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TERMS OF REFERENCE
EU-LAC SOCIAL ACCELERATOR

Consultancy for Capacity-Building Events and Policy Roundtables on Social Innovation in Jamaica, Dominican Republic, Barbados, and Trinidad & Tobago


1. BACKGROUND INFORMATION/RATIONALE

1.1. Relevant background
The Caribbean Export Development Agency (Caribbean Export) is the implementing partner for the EU-LAC Social Accelerator in the Caribbean, a four-year programme (2024-2028) co-funded by the European Union under the Global Gateway Investment Agenda. The EU-LAC Social Accelerator is a regional programme across Latin America and the Caribbean, funded by the European Union as part of the Inclusive Societies initiative, designed to strengthen social innovation ecosystems, reduce inequality, and foster social cohesion and inclusion, particularly for women, youth, and other vulnerable groups. It is implemented by a consortium led by the Chamber of Industry, Commerce, Services and Tourism of Santa Cruz (CAINCO), together with Caribbean Export, the Confederation of Trade and Business Associations of Brazil (CACB), Monterrey Institute of Technology (ITESM-TEC), Tecnalia and the International Trade Centre (ITC).

The overall objective of the action is to promote social innovation, the resilience of social systems and a just, socially responsible and inclusive green and digital transition in Latin America and the Caribbean. Its specific objective is to enhance social innovation ecosystems among the public sector, the private sector and civil society, and to establish effective mechanisms that reduce inequality and improve social cohesion, particularly for youth, women and vulnerable groups, in line with the EU-LAC Global Gateway Investment Agenda (GGIA). The action is structured around four outputs: (1) social innovation poles developed in LAC based on EU experience; (2) development of social-innovative initiatives; (3) promotion of financing and investment in high-impact social sectors; and (4) development of the EU-LAC Social Innovation Network.

Caribbean Export is responsible for the Caribbean component of the action and works in four selected countries: Jamaica, the Dominican Republic, Barbados, and Trinidad and Tobago. In 2026 Caribbean Export completed the mapping of existing initiatives and the identification of social innovation poles in the four countries, designed the country social innovation roadmaps and began their validation with local stakeholders and the EU Delegations. These exercises identified the institutions that make up each country's social innovation pole, the needs and capacity gaps of those institutions, and the priority areas for support. The present consultancy builds directly on that work.

This activity responds to the needs and gaps identified in the Innovation Pole Mapping. Caribbean Export will hold a capacity-building event in each of the four countries for the member organisations of the national social innovation pole (business support organisations, civil society organisations, academia, incubators and accelerators, and public sector agencies), with the participation of an EU expert (individual or organisation) who can transfer European experience and models to the EU-LAC context. It is envisioned that this activity would complement the formation of a policy roundtable in each country, bringing together the public sector, the private sector, CSOs and BSOs to agree on how the policy recommendations arising from the country roadmaps be implemented.  Both activities will be delivered together in a one-day workshop during a single mission to each country in January–February 2027, to make efficient use of travel and stakeholder time, followed by an online review session with the participants as programme closure.

Caribbean Export intends to engage one expert or organisation to deliver the assignment in all four countries under a single contract, drawing where possible on references and recommendations from the EU Delegations in the beneficiary countries. The expert will design and facilitate the four capacity-building events, contribute EU good practice to the four policy roundtables, and document the outcomes. The activities contribute to Result 1.1 of the action (strengthened capacities of institutions and tools developed to establish social innovation poles) and Result 1.4 (policy recommendations), and to logical framework indicators 1.1.2 (institutions whose staff increased their knowledge in technical competencies and governance of social innovation initiatives), 1.1.3 (people directly benefiting from EU supported interventions) and 1.4.1 (actors involved in dialogue forums between EU and LAC public-private initiatives).

1.2. Contracting Authority
The contracting authority for this assignment is the Caribbean Export Development Agency, and it is funded by the EU-LAC Social Accelerator Programme.

1.3. Beneficiary Countries
The beneficiary countries of this assignment are the four countries selected for the Caribbean component of the EU-LAC Social Accelerator: Jamaica, the Dominican Republic, Barbados, and Trinidad and Tobago. Lessons and tools generated under the assignment will be made available to the wider CARIFORUM member states.

1.4. Target Groups
The direct target group of the assignment is organisations identified in the social innovation pole and validation workshops in each beneficiary, such as business support organisations, civil society organisations, universities and research centers, incubators and accelerators, impact investors and the relevant public sector agencies and ministries. Caribbean Export expects to reach at least 20 institutions across the four countries through the capacity-building events, and the public and private sector decision makers participating in the four policy roundtables.

