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Terms of Reference

LFA Spot check Terms of Reference
Assessment of training activities and related expenses

August 2016

Overview:

The Global Fund invests considerable portions of grant funds in training.  The LFA has traditionally been tasked to verify that these trainings are occurring and to ensure that they are of an acceptable quality.  This spot check builds on previous work and focuses both on the actual training, as well as the related expenses.

Background: 

Global Fund Country Team to provide relevant details from the program/grant.

Objectives:

The objectives of this spot check are to:
1. Ascertain that the training activities are carried out as planned as per the approved training plan, to an adequate quality standard and for the appropriate audience;
2. Verify whether funds are used on approved grant activities related to training and supported with adequate and appropriate transactional documents;
3. Verify expenditure levels are reasonable and provide value-for money; and
4. Identify and report on any red flags of fraud.

Scope of work and methodology:

Selection of training program and the sites must be confirmed with the Global Fund Country Team. 
Select both the category (group) of health worker and the training sites are to be visited.  Considerations may include but are not limited to: 
· Trainings for a region/district with poorly performing or high performing health program (as determined from the quarterly/6-monthly program performance reports); 
· Trainings for a region/district or trainings of a category of health worker with a large budget, (for example, trainings of laboratory technicians with a large budget, large districts with high number of health workers);
· Districts with an unusual model of implementation (for example, laboratory technicians also functioning as treatment providers);
· A category of health worker whose training will most benefit the performance of the program (for example, if the major concern of the program is treatment adherence then training of treatment provider could be selected); and
· Sites that are far from the national capital i.e. difficult to reach for national supervisors, etc. 
Note that depending on the type of training or the category of health worker undergoing the training (treatment provider, laboratory technician, staff for drug stores and logistics, doctors, pharmacists, nurses), a ‘site’ can refer to a health facility, a district hospital, a laboratory or a special training center. 

· Part of the verification can be based on a desk review of relevant documentation, as appropriate, e.g. the PR’s training plan, list of training participants, supporting documents related to payments of per diems, travel allowances, training venue, materials, refreshments etc.
· It is recommended that the LFA also undertakes an unannounced (if possible) site visit to training events to determine that:
a) They are taking place as intended;
b) All invited participants are present during the entire event; and
c) The trainings are well delivered and are of acceptable quality. 
· During the site visit the LFA is expected to observe part of the training, to review relevant documentation (e.g. attendance records), to interview a sample of participants and to perform relevant cross checks as part of the verification.
· Interview at the training site: interview the facilitator/trainer(s) and 5-10 trainees at the training (or of recent trainings), and the person in-charge of the training site.

Note: Ideally the verification should take place whilst actual trainings are happening or within a quarter of the training.
Please note that The Global Fund will provide guidance on the sampling procedure for LFA spot checks.

Expected time and LOE required: 

The LFA Programmatic/ M&E Expert should undertake this task, with inputs from the Finance expert and Team Leader.  Visit to each training site is expected to take one day.  The LoE for this the spot check, including report writing, depends on which elements of the ToR and the number and location of training sites included in the review, as agreed between the Country Team and the LFA. Work should only commence once the LoE has been agreed between the LFA and the Global Fund Country Team.

Required background reading:

The LFA should review, among other documents, outstanding or due Conditions and/or Management Actions, Training plan for the program, latest program review report, latest annual or six-monthly or quarterly program performance report or PUDR. Also in background reading are, budget and expenditure analysis, relevant section of the procurement plan, health infrastructure available. 

LFA obligation:

If the review identifies clear evidence of fraud, the LFA should use the Global Fund communication protocol to inform the Global Fund Secretariat & the OIG to allow evidence collection & other issues relevant to a possible criminal investigation.
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Country:
	
	Disease Component:
	

	PR:
	
	Grant Number:
	

	LFA Conducting Assessment:
	
	Date of Assessment:
	





List of trainings reviewed

	Name of training
	Training site 
	Location
	Date of training
	LFA site visit during training? Yes/No
	Date of LFA site visit 

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	





	Review the training records of 1-3 recent training sessions (to be decided with the Country Team).  Answer the following sections for each training.

	Estimated time required: up to 2 days per training, depending on the number of participants interviewed.



1. TRAINING VENUE AND ARRANGEMENTS

	Question
	Yes
	No
	Partly

	1.1 Were the costs for the training venue comparable to prevailing market rates?
	☐
	☐
	

	1.2 Were the training venues competitively sourced?
	☐
	☐
	

	1.3 Was the training venue booked and paid for the entire duration of the training? [Telephone the venue to confirm the dates which were booked]
	☐

	☐

	

	1.4 Does the venue invoice show an adequate breakdown of food and accommodation expenses and are these tied in with the attendance record?
	☐

	☐
	

	1.5 Do expenses match the attendance record?
	☐
	☐
	

	1.6 Were payments made to training facilitators who are employees of the PR/SR and were performing their regular duties?
	☐

	☐

	

	1.7 Were specific arrangements made for specialized trainings? (E.g. for training of laboratory technicians, was the training carried out in a laboratory?)
	☐

	☐

	

	1.8 Use this space to provide any further details on the question above or other pertinent information.





2. STAFFING

	Question
	Yes
	No
	Partly

	2.1 Was the number of training staff adequate?  

Compare the number of facilitators/trainers in each session with the number of trainees.
	☐

	☐

	

	2.2a What was the qualification of the trainers?  


