Annex I
		COMM/AWD/2020/529
TECHNICAL SPECIFICATIONS
The Contractor shall perform the following services during a school year on behalf of the European Parliament Liaison Office (EPLO).

A. SEMINARS FOR TEACHERS 

The Contractor will organise and facilitate, in collaboration with the EPLO, seminars for teachers. These seminars could take place at the EPLO´s premises or in another location if doing so would facilitate attendance by a significant number of teachers. The format of the seminars may include presentations, workshops, group discussions and debates. 

The number of seminars to be held will be determined in agreement with the EPLO, regard given to ensuring sound financial management and facilitating the presence of teachers in them.

The Contractor will propose activities that are creative and respond directly to the needs and interests of teachers.

[bookmark: _GoBack]The Contractor will provide training on the related topics in particular how to teach EU matters based on the EP teaching material. In the field of the European institutions and laws, one or more of the European Parliament Office's officials may act as substantive experts. If possible, one or more MEPs should also give a presentation and meet the teachers. One Senior Ambassador from a previous year of the Programme could also make a presentation, and there should be training on the structure, requirements and workings of the Ambassador School Programme.

Some participants to the seminars might claim reimbursement of their travel and accommodation costs. The Contractor shall indicate its fee to handle such cost claim per participant.

The Contractor shall propose activities that could be organised online or suggest online alternatives to the on-site exercises. 

The Contractor shall write a report of around 500 words about each seminar, accompanied by 2-3 photos (to be agreed with the EPLO), to be submitted for approval to the EPLO. The report may be published, for example, on the EPLO website.

Seminar content

The following points shall be covered during the seminar: 

· the development of the European Union, the process of European integration and functioning of European parliamentary democracy;
· the EU institutions: role, organisation, powers, fundamental EU principles, objectives and policies;
· the role which the European Parliament plays in the European decision-making process, its structure and main bodies;
· the application and explanation of the teaching resources developed and/or supported by the European Parliament;
· a discussion on teaching methods and exchanging good practices on the implementation of the Programme;
· the selection, recruitment and role of pupils junior ambassadors and teachers as senior ambassadors;
· the organisation of EU-related activities at the participating schools, specifically the Europe Day activity and the setting-up of an Information Point;
· discussion on implementation: challenges and recommendations;
· the evaluation of school performance in the Programme and certification of the schools; 
· the role that the European Parliament Ambassador School plays in the curriculum;
· networking opportunities for teachers.

The seminar should provide every school with a tool kit and a "road map" of the programme.

The programme of the seminars shall be submitted for consultation and eventual approval by the EPLO. The EPLO has the right to insist on the inclusion or exclusion of particular topics and/or speakers provided this does not lead to a significant cost increase. 


B. NATIONAL EPAS PLATFORM

An EPAS closed national platform shall be used to share best practices, promote networking and evaluate schools. The platform could take the form of a private group on a publicly available platform or a blog.

· The Contractor is responsible for the management and moderation of the platform. The content posted by schools shall be taken into account by the Contractor to evaluate their performance.
· If a national platform (blog or a private group on a publicly available platform) does not exist, the EPLO could request the Contractor to create a closed national platform (blog). If applicable, the EPLO will provide the Contractor with the specifications. In any case, this platform should be private, accessible and follow the European Parliament basic requirements. 


C. EVALUATION OF SCHOOLS

The evaluation criteria and format shall be agreed in advance between the Contractor and the EPLO. 

Remote evaluation

· In general, the Contractor shall evaluate schools remotely.  
· The evaluation shall be based on the content posted by schools on their national platforms, related material, photos, social media content and feedback from students and teachers. 
· Schools shall be asked to upload two pictures, and a short report (one or two paragraphs) of the different EPAS activities carried out in the national EPAS platform. The report shall include the number and type of participants that take part in the activities, the presence of MEPs and the possible support received from partners.
· Teachers and students could be requested to complete a self-evaluation online survey.
· The evaluation could include meetings with teachers and students via video conference call, or similar when technical requirements allow it. If this is not possible and where the EPLO deems it appropriate, visits to schools could be foreseen. 



Visits to schools 

The Contractor shall visit schools where the EPLO deems it appropriate.

· School visits should last approximately one and a half hours, excluding travel time. An EPLO official may attend these visits, but the Contractor should also be able to carry them out independently. 
· The number of school visits will depend on the number of participating schools.

Even when the EPLO and the Contractor have agreed on conducting school visits to evaluate schools, the Contractor shall be prepared to carry out remote evaluation if needed. 

Based on either remote evaluation or school visits, the Contractor will establish whether the school has implemented and carried out the teaching programme satisfactorily and whether it has satisfied the programme’s other conditions. The Contractor will interview the Ambassadors, both junior and senior, and, possibly, the management. The Contractor will also examine the extent to which the school satisfies the certification requirements. 

The Contractor shall submit for approval a report of the length and in the format specified by the EPLO. A selection of photographs shall accompany the report. Once the EPLO has approved the report, the Contractor shall send it to the school concerned, indicating whether the school has been certified.

