[image: ]

Terms of Reference (ToR) for
Consultant - Moodle Administrator for pilot hybrid training AI in Education  
To be designed and delivered as part of the 21st Century Schools programme – phase II 

1. Background
The 21st Century Schools programme - phase two, builds up on 10 million GBP Western Balkan 21st Century Schools Programme funded by the UK Government and implemented by the British Council between October 2018 and May 2022 and British Council consequent programmes, Pilot Western Balkans 21st Century Schools programme for lower grade primary school teachers implemented from November 2021 to March 2022.
This programme was designed to build up on the two previously implemented programmes to respond to demand from WB Governments to ensure additional support, especially for scaling up the programme to lower grade primary school teachers, with the aim to enhance CTPS and coding skills in children 6-10 years old.
Since 2022, the 21st Century Schools project - phase II was implemented with the aim to enhance digital literacy, critical thinking, problem-solving (CTPS), and coding skills among 6 to 10 year-old students across the Western Balkans — particularly in Serbia and Albania. Its goal is to foster an educational environment that encourages innovation and prepares students to leverage new technologies in their future careers, contributing to the region’s economic development.
The programme is closely aligned with ongoing education reforms in the region. Most recently, it has expanded to include development and delivery of Artificial Intelligence (AI) in Education pilot programme with the aim to promote responsible use of artificial intelligence (AI) in primary and lower secondary education.
The pilot programme will be designed to equip teachers and learners with the skills to understand, apply, and critically engage with AI in the classroom. Although Western Balkan countries are actively advancing digitalisation in education, specific policies or guidance on the use of AI in primary and lower secondary education remain underdeveloped. However, the existing emphasis on digital skills, infrastructure, and curriculum reform provides a strong foundation for AI integration in a pedagogically sound and policy-aligned manner. Moreover, as the PISA 2029 will introduce an additional set of questions related to Media & Artificial Intelligence Literacy (MAIL) assessment, pilot training will be developed to ensure that children are adequately prepared for upcoming testing.
The pilot programme will be designed with the aim to capacity build teachers to use AI in educational process in an adaptable, responsible and critically considered way, in accordance with pedagogical, ethical and legal frameworks. During pilot phase, 100 ICT and STEM teachers in Serbia and 50 ICT and STEM teachers in Albania will be trained. The training will be designed as a hybrid training with combination of face to face and online delivery.
Specific objectives of the training programme are to enable participants to:
· Understand the basic principles of artificial intelligence and its potential applications in teaching and learning.
· Acquire practical skills in using AI tools for the preparation, delivery, and evaluation of the teaching process.
· Develop critical thinking and a responsible attitude toward the use of AI in education.
· Gain insight into the ethical, legal, and pedagogical challenges of applying AI and learn strategies to address them.
· Explore and encourage innovative approaches to teaching through the integration of AI, tailored to students’ needs and the teaching context.
2. Scope of Work
Moodle Administrator will be responsible for, but not limited to, the following tasks:
Technical Requirements 
· Advise on all technical aspects needed for setting up course in Serbia and Albania and make sure to have all technical requirements in place for delivery of courses 
Course management 
· Administer each type of activity, resource and block in the course and manage their own settings  
· Install additional blocks and activities depending on instructors and program needs  
· Filters - Text and Multimedia plug-ins 
· Course settings for course home page configuration 
· Adding new Courses and design course formats 
· Manage Site files 
· Administer and collect pre/post questionnaires, evaluation forms, etc.
User Management 
· Facilitate Authentication of users on site  
· Adding new users  
· Upload users - from a file to a site, and into existing course and group, some existing user global updates  
· Adjust User profile fields according to requirements  
· Assigning users roles - typical assignments include: 
o Enrolling learners in courses 
o Un-enrolment of learners from courses 
o Assigning instructors to courses 
o Assigning course creators 
o Assigning administrators
Site Administration Settings 
· Front Page settings - initial or home page of Moodle site 
· Themes - user interface packages of XHTML and CSS controls  
· Language - default and additional language packs  
· Backup settings  
· HTML editor settings 
· Calendar settings  
· Maintenance mode 
· Administer Moodle site database 
Other Settings  
· Produce Reports and Logs after each training session  
· Liaising with Moodle Network and Moodle Community hub 
· Install and manage Anti-virus 
· System Monitoring and Server Statistic Software
3. Deliverables
· Two hybrid trainings set up on Moodle platform in Serbian and Albanian.
· Training delivery technically supported
· Training reports prepared
4. Timeline
The estimated duration of the consultancy is from 20 November 2025 to 31 March 2026. The consultant is expected to work up to 8 consultancy days.
5. Required qualifications
· Bachelor’s degree or University Degree awarded after a minimum of three years of university studies 
· At least 5 years’ experience in administration of Moodle Learning Management System (LMS). 
· Must have demonstrable experience in working within education sector  
· Proven experience working with content experts and course designers for the purpose of ensuring material is of exceptional quality  
· Familiarity with a range of online/blended learning methodologies, standards and formats that can be set up, managed and maintained using an LMS experience using Moodle in an administration capacity 
· Experience with file management, version control and troubleshooting 
· Desirable to have experience with HTML 
· Proficiency in English 
6. Reporting and supervision
The consultant will provide regular reports to the designated focal point at the British Council. Regular coordination meetings will be held to ensure alignment with project expectations and milestones.
Closing Date – 16th November 2025
Equality, Diversity, and Inclusion (EDI) Statement
The British Council is committed to policies and practices of equality, diversity and inclusion across everything we do. We want to address under representation and encourage applicants from under-represented groups, in particular, but not exclusively, on grounds of ethnicity and disability.
The British Council is committed to safeguarding children, young people and adults who we work with. We believe that all children and adults everywhere in the world deserve to live in safe environments and have the right to be protected from all forms of abuse, maltreatment and exploitation as set out in article 19, UNCRC (United Nations Convention on the Rights of the Child) 1989.
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