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TERMS OF REFERENCE

MANAGEMENT SUPPORT CONSULTANCY “INSTITUTIONAL STRENGTHENING OF
THE MINISTRY OF LABOUR AND THE NATIONAL EMPLOYMENT OFFICE IN
LEBANON”

1 BACKGROUND INFORMATION

1.1  INTRODUCTION

The Administrative Reform of the Lebanese Administration (ARLA) programme is a six-
year, multi-sectoral programme to rebuild public sector capacity in Lebanon. Total
investment in the ARLA programme is Euro 45.2 million, of which Euro 38 million is
provided under grant funding by the European Union’s MEDA facility. ARLA funds are
channelled to the beneficiary institutions through the Office of the Minister of State for
Administrative Reform (OMSAR), supported by a Programme Monitoring Consultancy
(PMC). The programme is set to close by 31-12-2005.

ARILA actions include ministry-specific interventions, and a series of “horizontal” (cross-
ministry) initiatives to reform core administrative agencies and modernise the structure and
procedures of the Lebanese public administration. The ministry-specific interventions are
organised through projects called Management Support Consultancies (MSCs — such as the
present MSC). These are based on service contracts for Technical Assistance, and may also
rely on special funds for sub-contracts or separate contracts for Training, Equipment and
special surveys/studies. The MSCs are intended to assist line ministries and agencies with
modernisation and reorganisation in view of improving capacity to fulfil core functions.

The current document details the Terms of Reference of the team that will assist the
Ministry of Labour and the National Employment Office.

1.2 BENEFICIARY AND LOCATION

The Beneficiaries of this service contract will be the Ministry of Labour and the National
Employment Office. Given that the assistance is primarily for the former, the consultants
are to be located in the offices of the MOL.

The Contracting Authority of the MSC is the Office of the Minister of State for
Administrative Reform (OMSAR).

1.3 THE MINISTRY OF LABOUR

The Ministry of Labour and Social Affairs was established by law in 1952, In 1959, the
Office for Social Development was created, moving all social services from the MLSA to
this new entity. In1961 Legislative Decree (LD) no. 8352 was passed re-organising the
Ministry of Labour and Social Affairs. In 1983 the Office for Social Development was
divorced from the Ministry and merged with the Ministry of Public Health. From that year



on, the Ministry became known as the Ministry of Labour (MoL). Its essential functions
include the following:

¢ To oversee and deal with all employer-employee relations: working conditions, health
and safety, wages, benefits, and (individual) labour disputes (for settling them
amicably)

¢ To promote employment opportunities' and monitor the dynamics of supply and
demand for labour (both local and foreign)

¢ To control the influx of foreign labour through issuing and withholding work permits

¢ To co-operate with trade unions and employers’ associations to develop sound labour
relations and mediate and prevent (collective)} labour conflicts

e To issue and/or amend labour laws and monitor their implementation

s To supervise the tutorship over the Office for Social Development (from 1959-1983)
National Employment Office, and the National Social Security Fund.

The main piece of legislation governing employer-employee relations is the Labour Law
passed in 1946. Since then few minor modifications were introduced, for example the 1987
modification raising the age of end-of-service in the private sector and all other autonomous
agencies and offices subject to the Labour Law from the age of 60 to 64 years.

The Ministry of Labour is composed of a single Directorate-General, under which the
following departments, bureaus and regional offices resort:

e The Diwan (administrative affairs)

* Bureau of Programmes and Projects

¢ Department of Manpower

¢ Department of Labour and Industrial Relations

¢ Regional Labour Offices (5 in total, as follows: North Leﬁanon, Mount Lebanon,
Beka’a and South Lebanon — Saida and Nabatiyah}).

Annex 1.a provides the organigramme of the Ministry of Labour, which has not changed
since its re-organisation in 1961. In 1994, OMSAR prepared a series of detailed studies
recommending changes to the government structure in Lebanon. One of these studies dealt
with the Ministry of Labour, and this study was submitted to the Minister of Labour.
However, there was no follow-up realized. In April 2000, due to new policies conceming
merger and deconcentration of Ministries, a new study was commissioned by OMSAR to
review the earlier proposals. The report was submitted to the Minister of State for
Administrative Reform in August 2000. It included detailed proposals for restructuring the
Ministry, including staffing.

14 NATIONAL EMPLOYMENT OFFICE

In 1977 the National Employment Office was established (L.D. no 80 of 7/6/1977).Between
1983 and 1994 it was merged with the Ministry of Labour, but after 1994 it emerged as a
public institution with legal personality and financial and administrative independence,

' The promotion of job apportunities is shared with the NEQ since the promulgation of Decree law 80.
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under the tutelage of the MoL. The mandate of the NEO is defined by LD no. 80 of 1977, as
follows:

¢ To establish and supervise public employment offices in Beirut and other Lebanese
regions

¢ To prevent unemployment by insuring a maximum of job opportunities

¢ To participate in improving the organization of the job market

¢ To participate in encouraging projects that reflect positively on the job market
» To conduct research and studies to establish the general employment policy.

The NEO has two authorities, one dealing with administrative tutelary power at the level of
guidance and not intended for supervision, and the other dealing with executive powers.
The first authority consists of a Board of Directors, headed by the Minister of Labour
(Chairman), and further consists of a Director General of the Ministry of Labour (Vice-
Chairman), 5 representatives of the employers’ associations, 3 representatives of trade
unions, and 3 further representatives: 1 of the Lebanese (state) University, 1 of the
Directorate General of Technical and Vocational Education, and 1 of the Education
Research and Development Centre.

The second authority is headed by the Director General, assisted by the following
specialised services: a secretariat, an administrative and financial service, an accounting
department, a directorate of studies and employment development, a directorate of
employment and professional counseling, and further services, bureaus and employment
agencies branching out from the two directorates. Annex 1.b. provides the organigramme
of the National Employment Office, which dates back to its inception in 1977. Up to the
present it has opened up one employment service bureau in Beirut, providing a matching
function between job seekers and employers in search of workers. It has the legal mandate
to open up regional employment offices, but so far lack of financial resources has prevented
this.

1.5 ADMINISTRATIVE ISSUES

As in a number of other Ministries, the functions and structure of the MoL were defined
almost 40 years ago and have now become outdated and inappropriate for a modern
administration. The Labour Law that governs the operations of the Ministry was
conceptualised more than 50 years ago.

Over the years the workload of the Ministry has increased due to the increase in the number
of enterprises, increases in the labour force, and increasing number of foreign workers
entering Lebanon in search for jobs.