D. FURTHER RESPONSIBILITIES OF THE CONTRACTOR

To monitor the performance and provide support to schools, the Contractor shall undertake the following non-exhaustive list of responsibilities:
 
· Regular feeding of materials for the social media channels of the EPLO, including pictures, texts and links. 
· When providing pictures and videos, the Contractor shall ensure that the teachers or/and parents (when related to minors) have given their consent to use the images in accordance with the applicable image rights and data protection regulation. 
· Assistance with the organisation of award ceremonies.  If applicable, the contractor shall organise the ceremony following the EPLO’ indications. 
· Assist schools in the organisation of activities such as Europe Day.
· Assistance with drafting or sending out e-mails to participating schools. 
· Assist the EPLO on maintaining EPAS Alumni network. 
· Preparation of lists of participating schools and (candidate) ambassadors. 
· The Contractor could be responsible for different actions related to the election of EPAS schools and management of applications. 
· The Contractor shall support the EPLO in identifying schools interested in twinning.
· The Contractor may be asked by the EPLO to prepare and send a newsletter to EPAS schools to alert them to the content available on the national EPAS platform.

The above tasks shall be undertaken by the means appropriate for their completion, including physical presence, e-mailing, phone calls and videoconference.

It is the responsibility of the Contractor to facilitate availability and the flow of information with the EPLO and with the participating schools.

These tasks shall be compensated on the basis of the number of schools involved. 

E. WORKING DAYS AND MEETINGS 

The number of working days will depend on the number of participating schools. As a reference, one working day per five participating schools.

The Contractor shall discuss the progress of the project, develop new initiatives and discuss teaching modules and the strategies to be pursued with the EPLO. There will be  one or two working meetings per year. These meetings could be complemented with videoconference calls. 

Following each meeting, the Contractor shall provide a short report summarising the working arrangements and action points. The EPLO must approve this report.

Although some elements may vary, the working meetings will take place at the EPLO, for a duration of around 1 hour and will include 4 to 6 persons. The price quoted should include all costs incurred.

Working meetings could be carried out via video call or similar communication systems when the EPLO deems it appropriate.

F. FINAL REPORT

The Contractor will provide the EPLO with a final written report on the programme at the end of the school year. The document will be illustrated with two or three photos per school and seminar. The report will consist of approximately 1500 words. The document will include figures, impact, outcomes, some  best practices examples, recommendations and other relevant information, as well as a comparative assessment of schools, based on objective criteria to be agreed with the EPLO.


The following priorities could contribute to identifying best practices. An activity could be considered a best practice when most of the following priorities are met.


1. Activities that incorporate the European values and the linked activities of the European Parliament: International Women’s Day (8 March), Europe Day (9 May), Sakharov Prize, LUX Prize, European Citizen’s Prize. 
2. Activities developed in the framework of together.eu. 
3. Activities which correspond to the European Parliament’s political priorities, as these are defined by the Bureau and the Conference of Presidents. 
4. Activities that contribute to developing democratic competences such as critical thinking, opinion-forming, effective argumentations, making compromises, etc. (e.g. a role play game).
5. The degree to which the junior ambassadors are involved in creating and implementing the activity.
6. Creativity of the activity, especially in terms of combining creativity with low costs and simplicity.
7. Impact in numbers: number of pupils, teachers, and parents that are being reached.
8. In-depth impact of the activity: quality of the activity (e.g. the amount and quality of information that is being given), or contacts with other Europeans through an exchange activity for example.
9. Engagement of the local community as well as the media. 


G. FINAL REMARKS

Tenderers shall fill in the Price list the amounts excluding VAT for the various tasks. 

The number of meetings, seminar days and visits to which the Contractor will be expected to contribute will be regularly agreed upon in consultation with the EPLO and will be ordered through specific order forms. 

The different activities proposed by the Contractor to implement the programme shall have an online option/alternative.

When determining the fee for the tasks indicated in the present document, the Contractor must bear in mind that this should be a lump sum. The preparations of meetings, e-mails, telephone calls, drawing up reports and similar tasks must be included in this sum.  

The EPLO does not compensate for office expenses or other administrative expenditure. 

The European Parliament Liaison Office will perform the following tasks:

· Overall management of the programme.
· Logistical, administrative and content support for the educational programme.
· Organisation of promotional and other necessary material
· The first point of contact for the participating schools.
· Send out invitations
· Final responsibility for the content and execution of the educational programme.
· Final responsibility and say for the evaluation and award procedure.
· The EPLO will indicate to the Contractor which learning resources should be used. The Contractor is not expected to produce teaching material. 

Monitoring and reporting:

[bookmark: _DV_M290][bookmark: _DV_M292][bookmark: _DV_M293][bookmark: _DV_M294][bookmark: _DV_M296][bookmark: _DV_M297][bookmark: _DV_M298]An EPLO official shall act as the first point of contact for this programme. Regular evaluations, progress and monitoring discussions will be used as a tool to establish whether cooperation is operating smoothly and whether improvements can be made by one of the parties. In addition, interim communication will take place within the Office on the functioning of the Contractor and the progress of the educational programme.
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