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Preface

Secondaryschoolsarethecoreinstitutionfortranslatinggovernmenteducationalaspirations

intoaction.Theyimplementtheeducationalmissionofthenation.Assuchtheschoolsneed

tohavemanagementsystemsthatcaneasilycarryoutsuchresponsibilities.Thepersonswho

managetheschoolsneedtobeconversantwiththemanagementandleadershipdemandsfor

them toachievetheintendededucationalresults
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Thisbookismeanttoinform andsimplifytheworkofbothnewandoldheadteachers,

whetherinasmallorbigschoolbyprovidingpracticalproceduresandexperiencesonhowto

delivertheservicesofaheadteacher.Thisisfrom theunderstandingthatanychangesin

schoolleadershipshouldnotinterferewithcontinuityofbusinessoftheaffectedschool.Itis

expectedthatteachersandheadteacherswillusethishandbooktoenrichtheirconfidence

from theknowledgeandskillsitprovides.

Everyschoolisconnectedtotheaspirationsofthenation.Assuchtheheadteacherneedsto

understandhowtheschoolisconnectedtotherestofthegovernmentstructureandthe

MinistryofEducation,ScienceandTechnologyanditsorganizations.Asdirectimplementers

ofgovernmentpoliciesonsecondaryeducation,headteacherswillfindthishandbookuseful

totheirday-to-dayoperationsasbothaguideandareminder.

Furthermore,itishopedthatallsectionsoftheeducationsectorwillmakegooduseofthis

handbooktoensurethatschoolsareproperlymanagedtoachievequalityteachingand

learningthatshouldresultintoimprovedstudentlearningoutcomes.

McPhailMagwira,PhD

SecretaryforEducation,ScienceandTechnology
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HR :HumanResources
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IPC :InternalProcurementCommittee
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NED :NorthernEducationDivision
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1.0SECONDARYSCHOOLMANAGEMENT

EveryschoolbelongstothelargerorganizationoftheMinistryofEducation,Scienceand

Technology.Alloperationsoftheschoolaredirectlylinkedtothemissionoftheentire

organization.Thisconnectionshouldbeclearlyunderstoodtoensuretheschoolsdeliverin

linewithwhatisexpectedofthem andtothebenefitofthewholesystem.

1.1MANAGEMENTSTRUCTUREOFTHEMINISTRY

ThegeneralstructureoftheMinistryofEducationcomprisestheCentralOffice,theDivision

Office,DistrictOffice,Cluster/ZoneOfficeandtheSchool.

TheMinistryofEducationismanagedbyaMinisterandaDeputyMinister.Underthese,there

isaSecretaryforEducationwhoisresponsibleforadministrativeduties.Therearetwo

permanentsecretaries,oneforbasicandsecondaryandanotherforhighereducation.They

coordinatetheworkofdirectorsofdifferentdepartments.

1.2THEEDUCATIONSYSTEM ORGANISATIONSTRUCTURE

Aninstitutioncanensurethatitsorganisationalstructureisclearlypresentedbydevelopingan

organogram,whichisalsoknownasanorganisationalchart,ororgchart.
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Thebenefitsofhavingawell-structuredorganogram include:

i. Itshowsthereportingrelationships/seniorityinanorganisation/institutionand

avoidsmisunderstandingsinthisregard.

ii. Itimprovescommunicationthroughtheappropriatechannels.

iii. Itassistswithcategorisingemployeesaccordingtoanappropriatejobgrading

system thatisusedfordifferentpurposessuchasremuneration,employment

equityandskillsdevelopment.

iv. Itreflectstherelationshipbetweenthedifferentdepartmentsinthe

organisationtoensurebestpracticesandalignmentwiththeorganisations

overallgoal.

Figure1:TheOrganizationalStructureoftheMinistryofEducation

1.3THESCHOOLSTRUCTURE

Theschool,justlikeanyotherorganisation,hasitsownorganisationalstructure.

Figure2:Theschoolorganogram
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1.4MANAGINGTHESCHOOL

Managementisaboutmakingthingsworktoproduceresults.Theschoolmanagermakes

teachingandlearningtakeplacetoproducetheexpectedlearningoutcomes.

1.4.1Aspectsofgoodschoolmanagement

i. Planning:settingobjectivestomeetspecifictargets

ii. Organizing:placingteachersandsupportstaffinrelevantpositions,mobilizingand

havingappropriateschoolfacilitiesandresources

iii. Motivatingandleading:creatinganenablingenvironmentandgivingdirectionto

teachersandsupportstafftoeffectivelycarryouttheirresponsibilities

iv. Controlling,monitoringandevaluating:ensuringthatactivitiesareproperlyguided

andprogresstowardsintendedgoalsisassessed.

1.4.1.1PlanningschoolActivities

i. Settingobjectivesoftheschool

ii. Budgetingforresources

iii. Subjectallocation

iv. Preparing:

a.Timetable

b.Schoolcalendarofevents

c. Actionplan
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d.Dutyroster

e. Assemblyprogramme

f. Schoolopeningprogramme

g.Staffresponsibilities

h.Descriptionofresponsibilities

1.4.1.2Organization

i. Assigningresponsibilities

ii. Identifyingandallocatingteachingandlearningresources

iii. Useofeffectivecommunicationstructure

1.4.1.3Motivationandleadership

i. Delegateresponsibilities

ii. Leadbyexample

iii. Beaccountableandtransparent

iv. Beopenminded

v. Inductororientnewteachersorstaffintheirfield

vi. Effectivecommunication

vii. Mentorship

viii. Lookingforexpertise

1.4.1.4Monitoringandcontrolling

i. Supervisionofteachingandlearning

ii. Encourageeffectiveuseofteachingandlearningmaterials

iii. Checkinggoodupkeepofschoolrecordse.g.Registers,markbooks,scholastic

records,periodregisters,attendanceregisters

iv. Useof“managementbywalkingaround”

v. Useofcalendarofevents

vi. Checkingdisciplineoftheschoolstaffandstudents

vii. Checkingrelationshipamongstaff

viii. Conductingmeetingsandteaming
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1.5ROLESANDRESPONSIBILITIES

Theschoolhasdifferentfunctionswhichareperformedbyspecificcategoriesofitsmembers

suchastheheadteacher,deputyheadteacher,headofdepartment,form teacher,prefect,

classmonitor,thestudent,supportstaffandparentorguardian.

1.5.1TheHeadTeacher

i. Planningschoolactivities

ii. Coordinatingschoolactivities

iii. Directingschoolactivities/programmes

iv. Supervisingteachingandlearning

v. Reportingissuestodivisionofficeandotherrelevantauthorities

vi. Teaching

vii. Interpretingandimplementinggovernmentpolicies

viii. Ensuringgoodrelationshipbetweenschoolandcommunity

ix. Preparingandimplementingbudget

x. Maintainingtheaccounts

xi. Chairingstaffandmanagementmeetings

xii. Allocatingresponsibilitiestostaff

xiii. Conductingteacherandsupportstaffappraisals

xiv. Evaluationofprogrammesandactivities

xv. Maintainingdiscipline

xvi. Maintainingschoolrecords

xvii. Conductgeneralassembly

1.5.2DeputyHeadTeacher

1.5.3HeadofDepartment

i. Supervisingteachingandlearninginthedepartment

ii. Ensuringthatteachingandlearningmaterialsareavailableinthedepartment

iii. Planning/organizingdepartmentalmeetingsandin-servicetrainingactivities

iv. Preparingdepartmentalbudgetestimates

v. Checkingtestitems

vi. Participatinginpreparationofmastertimetable
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vii. Actintheabsenceofboththedeputyandheadteacher.

viii. Inductingnewmembersofstaff

ix. Participatingindisciplinarycommitteemeetings

x. Allocatingteachingsubjectstoteachers

1.5.4Bursar-HumanResourcesManager

i. Lookingafterandsupervisingallsupportstaff

ii. AttendingtoHumanResourcesissuessuchasretirement,procedures,death

gratuity,loans,discipline,etc

iii. ReportingtotheHumanResourcesDepartment

iv. Supervisingstores

v. Keepingpersonalfilesforprofessionalandsupportstaff

vi. Keepingfiles/recordsformaintenance

vii. Advisingtheheadteacheronfinancialmatters

1.5.5Form Teacher

i. Maintainingclassdiscipline

ii. Maintainingclassrecordse.g.attendance,scholasticandperiodregisters

iii. Participateinformulatingclassrulesandroutines

iv. Compilingtestresults

v. Participateindisciplinarycommitteemeetings(whenrequired)

vi. Coordinatingwithadministrationonclassrelatedissues

vii. Maintainingclassroom cleanliness

viii. Ensuringthatteachingandlearningistakingplaceinhis/herclass

ix. Providingcounsellingandguidancetolearners

x. Identifyingstudents’needs

xi. Managingthecareforclassroom property
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1.5.6Prefects

i. Headboy/girlaremembersofabursarycommittee

ii. Involvementinstudentwelfareactivities

iii. Assistinginmaintainingdiscipline

iv. Supervisingdailychoresandroutines

v. Actasabridgebetweentheadministrationandfellowstudents

1.5.7Classmonitors

i. Maintainingclassdisciplineandorder

ii. Managingstudyregisters

iii. Ensuringclasscleanliness

iv. Preparingdutyrosters

v. Reportingdamagesoftheclasse.g.furniture

vi. Managingperiodicclassregisterfortheday

1.5.8Supportstaff

i. Allnon-teachingstaffmembersinvolvedinadministration,guarding,cleaning,

cookingandgroundsworkservicesareinthecategoryofsupportstaff.

ii. Theyprovidesupporttotheteachingstaffforthem todelivertheirteaching

responsibilityeffectively.