The staffing structure of the Ministry has remained unchanged, resulting in increased
pressure on staff due to an increased case-load per employee. Analysis of the legislation and
interviews with MoL staff confirm moreover that the staffing structure is severely distorted.
The legislation provides for far too many low-skilled employees, such as secretaries, clerks,
office messengers and drivers, and too few positions for qualified professional staff, such as
labour inspectors, statisticians, and policy analysts. Table 1 below provides the official
staffing structure of the MoL by administrative grade.
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Table 1. MoL Staff Structure

Grade Description NUMBER OF STAFF
I Director-General 1

I Department Head 2

I1I- administrative | Heads of Sections or Bureaus 14

III - professional | Labour inspectors, medical doctors, engineers | 20
(health and safety) and statisticians

v Administrative staff: assistant labour
inspectors, clerks, typists, telephone operators
and bookkeepers 81
v Manual workers: drivers, guards, messengers
Total 118
Vacancies 72
Total Staff provided for in Legislation 190

The actual staff numbers in MoL and NEO are substantially less than provided for in the
official legislation. The MoL currently has 118 employees, of which 90 are working in the
central office in Beirut and 30 in the regional offices. Similarly in NEO the number of
actual positions is 41 compared to a total of 106 established positions.

The MoL, and any other Ministry for that matter, is not free in conducting a personnel
policy that best fits the requirement of the Ministry. Staffing levels, by functional
categories, have been fixed by law or decree, and can only be amended by a new law or
degree. This is a difficult and time-consuming affair. In addition, staff additions during the
past 10 years have been often motivated by political considerations.

The MoL and NEO are in need of an expansion in analytical, programming and policy
making skills. In the organisational structures dating back to 1961 and 1977, a central
policy making section was not foreseen. The following MoL and NEO services are
currently involved in aspects of policy making and programming: the Directorate of Studies
and Employment Development, the Studies and Programmes Service, the Labour Sensing
Service, and the Employment Policy and Programming Bureau. In addition, there are no
management information systems in place to reflect on and steer the output of the two
institutions, Moreover, there is a need for further reflection on what this output could be and
how MoL and NEO are to coordinate the work of their various services and to contribute in
the future to the balanced economic and social development of Lebanon. As a result of the
influx of foreign labour, the Ministry is largely perceived as the “Ministry of Permits” in the
eye of the public.

In the area of IT equipment, the MoL and NEO have received their shares under the World
Bank loan administered by OMSAR. In both organisations, PCs are primarily used for
secretarial work, accounting, bookkeeping and data entry, and some statistical purposes.
They are used less for analytical and programming purposes. Computers are hardly used by
professional staff (grade IIf and higher). In the NEO, all the employees have completed a
computer training session. The office is in the process of completing the installation of
computer programmes in all its administrative and financial units. A Computer Unit has
been formed — not originally provided for in the organizational decree of the Office -, which
is attached directly with the Director General and collaborating with OMSAR. Currently,
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the OMSAR administered World Bank Project is planning a human resource matching
computer system in NEO, which will cover the main function of the NEO.

1.6 THE NEED FOR REFORM

After 15 years of civil war, the socio-economic situation in Lebanon has drastically changed
and this has had and will continue to have its effects on the world of work. Ten years after
the war with major infrastructure projects completed, employment and social issues have
come to the fore. Reducing unemployment and solving other pressing social issues (a
defunct social security system, expanding health costs, pockets of poverty among
vulnerable population groups) have been put on the political agenda. A review of the social
sector, with a focus on social security, social safety nets and social services, has recently
been launched as another intervention financed under the ARLA programme.

As elsewhere in the developed world, the Lebanese Administration bears a traditional
responsibility in the labour and social field, most importantly to protect the rights of
workers, to enhance job opportunities, and to facilitate social dialogue among employers’
and workers’ representatives in order to avoid labour conflicts. Labour administration is the
tool at the disposal of governments to achieve these objectives, to enforce labour legislation
and to offer solutions to the various and complex problems the world of work faces,
working in cooperation with the social partners.

At present, the Ministry of Labour is ill prepared to take on this role. Although it has the
lead responsibility in this area, the MoL has inadequate human, financial and material
resources for both policy making and provision of effective and efficient services. In order
to modemnize its administration and improve its services to the public, the Minister of
Labour has requested OMSAR for assistance under the ARLA programme,

1.7 PROBLEM IDENTIFICATION

During interviews with key MoL staff the bottlenecks preventing an improved performance
in labour administration were identified and extensively discussed. Staff issues, in the form
of shortage of qualified staff, came on top of the agenda, as could be expected from the
analysis provided in section 1.4.

In addition, it is clear that the existing structure of the MoL is no longer adequate for
Lebanon today. There is a need for a review to discuss the essential functions a Ministry of
Labour and the National Employment Office should perform in a market economy, taking
into account the financial envelope available. One functional review was in fact prepared
already by OMSAR in August 2000, and the results need to be discussed and compared
with international experience on the organisation of modern Labour Ministries. Lebanon is
facing a huge and growing government deficit, and in this regard the Ministry of Labour is
facing a competition for resources with other government priorities. An increased financial
envelope is not very likely, and solutions will need to be found in re-allocating resources
towards agreed priority functions.

Further functional review may wish to address the potential gaps, overlaps and duplications
in tasks and responsibilities between MoL and other Ministries and between MoL and the
NEO, which have been identified in OMSAR’s functional review. If these are substantiated,
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then they open up the questions whether legal texts should be written to ensure that this
does not happen, or whether the NEO should be merged into a MoL new-style.

Another report, on the simplification of procedures, has been made by a common committee
of the Civil Service Council, the Research and Guidance Administration and the Central
Inspection, in cooperation with the Ministry of Labour. This report will also need to be
reviewed by the Consultants in the light of the needs of computerisation in the Ministry, and
a comparison with international experience.

Once the review of the earlier studies has been completed, the logical next step may be to
propose revisions of the mandate, organisation, and procedures of the Ministry of Labour
and the NEQ. These will address questions such as how MoL should be re-organized, how
tasks and responsibilities should be shared among departments, (regional) divisions and
sections, what procedures could be simplified, and what essential tasks should be carried
out by the core Ministry as opposed to the tasks to be left to other institutions.

It is obvious to all that such administrative reform cannot be achieved overnight. Any
reform process is time-consuming and requires consensus about the new direction and
organisation among key stakeholders (Council of Ministers, OMSAR, MoL staff, NEO, and
the social partners).

In addition to the long term project of introducing structural and procedural reform in the
Ministry, there is an urgent need to address problems and bottlenecks in day-to-day tasks
carried out by MoL and NEO. In other words, there is a need to introduce administrative
modernization to improve the service delivery in MoL and NEO. A summary of major
bottlenecks by major function is presented below.

1.7.1 WORK PERMITS

Although not initially envisaged as a core function, the granting of work permits to foreign
nationals has become a core activity of the MoL. The number of permits issued increased
from around 5,000 in the 1960s to more than 70,000 today. Roughly 80 % of applications
relate to maids and other unskilled labour, including agricultural workers. Approximately
one quarter of total staff is engaged with this activity.

A work permit from the Ministry of Labour is required for foreign nationals to work in the
country. However, the number of permits it issues is far below the actual number that enters
the country. Thus the majority of foreign workers work without permits, particularly Syrian
workers who constitute the largest majority in the country and Palestinian workers.

