
 

 

Terms of Reference: 

Training modules PAX Academy 
 

Aim Development and implementation of three short courses as part of a PAX 

Academy, a project aimed at developing PAX basics and raising 

professionalism of PAX staff.  

Programme PAX Academy 

Organisation PAX 

Consultancy timeline  January 2023 - end of July 2023 

 

1. Background, rationale and purpose of the consultancy 
 
About the PAX Academy 

PAX staff has (and is known for having) a lot of skills & knowledge on how to promote Peace. PAX 
intends to strengthen its ability to retain, share and promote these skills & knowledge. These 
knowledge and skills are often not widely accessible. They are either implicit: in the minds of people, 
or documented somewhere, but not made accessible explicitly to new (and old) staff. This leads 
especially for new program staff to a lot of questions about how PAX is doing its work. To start 
resolving this challenge, PAX initiates an academy (a training facility) to create PAX basics and 
contribute to the professionalism of PAX staff. 
 
Objectives PAX Academy:  

- Creating PAX basics focused on how PAX works 
- Contributing to the professionalism of PAX staff through a training program. 

 
In 2023 this will entail a trainings program which focuses on how PAX does its work (PAX 
methodology). In general the PAX methodology can be divided in three directions, focusing on how we 
do our work: 
 

- Themes (Among which: Inclusive peacebuilding; Protection of Civilians; Business Conflict & 
Human Rights; Humanitarian Disarmament; Gender; Civic Space) 

- Interventions (f.e. Supporting movement building, Evidence based advocacy, Human Security 
Survey, Strategic Litigation) 

- Programme management (developing Theories of Change, Planning Monitoring Evaluation 
and Learning, budgeting, adaptive management, Gender sensitive conflict assessment, 
Outcome Harvesting, Strengthening local ownership). 

 
For the period of January – June 2023 the PAX Academy will develop and deliver three short training 
modules, of 1-2 days. These will be developed while learning: there is space for experimentation and 
adaptation. While working PAX will explore what trainings approaches are most suitable for PAX. In 
July/August 2023 a first review of the experiences thus far will be done, to enable planning for the 
remainder of 2023 and for 2024.  
 
For the development of the three training modules PAX will recruit a consultant that will work with 
small groups of PAX staff to develop script and material for the training, and work with the PAX 
Academy project team to reflect on progress and adaptations.  
 
The consultancy entails: 

- Development of script and material for three 1-2 day trainings in two versions:  
o an online live training   



 

o an in person training; 
- Support and feedback to PAX staff delivering the training for the first time; 
- Evaluating and adapting each training after a first try-out; 
- Adapting the training material for integration into the EdApp learning platform1 PAX recently 

started to use. 
 

2. Phases of Work 
 

The consultancy consists of the development of three modules, each of which will be developed and 

implemented in three phases. The planning of modules is included in section 4.   

 

Phase 1: Review of needs and existing resources (1,5 days) 

- Objective: Specify learning objectives, existing material and knowledge gaps 

- Deliverables: 

o Meeting with knowledge holders to explore the scope of the training 

o Surveying targeted staff to uncover learning needs 

o A desk review of the existing experience and resources used by PAX   

o A short summary of learning needs and the relevant existing experiences, materials, 

tools and knowledge gaps identified. 

o A short proposal outlining learning objectives and rough content of training, to be 

discussed with knowledge holders. 

 

Phase 2: Module development (3 days) 

- Objective: Develop the format and content for the training 

- Deliverables for both an in person and online training: 

o Development of detailed training script and content (material such as 

PowerPoints, handouts, guides, etc.) for each module, to be presented to the working 

group for feedback 

o Revised format and content for each of the modules based on the edits and 

comments from the working group. 

 

Phase 3: Training implementation (2,5 days) 

- Objective: Working group members deliver the training to PAX staff.  

- Deliverables: 

o Coaching of trainers in preparation of the training 

o Observing during the training, evaluate what works and what doesn’t  

o Provide feedback to the trainer 

o Potentially: deliver small segments of the training, f.e. when an interactive method 

is new.   

 

Phase 4: Revision of training script and preparation of material for the online learning platform 

EdApp. (1,5 days) 

- Objective: Improve the training and adapt material for the learning platform 

- Deliverables: 

o Joint evaluation of training with working group; 

o Revision and update the script and material as needed 

o Adaptation of material for the online learning platform EdApp. 

 

 
1 EdApp (The Mobile Learning Management System | EdApp: The Mobile LMS) is an online learning 
environment in which the PAX gender team is developing learning modules. For the development of 
the online material version of the PAX Academy trainings the lessons learned of the gender team 
should be taken into account. 

https://www.edapp.com/


 

 

Phase Estimated number of days per training 

Reviewing needs and material 1,5 

Development of training 3,5 

Training implementation 2,5 

Revision and learning platform material 1,5 

Total number of days for 3 trainings 27 

 

 

Maximum amount available: 20.000 E 

 

3. Scope of the assignment 
 

Target Audience a) PAX programme staff  

b) PAX support staff for introductory section of the module   

Minimum 

Requirements 

The PAX Academy modules should draw on existing resources and 

experiences from within PAX and adapt relevant tools, content, and 

approaches to fit the learning needs and objectives. It should make explicit 

how PAX works.  