1.5.9Parentsandcommunity

Parentsorcommunitymembersareanintegralpartoftheschoolmanagementsystem.

i. Theyplayanimportantroletoprovidefood,shelter,careandsupporttothe

students.

ii. Theyprovidethenecessaryservicestoenablethestudenteffectivelyandfully

participateineducation.

iii. Theymakesurethattheschooliswellmanaged.

iv. TheyareresponsibleforthedevelopmentoftheschoolthroughSMCandPTA.

2.0MANAGINGSTAFF

Teachersareanimportantinputforqualitydeliveryofeducation.Teachersarerecruitedbythe

MinistryofEducation,ScienceandTechnologyandManagedbytheDivisionOfficeandthe

Headteacher.

2.1.Receivingnewstaff

i. Whenateacherreportsforduties,theheadteacherwritesanacknowledgementletter
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totheDivisionOffice

ii. TheHeadteacherarrangesforthetransportationoftheteachertotheschool

iii. TheTeacherisgivenanorientationabouttheschool

iv. Theteacherisintroducedtooldstaffmembersandstudents

v. Theheadteacher,then,handsoverthenewteachertotherelevantHeadof

Departmentforsubjectallocationandmentorship.

vi. TheHeadteacheropensandmaintainsaconfidentialfileforeachstaffmember

throughtheofficeofthebursar.

2.2.Attendanceandabsencefrom duty

i. Officersmustalwaysreportfordutiesontime.

ii. Everyofficershouldfillthetimebookuponarrivalatthedutystationandbefore

departure

iii. Noofficershouldleavetheschoolpremisesduringworkinghourswithoutthe

permissionofhis/hersupervisingofficerorofaseniorofficeractingonhis/herbehalf.

iv. Everyteachermustsignaperiodregisterinperson.

v. Everyofficermustsubmitawrittenrequestandgetanapprovalforanyabsencefrom

duty.

vi. Theheadteachermustapprovebeforeanofficerleavesdutystation.

vii. Verballycautionstaffmemberswhoareabsentfornoreasonorexcuseforthefirst

time.

viii. Secondtimeoffendersshouldreceiveaverbalwarning

ix. IssueawrittenwarningforahabitualoffenderandreporttotheDivisionOffice

2.3.Leave

i. Forlongerabsence,theheadteacher,mustforwardtherequesttotheDivisionOffice

toseekauthorizationofsuchabsence.

ii. Noofficershouldleavethedutystationbeforeapprovalfrom theSecretaryfor

Education.

iii. Theheadteachermustfileacopyofboththerequestanditsapproval.

iv. Thefileofeveryofficershouldcontainproperrecordsofallleavetakenbyhim/her.In

caseoftransferoftheofficer,theirfilewillbeforwardedaccordinglytothe

administrationoftheofficer’snewdutystation.

v. Absenceongroundofillnessshouldbecommunicated,providingmedicalcertificate

asproof.

vi. Maternityleaveislimitedtothreemonthsandapprovalmustbesoughtfrom the
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DivisionOffice.

vii. Femalestaffmembersmustobserveagapofthreeyearsbeforethenextrequestfor

maternityleave.

2.4AbsenceofHeadTeacherfrom school

a.Aheadteachermustalwaysappointhisdeputytoactincaseofabsencefrom duty.

b.Incaseofabsenceforalongperiod,inadditiontotheabove,theHeadTeachershould

inform theDivisionManager.

c. Wheneverhavingtoabsenthim/herselffrom schoolforreasonofurgency,theHead

Teachershould

a.Inform theDeputyHeadTeacherorthemostresponsibleseniorTeachers,if

thereisnoDeputyHeadTeacherattheschool

b.Inform theDivisionManageraccordingly

d.Incaseofplannedcasualleave,theHeadTeachershouldsubmitanapplicationfor

leavetotheDivisionManagerforapprovalandgivenecessaryinstructionstothe

DeputyHeadTeacheroraresponsibleseniorteacher,asthecasemaybe.

e. Inform othermembersofstaffabouttheabsence

f. Theheadteachermusthandoverkeysofhis/herofficetothedelegatedofficerfor

easyaccesstorecords.

g.Whileaway,keepallcommunicationschannelopenforeasyreachandconsultationby

thedelegatedofficer.

2.5PrivateWork

i. Anofficerisnotpermittedtoundertakeprivateworkexceptinthefollowingcases:

a.Theworkisperformedoutsideworkinghours.

b.Itdoesnotinterferewithhisofficeduties.

c. TheapprovaloftheResponsibleOfficerisobtained.

2.6Staffdevelopment

i. Theheadteachermustidentifyopportunitiesforstaffprofessionaldevelopment

activities.

ii. Theheadteachershouldseetoitthateveryteacherandstaffmemberstakespartin

professionaldevelopmentactivities.

iii. Theheadteachermustcompileastaffprofessionaldevelopmentplanwhichshouldbe

reflectedintheSchoolImprovementPlan.

iv. Theheadteachermustsuperviselessonsandgiveconstructivefeedback

v. Theheadteacher,throughtheHeadsofDepartmentmustidentifystaffprofessional
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needsandprovidethenecessaryin-servicetraining.

2.7. Staffappraisal

i. Theheadteacherwillappraisestaffmemberseveryterm andfiletheresultsforfuture

referenceincaseofopportunitiesforpromotion.

ii. Rewardstaffforgoodperformance.

iii. Placestaffinpositionsrelevanttotheirabilitiesandperformance.

2.8.Facilitatingstaffretirement

i. Anofficerisexpectedtoretireonreachingtheageof60years.Anofficercanalso

retireafterreaching20yearsofserviceiftherearevalidreasonsthatjustifythe

retirement.

ii. TheofficermustsubmitarequesttotheResponsibleOfficerstatingreasonstoget

approvalfortheretirement.

3.0MANAGINGTEACHINGANDLEARNING

Teachingandlearningarecoreactivitiesoftheschool.Alearningexperienceimpliesthe

acquisitionofnewknowledge,modifyingandapplyingitinreallifesituation.Foreffective

teachingandlearningtotakeplace,thereisneedforsoundleadershipthatshouldimprove

andsustaintheeducationalstandardsoftheschool.

3.1Characteristicsofeffectiveschool

Characteristics Indicator

i. Strongandsustainable

Financialinvestment

a.AvailabilityofTeachingandLearningMaterialse.g.
Textbooks.Labequipmentetc.

b.Incentivestobothteachersandlearners

c. OrganizeregularschoolbasedINSET

d.AdequateAssets

e. Schoolvehicle,computers,printers

ii. QualityLearning Studentsareableto

a.ExpressthemselvesverywellinEnglish

b.Askpertinentquestionsduringlessons

c. Producequalityresultsinnationalexaminations

d.Applytheknowledgetoeverydaylifesituations

e. Havewellstatedgoals.
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iii. QualityTeaching a.Properplanningi.e.haverecords

b.Competencyinsubjectmatter

c. Effectiveuseofteachingandlearningresources

d.Goodclassmanagement

e. Innovativeskillse.g.Improvisation

f. Abilitytoproducegoodlearning

iv. EffectiveSchool

Management

a.Hardworkingteachersandlearners

b.Goodexaminationresults

c. Disciplinedlearners

d.Goodlearningenvironment

e. Wellmaintainedrecords

f. Adequateresources

g.Team workingspirit

3.2StakeholdersandtheirroleinCreatingEffectiveSchool

Stakeholder Roles

i. Headteacher a.provisionofadequateteachingandlearning
materials

b.Ensuringtheschoolhasadequatestaffing

c. Motivatingteachers/learners

ii. Teachers a.Planningi.e.schemesandrecordsofwork,teaching

b.Teaching.i.e.studentcenteredlesson

c. Providingguidanceandcounseling

d.Maintainstudentsdiscipline

e. Formulationofexamination

iii. Learners a.Attendingclasses

b.Cleaningclassroomsandschoolenvironment

c. Observingrulesandregulation

d.Participatinginextracurriculum activities
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iv. Parents a.MonitoringTeachingandlearning

b.Participatinginschooldevelopmentprojects

c. Providingfinancialandmoralsupporttolearners

3.3Aspectstobeconsideredatschoolandclassroom leveltoachieveeffectivelearning

i. Learnercenteredactivities

ii. Variationofteachingandlearningmethods

iii. Continuousassessment

iv. Educationalvisits

v. Schoolbasedin-servicetrainingactivities

vi. Remediallessons

vii. Studycircles

viii. Homeassignments

ix. Awardingdeservingstudents

x. Observingpunctualityofstudentsandteachersatalltimes

xi. Cleanliness

xii. Feedbackonstudentandteacherperformance

xiii. Goodrelationshipamongstaffandbetweenstaffandstudents

xiv. Manageableenrolments

xv. Rulesandregulations

xvi. Timetable

xvii. Periodregisters

3.4Howtoensurevariouslearningmethodsarepromoted

i. Provideenoughteachingandlearningresources

ii. Provideadequatein-servicetrainingonparticipatorymethods

iii. Team teaching

iv. Induction

v. Supervision

vi. Useofresourcepersons

vii. Exchangevisits-sharingbestpracticeswithotherschools
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3.5LeadershipforeffectiveTeachingandLearning

i. Providingnecessaryresourcesandensuringthattheyarewellused

ii. Supervisingteachingandlearning

iii. Promotingcooperationamongstaff

iv. Leadingbyexample

v. Givingguidance

vi. Discussingwithteachersthechallengestheyfaceintheirsubjectarea

vii. Beingresourcefulandcreative

viii. Ensuringeffectivecommunication

ix. Providingschoolbasedin-servicetraining

x. Providingrewardstoteachersandstudentstomotivatethem forgood

performance

xi. Emphasisondiscipline

4.0MONITORINGOFTEACHINGANDLEARNING

Teachingandlearningisexpectedtoimproveeveryday.Thisispossiblewhentheteachers

andlearnerscontinuallyassesstheirpracticeanddevisemechanismstodobetter.Every

schoolheadteacherisrequiredtopromotethispracticeofself-assessment.However,the

monitoringofteachingandlearningisasharedresponsibilityamongdifferentstakeholders

bothinandoutsidetheschoolsetting.