The whole administrative process of applying, approving, and issuing of work permits is
manual. A computer is used in the final stage to register the work permit number, and the
name, sex, age, nationality, job classification etc. of the worker in a database. This database
is used for statistical purposes. The Central Administration on Statistics (CAS) publishes
the data in its monthly bulletin of statistics.

A number of small amendments in work procedures, training of staff in public relations and
client handling and investment in software applications and hardware to automate the
issuing and renewal of work permits will result in large efficiency savings and a better
service to the public. Staff is aware of the potential gains that computerisation can bring and
is keen to take that road.

fi
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Early 2001, a PMC expert in deburcaucratisation presented a report with a proposal for .
simplification of the work permit procedures, which could be taken as a basis for the \H-tuuu;wq

amendments to be made. - . g
-—ﬂN{A vﬁ‘\tﬁgb,‘.\. .

Preliminary analysis has indicated that the information system architecture should consist of ~-- - - -
a central data base accessible through an Intranet from various MoL offices. External
organisations, such as Ministry of Finance, who collects the fees, and NEO, who screen
applications on referral from the Minister of Labour, should be able to access the database
as well. An Internet site should also be developed (perhaps as part of a comprehensive MoL
web-site) to provide information to the public on work permit application procedures.

1.7.2  LABOUR PROTECTION AND LABOUR RELATIONS

The protection of workers and the improvement of occupational safety and health are
fundamental functions of labour administration. The MoL in Lebanon has a mere 20 labour
inspectors for a total of 37,000 companies (registered with the National Social Security
Fund). This makes it difficult to undertake supervision of employers’ compliance with
labour laws and regulations, encourage the active involvement of managers and workers in
health and safety issues, and to prevent occupational risks in a pro-active manner.

Moreover, a small survey among the corps of labour inspectors indicated that they spent
approximately 50% of their time checking work permit applications, 20% on preventing
labour disputes, 15% on working conditions and health and safety issues, and 15% on
administrative tasks. Thus also here the area of work permits has overtaken the traditional
labour inspection functions in importance.

In interviews with MoL key staff, several bottlenecks, besides staffing problems, were
identified. These related to an incomplete library and archive system to handle (1) labour
safety inspections; (2) labour disputes at the individual level and at the collective level; (3)
trade union registration, (4) companies registration, and (5) personal files of employees of
the Ministry. Files are all on paper and thus not easily filed, retrieved and shared. Staff face
difficulty in accessing and updating data and in preparing reports. Special mention was
made of the usefulness to establish a library of jurisprudence in labour conflicts. The
incomplete filing system resulted in a total absence of administrative data on labour
inspections, health and safety issues, labour disputes, trade unions, and trade union
membership, which prevented any programming of activities. Staff is much [rustrated by
the situation and aware of the need to introduce modern document and database
management systems.

Furthermore, it was mentioned that employers complained regularly and were irritated by
the duplication of efforts among Mol departiments when requesting information from
employers. Improving coordination between the different departments and streamlining the
information requirements expected from employers could easily address this issue.

In general, the introduction of a document management system and the adoption of
information technology in the day-to-day work of labour inspectors would solve a number
of these problems: staff would be more productive, so that staff/case-load could increase;
archiving would become easier with the main information kept in a central database; while
administrative statistics would be readily available.
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In the area of health and safety prevention, the adoption of IT would have to be
accompanied by a proper programming of inspection visits, plus a cycle of evaluation and
feedback to see through changes. This will need to be institutionalised through new and
updated work procedures. Modern equipment kits are also required for health and safety
inspectors.

1.7.3  EMPLOYMENT PROMOTION

The public institution tasked with employment promotion in the broadest sense is the
National Employment Office (NEQ). It provides an employment service function through a
central bureau in Beirut. The NEO uses methods such as roaming companies looking for
jobs, making telephone contacts, putting adds in the papes, contacting directly industrial
associations, and advertising on the internet. Furthermore, the bureau is finding difficulty in
coordinating with unregistered private recruitment agencies that cater to the high-end of the
labour market (38% of those registered with the NEO have an university education), but
also recruit skilled and semi-skilled workers on behalf of employers.

The employment service bureau is computerized, but this needs further development.
Physical cards and computer records co-exist. Amendments could help to rectify this, while
at the same time improving service delivery as well as job satisfaction for NEO employees.

The NEO carries out labour market studies and surveys. An enterprise-based labour market
survey is conducted annually (1998, 1999 and 2000) in collaboration with ILO and the
Faculty of Social Sciences of the University of Lebanon. Other, less regular surveys include
a survey of the unemployed and a tracer survey of students who complete vocational
training financed through the NEO. In discussions, it became clear that the NEO has the
ambition to establish a labour market information system as per the request of the ILO and
become the depository of all labour market studies and surveys carried out in Lebanon. A
request for technical assistance has been made to the Arab Fund and a project fora
computer system in Human Resource Matching is currently in advanced stage of
preparation.

Last but not least, the NEQ is also involved in providing accelerated training to technical
and ‘eligible but non-qualified’ youth, and work to disabled persons in protected work
places. Training courses are financed by NEO but conducted by NGOs. Besides the
financing, NEO checks the feasibility of the training programme for the labour market and
supervises the content of the training as well as the quality of the training provider. Students
who complete the course receive a NEO certificate. The programme is severely
handicapped by lack of funds. For example, in 1999 no budget was made available and no
training could be financed.

1.8 OTHER DONOR INTERVENTIONS IN THE SECTOR

Other donor involvement in the Mol. is negligible. In the past, it has benefited from ILO
advisory assistance and training in the areas of labour inspection, occupational health and
safety, labour education and trade union organisation and combating child labour.

For the conduct of labour market studies and surveys, the NEO is largely dependent on
international organizations for technical advice and financial support. The UN system has
been active in last few years in supporting the following projects:

ToR_MSC_Labour revised with suggestions 1G 03.09.01 rev JH 05.09.01, 06/09/2001



¢ First Manpower and Labour Market Survey (UNDP/ILO), carried out in 1997 and
repeated bi-annually since then;

¢ Development of a “National Strategy for Employment Promotion and Sustainable
Economic Growth” (UNDP/ILO), carried out in 1998;

e Support to the Adult Training Centre in Dekwaneh and establishment of an accelerated
programme in vocational training (UNDP/ILO).

¢ By mid-2001, the PMC has started a programme of activities in the area of
Performance Improvement Planning in the National Employment Office. This will also
involve supply of equipment and material.
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2 CONTRACT OBJECTIVES

2.1 INTRODUCTION

The analysis provided in Chapter 1 indicates that within the scope of public administration
reform, important improvements are within reach to strengthen service delivery and
increase the relevance of the MoL and the NEO to the public at large. It is important to
target both institutions since they complement each other and provide the institutional
framework for the implementation of labour administration in Lebanon. ARLA support
through the MSC could be envisaged at two levels to tackle the twin problems of an
inadequate organization structure and inadequate service delivery.