 

The training script and material should include two versions: one for an in-

person live training; and one for an online live training 

 

The design of the training should be participatory and inclusive, ensuring that 

tools, content, and approaches are relevant and adapted to the realities of the 

target audience. 

• Each module will include an introduction that is accessible for all staff, 

including for support teams.  

• Each module will have clear learning objectives, be methodologically 

diverse (theory, reflection, implications for work, opportunities to 

practice). 

• Each module will include a feedback mechanism. 

• For the development of each module involvement expertise of 

relevant PAX staff will be used. 

 

After the first training delivery the main material should be adapted and 

prepared for integration into the online learning platform EdApp. (This does 

not include technically integrating the modules in EdApp2). 

Content The following are the topics of the trainings. In all cases some material and a 

lot of experience is present in PAX.   

1. Inclusive peacebuilding; 

2. Evidence based advocacy 

3. Support to nonviolent movements 

 

 
2 This does not include technically integrating the modules in EdApp. Requirements for the material for 
EdApp will be based on the experience of PAX’s genderteam and are still forthcoming.  



 

4. Timing 
 

Month Activities Topics (tentative, will be 
definitive by December) 

December 2022 Contracting, preparations for 
module 1 and agreeing on 
ways of working  

 

January 2023 Preparing module 1 + 2 
Setting parameters for online 
material for Edapp,  

 

February Module 1, evaluate and adapt 
Preparing module 2 + 3 

Inclusive peacebuilding  

March 2023 Preparing module 2 + 3  

April Module 2, evaluate and adapt 
Preparing module 3 

(Evidence based) advocacy 

May 2023 Preparing module 3 + 4  

June 2023 Module 3, evaluate and adapt 
 
Provide input to evaluating 
PAX Academy quality and 
effectiveness so far 

(Support to) nonviolent 
movement building 

July Provide input to evaluating 
PAX Academy quality and 
effectiveness so far 

 

5. Qualifications 
 

We are looking for a consultant / consultancy team with the following qualifications: 

▪ Proven experience with the development and delivery of training modules in the nonprofit 

sector, including developing learning objectives, a good training flow, and the use of diverse 

and interactive methods (theory, reflection, implications for work, opportunities to practice), 

online / virtual training development and delivery; 

▪ Proven knowledge of social change processes, preferably focused on peacebuilding. 

Knowledge of the specific themes of the trainings are an asset. 

▪ Proven experience in coaching others in delivering trainings. 

▪ Proven experience in working with others to develop (material for) a training 

▪ Experience with developing material for online learning platform Edapp is an asset (the 

content, not the technical adaptation)  

▪ Excellent writing and verbal communication skills in English; 

▪ Consistently approaches work with energy and a positive, constructive attitude and 

demonstrates openness to reflect and adapt;  

▪ Excellent organizational and interpersonal skills. 

6. Application and Selection Process 
 

To apply for the consultancy, please submit the following to both Jitske Hoogenboom 

(hoogenboom@paxforpeace.nl) and Mariska van der Plas (m.vanderplas@paxforpeace.nl)  

1. Curriculum Vitae detailing relevant experience related to this assignment 

2. A motivation letter (2 pages maximum), responding to the following questions 

o What would you say are the most important elements to consider when developing a 

training module? 

o Do you have any initial thoughts on how you would ensure that the format and content 

of the trainings are fit for purpose? 

mailto:hoogenboom@paxforpeace.nl
mailto:m.vanderplas@paxforpeace.nl


 

o What approach would you propose to draw out implicit knowledge in an idealist and 

hard working organisation? 

3. Names and contact information of two professional references that can attest to your 

qualifications relevant to this assignment and products of similar assignments 

4. Proposed timeline and budget including: 

o estimated number of days needed per training module 

o aligned with the schedule in section 4.  

o total budget (consultant’s daily rate and any other foreseeable expenses linked to the 

assignment) 

 

Deadline for applications is: December 12 2022 

 

CONTACT INFORMATION  

Please refer any questions and submit all application materials to both contact persons listed below 

before December 12 2022. Only candidates selected for further consideration will be contacted. 

Selected candidates will be contacted before December 16 2023 and will be invited for an interview.   

 

Project lead: Jitske Hoogenboom (hoogenboom@paxforpeace.nl)  

Project officer: Mariska van der Plas (m.vanderplas@paxforpeace.nl)   

mailto:hoogenboom@paxforpeace.nl
mailto:m.vanderplas@paxforpeace.nl