4.1Responsibility

Thepersonsresponsibleformonitoringteachingandlearninginclude:

i. Headteacher–Overallsupervisorofallteachingandlearningactivitiesinthe

school

ii. HeadsofDepartment–asaheadofthecurriculum,overseesandsupervisesits

properimplementationbycarryingoutdutiesexplainedin1.4.2above.

iii. Teachers–teachersassesstheirteachingthroughtests,oralquestions,

assignmentsandobservations.Teachersmustmeasuretheirperformancethrough

thestudents’learningoutcomes.

iv. Learner-learnersareatthecenterofteachingandlearningandthereforemustbe

giventheopportunitytomonitortheirlearningbyensuringthatteacherssigninthe

periodbookandparticipateinalltasksgivenbytheirteacher.

v. Parents–thesemonitorlearners’schoolworkthroughschoolreports,homework

andinteractionwiththeteachers.

4.2WaysofMonitoring
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Schoolspracticedifferentstylesofmonitoringofteachingandlearningandthefollowingare

someexamples:

i. Continuousassessmentthroughperiodictests,forinstanceweekly,monthlytermly,

midtermly,endofterm,endoftopic.Theresultsofthetestsarerecordedina

markbook.Theresultsfrom thetestsform thebasisforadvisetheteachersand

learnersontheirweaknessandstrengths.

ii. Useofopendays:theopendayissettoallowlearnersdisplaytheirtalentsand

abilitiesthroughdifferenteducationalactivitiessuchaspoems,scientific

exhibitions,recitals,songs,dances,etc.

iii. Useofnationalexaminationresults:studentsandteachersknowtheirperformance

atnationalexaminationsinrelationtoleanersfrom otherschools.

4.3targetsforfeedbackonstudentlearning

Resultsofthemonitoringaremeanttoinfluenceimprovementinteachingandlearningand

thereforemustbeusedproperlybyallrelevantstakeholderssomeofwhom include:

i. Headteacher–toknowhowhis/herschoolisperformingonspecificcurriculum

areas

ii. Parents–toknowhowtheirchildrenarefaringintheirlearning

iii. Students–toknowhowtheyarefaringwiththeirlearning

iv. Sponsors–theseincludethosethatsupporttheschoolaswellindividualstudents

suchasorphans.Thesponsorsusetheresultstoappreciatethebenefitand

impactoftheirsupport

v. Teachers–teachersuseassessmentreportsforself-evaluationandimprovement.

vi. Governmentofficials–thegovernmentusesstudentperformancereportstofeed

intopolicyformulationanddecision-making.

SamplerecordchartformonitoringTeachingandLearning

Date Time Headof

Department

Shift Class Subject Subject

Teacher

Signature Remarks



S
e

c
o

n
d

a
ry

S
c

h
o

o
lM

a
n

a
g

e
m

e
n

t
H

a
n

d
b

o
o

k

24

5.0MANAGINGSTORES,ASSETSANDFINANCES

Schoolsreceivedifferentmaterialstosupportteachingandlearningactivities.Theseinclude

furniture,equipment,foodsupplies,officesuppliesandotheressentialsforthesmooth

runningoftheschoolfrom thegovernmentandotherstakeholders.

5.1MANAGINGSTORES

Forpropermanagementofstores,theheadteachermust:

i. Keepstorerecords

ii. Appointresponsiblepersontomanagethestores

iii. Conductperiodicstocktaking/checkingconditionofgoods

iv. Ensuresecuritymeasuresareinplace

v. Replenishconsumablestocks

vi. Manageormonitorthereceivingandissuingprocess

vii. Protectstoresfrom pestsbyfumigation

viii. Puttingcontrolmeasures

5.1.1ReceivingandIssuing

Therearetwoprocessesinvolvedinhandlingstores.Thesearereceivingandissuing.

5.1.1.1Receiving

i. Checkonthedeliverynoteifitisnotimprovised

ii. Deliverynotemustbefiledproperlyinadeliverynotefile

iii. Signingonthedeliveryagainstthequantityofmaterialsreceived

iv. Recordingthestoresinthestoresledger

v. Givingremarksontheconditionofthematerials/itemsreceived

5.1.1.2Issuing

i. Preparerequisitionforms

ii. Signinthestoresledgeraftercollectingtheitems

iii. Updatingthestoresledger

iv. Filingtheissuingform intheissuingfile
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5.2MANAGINGASSETS

Assetsentailallthephysicalpropertyownedbytheschool.Thesecanbefixed(buildings,land,

trees)ormovable(desks,tables,vehicles,photocopier,printer,refrigerator,wheelbarrow,

televisionset,etc.).

5.2.1CareandMaintenanceofAssets

i. Headteachermusteducatestudentsandteachersonpropercareofassets

ii. Theheadteachermustregularlyinspectallschoolproperty

iii. Alldamagedassetsshouldberepairedimmediatelyafterdetectionoftheirfaults.

iv. Theheadteachermustensurethatwallsandroofsareregularlypainted.

v. Allmovableassetsmustbeproperlylabeledforeasyidentificationandnotingincase

ofmissingitems.

5.2.2StorageofAssets

i. Theheadteachermustensurethatallmovableassetsarerecorded

ii. Theinventoryforassetsmustberegularlyupdated

iii. Theheadteachermustensurethatassetsareinsured

iv. Theheadteachermustensurethatthereismaximum securityforallassets

v. Theheadteachermustobtainanofficialcertificateofownershipofallassets

5.3MANAGINGFINANCIALRESOURCES

Theheadteacherhasanoverallresponsibilityofmanagingtheschoolfinances.Theaccounts

personnelareresponsibleforcollectingrevenueonbehalfoftheschool.Intheabsenceofthe

accountpersonnel,theheadteacheradministrativelyappointsatrustworthyteachertocollect

andbanktherevenue.Teachersorheadteachersarenotallowedtocollectschoolfunds,beit

receivingfeesorbankingschoolmoney.

5.3.1Financialmanagementactivities

Thefollowingshouldbefollowedwhenmanagingschoolfinances:

i. Preparationofbudgetestimates

ii. Collectionofmoney

iii. Documentationoffinancialreports

iv. Banking

v. Expenditure/utilizationcontrol

vi. Reporting/accounting
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vii. Preparerevenuereturns

5.3.2Waytoensureproperuseoffinances

Toavoidoverorunder-spending,theheadteachersensures:

i. Spendingaccordingtobudgetedactivities

ii. HavinganInternalProcurementCommittee(IPC)

iii. Keepingproperfinancialrecordse.g.ledger,dispatchbook,chequebook

iv. Accountingforexpenditure(receipts,vouchers,etc.)

v. Auditing–internalandexternal

vi. Authorizingexpenditure

6.0STUDENTFRIENDLYSECONDARYSCHOOL

Astudentfriendlysecondaryschoolhasfivenecessarycharacteristicsthataremutually

reinforcingconditionsforsuccessfullearning.

6.1PRINCIPLESOFASTUDENT-FRIENDLYSECONDARYSCHOOL

Theconceptofstudentfriendlyschoolisbasedonthefollowingprinciples:

6.1.1Rightsbasedandinclusive

• Respectsandrespondstodiversityandensuresequalopportunityforall

• Everystudentfeelswelcomeandissupportedasanindividual.

• Demonstrates,promotesandhelpstomonitortherightsandwell-beingofallstudents

regardlessoftheirsex,physical,intellectual,emotionalstatus,linguisticor

socioeconomicbackground.

6.1.2Academicallyeffective

• Providesqualityeducationandproducestheintendedoutcomesrelevanttothe

students’needs.

6.1.3Safe,protectiveandhealthpromoting

• Thissafeguardsstudents’emotional,psychological,physical,moralandhealth

wellbeing.Itcreatessafe,warm andwelcomingspacesforgirlsandboystoenable

them learnwithoutanyform ofintimidationandfear.

• Goodhealthandnutritionareprioritized

6.1.4Agenderresponsive,equityandequalitypromotingschool

 Promotesandexercisesequalityamongboysandgirls

6.1.5School-communitylinkagesandpartnerships

• Thefamilyandschoolhavedirectinfluenceonthelivesofstudentsbyencouraging
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teachers,parentsandteacherengageinactivitiesanddecisionsaffectingstudents

andtheirlearning.

6.2WAYSTODEVELOPASTUDENTFRIENDLYSCHOOL

ASFScanbestbedevelopedthroughanintegrated(jointogether)approach.Thisapproach

focusesonimprovingthequalityofanumberofareasintheschool.Theseinclude:

• Thephysicalandpsycho-socialenvironment

• Thecurriculum,learningmaterials,normsandstandards

• Theschoolmanagement,learningprocessesandstructures

• Theperformanceofthelearners,theteachersandtheschool.

• Fortheaboveapproachtobeachieved,theSFSmodelrecommendsthecreationof

SchoolDevelopmentPlan(see9.2).