	2.2b Is the qualification of the trainers appropriate for the training?
	☐
	☐
	

	2.3 Was training of trainers (ToT) conducted?
	☐
	☐
	

	2.4 If so, where was the ToT conducted and by whom?


	2.5 If possible, interview trainers at the site selected.  Do trainers feel that the ToT was of a good quality?  Do the trainers, and particularly the trainees interviewed, feel that they are able to address questions raised by the trainees?



	2.6 Use this space to provide any further details on the questions above or other pertinent information.



3. TRAINING MATERIALS

	Question
	Yes
	No
	Partly

	3.1 Review administrative records for the cost of printed materials for the selected training programs and compare with the number of trainees.  Is the ratio reasonable?
	☐

	☐

	

	3.2 Are printed training materials of a good quality, i.e. relevant, complete etc.?  
	☐

	☐

	

	3.3 Use this space to provide any further details on the questions above or other pertinent information.






4. PREPARATORY ACTIVITIES 

Review training records and interview the focal person to answer the following questions.  
	Question
	Yes
	No
	Partly

	4.1 What were the selection criteria for trainees?


	4.2a Was the planning process coordinated with other trainings/plans?
	☐	☐	

	4.2b If so, how?


	4.3 How long before the training were the participants contacted?


	4.4a Was the training venue adequate?
4.4b Could all trainees be accommodated in the venue?
	☐
☐
	☐
☐
	

	4.5a Were any pre-tests and/or post-tests conducted to determine the effectiveness of the training?  
	☐	☐	

	4.5b If so, was the test adequate?

	4.6 How were guest speakers selected and invited?


	4.7 Use this space to provide any further details on the questions above or other pertinent information.




5. CONTENT OF THE TRAINING 

	Question
	Yes
	No
	Partly

	5.1 Are key messages from the national guidelines included in the training for the relevant category of health worker? [Where national guidelines are not updated, refer to the WHO normative guidance to assess the content of the training.]
	☐

	☐

	☐


	5.2 Was the training participatory and aimed at the development of skills required by the workers? [Did the training include practical exercises, interpersonal communication such as role-plays, etc.?]
	☐

	☐

	

	5.3 Were the training objectives met? [This is to be corroborated during interviews with trainees].
	☐

	☐

	☐


	5.4 Did the training content include shortcomings noted in recent performance reports and/or program review reports, as relevant?
	☐

	☐

	☐


	5.5 Was the full training program delivered?
	☐
	☐
	

	5.6 Use this space to provide any further details on the questions above or other pertinent information.




6. ADMINISTRATIVE ARRANGEMENTS

	Question
	Yes
	No
	Partly

	6.1 Based on the LFA’s observations, interviews with participants and national and/or WHO guidelines, was the duration of the training adequate?
	☐

	☐

	

	6.2 Were the dates chosen for the training appropriate (not too much clustering, not during festivals or important events such as harvest time)?
	☐

	☐

	

	6.3 Was the number of participants per training session appropriate?
	☐
	☐
	

	6.4 Is there evidence of recycling of trainees (do the same participants attend training sessions)?
	☐

	☐

	

	6.5 Was a field visit conducted as part of the training in line with the recommended training guidelines i.e. national or WHO guidelines training?
If the answer is no, please briefly explain if visits were not conducted because they were not recommended by the guidelines or for other reasons.
	☐

	☐

	

	6.6 Was the mix of participants appropriate? (For example, pharmacists were not mixed with laboratory technicians, etc.).
	☐

	☐

	

	6.7 Do the participants at the training meet the selection criteria for training attendees?
	☐
	☐
	

	6.8 How often a day is the attendance record signed?  


	6.9 Is the method of registering participants adequate?
	☐
	☐
	

	6.10 Was a satisfaction survey provided to all participants? If so, how often during the training (i.e. at the end of each day or once at the end of the training)?
	☐
	☐
	

	6.11 Does the training report adequately describe the event and does it record the outcomes?
	☐
	☐
	

	6.12 Use this space to provide any further details on the questions above or other pertinent information.




7. EXPENDITURES
For selected trainings review various records such as per diem sheets for trainees and facilitators, invoices for printed materials and other associated expenses.  Also cross-verify against other training records for consistency.
	Question
	Yes
	No
	Partly

	7.1 Are per diems for trainees and facilitators in line with national guidelines?
	☐
	☐
	

	7.2 Are costs for printed materials reasonable and in line with costs incurred at other trainings?
	☐

	☐

	

	7.3 Are other costs (specify) reasonable and in line with costs incurred at other trainings?
	☐

	☐

	

	7.4 Take a sample of per diems and travel allowances[footnoteRef:1].  Are the individuals who have been paid eligible for that payment?   [1:  For information on eligible expenditures and training expenses please refer to the “The Global Fund Guidelines for Grant Budgeting & Annual Financial Reporting”).
] 

	☐

	☐

	☐


	7.5 Take a sample of per diems and travel allowances.
 a. Are payments adequately supported with signed participant lists?  
b. Are payments consistent with the attendance records?
	