" First, introduce administrative modernisation. Or in other words, work from the bottom-
_’w_improving existing services of the MoL and NEO. The core functions of the Mol and-
NEO should be targeted. This should be done through a combination of amendments in
work procedures, training in public relations and client handling for those staff that deal
direcily with the public, training in use of the computer by professional staff, development
of software applications (including Internet and Intranet applications) that will allow faster
processing and sharing of documents, files, permits and limited investments in equipment,
including the upgrading of computer hardware. The functional areas to be targeted include
the issuing of foreign work permits, labour inspections, health and safety prevention
mea\s”ﬁré’sf'labour relatzons labour market stiidies and surveys, and employment services.
Second, introduce administrative reform. Or in other words work from the top-down by
rev1ew1ng the functional and orgamzatlonal structures of MoL and NEO in the l:ght of the
unemployment becoming a huge social problem there will soon be a need to develop and
implement a more pro-active employment policy, including the provision of technical and
vocational training to school drop-outs and the unemployed. Gaps, duplications and
overlaps in the provision of technical training need to be sorted out between MoL, NEO and
the Ministry of Technical and Vocational Training. Illegal private recruitment agencies
have mushroomed; there exists neither an official licensing system nor any monitoring or
supervision of their activities. Meticulous control should belong to the core responsibility of
the Ministry of Labour. The pros and cons of deconcentrating the issuance of work permits
to a public institution under the supervision of the MoL should be discussed and reviewed.

In short, such a review will result in recommendations for the functional and structural
reform of the two institutions, including changes in mandate, organization, staffing and
relations with other institutions. It is important that the two axes of strengthening service
delivery and functional and structural reform work in tandem and support each other. Work
on service delivery improvement will provide ideas and insights on how to best reorganise
and restructure the Ministry. A new structure will require improved work procedures that
will further enhance service delivery.

Where reform of the Ministry and the NEO requires changes of a level beyond the
individual ministry and agency, ‘horizontal’ actions will need to be taken by ARLA beyond
the level of the present MSC (through OMSAR and PMC).

ToR_MSC_Labour revised with suggestions 1G 03.09.01 rev JH 05.09.01, 06/09/2001



2.2  OVERALL OBJECTIVE

The overall objective of this MSC is to assist with the functional and structural reform of
MOL and NEO, and to modernise and reform key departments dealing with labour and
employment issues in order to adapt them to the changing socio-economic environment in
Lebanon.

2.3  SPECIFIC OBJECTIVES

The specific objectives are as follows:
s To assist with functional and structural reform of MOL and NEO

s 1o strengthen institutional capacity in the Department of Manpower to streamline and
speed-up the processing of work permit applications and in general provide a better
service to the public;

e to strengthen institutional capacity in the Department of Labour and Industrial
Relations to protect workers, improve occupational health and safety and prevent
labour conflicts;

¢ to strengthen institutional capacity in the National Employment Office to conduct
labour market research, build up a depository of employment and labour market
surveys and improve its public employment service function.

2.4 SUMMARY OF OUTCOMES

The desired outcomes of the project will be as follows:

¢ Approved policy paper on new role and function of MoL (and NEO);

e Approved law proposal on revised Mol mandate and organizational structure,
¢ Approved financial and operating plan for new MoL and NEO;

e Approved human resources development plan for new Mol and NEO,

e  Work Permit Management Information System that allows improved and faster
management of the work permit system;

s Labour Inspection Management Information System that enables better enforcement of
labour safety standards;

e Labour archive and documentation center, including application of international job
classification system, that allows better analysis of labour market and keeping track of
developments;

e (lient satisfaction/opinions survey system;

e Trained staff through on the job training, workshops, study tour to EU countries,
fellowship programme for 4 key staff, and through translated manuals and training
materials.
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3

SCOPE OF WORK AND TASKS OF THE CONTRACTOR

GENERAL

The Consultancy firm or consortium will be expected to carry out the following tasks: (1)
Improvement of Service Delivery, (2) Preparation of Functional and Structural Reform, and
(3) Implementation of Reforms.

3.1

IMPROVING SERVICE DELIVERY

3.1.1 WORKPERMITS

review of legal and regulatory text governing the application, screening, approval and
issue of foreign work permits, plus recommendation on how to simplify the
procedures;

review of administrative processes governing the application, screening, approval and
issue of foreign work permits, plus recommendations on how to streamline the

procedures;

review of the process of classifying those jobs that are open to foreign workers in
Lebanon (positive list) or closed to foreign workers in Lebanon (negative list),

Review of the case study and proposal prepared by a PMC expert regarding
simplification of work permit procedures. Preparation of an operational plan to
simplify and streamline work permit applications, including detailed recommendations
for (i) legistative, organisational and procedural changes and tmprovement of
practices, (ii) appropriate staff levels and staff training programmes with particular
accent on client handling and document management; and (iii} computerisation of the
work permits department including development of software; upgrading / expansion of
hardware; and staff training; all with particular accent on information sharing among
local offices and with relevant institutions.

Discuss, at the appropriate level, review if necessary and, after approval by the
beneficiary, assist with the implementation of the organisation, training and
computerisation plans. Sub-tasks here are:

a) Development of software application;
b) Installation of hardware;

¢} Pilot testing of application;

d) Computer training for staff;

¢} Evaluation and feed-back.

3.1.2 LABOUR PROTECTION AND LABOUR RELATIONS

An assessment of the current legal framework and operating procedures, including a
review of human and financial resource requirements, in the Department of Labour and
Industrial Relations concerning labour inspections, health and safety prevention
measures and labour relations

Preparation of an operational plan to strengthen service delivery in the above
mentioned areas for employers and workers, including detailed recommendations for
(1) procedural changes, such as adopting a cycle of planning, programming, monitoring
and evaluation (ii) a library and archive system for labour inspectors; (iii)
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computerisation of the labour inspection department including development of
software; upgrading / expansion of hardware; and staff training; all with particular
accent on information sharing among local offices and with relevant institutions; and
(iv) training in other areas (for example in occupational health and safety, labour
inspection, document management, client handling).

e Discuss, at the appropriate level, review if necessary and, after approval by the
beneficiary, assist with the implementation of the organisation, training and
computerisation plans. The latter may include (a} installation of computer hardware
and the design of specialised software and databases for files of syndicates and
associations, companies, and personal files of employees; (b) simplification of
procedures in the context of computerisation and efficiency gains, (c) software
development and installation; (d) training in labour administration, labour protection
and labour relations, including training in the use of the software; (¢) procurement of at
least 4 health and safety equipment kits for labour safety inspectors, and training in the
use of the kits.