6.3STUDENTFRIENDLYSCHOOLSINDICATOR

6.3.1Characteristicsofastudentfriendlyschool

Characteristics Indicator

i. Equalaccessand

enrolment

a.Learnersofdifferentabilitiesandagesareenrolled
intheschool

b.Availabilityofinfrastructurethataccommodates
physicallychallengedlearners

c. AvailabilityofODLlearners

d.Admissionoflearnersbasedonmeritnotonsocial
status.

ii. EqualityinLearning

processes

a.Thesametimeallocation

b.Thesameexams/

c. Equalattainmentoflearners

d.Involvementofphysicallychallengedlearnersin
sports

iii. Eliminatinggender a.Equalnumberofboysandgirlsintheschool

b.Mixedseatingplan

c. Involvementofbothboysandgirlsinsporting
activities

iv. Supportforchildren

withspecialeducation

orlearningneeds:-

a.AvailabilityofResourceCentre

b.Evidenceofremediallessons

c. Physicalinfrastructurepurposelybuiltto
accommodatephysicallychallengedlearners
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d.Availabilityofspecialneedsteachers

v. Existenceofstudentled

Structures

a.Presenceofprefectboard

b.Presenceofmonitorsineachclassinclusionof

studentsindifferentschoolcommitteee.g.bursary,

boarding,finance.

6.3.2StakeholdersincreatingStudentFriendlySchool

Stakeholders Role

i. PTA a.Helpinpromotingrelationshipbetweencommitteeand

school

b.Monitoringtheperformanceoftheirwards

ii. SMC a.MonitoringTeaching&Learningataschool

b.Constructingandmaintaininginfrastructure

iii. Religiousleader a.Assistingneedystudentse.g.bursarydonatevarious

materials

b.moralsupport

c. Guidance/Counseling

iv. TraditionalLeaders a.Guidance&Counseling

b.involvementindevelopmentprojects

v. MotherGroup a.GiveGuidance&Counselingtogirlstoschool

dropouts.

vi. NGO a.Donatingvariousmaterials

b.provisionofbursarytoneedystudents
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6.4GENDERSENSITIVE,EQUITYANDQUALITYPROMOTINGSCHOOL

6.4.1Characteristicsandindicatorsofaschoolthatisgendersensitive

Thefollowingaresomeofthecharacteristicsofaschoolthatisgendersensitiveand

promotesequityandequalitybetweendifferentgroupsofstudents.

Characteristics GenderResponsiveIndicator

i. Classroom Environment a.Mixedsittingarrangements

b.Dutyrosterincludeboysandgirls

c. Equalopportunitiesinrespondingtoquestions

d.Groupscomprisingboysandgirls

e. Adequatedesksforboysandgirls

f. Responsibilitiesgiventobothboysandgirls

g.Useofreinforcementgiventobothboysand

girls

vii. Teachers a.Guidance&Counseling

b.teaching

c. rolemodel

viii. Students a.Learning

b.Participationinmanagingtheschool

ix. PoliticalLeaders a.donatevariousmaterials

b.provideassistancetoneedystudents

c. Involvementindevelopmentprojects.
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ii. SchoolPolicies a.Equalopportunitiesforschoole.g.form 1intake

50:50

b.Re-admissionpolicy

c. Rulesandregulations

d.Responsibilitysharingofprefectbody

e. Dutyroster

f. Femaleteachersgivenresponsibilities

g.Sittingarrangement

h.Choiceofsubjects

i. Shareresponsibilitiestomanagetheschoole.g.

prefectsandclassmonitors

j. Bursaryopportunities

k. Girls’hostelsandfemaleteacherhouses

l. Sanitationfacilities

iii. Curricular a.Developmentofinstructionalmaterials

b.Pictures(usebothgirlsandboysandlanguage

c. Varietyofsubjectstoallowwidechoicesfor

both

d.Involvementofboysandgirlsinsporting

activities

e. Casestudies

f. Subjectsthatpromotegenderissuese.g.life

skills

6.4.2 StakeholdersresponsibleforMakingSchoolsGenderSensitive

Stakeholder Role

i. Teachers a.Sensitivetostudents’educationalneeds

b.Implementpoliciesandteachcurriculum

c. Actasrolemodels
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ii. Government a.Formulategenderpoliciesthatpromotegender

equity

b.Sensitizeongender

c. Supportgenderissues

iii. EDM a.Policymakerparticipantandmainstream gender

issuesattheworkplace

iv. DeskOfficerfor

Secondary

a.Advocatesgenderissuesattheofficeand

division

b.Monitoringandpostingofteaching

recommendationsgiventodifferentofficers

v. Planner a.Assistinselectionandprovideinformation

(statistics).

vi. HumanResources a.Postinginstructionsthatensurethereisequal

opportunityandestablishmentfilled

b.Giverecommendationsonpostingsofteachers

mainlyfemaleteachers

vii. DEM a.Setstandardsatworkplacebyestablishingposts

thatgiveopportunitiestobothsexes

viii. DOP(DeskOfficer

Primary)

a.Responsibleforpostingsandteachersallocation

inschools

ix. NGOs a.Advocategenderbalance

b.Supportfinanciallyandmaterially

x. Parents a.Provideadvice

b.Providematerialsupporttostudents

c. Parenting

7.0MANAGINGSCHOOLDISCIPLINE

Disciplineisanecessityfortheproperfunctioningofaschoolandisessentialforeffective

learningandthequalityofschoollife.Effectiveschooldisciplinestrategiesneedtobesought

toencourageresponsiblebehaviorandtoprovideallstudentswithasatisfyingandfruitful

schoolexperience.

7.1SCHOOLDISCIPLINE

Schooldisciplineisthesystem ofrules,punishmentandbehavioralstrategiesappropriateto

theregulationofchildrenoradolescents.Schooldisciplinehasthefollowinggoals:

i. Ensuresthesafetyofstaff,studentsandschoolproperty
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ii. Createsanenvironmentconducivetolearningandteaching

iii. Contributestothesocialdevelopmentofthestudent

7.2.SCHOOLINDISCIPLINE

Schoolindisciplineisacontraryactbyastudent,teacherandsupportstaffthatbreaksanyof

theschool’sruleandregulation.

7.2.1Maincausesofschoolindiscipline

Indisciplineemanatesfrom differentsources.Atschoolleveltheyoriginatefrom behaviorsof

management,teachers,students,parents,andtheministryitself.

7.2.1.1Managementrelatedcauses

i. Poorcommunication

ii. Poorplanning

iii. Mishandlingofsickteachersandstudents

iv. Impartiality–favoritism

v. Inconsistencyinmanagingactivities

vi. Lackofconsultation–workinginisolationofotherstaffmembers

vii. Lackoftransparencyandaccountability–createssuspicionandspeculation

viii. Negligence–failuretoaddresspersistentandunresolvedissues

ix. Lackofmotivation

x. Lackofsupervision–teachersbecomelazyandrelax

xi. Frequentheadteacher’sabsenteeism from theschool–thisde-motivatesthe

teachers,studentandsupportstaffastheheadteacherisnotavailabletoaddress

theirneeds

xii. Poorpublicrelationship

xiii. Poorleadershipstyles-leadingtopoordecisions

xiv. Notbeingexemplary

xv. Lackofknowledge

xvi. Mismanagementoffundsandotherschoolresources

xvii. Poordiet

xviii. Unavailabilityofteachingandlearningmaterials

7.2.1.2Teacherrelatedcauses

i. Poorclassmanagement
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ii. Poorpreparationoflesson

iii. Limitedknowledgeofsubjectmatter

iv. Absenteeism

v. Lackofassessment,feedback

vi. Gossiping

vii. Reportingtoclasseslate

viii. Failuretoobservesocialdistance

ix. Poordressing

x. Poorteacherandstudentrelationship

xi. Ineffectivecommunication

xii. Immoralityleadingtosexualrelationshipswithinandoutsideschool

xiii. Drunkenness

xiv. Provocativeremarksleadingtoconflict

xv. Beingnegativeaboutstudents

xvi. Overstayingofteachersatoneinstitution

xvii. Impactofopenschools

xviii. Mismanagementofschoolfunds

xix. Excessivepunishmentnotmatchingwithanoffence

7.2.1.3Studentrelatedcauses

i. Noisemakinginclass

ii. Beerandsubstanceabuse

iii. Sellingofbeeranddrugs

iv. Unpunctuality

v. Failuretoattendclassesandstudytime

vi. Absencefrom schoolactivities

vii. Breakingofschoolproperty

viii. Misinterpretationofhumanrights

ix. Theft

x. Instigatingrebelliousbehavior
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xi. Boyandgirlintimaterelationship

xii. Useofobscenelanguage,fightingandlying

xiii. Lackofinterestineducation

xiv. Teasingandbullying

xv. Possessionofcellphones,radios,gun,andanyotherforbiddengadget

xvi. Rudenessandopendefiance

xvii. Failuretoobserveschoolrulesandregulations

7.2.1.4Parents/Communityrelatedcauses

i. Negativeinfluencebyparentsbyimposingtheirstatustoschoolmanagement

ii. Religiousinfluence

iii. Politicalinfluence

iv. Culturalinfluence

v. Landencroachment

vi. Misunderstandingofhumanrightsanddemocracy

vii. Lackofparentalcare

viii. Engagingstudentsineconomicactivitiese.gfarming,sellingcommoditiesetc

7.2.1.5MinistryofEducationCentralOfficerelatedcauses

i. Poorcommunicationofpolicies

ii. Outdatedpolicies,rulesandregulations

iii. Delaysinpaymentofsalaries

iv. Discriminationinrewardingpostsandscholarships

v. Delaysinhandlingindisciplinecases

vi. Irregularityofpromotion–resultinginteachersworkingthroughfrustrations

vii. Re-admissionofstudentssuspendedbecauseofindiscipline

viii. Failuretoprovideadequateresources

ix. Overstayingofteachersatoneschool

x. Transferofproblematicteachers

xi. Lackofmonitoringandevaluation

xii. Lackofconfidentiality
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xiii. NegligenceoftheMinistryonpostings

xiv. Lackofsupportfrom Ministrytoschoolondisciplineissuesofteachers

xv. Politicalinterference

7.3FORMULATIONOFRULESANDREGULATIONS

Rulesandregulationsaredevisedtocontrolbehaviorsandstandardizeapproachesto

managementofdisciplineinschool.Therearetwokindsofrulesandregulations,theseare

generalandschoolspecificrules.