The final beneficiaries are the social entrepreneurs, startups, women, youth and vulnerable groups served by these institutions, who will benefit from stronger and better-coordinated support services and from a more enabling policy environment for social innovation.


2. OBJECTIVE, PURPOSE & EXPECTED RESULTS

2.1. Overall Objective
The overall objective of the assignment is to strengthen the capacities of the institutions that make up the social innovation poles in Jamaica, the Dominican Republic, Barbados, and Trinidad and Tobago, drawing on successful European models, and to advance the implementation of the policy recommendations contained in the country social innovation roadmaps, in line with the EU-LAC Global Gateway Investment Agenda.

2.2. Specific Objectives
The specific objectives of the assignment are to:
0. Design and deliver one integrated, full-day workshop, in each of the four countries, combining a capacity-building session and a policy roundtable for social innovation organisations that directly addresses the needs and gaps identified in the Innovation Pole Mapping and the corresponding country roadmap, transferring relevant EU experience, tools and models.
0. Act as the EU expert resource for the policy dialogue component of each workshop presenting relevant EU good practices on the enabling environment for social innovation and facilitating discussions to identify concrete actions, and steps for implementing the country roadmap's policy recommendations.
0. Document the outcomes of the four workshops, including both the capacity-building and policy dialogue components and provide practical recommendations for follow-up support by Caribbean Export and the consortium. 

2.3. Purpose of consultancy and expected results
The mapping and roadmap exercises confirmed that the institutions supporting social innovation in the four countries operate with limited technical and governance capacity, limited exposure to proven models from other regions, and weak coordination with policy makers. The purpose of this consultancy is to close part of that gap through direct, in-country exposure to EU expertise and to convert the policy recommendations of the roadmaps into agreed implementation actions.

The expected results are:
0. Four integrated, full-day workshops delivered, one in each beneficiary country, each combining a capacity-building session and a policy roundtable within a single-day agenda.  
0.  Strengthened institutional capacities and policy dialogue through the workshops, with participants reporting increased knowledge of relevant technical competencies and governance practices, as measured by pre- and post-event assessments. The policy roundtable discussions are expected to result in agreed implementation actions, responsibilities, and timelines for the country roadmaps' recommendations and, where feasible, a memorandum of understanding or joint agenda among participating institutions.
0. One consolidated mission report covering the four countries, including a capacity-building action plan for each country's social innovation pole, a record of the policy roundtable discussions and outcomes, and recommendation for follow-up support by Caribbean Export and the wider implementing consortium

3. ASSUMPTIONS AND RISKS AND MITIGATION

3.1. Assumptions
It is assumed that the Innovation Pole Mapping report and the country roadmaps for the four countries will be made available to the expert at contract signature; that pole member organisations and public sector representatives are willing to participate in the events; that the EU Delegation in each country supports the corresponding mission and, where relevant, helps convene participants; and that the mission dates can be confirmed with the national partners at least four weeks in advance.

3.2. Risks
0. Low attendance or the absence of key public sector decision makers during the policy roundtable component of the workshops, reducing the value of the discussions and commitments reached.
0. Content delivered by the EU expert not being sufficiently adapted to the Caribbean context or to the specific gaps identified in the mapping and country roadmaps.
0. Scheduling conflicts, travel disruptions or weather events affecting the mission window (January2026 –February2027).
0. Insufficient time to cover both the capacity-building session and the policy roundtable within a single one-day workshop.

3.3. Mitigation
0. Caribbean Export, with the support of the EU Delegation and national partners, will issue invitations early, confirm participation of key public sector decision-makers, and engage relevant social innovation pole members and stakeholders through the mapping contact list and existing national networks. 
0. The Consultant will submit an inception report and draft agenda for review by Caribbean Export before the first country mission and will hold a virtual pre-mission consultation with at least three pole member organisations in each country.
0. Mission dates will be confirmed with the national partners during the inception phase, after approval of the Inception Report, which must be submitted no later than two (2) weeks after contract signature; a virtual delivery fallback will be prepared for the capacity-building session should travel become impossible.
0. The Consultant will develop an integrated, full-day workshop agenda for each beneficiary country, combining the capacity-building session and policy roundtable, with an appropriate allocation of time and clearly defined objectives and expected outcomes for both components. Agendas will be agreed with Caribbean Export and relevant national partners, with Caribbean Export staff supporting event logistics.