3.1.3  EMPLOYMENT PROMOTION

s An assessment of cutrent operating procedures, including a review of human and
financial resource requirements, in the National Employment Office concemning the
public employment service function, the conduct of labour market studies and surveys,
and the financing and provision of vocational and technical training to out-of-school
youth and the unemployed.

¢ Review of the proposals prepared by a PMC expert regarding performance
improvements plans in the NEQ. Preparation of an operational plan to strengthen the
public employment service function, the quality of labour market information and the
relevance of vocational and technical training to out-of-school youth and the
unemployed, including detailed recommendations for (i) legislative, organisational and
procedural changes and improvement of practices, (ii) appropriate staff levels and staff
training programmes with particular accent on client handling, document management;
and statistical and policy analysis and (iii) computerisation of the public employment
service function including development of software; upgrading / expansion of
hardware; and staff training; all with particular accent on information sharing among
local offices and with relevant institutions.

» Discuss, at the appropriate level, review if necessary and, after approval by the
beneficiary, assist with the implementation of the organisation, training and
computerisation plans. The implementation of these plans will need to be closely
coordinated with other ongoing initatives, notably the ARLA-initiated Performance
Improvement Planning exercise and the Human Resource Matching project of the Arab
Fund, which foresee limited hardware assistance and the OMSAR-project to develop a
human resource matching computer system. Training is foreseen in the following
areas: client handling, document management, statistical analysis, labour market
analysis, including training in the use of software.

3.1.4 SURVEYS OF CLIENTS OPINION / SATISFACTION
¢ Putin place a system of regular surveys of the clients opinion about the quality of the

services delivered in the 3 main project areas. More specifically, this implies (1)
accurate choice of categories of service beneficiaries to be surveyed, (ii) definition of
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the survey sample, (iii) identification of the issues to be subject to research, (iv}
statistical work for collection of data, (v) analysis of the information, (vi)
dissemination of results and conclusions. This system should be operational and in use
from the middle of the project onwards and be refined at the final stages of the project
for future use by the beneficiaries.

3.2 FUNCTIONAL AND STRUCTURAL REFORM
3.2.]1 PREPARATION OF FUNCTIONAL AND STRUCTURAL REFORM

¢ An initial assessment of the legislation establishing the MoL in 1952 and changing its
structure in 1961. An assessment of organisation arrangements and practices. A review
of OMSAR and other proposals to reform the structure and procedures of the MoL and
NEO.

s Preparation of recommendations for review of legislation and regulations, for re-design
of structures and if possible for measures with immediate improvement impact. This
through a policy paper advising on the core functions of a Ministry of Labour and

. National Employment Office in the context of the changed socio-economic situation in

Lebanon.

e Organisation of a study tour to 1 or 2 EU countries to witness the functioning of a
modern labour administration in a market economy. Tasks of the contractor are
proposal of participants and countries to be visited and organisation and
implementation of the visits.

¢ Organisation of a high-level workshop to discuss the policy paper and the findings of
the study visit among government representatives and representatives of the social
partners to seek consensus as to what the priority functions should be.

¢ Finalisation of the recommendations.

e Preparation of a plan for their implementation taking into account both advantages of
accelerating measures with immediate impact and possibly delays in political
decisions.

¢ Assistance with implementation of the reforms/developments.

3.2.2 IMPLEMENTATION OF THE REFORMS

{a) Preparation of a financial and operating plan for the reformed MoL and NEO
This plan would:

» Estimate recurrent costs for the MoL and NEO on a three-year rolling basis
e Prepare investment requirements in equipment, furniture
» Develop operating manuals and work procedures

e Develop performance measures for the various departments in the MoL and NEO?
develop reporting guidelines for the various departments in the MoL and NEO, and an
operations monitoring and performance reporting system

e Prepare a specification for the acquisition of equipment (IT equipment, office
equipment and furniture), mainly to MoL, and to a minor extent also to NEO.

% Not to be confused with the performance assessment system for employees developed by the Civil Service Board)
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(b) Preparation of a human resources plan for the reformed MoL and NEO.
This plan would:

s Prepare a grading plan for all positions in MoL

® Prepare job descriptions for all grade I, II, IIl and IV posts

¢ Prepare a staff (re-)allocation plan

* Conduct a detailed training needs analysis

® Prepare a recruitment plan to bring new staff into the reformed MoL

¢ Organisation of a fellowship programme in labour administration for 3 to 4 staff who
will take up key positions in the reformed MoL

The fellowship programme should ideally provide for a twinning arrangement with a labour
administration in one of the EU countries. It could also be with an international organisation
specialized in the labour and employment field, for example the International Labour
Organisation, making use of their international training centre in Turin.
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4 REQUIRED INPUTS

4.1 SUMMARY

The maximum contract price for this MSC service contract is € 1,250,000 as shown in the
Invitation to Tender.

The maximum value of the MoL/NEO project will be € 1,700,000.

The inputs to the project to be provided by the Contractor from within the MSC budget are
as follows:

¢ Technical Assistance — by long term and short term staff — see 4.2. below;
o Training and Study Tours - see 4.3 below;

+ Translation services — see 4.4 below.

The inputs within the MSC contract are listed on the Schedule of Fees and Expenses -
Annex D to the contract - together with explanatory footnotes. The Tenderer should
complete the Annex D as his Financial Proposal following the Instructions to Tenderers in
Document [ of this tender dossier.

Inputs to the project to be funded from other ARLA budget allocations (outside the MSC
budget) are as follows:

e Office, ICT and other Equipment and Materials — see 4.5 below;

o Development of Specialised Software — see 4.6 below;

Inputs to the project in terms of services and logistical support to be provided by the MSC
Contractor and funded from overheads are described in 4.7 below.

Inputs to be provided by the MoL/NEO are described in 4.8 below.

4,2 TECHNICAL ASSISTANCE
4.2.1  INTRODUCTION

The Consultancy firm or consortium will be expected to field a team of consultants with
international and local experience to carry out the assignment. The team will be headed by a
Project Manager (Team Leader) with international experience who will assume overall
responsibility for the output of the team towards achieving the overall and specific
objectives of the assignment. The Project Manager will be based in the MoL.

An Assistant Project Manager with national experience will assist the Team Leader. This
expert would reinforce the general management of the project, increase the transfer of
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knowledge and mitigate the risks of problems created by absence or impediment of the
Team Leader.

In addition, the Consultancy firm or consortium is required to propose a pool of Short Term
experts with international and national experience and a diverse range of skills in labour
administration, public administration reform, human resource development and training,
information and communication technologies.

All experts must be proficient in the use of computers, Microsoft Windows and Microsoft
Office (Word, Excel, PowerPoint). Working ability in French is essential, and in Arabic
highly valuable.

The Tenderer’s technical proposal must present a clear description of the Organisation and
Methodology of the Technical Assistance proposed, including a proposed Work Plan, time
schedule, implementation procedures, and a summary of the input of individual team
members.