7.3.1GeneralRulesandregulations

TheMinistryhasasetofrulesandregulationsthatguidetheoperationsofschoolsanddirect

theschoolsinthemanagementandcontrollingofstudentandteacherbehaviors.

7.3.2SchoolSpecificRules

Schoolshavedifferentcontextsandsufferdifferentbehavioralchallenges.Assuchevery

schoolorganizesasetofrulesandregulationsbefittingitssituation.Thereareagreed

procedureswhichschoolsmustfollowinformulationoftherules.

7.3.3Proceduresforformulatingrules

i. Makerulescollaborativelywithstudents,teachers,parents

ii. Reviewothersecondaryschools’listofrulesandregulations

iii. Decideonspecificnumberofrulesandregulationsfavouringyourschool

iv. Makeknownyourestablishedschoolrulesandregulationstotheconcerned

parties

v. Planhowtocommunicatethem toyourstudentsandthoseconcerned

vi. Outlineclearlytheconsequencesandprivilegesattachedtothem ifnotadheredto

oradheredto

vii. Includesomeoftherulesandregulationinyourschooladmissionform andhavea

spacewherebothstudentandparentsign

7.4DISCIPLINARYACTIONS

Everyindisciplinebehaviorattractsacorrespondingaction.Thecommonactionsinclude:

i. Warning

ii. Physicalpunishment

iii. Mediation

iv. Demotione.g.prefects,monitors,supportstaff,teachers,HeadsofDepartment,

DeputyHeadteacherandHeadTeacher

v. Guidanceandcounselling



S
e

c
o

n
d

a
ry

S
c

h
o

o
lM

a
n

a
g

e
m

e
n

t
H

a
n

d
b

o
o

k

36

vi. Rustication

vii. Suspension

viii. Expulsion

7.4.1Guidance

i. Guidancecanbedefinedasaprocess,developmentalinnature,bywhich

individualsareassistedtounderstand,acceptandutilisetheirabilities,aptitudes,

interestsandattitudinalpatternsinrelationtotheiraspirations

ii. Itisaprocessofhelpingindividualstodiscoveranddeveloptheirpotentialitiesfor

personalhappiness,progressandsocialusefulness.

7.4.2 Counseling

i. Counsellingisaprocesswhichtakesplaceinaonetooneorgrouprelationship

betweenindividualsfacingvariouschallengeswhichtheycannoteffectivelyhandleon

theirownandaprofessionalworkerwhosetrainingandexperiencehavequalifiedhim

orhertohelpothersfindsolutions.

ii. TwoModesofGuidanceandCounselling

a.Beforeastudentcommitsanoffence

b.Afterastudenthascommittedanoffence

iii. Guidanceandcounsellingmustbedoneinourrespectiveschoolsandthatitis

allocatedincalendarofeventsfortheschool.

7.4.3Punishment

i. Punishmentisadisciplinarymeasurewhichaimsatmodifyingastudentfrom

unpleasantactstopleasantbehaviour.

ii. Effectivepunishmentshouldhelpachildtoreflectontheirbehaviourandifthis

conditionisabsent,itmayproducefear,resentmentandhostility.

iii. However,punishmentshouldbethelastresortafterallotherdisciplinary

measureshavefailed.

iv. Factorstoconsiderwhengivingpunishments

a.Punishmenttotallywithanoffence

b.Oftengivenafterclasses

c. Beingconsistentwhengivingpunishmentwithoutfavouritism

7.4.3.1TypesofPunishment

Thecommontypesofpunishmentincluderustication,suspensionandexpulsion.

7.4.3.1.1Rustication
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OffencesLeadingtoRusticationinclude:

i. Truancy-beingoutofclasseswithoutpermission

ii. Beingoutofbounds

iii. Occasionalabsencefrom classes

iv. Pettytheft

v. Quarrellingwithotherpupils

vi. Reportinglateforschoolactivities

7.4.3.1.2Suspension

OffencesLeadingtoSuspensioninclude:

i. Habitualcommittingofoffencesrequiringinternalcorrectivemeasures

ii. Smokingofcigarettes

iii. Apersonshallbewithdrawnfrom schoolforaperiodofoneyearforbeing

pregnantandresponsibleforpregnancy

7.4.3.1.3Expulsion

OffencesLeadingtoExpulsioninclude:

i. Habitualcommittingofoffenceswarrantingsuspensionwarrantsan

expulsion

ii. Fighting

iii. Immoralbehavioursuchaskissing,beingfoundinpairsinthedark

iv. Drunkenness,drinkingalcoholicdrinkorbeingfoundinpossessionof

alcoholicdrink

v. Smokingofopium (Indianhemp)orfoundinpossessionofit,oruseof

otherdangerousdrugs

vi. Bullyingandteasing

vii. Engaginginsubversiveactivities

viii. Useofobscenelanguage

ix. Defyingauthorityopenly

x. Serioustheft

xi. Engaginginvandalism,suchasdeliberatedamagetoschoolproperty

xii. Instigatingrebelliousbehaviouri.e.riots,strikesandboycotts

xiii. Takingpartinrebelliousbehaviour
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7.5MAINACTORSINMANAGINGSCHOOLINDISCIPLINECASES

Allstakeholdersinschoolmusttakepartinpreventingandmanagingindisciplineacts.This

sectionidentifiessomeofthespecificroleseachofthestakeholdersmustundertakein

managingindisciplinematters.

7.5.1HeadTeacher

i. Shouldestablishtheconceptofpositivebehaviourwithintheschoolsetup

ii. Ensurethatteachers,learnersandparentsareawareofpoliciesregarding

positivebehaviour

iii. Ensurethatpolicyregardingdisciplinarymeasuresisimplemented

iv. Ensurethatlearnerbehaviourandlearnerissuesarediscussedandresolved

immediately.

v. Ensurethatrecordoflearnerbehaviouriskept

vi. Ensurethatnewlearnersareoriented

vii. Ensurethatclassteachers,HOD’sandDHTareorientedoftheirroles

viii. Ensurethatlearnersaretreatedfairly,impartiallyandconsistently

7.5.2TheDeputyHeadTeacher

i. Shouldensurethatteachingandlearningisnotdisruptedandtakesplace

ii. Chairsthedisciplinecommittee

iii. Supportstheheadteacherintheperformanceofdutiestocreateaschool

cultureofpositivediscipline

iv. Supportstheheadteacherintheprovisionoflearnersupportandguidance

regardinggooddiscipline

v. Responsibleforthesupervisionandmentoringofschoolprefects

7.5.3Teachers

i. Createalearner-centredclassroom

ii. Preparewellsothatlearningtakesplacemoreeasily

iii. Avoidunnecessarythreatsthatcannotbecarriedout

iv. Punishinaccordancewiththeschoolscodeofconduct

v. Avoidaqueuetoform whenmarkingstudentsclasswork–markingshouldbe

doneatthestudent’sdesk

vi. Refrainfrom sittingwhileteaching

7.5.4Prefects
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i. Participateinformulationofschoolrulesandregulations

ii. Promoteapositivelearnerspiritandculturewithintheschool

iii. Holdingregularlearnermeetingsanddiscussions

iv. Useofpropercommunicationchannelstodiscusslearnerfrustrationsand

fears

v. Actasabridgebetweenlearners,teachersaswellasmanagement

vi. Assistinorganisationofanassembly

7.5.5ClassMonitors

i. Participateinformulationofclassrulesandregulations

ii. Promotegooddisciplineinclass

iii. Controlnoiseinclass

iv. Ensurecleanandtidyclassroom

v. Promoteclassroom pride

vi. Monitorclassattendance

vii. Liaisewithclassteachersonlearnerissuesandgrievances

7.5.6Parents-TeacherAssociation(PTA)

i. Holdsregularmeetingswithparentstodiscussdisciplinarymatters

ii. Actsasabridgebetweentheschoolandparents

iii. Addresseslearnersandteachersintermsofdiscipline

iv. Checksifpoliciesarebeingfollowed

v. Monitorsstudents’academicperformance

vi. Helpstomobiliseresources

7.6DISCIPLINARYPROCEDURES

Theschoolheadshouldensurethatproceduresforhandlingindisciplineactsareadheredto

andshouldbepublicizedtoprovideacommonunderstandingtoallthestakeholders.Thisis

toensureconsistencyandfairnessinmanagingallkindsofindisciplinecases.

7.6.1Commondisciplinaryprocedure

i. Summonthestudentandgivehim/herasheetofchargedofoffense

ii. Theoffenderwritesareportinfrontofawitnesswhichbothsign

iii. Hearingbythedisciplinarycommittee

iv. Disciplinarycommitteemakesadecision
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v. Thedisciplinarycommitteesubmitstherecommendationtotheheadteacher

vi. Headteachermakesfinaldecisionandrecommendstotheresponsiblehigh

authoritywithacopytotheDivisionOffice.

vii. Headteacherservesthefollowingwithletters:students,parentsandMinistry

throughDivision.

Note:Wherethecaseleadstoexpulsiontheheadteachershouldsuspendandrecommendfor

expulsion.Thisshouldgowiththerulesandregulationsoftheschoolandthesigned

statements.