4. SCOPE OF WORK

4.1. Specific Activities
The assignment covers the four beneficiary countries (Jamaica, the Dominican Republic, Barbados, and Trinidad and Tobago) and will be delivered by a single expert or organization under one contract. The Consultant will carry out the following tasks:

Task 1: Preparation 
0. Review the Innovation Pole Mapping report, the four country roadmaps and their policy recommendations, and any other relevant material supplied by Caribbean Export.
0. Hold a briefing with Caribbean Export and a virtual consultation with at least three pole member organisations in each country to confirm the priority needs and gaps to be addressed.
0. Prepare an inception report (maximum 5 pages) with the proposed content and agenda of the four integrated, full-day workshops (adapted to each country), the EU models and tools to be presented, the proposed structure and facilitation approach for the policy roundtables, and a mission plan covering the four countries.
0. Prepare the training materials, presentations and any hand-outs, including a short pre- and post-event knowledge assessment.

Task 2: Country missions (to be carried out in each of the four countries) 
0. In each country, deliver one integrated, full-day workshop combining a capacity-building session and a policy round table, incorporating relevant EU experience and practice, participatory sessions addressing the technical and governance gaps identified in Task 1.
0. Facilitate the policy roundtable component of each workshop, bringing together public sector, private sector, CSO and BSO representatives to discuss relevant EU good practices and identify agreed implementation actions, responsibilities and timelines for the country roadmap’s policy recommendations.
0. Participate in bilateral meetings arranged by Caribbean Export with the EU    Delegation and key national counterparts, as required.
0. After each workshop, hold an online follow-up review session with the participants of that country, as the closure of the programme, to review progress on the agreed actions and collect feedback, before submission of the Final Report.

Task 3: Reporting 
· Prepare a consolidated mission report covering the four countries (maximum 15 pages plus annexes, with one section per country), including the delivery of the integrated, full-day workshop day workshop and the online follow-up review in each country, attendance lists disaggregated by sex and type of institution, the results of the knowledge assessment, the agreed roundtable outcomes, and recommendations for follow-up capacity building and policy support by Caribbean Export.
· Provide the final versions of all training materials for reuse by Caribbean Export and the consortium.

5. PROJECT MANAGEMENT AND REPORTING

5.1. Responsible Body
Caribbean Export Development Agency

5.2. Management structure
The Deputy Executive Director will retain overall responsibility for the overall project. Day-to-day supervision of this specific programme is the responsibility of the Technical Officer, EU-LAC Programmes, who will communicate progress to the Deputy Executive Director.

5.3. Reporting
A short-written update must be submitted by email to the Technical Officer, EU-LAC Programmes, after the preparation phase and after each country mission. Formal reporting shall be through the milestone deliverables specified in Section 9 (Reports).


6. LOGISTICS AND TIMING

6.1. Commencement date and period of implementation of tasks
The Consultancy is envisioned to start in early January 2027, upon contract signature and to last approximately two months in its entirety, with the four country missions taking place between late January and mid-February 2027 on dates to be confirmed after approval of the Inception Report and by Caribbean Export. The estimated level of effort is up to 28 working days in total for the four countries: 6 days of preparation, approximately [three (3)] days in each country, including arrival, workshop delivery, and departure, [2] days for the four online follow-up reviews and up to [8] days for reporting, coordination and adjustments throughout implementation.

6.2. Deadline for Completion
 This Consultancy must be concluded by 28 February 2027.

7. PAYMENT TERMS
The consultancy fee shall not exceed 16,000 EUR for the four countries combined (consultancy fee only), inclusive of all professional fees and taxes. International travel, accommodation and per diems for the four country missions, as well as all events logistics (venue, catering, interpretation), will be covered separately by Caribbean Export and must not be included in the financial proposal.

Payments shall be disbursed in three (3) milestone-based instalments, each contingent upon submission and approval of the applicable deliverable and receipt of the corresponding invoice, as follows:

· Payment 1 - 30% (EUR 4,800): Inception Report, proposed workshop agendas and implementation and work plan Timing: 2 weeks after contract signature.
· Payment 2 - 40% (EUR 6,400): Capacity Building Report, including the four country-specific workshop agendas and training materials. Timing: upon submission and approval of the report. 
· Payment 3 - 30% (EUR 4,800): Final Report (mission report and final materials). Timing: 3 weeks after the last country mission.

All services must be completed to the satisfaction of the Agency and payments will be contingent on submission and approval of the applicable deliverable and appropriate invoice. Payments will be made in accordance with the terms and conditions outlined in the contract between Caribbean Export and the Consultant.

8. REQUIREMENTS

8.1. Qualifications
A master's degree in social sciences, economics, business administration, public policy, innovation management or a related field, or a bachelor's degree with at least 12 years of relevant professional experience.