4.2.2 LONG-TERM EXPERT — LABOUR ADMINISTRATION EXPERT (PROJECT MANAGER)

The Project Manager (Team Leader) should be provided for a period of 25 person/months.
He/she will have the double role of technical adviser and project manager. The Project
Manager will be responsible for high-level advice, for quality control of all project outputs
and for the mobilisation of the other project inputs, namely the Short Term expertise.
His/her role demands the creation of a effective working relations and dialogue with his/her
Lebanese counterparts. The Project Manager is a critical position, and a high weighting will
be attached to the quality, capability and availability of this individual.

An important task for the Project Manager will be to help the Minister of Labour to
introduce administrative modernization and administrative reform in the Ministry of Labour
and NEO.

This expert will ideally have excellent experience and expertise in all aspects of labour
administration (labour relations, occupational health and safety, labour inspection, public
employment services, employment promotion etc.}and will advise the Minister of Labour
on all these topics. Most importantly he/she will focus on developing the performance and
effectiveness of the Ministry of Labour and NEO, and will facilitate the best use of the
equipment, training, workshops, manuals, services and the consultancy resources provided
within this project. The expert must therefore have both relevant experience and a high level
of commitment to achieving successful institutional reform.

The proposed Project Manager should have the following qualifications:

e Advanced degree in social sciences law or economics

e  Minimum 15 years of post-graduate experience of which some years have been spent
in running a government organisation.

» Practical experience with modemisation or reform in public sector institutions and the
provision of high level policy advice to Ministers

¢ Experience as project manager and team leader on EU or internationally-funded
consulting projects would be highly useful
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¢ Familiarity with EC procurement and reporting regulations
¢ Familiarity with MEDA countries, ideally with Lebanon.

e Perfect command of one of English or French languages and communication skills in
other language. Knowledge of Arabic would be an advantage.

e The expert is to work in tandem with counterparts in the beneficiary organisations.

» Previous exposure to the labour and employment field in modern public
administrations, either as an adviser or a government official, or as a consultant

4.2.3 LONG-TERM EXPERT - LABOUR ADMINISTRATION EXPERT (ASSISTANT PROJECT
MANAGER)

The Assistant Project Manager with national® experience will assist the Project Manager
(Team Leader) in the general management of the project and will help develop the skills and
capacity of the MoL and NEO. The expert is to work in tandem with counterparts in the
beneficiary organisations. Qualifications and experience relating to the following will be
required:

» Relevant academic degree

e Experience in the development and implementation of policies, procedures and
systems;

» Experience in the scoping, specification, installation and user training of the
organizations’ IT systems, including financial management/accounting systems;

¢ Qualification and experience in staff skill training and development (computer skills,
project management, document management, financial and economic analysis skills,
communication skills, presentation of policy analyses and policy papers).

e Perfect command of Arabic is essential. Good command of either the English or
French languages and communication skills in other language.

4.2.4 SHORT-TERM EXPERTS

The pool of Short Term experts with international experience is required to support the
MSC according to specific needs of the project. The Short Term experts will have extensive
experience, including overseas experience, in different aspects of labour administration.
Ideally, these Short Term experts should work in tandem with a team of local experts,
where the experts with international experience will take major responsibility for the design
and development of assistance packages and the local experts will take major responstbility
for the implementation, including the training of staff.

A total number of 600 expert/days (20 person/months) of short-term experts with
international experience should be provided by the Tenderer. The Tenderer should submit
indicative schedules for Short Term expert inputs in their proposals. These schedules can be
revised, if necessary, in the Inception Report work plan for the first year of the project, on
the basis of the Consultant’s assessment of the situation during the inception phase.

3 National experience, means a consultant with experience in Lebanon, with no reference to the nationality of
_ the consultant.
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Indicative areas for which Short Term missions should be organised are:

Labour market research and its use by public institutions in the field of employment;
Public and privatised labour intermediation agencies;

Public administration reform in the field of employment;

Health and safety of workers regulations;

Relations with labour/trade unions; prevention of labour conflicts;

Management systems and processes (IT, financial control, human resources, document
management);

IT systems requirements analysis, specification, and installation/training;

Public sector performance management systems;

Implementation of improved customer service delivery (quality, responsiveness);
Labour statistics; -

Specific operational and technical aspects of labour administration as necessary.

Short-term experts with international experience will have the following qualifications:

Academic degree in an area relevant for the assignment;

A minimum of 10 years professional experience in the area of the assignment as an
adviser or official;

Preferably experience in MEDA countries;

Full command of English or French, and communication skills in the other with
knowledge of Arabic being an advantage.

4.2.5 CONSULTANTS WITH LOCAL EXPERIENCE

It is proposed to engage 30 person/months of Consultants and trainers with local experience

L

¢ legal review / legislative drafting / revision and repeal of existing decrees & decisions;

¢ public administration reform;

¢ management systems and processes (IT, financial control, human resources, document

management);
e IT systems requirements analysis, specification, and installation/training;
» public sector performance management systems;
¢ implementation of improved customer service delivery (quality, responsiveness);

¢ specific operational and technical aspects of labour administration as necessary.
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Minimum required qualifications are:
s Academic degree in an area relevant for the assignment

e A minimum of 10 years professional experience in the area of the assignment as an
advisor or official.

e Full command of English or French

4.3 TRAINING AND STUDY TOURS

A maximum provision of € 150,000 has been allocated for the supply of Training and Study
Tours within the MSC contract (see Annex D). The MSC contractor is responsible for
planning, organising and implementing training activities according to the work plan
approved by the beneficiary institution. When external procurement of services is required
for carrying out these activities, the EC procurement rules and procedures will be followed.

In their proposal, the tenderer should propose an indicative training plan which specifically
describes the nature and location of the proposed training services and gives an estimation
of the type and number of activities (with an indication of their unit cost) in the
methodology and work plan.

The proposal should cover activities such as:

e A study tour to 1 or 2 EU countries for key decision makers {maximum 10);
e An extensive in-country training and skill development programme for MoL staft;

e A short-term fellowship programme for a maximum of four staff members who will
take up key positions in the reformed MoL;

¢ Training in the use of the newly created computer databases and systems.

4.4 TRANSLATION SERVICES

A provision of € 25,000 has been allocated within the MSC contract budget for translation
services (as direct costs). The MSC contractor will be responsible for providing translation
services for key project documents chosen by the beneficiary(ies) within the limit of the
available amount. If services are to be procured, standard EC procurement procedures are to
be followed. Procurement is to follow standard EC procedures

4.5 OFFICE, ICT AND OTHER EQUIPMENT AND MATERIALS.

A maximum provision of € 300,000 from ARLA funds is allocated for the procurement of

Equipment and Materials for the MoL and NEO. This provision is not within the MSC
contract budget.

Procurement of Office/IT Equipment for the NEO will be limited, and dependent upon

supply of equipment through the forthcoming Performance Improvement Planning exercise
of the PMC and the Human Resource Matching project of the Arab Fund.
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Procurement of the equipment will be carried out by OMSAR as separate supply contract(s).