7.6.2SAMPLEOFAPROCEDUREFORHANDLINGAPREGNANCYISSUE

i. Callthegirlforconfirmationattheheadmaster’sofficefollowedbytheboy.

ii. Guidanceandcounseling(both)

iii. Callparentsforbothstudentsandexplainaboutre-admissionpolicyplus

lettersfrom headteacherissued

iv. Letbothstudentssubmitlettersrequestingforthereservationofplaceafter

onecompleteschoolyear.

v. ReportingtheissuetotheDivisionOffice.

vi. Ifre-admitted,thereturningstudentshouldbeproperlycounseledbythe

disciplinarycommittee.

8.0MANAGINGINFORMATION/RECORDS

8.1KEEPINGRECORDS

Theheadteacherhastheresponsibilityofensuringthesmoothrunningofaschool.Therefore

he/shemustkeepandmanagedifferenttypesofrecords.Theextenttowhichhe/she

succeedsinrunningtheschooldependsonanumberoffactorsandoneofthem hastodo

withrecordkeeping.Theserecordsgivevitalinformationabouttheschoolthatwillenablethe

headtakeappropriatedecisionsandalsoassesstheprogressoftheschool.Therecordsalso

serveasaccountabilitytools.

8.1.1Definition

Recordscanbedefinedascollectedandpreserved‘informationordataonaparticular

subject.’Theserecordsincludeallbooksandfilescontaininginformationonwhatgoesonin

theschool,whoisintheschoolandthetypeofpropertiesownedbytheschool.

8.1.2RecordProcessingandManagement

i. Recordprocessingandmanagementinvolves:

a.Creationoffiles

b.Naming/labelingoffiles

c. Sortingandstoringfiles
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d.Updatingandretrievingfilesforuse.

ii. Schoolrecordsmustbecompleteandbemadeavailablewhenneedarise.

8.1.3ReasonsManagersfailtokeeporupdateschoolrecords

Reason Solution

i. Understaffing a.Provideenoughteachersandsupportstaff

b.Trainexistingstaff

ii. Lackof

expertiseand

commitment

a.Orientationonrecordkeeping

b.Sensitizeheadteachersonimportanceofrecords

iii. Negligence a.Frequentsupervisionbyauthorities

b.Disciplinaryactionsonlazyheadteachers

iv. Poorplanning a.Headteachersshoulddelegatedutiesaccordingly

b.Allocatetimeforupdatingrecordsandfiles

v. Lackofstorage

facilities

a.Involvecommunitytobuildofficeinfrastructure

8.1.4ProcedureforMaintainingSchoolRecords

Recordsareanimportantpartoftheschoolsystem.Theserecordsmustbeproperlymanaged

usingclearproceduresasdescribedbelow:

8.1.4.1.Filingtools

i. Hardcovers

ii. Archfiles

iii. Flashdisk

iv. Folders

v. Noticeboard

vi. Filingcabinet

vii. Shelves

8.1.4.2DisplayofInformation

Differentrecordsaredisplayedandcommunicateddifferentlyaccordingtotheiruseand

natureofconfidentiality

8.1.4.2.1FinancialInformation
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i. Receipts

ii. Vouchers

iii. Meetings

8.1.4.2.2Curriculum information

i. Timetable

ii. Noticeboard

iii. Schoolreports

iv. Markbooks

v. Scholasticrecords

8.1.4.2.3Socialwelfare

i. Meetings

ii. Letters

iii. Memos

iv. Phones

v. Uniforms(foridentity)

vi. Assembly

8.1.4.2.4Physicalsettings

i. Schoolmap

ii. Signpost

8.1.4.3CodingofFiles

8.1.4.3.1TeachingandLearning–ThesecanbeCodedasA

A1:Schemesandrecordsofwork

A2:Examinations

A3:Terminalexaminationresults

8.1.4.3.2Administrative–Codethem B

B1:Ministrycorrespondenceletters

B2:Inspectionreports

Etc

8.1.4.3.3Finance–Codethem C
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C1:Bursaryscheme

C2:Storesledger

etc

8.2INFORMATIONCOMMUNICATION

Communicationistheprocessoftransferringinformationfrom sendertoreceiverwiththeuse

ofamedium inwhichthecommunicatedinformationisunderstoodbybothsenderand

receiver,inmanycasesthesenderexpectsfeedback.Communicationisaveryvitaltoolinthe

dailyrunningofanyschool.Itcanbeverbal(speech),ornon-verbal(writing,signals,visuals

andbehavior).

8.2.1Informationcommunication

i. ithelpstodirectandcoordinateschoolactivities

ii. Ithelpstomanagethebehavioroftheteachers,studentsandthesupportstaff

iii. Itgivesmotivationtostakeholders.

iv. Itprovidestheinternalandexternalstakeholderswiththeinformationtheyrequire

formakingappropriatedecisions.

8.2.2StakeholdersinaSchoolCommunicationNetwork

Tocommunicateeffectively,theheadteachershouldidentifyandrecognizethestakeholders

andusetheappropriatechannelstoreachthegroupswiththenecessarymessages.The

knownstakeholdersinaschoolcommunicationnetworkinclude:

i. Internal-pupils,teachers,headsofdepartment,deputyheadteacher,headteacher,

supportstaff.

ii. External-Parents,surroundingcommunity,DistrictEducationManager,Division

Manager,MinistryHeadquarters,PEAs,politicalleaders,chiefs,religiousleaders,

healthpersonnel,

8.2.3InformationCommonlyCommunicatedinaSchoolSetting

Withintheschoolset-upthecommontypeofinformationthatmustbecommunicatedinclude:

i. Rulesandregulations

ii. generalinstruction/information(e.g.Beatthefootballpitchattwoo’clock,weare

introducingfishonyourmenu)

iii. Progressreports

iv. Disciplineissues

v. Developmentplans

vi. Financialreports

vii. Responsibilities
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viii. Awardsandappraisals

ix. Sicknessesandhealthissues

x. Circulars/policyissues

8.2.4SomeCommonChannelsofCommunicationinaSchoolSetting

Eachtypeofinformationwillrequirespecificmethodsofreporting.ItisessentialforHead

teacherstochoosecarefullytoenhanceasmoothflowofinformation.Informationcanbe

communicatedinthefollowingform:

8.2.4.1Verbal

i. Assemblies

ii. Meetings

iii. Telephone

iv. Radio

8.2.4.2Written

i. Emails

ii. Letters

iii. Posters

iv. Noticeboards

v. Newspapers

vi. Publications-newsletters,brochures

vii. Communicationbooks

viii. Circulars/circulationfiles

ix. Reportforms

x. Suggestionboxes

xi. Questionnaires

8.2.4.3Others

i. Signs/symbols

ii. Bodylanguage

8.2.5Waysofmanaginginformationforcommunication

Theheadmastermustrecognizeandknowhowtohandleeachtypeofinformationtoavoid

miscommunicationtakenintoaccountthefollowing:

i. Confidentiality-disciplineissues,healthissues.Thismustbereportedto
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appropriatestakeholderswithasmuchdetailaspossible.Oralorwritten.

ii. Someinformationmustbereportedthewayitisreceivedwithoutediting-for

examplecirculars,posters,policiesetc.

iii. Tobereceivedbymanypeopleatthesametime-announcements,copiedletters,

leaflets

iv. Tobeurgent-healthissues,proceduresinsuchissuesmightdelaytheprocessand

causemoredamage-telephone

v. Issuestodowithcommunityarebettersentthroughtraditionalleaders-letters,

verbal/meeting

vi. Tobepublicized–awards,positiveappraisal,changeofprograms–publication,

assemblies,radios,posters,

vii. Informationdisplayedformanypeoplemustbebrief,preciseandeasyto

understand.Ambiguousandopen-endedstatementsleadtoconfusion.

NotethatcertaininformationtothepublicneedstogothroughtheMinistryastheultimate

decisionmaker,e.g.emergencyclosureofaschool.

8.3BARRIERSTOCOMMUNICATION

Whenthedesiredeffectofcommunicationisnotachievedthenbarriersexist.

8.3.1Commoncausesofbarrierstocommunication

i. Filtering

ii. Selectiveperception

iii. informationoverload/insufficientinformation

iv. Emotions

v. Language(ambiguous,complex,medicaljargonetc.)

vi. Genderandpoliticaldifferences

vii. Poororoutdatedequipment

viii. Backgroundnoise

ix. Temperature/weather

x. Unclearorganizationalstructure

xi. Attitudeproblems(lackofconsultation,personalconflict,lackofmotivationetc)

xii. Illhealth

xiii. Lackofsupportivehearingdevisesforspecialneedsstudents

8.3.2Mechanismstoovercomecommunicationbarrier
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i. Usingexamples

ii. Paraphrase

iii. Usingquestions

iv. Planningfollowuptalks(Afewminutesspenttalkinginthepresentwillsave

valuabletimelater).

v. repeatingwhatoneheardinone'sownwords

vi. Besensitivetogender,culturalissuesandpoliticalaffiliations

vii. Bemindfuloftheweather,temperatureandtimeoftheday

viii. Clearlystatetheorganizationalstructureanddutiesofeachpost

ix. Alwaysconsultandbeintouchwiththewholesystem

x. Bepositivewhencommunicatingandaim atmotivating

xi. Avoidstigmatization

xii. Usesignlanguageforspecialneedsstudents

xiii. Usesimplelanguage

xiv. Inpublicspeaking,beconfidentandaudible

xv. Controlbackgroundnoises

xvi. Avoidactsofbehaviorthatcancausedisturbingeffects

8.4LISTOFSCHOOLRECORDS

1.AdmissionRegister/Book

2.AttendanceRegisters

3.BursaryRecordsFile

4.CalendarofEvents

5.CirculationFile

6.ClubsAndSocietiesFile

7.ConfidentialFile

8.CorrespondencesLetter’sFile

9.DailyRoutine/DeskDiary

31.School’sEnrolmentList

32.School’sSports

33.School’sStaffList

34.SchoolsStockBook

35.Seminars/WorksShopsFile

36.StaffDutyRoaster

37.StaffIndividualFile/PersonalFile

38.StaffMinutesBook

39.StaffMovementBook
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10.DepartmentalMeetingsMinutes

