
 

CARIBBEAN POLICY DEVELOPMENT CENTRE 

 

TERMS OF REFERENCE 

 

Consultant to Design and Layout: NGO Beneficiary Assessment 

Report and Beneficiary Impact Summary Report 
 
 

I. BACKGROUND  

The Caribbean Policy Development Centre is a legally registered non-profit headquartered in 

Barbados and established in 1991. CPDC serves as a regional umbrella NGO for organisations 

comprising of small farmers, women, youth, Indigenous People, rural populations and faith-based 

organisations located across CARICOM. CPDC also has strong networking partnerships with 

organisations of persons with disabilities, artisans, micro-entrepreneurs, human rights, and 

workers. Altogether it serves some thirty-three (33) regional, sub-regional and national (local) 

NGOs working at the grassroots level in economic, social, and cultural areas in the Caribbean. The 

Centre also has working relationships with many other NGOs and development partners across the 

region. 

 

The organisation was mandated to work with NGOs and civil society to understand how policies 

affecting Caribbean people are made; to share information about policies and decision-making 

processes; to work to influence and bring change to the developmental process, and to support and 

to lobby for policies which improve the lives of Caribbean people. In fulfilling its mandate, the 

CPDC seeks to build the confidence and the ability of the Caribbean peoples to influence public 

policy. Our main work modalities are research, training, advocacy, publications, public education, 

and institutional strengthening. CPDC is officially recognised, both regionally and internationally, 

as the principal representative of Caribbean NGOs working with CARICOM/CARIFORUM, 

Commonwealth Foundation, and UN System Agencies.  

 

In partnership with the European Union, the Caribbean Policy Development Centre is undertaking 

a joint 2-year grant partnership from March 2021 – June 2023. The project covers seven 

CARICOM countries: Antigua and Barbuda, Barbados, Dominica, Grenada, Saint Lucia, Saint 

Kitts and Nevis, Saint Vincent, and Grenadines. The project will build the Non-Governmental 

Sector’s capacity in the Caribbean by implementing a number of specific actions. These actions 

focus on strengthening NGOs’ capacity to provide key development solutions to vulnerable groups 

affected by the COVID-19 pandemic. In addition, these actions include activities that promote 

NGO’s institutional and organisational capabilities through a number of core thematic areas:- 

addressing the legislative environment through advocacy programming, promoting greater 

transparency within the sector, project management skills development, enhanced regional policy 

dialogue and improving access to small grants to name a few. 



 

 

The project European Union/CPDC partnership comes against a background of “the 

multidimensional impact of the COVID-19 pandemic on marginalised social sectors, requiring 

development support, critical CSO interventions to achieve sustainable development. However, 

the meaningful participation of CARICOM civil society has been stymied by two main factors; 

the lack of capacity to effectively engage in the COVID-19 policy process and the lack of an 

institutionalised mechanism to facilitate dialogue between civil society and CARICOM 

governments.  This action is therefore intended to implement activities to address these challenges. 

 

II.  PURPOSE AND OBJECTIVE  

The Consultant is expected to provide technical assistance and serve as an external contractor 

functioning in a graphic artist’s capacity. The candidate should have significant relevant 

experience working with NGOs in the region and experience in graphic design and layout. 

General Objective 

• To design and develop the layout of the Beneficiary Assessment Report and the 
Beneficiary Assessment Summary Report for publishing purposes which would be 
hosted on CPDC’s website and social media accounts. 

 

Specific Objectives 

• To conceptualise, develop, layout, format and design of the magazine using the 
following guidelines: 8.5” x 11”, full colour (CMYK) and an accumulated one 
hundred and fifteen (115) in total (inclusive of front and back cover). The Beneficiary 
Assessment Report is 94 pages, and the Beneficiary Summary Report is 21 pages. All 
written content and graphs provided by the client. Ensure standardised formatting of 
texts, figures and their captions are properly labelled.  

 

III.  PROFILE/ CONSULTANCY REQUIREMENTS 

The Consultant/s is expected to have the following qualifications/specialised 

knowledge/experience required to complete the task: 

A. Organisational Experience  

1. At least three years of proven experience in the formulation, delivery of communication 

materials.  

2. Demonstrated experience working with NGOs at the national and/or regional level. 

3. History of relevant work in or on the Caribbean region. 

 

B. Skills and Competencies  

1. Proven track record in the delivery of graphic design on time and within the certification 

criteria. 

2. Possess the skills and professional services to graphic design material.  

3. Evidence of having undertaken similar assignments delivering professional qualifications. 

 

 

 



 

 

IV. DELIVERABLES 

 

 The Consultant is to produce deliverables as below: 

• One (1) draft layout of the Beneficiary Assessment Report. 

• One (1) final layout of the Beneficiary Assessment Report. 

• One (1) draft layout of the Beneficiary Summary Report. 

• One (1) final layout of the Beneficiary Summary Report 

• Three (3) social media graphics for the promotion of research report and summary report 

using the dimensions 940*788px 

• One (1) website slider for the promotion of the research paper using the dimensions 

2136*813px 

 

V. ADMINISTRATION 

The Consultant shall report to the CPDC Officer in Charge or his designate. 

 

VI. INTELLECTUAL PROPERTY  

All information pertaining to this consultancy shall remain the property of the CPDC, which 
shall have exclusive rights over their use. The information shall not be disclosed to the public 
nor used in whatever form without written permission from the CPDC. 

VII. GUIDELINES FOR APPLICATIONS 

Interested persons are requested to submit the following: - 

• A cover letter to the attention of the Officer in Charge, Caribbean Policy Development 

Centre;  

• A Curriculum Vitae showing evidence of the applicant’s history and delivery of similar 

programmes with relevant examples of work; and 

• A Detailed Financial proposal outlining the costs broken down by days/tasks against 

proposed outputs should be submitted, 

 

Submissions are to be sent to the Caribbean Policy Development Centre via electronic mail - 

cpdcsubmissions@gmail.com  with the subject line: Consultant to Design and Layout 

NGO Beneficiary Assessment Report and Beneficiary Impact Summary Report. 

 

All applications must be submitted by February 1st, 2022, by 5:00 p.m. (UTC/GMT -4). 

CPDC will only respond to the successful applicant(s). Only persons meeting the criteria as 

outlined in the Terms of Reference should apply 
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