☐
☐
	
☐
☐
	
☐
☐

	7.6 Cross-check actual number of participants with daily attendance list and number of participants paid per diems, transportation allowance, etc.  Do the numbers match up?
	☐

	☐

	

	7.7 Check for ghost participants by checking signatures of attendance record for similar handwriting, fake names etc – are signatures for the same participants match across the various days of the training?
	☐

	☐

	

	7.8 Check for consistency of numbers catered for from attendance list, stationery procured for participants, refreshment provided, payment of per diem etc.  Do the numbers match?
	☐

	☐

	

	7.9 Are payments  in line with organizational policies (including rates being in line with approved policies)
	☐

	☐

	

	7.10 Per diems should not be paid where accommodation and meal costs are paid.  Is this the case?
	☐

	☐

	

	7.11 Per diems and accommodation should not be paid to participants who are based locally.  Is this the case?
	☐

	☐

	

	7.12 Per diems should not be paid to the same person at different locations for the same day.  Is this the case?
	☐

	☐

	

	7.13 Are transport refunds adequately supported and are payments made in line with the policy?
	☐

	☐

	

	7.14 Use this space to provide any further details on the questions above or other pertinent information.




8. SUPERVISION/OVERSIGHT

	Question
	Yes
	No
	Partly

	8.1 Was there adequate supervision/oversight received for the training to ensure quality?
	☐
	☐
	

	8.2 Were standard formats used for reporting of training sessions to the regional/national level? (Review documentation).
	☐

	☐

	

	8.3 Does the LFA deem the training to be of a good quality?  Please explain briefly.


	8.4 Use this space to provide any further details on the questions above or other pertinent information.




9. INTERVIEW WITH TRAINEES
Interview 5-10 trainees selected randomly from the training per diem sheet or any other appropriate records. 
	Question
	Yes
	No

	9.1 Do trainees have the training materials that were distributed?
	☐
	☐

	9.2 Are the training materials of good quality?
	☐
	☐

	9.3 What is the trainee’s perception of the quality of the training?


	9.4 What is the trainee’s perception of the duration of the training?


	9.5 What is the trainee’s perception of the training’s key messages?


	9.6 What is the trainee’s perception of the relevance of the training?


	9.7 What are the trainee’s recommendations for future trainings?


	9.8 What payments (per diem, travel allowance) did the trainee receive? What is the trainee’s perception of the per diem/travel allowance received?


	9.9 Use this space to provide any further details on the questions above or other pertinent information.




10. CUSTOMISABLE SECTION 

The Country Team and LFA team can use this section to include additional questions that they would like answered. To avoid duplication, only include additional questions if they are not captured in the preceding sections. 

	




11. MAIN ISSUES IDENTIFIED AND RECOMMENDATIONS

The LFA should classify its findings into major and minor issues and list them in descending priority (i.e. start list of major issues with those of highest priority). Only findings that can be adequately substantiated should be included in the below tables. As part of the findings, the LFA should also confirm the amount of ineligible expenditures, as relevant, and provide an analysis on why these expenditures are deemed ineligible.

Definitions of major and minor issues:
Major Issues: There are significant gaps in capacities/processes/systems that pose major risks to a successful implementation of the reviewed/assessed activity. 
Minor Issues: Required capacity/processes/systems are generally in place. The identified gaps pose minor risks that can be managed and/or strengthening measures can be implemented within a short timeframe. 

Recommendations should be (a) detailed – with all the relevant information included, (b) specific and contextualized, (c) realistically achievable in the implementation context, (c) time-bound, and (d) identify the main entity responsible for implementation of the recommendations.

	Identified MAJOR Issues
	LFA Recommendations
	Suggested Timeframe for Implementation
	Proposed entity responsible for implementation

	1.

	
	
	

	2.

	
	
	

	3.

	
	
	

	

	
	
	



	Identified MINOR Issues
	LFA Recommendations
	Suggested Timeframe for Implementation
	Proposed entity responsible for implementation

	1.

	
	
	

	2.

	
	
	

	3.

	
	
	

	

	
	
	



12. PERSONS INTERVIEWED/CONSULTED (add more rows as needed)

	Name
	Title
	Workplace
	Contact Details
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