11.DisciplinaryCommitteeFile

12.HandoverNotesFile

13.GeneralAnnouncement

14.HospitalBook

15.InspectionReportsFile

16.LibraryAccessionRegister

17.LogBook

18.MasterTimeTable

19.Ministry’sCorrespondenceLetter’s

20.SMCFile

21.PeriodRegister

22.PunishmentBook

23.SchemesAndRecordsofWork

24.ScholasticRecords

25.SchoolBasedSupervision

26.SchoolImprovementPlan

27.SchoolLeaver’sRecord

28.SchoolMenu

29.SchoolOfficersRecord(Pupils)

30.SchoolRulesAndRegulations

40.StaffNotice/InformationBoard

41.StaffPostingFile

42.StaffQueryFile

43.StoresLedger

44.ContinuousAssessmentRecords

45.Syllabus/Curriculum Record

46.TerminalExaminationQuestionsFile

47.TerminalExaminationResultsFile

48.TimeBook

49.Transferoutfile

50.Transfer-InFile

51.Visitor’sBook

52.Libraryacquisitionbook

53.Staffdiscipline

54.Inventoryrecords

55.TRFFile

56.IPCminutesfile

57.MANEBfile

58.Deliverynotesfile

9.0MANAGINGSCHOOLDEVELOPMENT

Schoolimprovemententailspositivegrowthineducationthroughprovisionofquality

education.Theheadteacherhasataskofensuringthattheschoolperformsinaccordance

withitsmandatebysettingthedirectionoftheschoolbyinstituting:

i. acalendarofevents,and

ii. animprovementplan.

9.1CALENDAROFEVENTS

Thisisamatrixofplannedtobecarriedoutinaparticularperiod,forexampleinaterm or

year.
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9.1.1Procedureforpreparingaschoolcalendarofevents

Thecalendarofeventsmustbepreparedbeforethenewterm begins,preferablyattheend

oftheprecedingterm,tofacilitatetheoperationsoftheschoolbeforethenextterm opens.

Thecalendarcovers:

i. Activities/eventsarearrangedchronologicallyaccordingtodays,weeksandmonths

inwhichtheywillbeperformed.

ii. Alineupofactivitiestobedoneinaterm.

9.1.2Stakeholdersinvolvedinpreparingtheschoolcalendar

Thecalendarispreparedinconsultationwith:

i. Students

ii. Teachers

iii. HeadsofDepartment

iv. PTA

9.1.3Usersoftheschoolcalendar

Theschoolcalendarisusedbythefollowing:

i. HeadTeacher

ii. Teachers

iii. Learners

iv. PTA/community

v. Donorsandotherstakeholders

9.1.4Importanceoftheschoolcalendar

Theschoolcalendarispreparedtoservethefollowingpurposes:

i. Actsasaguidetoschoolactivities

ii. Helpsineffectivemanagementoftheschool

iii. Actsasaremindertoallstakeholdersonschoolactivities

iv. Forproperplanning

v. Communicatesinformationabouttheschoolyeartoallstakeholders

vi. Actsasachecklistofactivitiesoftheschool

vii. Itfacilitatesproperplanningandorganizationofresources.

9.1.5Challengesindevelopingaschoolcalendar
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i. Lackofdelegationbyheadteachers

ii. Unavailabilityofstandardformatofacalendarofevents

iii. Lackofinvolvementofstakeholdersinitspreparation

iv. Lackofexpertizebytheschoolheadteacher

v. Lackofawarenessontheimportanceofthecalendar

9.1.6Samplecalendarofevents

Week Date Event Responsible
officer

Remarks

1 9/09/2013-

13/09/2013

Checkschemesofwork HT Completed

Openingassembly HT Done

SMTmeeting HT Done

2 16/09/2013

-

20/09/2013

Prefectsmeeting Allstaff

Departmentalmeeting HoDs

Co-Curricularplanning HoDs

3 23/09/2013

-

27/09/2013

Exam committeemeeting Exam officer

Socialwelfaremeeting

Checkingrecordsofwork

Outing/parentsvisits

9.2SCHOOLIMPROVEMENTPLAN–SIP

Aschoolimprovementplanisasetofdevelopmentactivitiestheschoollaysoutfor

implementationduringaspecificperiodoftime.Theseactivitiesaredesignedtoimprove

thequalityofeducationtranslatedthroughimprovedstudentacademicachievements.

9.2.1Importanceofaschoolimprovementplan

Theschoolimprovementplan:

i. assiststheschoolmeetitsobjectivesandthenationalgoalsofeducation.

ii. isusedasatoolformobilizingresourcefor:

a.Continuousprofessionaldevelopment(CPDs)activities

b.Infrastructuredevelopment

c. Supportfororphansandothervulnerablechildren(OVCs),specialneeds
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learnersandthegirl-child.

9.2.2Stakeholdersinvolvedinpreparinganimprovementplan

Theschoolimprovementplanmustbepreparedinconsultationwiththefollowing:

i. TheHeadteacher,

ii. DeputyHeadteacher

iii. Teachers

iv. MembersoftheSMCs,PTAsandMotherGroups

v. Learners

9.2.3Theprocessofdevelopinganimprovementplan

Stage1:SIPReadinessActivitiesandSituationalAnalysis:

i. TrainingsonSIPdevelopment,financialmanagementandonNationalStrategy

forCommunityParticipationwhichspellsoutrolesandresponsibilitiesofvarious

communitybodies.

ii. RaisingCommunityAwareness-SMC/PTAmembers,Chiefs,parents,VDC,AEC,

representativeoflearners,faithgroups,NGOs,CBOs,MotherGroups,T’LIPOand

HIVandAidsGroups.

iii. Informationcollectionandanalysis-thisinvolvesthecollectionofinformation

abouttheschooltoexplaintheextentofitsproblems.

Stage2:SchoolCommunityMeeting

i. Themeetingfocusesonexplainingandclarifyingthenationalgoalsofeducation.

ii. ThegoalsarepresentedaccordingtothethemesofQualityandRelevance,

AccessandEquityandGovernanceandManagement

Stage3:DrawingSIP

i. Allthemembersmustdiscussandthendrawtheschoolimprovementplan.

ii. SomemembersmayvolunteertodrawtheSIP

Stage4:SIPImplementationandMonitoring

i. TheHeadteachermanagestheimplementationoftheplanusingtheexisting

financialcontrolprocesses.

ii. Activitymonitoring/SocialAudit-tofindwhethereachmemberisperforminghis

agreedroleandresponsibility.

iii. Termlymeeting-meetingofthecommunitytodiscussprogressandreview
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schoolmanagementandfinances

Stage5:Evaluation

Thisallowstransparencyandaccountability.Thefollowingproceduresshouldbefollowed:

i. PTAshouldbeinvolvedinmonitoringtheimplementationoftheschool

improvementplan.

ii. Communicatewhatishappeningintheschooltostakeholdersby:

a.DisplayingallSIPactivitiesonthenoticeboardforparentsand

thecommunitytosee.

b.Reports(progressofSIP,utilizationoffinances

c. Meetings

9.2.4GuidingPrinciplesforaneffectiveschoolimprovementplanning

Thefollowingaretheguidingprinciplestogenerateandimplementaneffectiveschool

improvementplan:

9.2.4.1.StrongandProactiveLeadership:

i. TheheadteacherandSMC/PTAchairplayleadershiprolesindevelopingtheSIPand

encouragingtheinvolvementofcommunitymembers.

9.2.4.2.Anenvironmentofopennessandinclusivity:

i. Thisneedstobefosteredbytheschoolmanagementtoencouragecommunity

participation;

ii. involvethecommunityinproblem identification,prioritization,monitoringactivities

andinformationsharingofresults.

9.2.4.3.Checksandbalancestostrengthenaccountabilityandfinancialmanagement

i. Stakeholdersshouldholdeachotheraccountable.

9.2.4.4.Utilizeexpertiseonteachingandlearning

i. Schoolimprovementrequiresshiftfrom bricksandmortartoafocusonquality

teachingandlearning-communitymembersshouldbeallowedto monitor

teachersandlearnerstomakesurethattheyspendenoughtimeonlearning

activities.

9.2.4.5.Monitoringactivitiesmustberealisticinwhattheyexpectofthecommunity

i. monitoringactivitiesmustaccountforthecapacitiesandtimeconstraintsof

communitymembers

9.2.4.6.AnnualsensitizationofschoolstaffandcommunityonSIP
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i. officersandmembersoftheSMCs,PTAsandMotherGroupsmaychangeoften

hencetheneedforannualtrainings

9.2.4.7.SampleofaSIP

SchoolImprovementPlan

A.SchoolInformation

SchoolName:MkwichiSecondarySchool EMISNumber:

Division:CentralWest District:LilongweCity

PeriodfortheSIP:9/9/2013–8/9/2017

SchoolVision:Allstudentsacquiremaximum learningoutcomes

B.SummaryofSIP

ThematicArea Budget_____

Accessandequity MK2,000,000

QualityandRelevance MK5,000,000

GovernanceandManagement MK4,000,000

Total MK11,000,000

C.SIPDetailedActivities

1.Accessandequity

No. Activity Resources Budget Period Responsible

Person

1 Identifybursary

beneficiaries

Sensitisation

meetings

Registration

MK1million Beginning

ofyear

HT/PTA

2 Maintaindesks Contractor Mk1million Every

August

Bursar

2.Qualityandrelevance

1 INSETfor

teachers

Training

resources

MK5million Endof

everyterm

HoDs

3.Governanceandmanagement

1 SIPrevisionand

monitoring

Handbook,

meetings

MK4million Endofeach

year

HT/PTA
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10.0HANDINGOVER

Aheadteachers,justlikeanyotherstaffmember,isrequiredtowritehandovernoteswhen

leavingadutystationforalongerperiodorpermanently.