Specific skills required:
· Demonstrated knowledge of European social innovation models, social economy policy and support ecosystems (for example social labs, social innovation hubs, impact investment or social procurement).
· Strong facilitation and adult training skills, with experience delivering participatory workshops for institutional audiences.
· Ability to engage senior public officials and private sector leaders in policy dialogue.
· Excellent written and spoken English and Spanish. The Consultant (or team) must be able to deliver the assignment in both English and Spanish, including facilitating the workshops, policy roundtable sessions and follow-up reviews in Spanish in the Dominican Republic.

8.2. Work Experience
· At least 6 years of professional experience in social innovation, social entrepreneurship support, innovation policy or ecosystem development, with a substantial part of it in the European Union.
· Experience in transferring or adapting EU practices to developing country contexts; experience in Latin America or the Caribbean is an asset.
· Experience with EU-funded actions and familiarity with the Global Gateway agenda is an asset.
· Candidates recommended by the EU Delegations in the beneficiary countries or by the EU-LAC Social Accelerator consortium partners are encouraged to apply.

8.3. Required Documentation
A complete application must include the following:
· A brief technical note (maximum 4 pages) covering all four countries, demonstrating the expert's understanding of the assignment and proposed approach to the integrated. full-day workshops (capacity-building session and policy roundtable) and the online follow-up reviews.
· A financial proposal in euros, within the cap stated in Section 7.
· Curriculum vitae (maximum 4 pages) demonstrating the qualifications and experience required in Sections 8.1 and 8.2.
· At least two references from similar assignments, or a letter of recommendation from an EU Delegation or an EU-LAC Social Accelerator consortium partner.
· A completed and signed Applicant Declaration Form (see Section 14).

8.4. Office Accommodation
Caribbean Export will not provide office accommodation. Venues for the events will be arranged by Caribbean Export and its national partners.

8.5. Facilities to be provided by the Consultant
The Consultant must provide all administrative, secretarial and general support needed to carry out the assignment, including any experts or support staff assigned to the assignment by the Consultant. The Consultant is responsible for the tools and licences used for virtual delivery.

8.6. Equipment
No equipment will be provided by Caribbean Export. The Consultant must have their own computer equipment, software, and reliable internet connectivity for virtual meetings and online delivery.

8.7. Travel
One mission of approximately [three (3)] days to each of the four beneficiary countries is required, between January and mid-February 2027. International travel, accommodation and per diems will be arranged and covered by Caribbean Export separately from the consultancy fee.

If the Consultant is a team or firm, only one (1) expert will travel to the country missions, and travel costs will be covered for that expert only.
Visa and travel requirements: the Consultant is responsible for obtaining any required visas, entry permits and travel documents, where applicable for the four country missions. Caribbean Export will not reimburse visa or entry permit expenses.

9. REPORTS

9.1. Reporting requirements
The Consultant shall provide the following reports:

· Inception Report (Report 1) to be submitted within two (2) weeks from the commencement of the project and must include a proposed Project Plan, draft agendas for the four integrated, full-day workshops (combining capacity-building sessions and policy roundtables), and an outline of the training materials. The proposed Project Plan should at a minimum consider the following: Consultant's understanding of the description and scope of the project; the Consultant's approach to execution; timeline of project deliverables and responsibilities; work breakdown structure; identification of risks and any mitigation measures.

Prior to the submission of the Inception Report and after the commencement of the contract, the Consultant will be required to attend an inception meeting (virtual) with the Caribbean Export team.

· Capacity Building Report (Report 2) to be submitted before the first country mission, for review and approval by Caribbean Export prior to delivery. The Capacity Building Report must include: the proposed agenda for each integrated, full-day workshop, indicating the needs and gaps from the corresponding Innovation Pole Mapping and country roadmaps, the EU models and tools to be presented, and the allocation of time for both components. The proposed structure and facilitation approach for the policy roundtables component of each workshop; the training materials, presentations and hand-outs, including the pre- and post-event knowledge assessment.

· Mission Report (Report 3) to be submitted following completion of the four country missions and online follow-up reviews, within three (3) weeks of the end of the last country mission and no later than 28 February 2027.The Mission Report must include:
· A record of the delivery of the integrated, full-day workshop in each country, with signed attendance lists disaggregated by sex and type of institution and the results of the pre- and post-event assessment;
· The outcome record of each policy roundtable, including the agreed implementation actions, responsibilities and timelines for the country roadmap's policy recommendations;
· A summary of the four online follow-up reviews, including progress on agreed actions and feedback received from participants;
· A capacity-building action plan for each country's social innovation pole and recommendations for follow-up support by Caribbean Export;
· The final versions of all training materials for reuse by Caribbean Export and the consortium.

