the information recorded 
10. Keep their voice the focus for the reader 

 
 