10.1Stepstakenbyanewheadteacher

Thenewheadteacherobservesthefollowingproceduresatanewschool:

i. Reportforduties

ii. GetaletterofconfirmationofreportingfordutytosubmittotheDivisionOffice

iii. Arrangewithformerheadteacherforabriefingmeeting/handingover

iv. Isintroducedtostaffmembersandstudentsbythedeputyheadteacher

v. Callforstaffmeeting

vi. Takessometimetoobservethecultureoftheschool

10.2Handovernotes

Handovernotesaredocumentscreatedbystaffmemberswhoareabouttoleavetheir

positions,eithertemporarilyorpermanently,

i. Thehand-overnotesexplainthedetailsofthepositionandstatusofitsactivities.

ii. Thesenotesshouldbefinalizedduringtheweekbeforeleavingthedutystation.

iii. Theoutgoingheadteachershouldpersonallyhandoverthesenotestothenewhead

teacher.

10.2.1Purposeofhandovernotes

Handovernotesservedifferentpurposesforboththeoutgoingandin-comingheadteacher.

i. Thein-comingheadteacherusesthesenotestoquicklyunderstandtheschoolinthe

areasof:

a.thechallengesfacingtheschool

b.theperformanceoftheschool

c. theareasthatneedimprovement

ii. Thesehand-overnotesexpeditethetransitioningbetweenthetwoheadteachers

withoutinterruptingoperationsbytheschool.

iii. Theyprovidethesuccessorwithkeyknowledgeandinformationregardingthe

positionsothatthetransitionperiodisassmoothaspossible.

10.2.2Informationincludedinthehandovernotes

10.2.2.1.Descriptionoftheschool
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i. acopyoftheschool’smissionstatement,aimsandvaluesstatement

ii. anuptodatecopyoftheschool’sprospectus

10.2.2.2.Policies

i. listofstatutorypoliciesinplace,

ii. alistofcirculars,

iii. alistofschoolrulesandregulations,

iv. emergencypolicyinformation–eg.Healthandsafety,fireprocedures,

emergencyprocedures,namesandcontactdetailsofkeystakeholders.

v. Contactinformationofotherschoolsandimportantoffices

10.2.2.3.Systems

i. detailsofcurrentcommunicationsystems

ii. schedulesformeetings

iii. staffhandbook

iv. staffgeneraldutiesroster

v. facilityinspectionroster

vi. copiesofcurrenttimetables,including:

a.stafftimetables

b.timetablesrelatingtotheuseofspecificareas–eg.thehall,

c. dutytimetables

d.assemblies

10.2.2.4.Staff

i. aclear,conciseandcurrentlistofallschoolstaffwhichoutlinesclearly

eachmemberofstaff’srole,position,designation

ii. lengthofservice

iii. mostrecentappraisalinformation

iv. ongoingHRissues

v. detailsofstaffcontracts.

10.2.2.5.Children

MuchofthebasicinformationaboutpupilsisnowheldonEducationManagement

InformationSystems(eg.EMIS).Thefollowinginformationshouldbepassedon:
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a.pupilinformation

b.informationrelatingtochildsocial,emotional,healthandbehavioral

matters

10.2.2.6.SchoolEvaluationandDevelopment

i. Nationalexaminationsresults

ii. Clusterlevelexaminationresults

iii. Examinationtimetable

iv. Quizcalendar

10.2.2.7.Finance

i. thelatestbudgetstatement

ii. thelatestFinancialAudit

iii. declarationofcapitalassets

10.2.2.8.Premises 

i. listofkeystakeholders

ii. alarm companydetails

iii. firesafetyhandbook

iv. informationrelatingtobuildingsandgrounds

10.2.2.9.SchoolCalendar

i. aschoolcalendarorlistofannualevents

ii. amonthbymonthoutlineofthekeyactionsfortheheadteacherwithin

theparticularschool

10.2.2.10.Parents

i. copyofrecentnewsletters

ii. contactdetailsforPTA/SMCmembers

iii. Associationcopyofanycurrent/unresolvedcomplaints

iv. copiesofgoverningbodyandcommitteemeetingminutes

Intheeventthathandovernotesarenotavailable,theheadteacherneedstoconsultand

inform theDivisionOfficeaboutthis.

10.3FAMILIARIZATIONMEETINGS

Theheadteacherwillneedtomakeadeliberateefforttoholdmeetingswithvarious
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stakeholderstobecomefamiliarwiththeschoolsetting.

i. Themeetingshelptheheadteachertoquicklydeveloprelationshipswithmembers

ofthecommunityandtheschool.

ii. Theheadteacherwillthereforeholdmeetingswiththestaffmembers,thestudents

thePTAandSMCandnon-governmentalorganizationsandcommunitybased

organizations

11.0MAINTENANCEANDREHABILITATION

Headteachersareresponsibleandaccountablefortheschoolbuildinganditspremises

throughregularmaintenanceandrehabilitation.Thebuildingandpremisesshouldbekeptin

goodstateandtheschoolphysicalenvironmentmadeasattractiveandpleasantaspossible.

11.1MAINTENANCE

Maintenanceimplieskeepingtheschoolingoodrepairorcondition.

i. Theheadteachershouldensurethatthereisacomprehensivelistofall

requirementmaintenanceactivities.

ii. Theheadteachershouldensurethatthereisafundtomakequickrepairssuch

asreplacingabrokentap,windowpane,chair,desk,socket,ceilingboard,

leakages,painting,sewage,andotherfacilities.

iii. Attheendofeachterm,theheadteachermustsubmitastatusreportonthe

infrastructuralconditionsattheschooltotheDivisionOffice.

11.2REHABILITATION

Torehabilitateistorestoreaschoolfacilitytoitsgoodworkingorder.Theprocessinvolves:

i. Identificationoffacilitiesthatrequirerehabilitation.

ii. Theheadteacherseeksquotationsfrom atleastthreedifferentcontractorsfor

approvalbytheInternalProcurementCommittee.

iii. Theheadteacherawardsacontracttotheselectedcontractor

iv. Theheadteachersmonitorstherehabilitationwork

v. Theheadteachershouldissueacertificateofcompletiontothecontractorupon

satisfactoryrehabilitationworks

11.3CAREFORINFRASTRUCTURE

Maintenance&RehabilitationareacentralcomponentinSchoolManagementbecausethey,

amongotherthings,assisttokeepschoolfacilitiesingoodworkingordertomakethe

schoolenvironmentconduciveforeffectivequalitydeliveryofeducationservices.

Theheadteachermustputinplacemeasurestoensurethatschoolfacilitiesareputtogood

use.

(i) Prepareaplanofsecuritymeasuresfortheschoolandthefacilities.
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(ii) Sharethesecurityplanwiththerestofthecommunity

(iii) Preparerulesontheuseoftheschoolandthefacilitiessuchashall,

classrooms,hostels,laboratories,labequipment,desks,chairs,

beds/mattressesandothermaterials.

(iv) Makerulestoprotecttheschoolagainstvandalism andtheft.

(v) Educatethechildrenonhowtousefacilitiessuchastoilets.

11.4PROCEDURESFORMAINTENANCE

11.4.1Preventionofexorbitantwaterbills

i. Sensitisestudents,teachersandsupportstaffonproperandeconomicuse

ofwater

ii. Examineallpossibleleakagesandmaintainthem

iii. Makeregularvisitstoablutionplacestoidentifydamagedtapsanddrainage

pipes

iv. Immediatelycloseanyrunningdamagedtaps

v. Makeuseofplumberstoexaminepossibleundergroundleakagesand

maintainsuchleakages

vi. Replaceworn-outpartsofthewatersystem

vii. Controluseofwaterbyschedulingorusingpails

viii. Investinboreholes

ix. Appointhouseboys/girlstolookafterhostelfacilities

x. Useofwaterstoragetanks

xi. Harvestrainwater

11.4.2Repairorreplacementoffurniture

i. Sensitisestudentsandteachersoncareoffurniture

ii. Setuprulesandregulationsforcareoffurniture

iii. Identifydamagedfurniture

iv. Identifyfinancialresourcestorepairorreplacethefurniture

v. Keepfurnitureinsafeplaces

11.4.3Protectingfacilitiesagainsttermitesanddamages

i. Setupatermitemonitoringteam orsystem
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ii. Identifyareasaffectedbytermites

iii. Applypesticidestoalltermitesites

iv. Planttreestoprotectbuildingsagainststrongwinds

v. Replacealldamagedpartsoftheschoolstructures

Note

Aheadteacherhastheresponsibilityofensuringthattheschooliswellmaintainedand

improvesinbothoutlookanditsproperuse.Asaheadteacher,itisimportanttorealizethat

schoolmanagementisacooperateactivityrequiringtheinvolvementofallstakeholdersin

andoutsidetheschoolpremises.

Headteachersneedtoputinplacesystemsthatwillensurethatallstakeholderstakepartin

preservingandprotectingtheschoolagainstdamagesanddilapidation.Bothstudentsand

teachersneedtobesensitizedontheirresponsibilityinkeepingtheschoolinitsbeststate

thatiswelcomingtobothinsidersandvisitors.Schoolswhichareattractivecreateagood

learningenvironmentasstudentsandteachersstayincomfortandenjoytheirenvironment.