9.2. Submission and Approval of Reports
All reports must be submitted in English (UK-style) in electronic format (.docx and PDF) to the Deputy Executive Director and the Technical Officer, EU-LAC Programmes. s. Caribbean Export will provide feedback on each report within five (5) working days of receipt. The Deputy Executive Director is responsible for approving all reports and deliverables. All deliverables must carry the visibility elements of the European Union and of the EU-LAC Social Accelerator as provided by Caribbean Export.

10. EXCLUSION CRITERIA

Candidates will be excluded from participation in the bidding process if they:
a. Are bankrupt, insolvent, filing for insolvency or being wound up, are having their affairs administered by the courts, have entered into an arrangement with creditors, have suspended business activities or are in any analogous situation arising from a similar procedure provided for in national legislation or regulations; 
b. Are the subject of proceedings for fraud, corruption, a declaration of bankruptcy, for winding-up, for administration by the courts, for an arrangement with creditors or for any similar procedure provided for in national legislation or regulations; 
c. Have been convicted of an offence concerning professional conduct by a judgement which has the force of res judicata 
d. Are guilty of grave professional misconduct proven by any means which Caribbean Export can justify;
e. Are guilty of serious misrepresentation in supplying the information required by the contracting authorities as a condition of participation in the procurement process; they have been declared to be in serious breach of contract for failure to comply with obligations in connection with another contract with the same contracting authority or another contract financed with Caribbean Export’s funds;
f. Are in breach of payment of taxes or social security contributions;
g. Have been convicted or are the subject of proceedings for money laundering, terrorist offences or activities, child labour, human trafficking, being a criminal enterprise in the production of goods and services, or any other irregularity; 
h. Are established as or operating as a shell company.

A derogation from the mandatory exclusion clauses provided above, may be provided on an exceptional basis, for overriding reasons to entities operating in the public interest such as public health or protection of the environment.

11. MONITORING AND EVALUATION

The Consultancy will be monitored and evaluated by Caribbean Export over the duration of the assignment. Performance will be measured by satisfactory completion and timely submission of the deliverables outlined in Sections 4 and 9, and as outlined within the work plan submitted in the inception report. Feedback, other than acceptance, on each submitted deliverable is not a requirement for the continuation of the assignment. However, in some instances the Consultant may need to integrate feedback into subsequent deliverables. 

12. SPECIAL REQUIREMENTS

All materials, tools, reports and data produced under this assignment are the property of Caribbean Export and the EU-LAC Social Accelerator and may not be used or published by the Consultant without prior written authorisation.

The Consultant must comply with the European Union communication and visibility requirements for external actions and with the visibility manual of the EU-LAC Social Accelerator in all materials and events.

The Consultant is expected to apply a gender and inclusion lens throughout the assignment, in line with the action's focus on women, youth and vulnerable groups, and to collect participant data disaggregated by sex and age for reporting against the action's logical framework.

The expert must coordinate closely with Caribbean Export and the national partner on the agenda so that the capacity-building event and the roundtable form a coherent one-day workshop in each country. The assignment will be awarded as a single contract covering the four countries; proposals covering only some of the countries will not be accepted.

13. PUBLICATION OF INFORMATION

To participate in any activity executed or supported by Caribbean Export, you hereby agree that any information and personal data that you share and is collected by the Agency will be processed for the purpose of reporting the outcomes and impact of your projects and/or participation. Please note that Caribbean Export reserves the right to publish the Contractor’s/Participant’s name and address, the purpose and nature of the activity, and financial arrangements, in accordance with Caribbean Export’s Personal Data Protection Policy. (https://content.carib-export.com/download/personal-data-protection-policy/). Derogation from publication of this information may be granted if it could endanger the Contractor/Participant or harm his/her commercial interests.

14. DECLARATION

To participate in any procurement undertaken by Caribbean Export, all applicants must complete and submit to the agency the Applicant Declaration Form.(https://content.carib-export.com/download/applicant-declaration-form/).


SUBMISSION CHECKLIST:
All applicants (whether firm or individual) must submit:
· A technical proposal outlining understanding of the TOR, approach, and methodology.
· A profile of the firm or individual, including relevant experience (could be compilation of Resumes/CVs).
· A financial proposal.
· Confirmation that the proposal covers all four countries (Jamaica, the Dominican Republic, Barbados, Trinidad and Tobago).
· Two (2) references from similar assignments, or a letter of recommendation from an EU Delegation or consortium partner where available.
· Applicant Declaration Form completed.

All technical and financial proposals must be submitted to eulacsocial@carib-export.com with the following: Subject Line: EU EXPERT CAPACITY BUILDING PROPOSAL [Name of Consultant] by November 24,2026, 5:00PM AST.
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