The MSC Contractor will be responsible for scoping the requirements and, if appropriate,
preparing the Technical Specifications. The type of equipment foreseen is as follows:

s Computers, printers, (standard) software, telecommunications and other related office
equipment;

e Purchase of fumiture and other materials to support a library and archive center;

¢ Security and health kit for labour inspectors;

e Specialist publications and information sources.

4.6 DEVELOPMENT OF SPECIALISED SOFTWARE

A maximum provision of € 140,000 is earmarked for the provision and development of
Specialised Software needed for the office automation indicated. This provision is not
included within the MSC contract budget.

The MSC contractor will be responsiblé for preparing the Technical Specifications/Terms of
Reference for the development of tailor made software. OMSAR will be responsible for the
procurement, customisation, installation and commissioning of this software in accordance
with EC procurement rules and procedures. The software is required to rationalise MoL
procedures such as:

1. the MoL work permit management information system;

2. the MoL labour inspection management information system;

3. the database management of information on syndicates and organisations,
companies, and personal files of employees; and

4. the development of Internet and Intranet solutions for sharing information
among offices.

Care should be taken to develop systems that can be expanded and upgraded at relatively
low cost.

4.7 OTHER INPUTS TO BE PROVIDED BY THE MSC CONTRACTOR

The MSC contractor will be responsible for:

¢ Providing local support staff such as a secretary/office manager responsible for office
support and logistics for the duration of the contract;

e Covering all administrative and operational expenditure including all their
international telecommunications, courier and fax costs.

o Covering the cost of local travel.

e These items are to be shown as Direct Costs (sec Annex D — the Schedule of Fees &
Expenses).

¢ Any in-house research and backstopping facilities for the consulting team;
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¢ Computers, printers, software and other equipment that will be used directly by the
consultants.

As part of the support facilities, it is highly desirable that the MSC contractor is able to
provide specialist software, models etc which are relevant to the MoL and NEO. The
Tenderer’s proposal should therefore describe any in-house research and support facilities

and resources that the Tenderer is able to provide to the project within the contract price, in
particular:

. Any specialist software applications developed and owned by the Tenderer and which
could be made available at no cost to the contract;

e The tenderer’s experience in the use of the proposed specialist software.

None of the above items are to be charged to the project, but are to be funded from
Contractors overheads.

4.8 INPUTS/FACILITIES TO BE PROVIDED BY MOL/NEO

By virtue of its approval of these Terms of Reference, the Ministry of Labour undertakes to
provide adequate and reasonable office space for the Consultancy firm or consortium,
including offices, desks, chairs, and local telephone access within Lebanon.Offices will be
fully equipped with sufficient electrical outlets to connect personal computers and
uninterruptible power supplies if required.

The Ministry will also provide all information and documentation required for the
performance of the contract as well as general guidance and supervision of the work.

The Beneficiary will provide adequate counterpart staffing appropriate to each of the project

activities and missions. Counterparts of an appropriately senior level will be assigned to
work with the Project Manager (Team Leader) and Assistant Project Manager
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5 REPORTING

5.1 GENERAL

Standardised reporting procedures, formats and management arrangements for all ARLA
service contracts have been established by OMSAR, the PMC and the EC. These
arrangements rely in part on the establishment of an MSC Steering Committee to whom the
MSC will submit reports.

Reporting arrangements are set out in sections 5.2. The main features of this Steering
Committee are set out in 5.3 below.

Final details of the reporting arrangements for this MSC project will be agreed between the
MSC consultants, the MoL, OMSAR, the PMC and the EC during the Inception Phase.

5.2 REPORTING ARRANGEMENTS

5.2.] INCEPTION REPORT

At the end of the Inception Phase, the consultants will present an Inception Report, which
sets out:

¢ An assessment of the situation;

e Keyissues and challenges (distinguishing between administrative / service contract issues and
technical / policy issues);

¢  Proposed steps to address the key issues
*  Any revisions to the methodology

¢ Detailed task descriptions, expert profiles, work allocations and schedules of short term
international experts and local experts

* Initial proposals for procurement by MSC and OMSAR Procurement Unit
» A revised logical framework with updates to the risks and assumptions

s Timing of the planned deliverables (reports, etc.}

The Inception Report is due eight weeks after first mobilisation of the MSC consultants, and will be
accompanied by a Work Plan, which will set out revisions to the tasks, schedules and budget
presented in the Contractor’s proposal, together with a detailed forecast of activities in the upcoming
year.

The Inception Report will be submitted to the members of the Steering Committee.
The Inception Report and Work Plan require the approval of the Beneficiary, OMSAR and the EC.

5.2.2 ANNUAL WORK PLANS

An Annual Work Plan shall be due in the second and again in the third year of the MSC. It
will update the Work Plan presented with the Inception Report, and will contain a budget.
The budget needs to refer to the use of big budget items (expertise training, software
development, etc.) and ARLA resources outside the contract benefiting MoL and NEO.
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The Annual Work Plan shall be submitted to the Steering Committee two weeks before the
end of the previous work plan year.
The Annual Work Plan requires the approval of the Beneficiary, OMSAR and the EC.

5.2.3 MONTHLY REPORTS

The MSC consultants will prepare very brief (indicatively 2 page) monthly reports,
summarising progress in the last month, problems/issues arising, and planned actions in the
coming month. These reports will be distributed to all members of the Steering Committee.
The purpose of these reports is to provide an early warning of potential risks to achievement
of the overall and specific objectives of the MSC, including factors outside the scope of the
MSC contract.

The Steering Committee may, at any time, request more detailed monthly reports.

Monthly reports shall be submitted within 7 days of the end of the month in question.
5.2.4 Six MONTHLY REPORTS

Six Monthly Reports are to be submitted to the members of the MSC Steering Committee
They will include (maximum 20 pages, plus annexes):

* aone page executive summary,

¢ asummary of the work done and progress made during the period before the reporting
period;

e asummary of the work done during the reporting period, with list of personnel
employed and their assignments;

¢ an indication of progress made towards accomplishment of the Work Plans and
progress made towards achieving the project objectives;

s asummary of problems faced and recommendations for suitable remedies;
» recommendations for actions by the beneficiary, OMSAR or EC,;

¢ anupdate of the annual work plan for the up-coming six months.

In each Six Monthly Report, the consultants shall include a rolling summary of
mobilization, activities, and expenditures, from the start of the project to the end of each
half year.

The Annual Report (see below) will replace the second Six Monthly Report each year. The
Final Report (see further below) will incorporate reporting on the last six months of the
project. '

Six Monthly Reports shall be submitted within four weeks of the end of the period in
question.

5.2.5 ANNUAL REPORTS
The consultants will submit two Annual Reports over the period of the MSC. The Annual

Report should provide a high level summary of key issues and progress, and should be
critical in its review of achievements to date in relation to the MSC’s objectives and
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expected results. The Annual Report should be no more than 25 pages plus appendices. It
should include a one-page executive summary, and a Work Plan and budget for the coming
year. It should be suitable for wide circulation if judged appropriate.

The Annual Report require the approval of the Beneficiary, OMSAR and EC.

The first Annual Report is due 12 months from the date of commencement of the contract
and subsequent reports are due within four weeks of the end of the period in question.

5.26 FiNdL REPORT

The Final Report is to provide a comprehensive review of both the technical and
administrative aspects of service contract. It should include:

® 3 one page executive summary;,

¢ a summary of the work done;

¢ areview of the conditions of implementation;
¢ the contractor’s views on the results achieved;

e the contractor’s recommendations to the Beneficiary institution focusing on their activity
rather than on future techical assistance;

® a brief summary of inputs provided and expenditure incurred.

The Final Report requires the approval of the Beneficiary, OMSAR and the EC and must be
submitted within one month of the last day of the contract.

5.2.7 OTHER REPORTS

Subject to the requirements of the Work Plan proposed in the Inception Report, the
consultant will provide several technical and training related reports. Amongst others, the
following reports will be required:

s brief mission reports on each of the short-term assignments by short-term international
experts;

¢ technical reports on specific subjects treated in the framework of the service contract,
which will be prepared by the long-term and short-term experts as appropriate;

e training reports, providing feedback on the training needs analysis, training
programmes, twinning arrangements, on-the-job training programmes, as well as study
tours to Europe.

5.2.8 LANGUAGE, FORMAT AND NUMBER OF REPORTS

Reports shall be written in French or English. The Inception Report, Annual Work Plans,
Six Monthly Reports, Final Report and Technical Reports should have a short (1-2 page)
executive summary in French/English (depending on the language of the report) and in
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Arabic. The costs of any further translation required into Arabic will be covered by the
provision in the MSC contract budget (see further below).

Unless otherwise agreed in the Inception Report, all reports mentioned shall be submitted in
six (6) copies, with two (2) copies for the EC Delegation in Beirut, two (2) copies for the
MoL and two (2) copies for OMSAR/PMC.

5.2.9 APPROVAL OF REPORTS

The Inception Report, the Annual Work Plan, the update of the Work Plan in the Six
Monthly Report, the Annual Report, and the Final Report of the MSC will be subject to:

technical review by the Beneficiary of the contract;

recommendation by the MSC Steering Committee for approval by the Beneficiary, the
Contracting Authority and the EC;

formal approval by the Contracting Authority and the EC.

The Contracting Authority shall formally communicate the approval or comments on the
deliverables (reports, Work Plan efc.) within one month from the date of submission.

If amendments to the deliverables are requested, the Contractor shall provide these within
three weeks.

Final approval of the reports shall then follow within two weeks, following which the
Contracting Authority shall issue formal approval to the MSC Contractor.

Other administrative reports of the MSC, such as the Monthly Reports and the Six Monthly
Reports do not require formal approval by the Beneficiary, the Contracting Authority or the
EC.

5.3 PROJECT MANAGEMENT
5.3.1 MSC STEERING COMMITTEE

To ensure the appropriate organization and management of the Management Support
Consultancy (MSC) there is a need to set up a body that will focus on the macro framework
within which the MSC activities are to be implemented. This is the role of the MSC
Steering Committee. This Committee will focus on technical co-ordination inside the sector
but will not be involved in the day-to-day operation of projects.

The MSC Steering Committee reports on the progress of the MSC project to the ARLA
Supervisory Committee. The latter provides feedback and special advice whenever
requested or required.

The mandate of the MSC Steering Committee is:

* to provide general guidance regarding the establishment and the operation of the MSC
project;
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o to facilitate MSC intervention and assure appropriate co-ordination with other activities
between the beneficiary and other relevant stakeholders;

e to facilitate the monitoring and evaluation of the MSC’s progress based on objective
verifiable indicators, milestones and benchmarks;

¢ to review and recommend for approval (by the appropriate decision-makers) Inception
Reports, Work Plans and Budgets.

3.3.2 MEMBERSHIP

The MSC Steering Committee is chaired by a senior representative of the Ministry of
Labour (nominated by the Minister of Labour) and includes further:

o A representative of the National Employment Office;

e An OMSAR representative;

¢ The PMC Monitoring and Evaluation Expert (observer);

s A representative of the EC Delegation.

5.3.3 MEETINGS

MSC Steering Committee, of which the working language shall be French, will meet
quarterly and may have additional meetings, as and when required. The minutes of the
meetings and details of the decisions taken will be forwarded to the ARLA Supervisory

Committee and copied to the EC Delegation. The MSC Team Leader and a PMC Subject
Matter Specialist may attend the meeting by invitation.
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6 LOGISTICS AND TIMING

6.1 LOCATION OF THE ASSIGNMENT

The Project will be carried out in Beirut, Lebanon. The office of the project will be in the
Ministry of Labour. Frequent travel to MoL regional offices will be required.

6.2 DURATION

The project duration is 30 months. There will be a 2 months inception phase, after which the
Consultant will submit an Inception Report. This wilt provide a rapid but comprehensive

assessment of the institutional challenges facing MoL and NEO in improving service
delivery, and a brief review of the basic legislation of MoL and NEO.
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7  MONITORING AND EVALUATION

Monitoring and evaluation of the MSC will be undertaken at two levels:

¢ internal ARLA monitoring and evaluation by the ARLA Programme Monitoring
Consultancy (PMC)’s resident Monitoring and Evaluation Expert;

» external monitoring and evaluation of the MSC as part of the overall ARLA
programme. This will be undertaken by periodic visits of independent monitoring and
evaluation experts engaged by the EC. This will be the principal mechanism of
monitoring the progress and achievements of the MSC~ "

The MSC contractors are obligated to make available all information reasonably required
for the use of the monitoring and evaluation experts in the formats and within the
timeframes set by the PMC/External M&E Team. The contractors will be asked to enter
information as to the progress of contract implementation in a specially designed ARLA

computer database installed by the PMC at the start of the contract.

8 ASSUMPTIONS AND RISKS

o It is assumed that the Council of Ministers is concerned with public administration
reform and is willing to take a clear look at the functional responsibilities of the MoL
and the NEO and is willing to support proposed revisions, where necessary;

¢ Successful implementation is dependent on the continuous support obtained from MoL
and NEO senior management in introducing changes in organisational structure and
work procedures, backed up by any necessary decrees and regulations;

e It is assumed that the project currently prepared by OMSAR for the establishment of a
human resource matching computer system in the NEO will start implementation in
this autumn; - , VO

o The principal risk is that the trained staff, especially those that have gained marketable
IT skills, will leave the Ministry for more lucrative employment in the private sector,
The NEO and the MoL have so far given assurances that most of their employees have
committed themselves to careers in the public service. Very few have left the public
service so far. Should conditions in the civil service decling, these attitudes may
however change.
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