
Department of Education 
 

DoE In-depth School Visits Program 
 
 

 
Part 1: Whole School Quality Assessment Form 

 

Guidelines for Standards Officers: 

 The Whole School Quality Assessment Form has been developed by senior Standards and 
Guidance (S&G) Division officers (NDoE) with input from Regional Directors. This form is 
based on two documents: (i) S&G Division Whole School Assessment Form developed and 
in use since 2011; and, (ii) PNG National Quality School Standards Framework, 2013, as 
well as the findings from testing undertaken in schools in Central province in May, 2013. 

 Completing this form involves two key activities – a Whole School Quality Assessment 
(WSQA) and training. The WSQA involves listing information on this form and then giving 
schools a comprehensive picture of how well they are performing in terms of providing 
quality education to students.  

 The training activity involves reading aloud key messages to the Headteacher, TIC and 
BOM Chairman while completing this form.  

 SOs must read aloud the messages exactly as they are written so that all schools get 
the same information about how to improve the quality of education in their school. 

 SO officers are free to add additional information from their own experience after they have 
reading aloud the key messages. Do not add your experience before reading aloud the key 
messages as this may confuse people.  

 Completing this form properly will take between 6 to 7 hours. This timeframe has been 
determined by testing that was undertaken by senior DoE S&G Division officers. 

 Do not rush to complete this form as it will undermine both the Whole School Quality 
Assessment and training activities. SOs will spend time and money to reach a school so 
they must not rush their In-depth School Visit as this will negatively impact the school they 
are tasked to help. 

 Remember that a school will only be visited once in 2013 by a SO for this exercise and so it 
is only fair that a full day is spent at the school providing professional advice and support. 

 The In-depth School Visit is the only opportunity a school will have to understand how it can 
improve the quality of education and the management of Tuition Fee Free money. 
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Section 1 of the WSQA Form: 

Interview with Headteacher or TIC and BOM Chairman 
 
 
Guidelines for Standards Officers:  

 When you start the interview give a blank copy of this form to the Headteacher (or TIC) and 
Board Chairman so that they can follow the information that is listed. Collect the blank forms 
at the end of the interview.  

 Meet with the Headteacher (or TIC) and Board Chairman in his/her office or in a quiet place in 
the school.  

 Before you starting you may want to discuss the arrangements for meeting other stakeholders 
to complete other sections of this form.  

 Each SO should number their WSQA Forms using his or her initials as a code. If the name of 
the SO is Michael Samuel then his code = MS. And his forms should be numbered = MS1, 
MS2, MS3, etc. 

 

1. WSQA Form No.   2. Name of SO  
3. Name of School  
4. School Code  5. District name  
6. Province name  7. LLG name  
8. Is the Headteacher or TIC 

present? (tick box) 
 Yes No If the answer is “no”, you cannot 

complete the form. 

9. Is the BOM Chair present? If the 
answer is “no”, explain why not? 

 Yes No  

10. Start time  11. End time  
 

Read the bullet points below aloud to the HT/TIC/BOM Chair:  

 In recent years many schools in PNG have invested a lot of money from school subsidies, 
Tuition Fee Free money and project fees in improving and expanding school infrastructure. 
However, much less money has been spent on improving teaching and learning in schools. 

 Currently all schools in PNG are not spending enough of their annual income from Tuition 
Fee Free money and project fees money on textbooks, reading books and student learning 
materials, such as reference books, educational posters, etc. This has seriously undermined 
teaching and student achievement.  

 It is important to note that the TFF Management manual specifies that at least 40% of TFF 
money must be sent on teaching and learning resources. 

 Teachers are not able to use textbooks in the classroom to teach as schools do not have 
enough books even for sharing between 2 or 3 students during a lesson.  

 Students cannot access reading books available for self-learning and leisure as schools are 
not using TFF money to establish a library or learning corner. 

 To address this problem the NDoE, PDoEs and District Education Offices have launched a 
new national program called In-depth School Visits. Under this program SOs, as well as 
other district-based stakeholders, such as DEAs and Church Education Agency Focal 
Points, will visit all elementary and primary schools in PNG to provide advice to schools. 
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 At each school visited the SO will undertake three assessments. These are: 

o (1) Whole School Quality Assessment;  

o (2) Rapid Audit of TFF money; and,  

o (3) Verification of School Census Data. 

 The overall aim of the In-depth School Visits Program is to provide practical advice and 
support to Headteachers, Teachers in Charge (TIC), teachers, Boards of Management 
(BOM) members, parents and students to improve the quality of teaching and learning 
in schools. 

 Do you have any questions about the points I have just read before we continue? 

 
 

(1) School Governance  
 
Read aloud the points below to the HT/TIC/BOM Chair: 

School Governance 

 The Board of Management (BOM) has a very important role to play in providing overall 
management of a school. 

 The Board is a democratic governance structure, therefore it must meet certain standards. 
There must be elections for Board members every three years. If a Board member fails to 
attend three Board meetings in a row then this person must be immediately removed from the 
Board and replaced by someone who is more active and committed to helping the school. 

 School Board members are volunteers and under no circumstances should they receive any 
money or gifts from the school as compensation for participating in a Board. 

 The school Board is responsible for coming up with a constitution for the school. This 
document must be drafted with the active input from all school stakeholders, such as Board 
members, teachers, P&C members, students and community leaders. 

 The Board is also responsible for coordinating a consultation process with all stakeholders in 
the school community to draft a 3-year School Learning Improvement Program (SLIP), which 
includes a budget. 

 A Board must have a minimum of 5 members, however, more members are preferred so that 
a school can benefit from the advice of experienced and committed people from the school’s 
community. 

 School Boards must have a fair representation of all stakeholder groups in a school 
community, such as parents, agencies, local small business owners, NGOs and community 
leaders as education is everyone’s responsibility from the school community.  

 It is very important for Boards to have a fair representation of women members. At least 1/3rd 
of Board member should be women. 

 School Boards cannot have any family members or relatives of the Headteacher or BOM 
Chair as members this is clearly unethical. In addition, it will undermine independent 
governance of the school by Board members. 

 All Board members are equal and they have a right to have their opinions listened to and 
respected.  A Board is not a structure to be directed by the Headteacher or Board Chair as 
they wish, rather it is responsible for making decisions based on consensus among members. 

 The Board is responsible for drafting an annual SLIP and school budget and then presenting 
it to the P&C for comments. It is very important for P&C members to be consulted and given 
an opportunity to comment on the annual SLIP and school budget. 
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 At the start of each year the Board should present and give out copies of the school’s annual 
budget so that it is clear to all P&C members how the income of the school will be spend 
income from Tuition Fee Free money and project fees in the next 12 months. Just making a 
verbal presentation of the budget is not sufficient, copies must be given out 

 The annual school budget is a very important document as it lists the priority areas that the 
school will spend money in the coming year to improve the quality of teaching and learning in 
the school. Sufficient time must be given for P&C members to comment on the annual budget 
as their children are the direct beneficiaries. 

 Once the school budget is agreed with P&C members it must be followed. 

 The Board must report all financial decisions they make to parents so that they are fully 
aware of how schools income is spent. The Board should meet with the P&C once per month 
to present a financial report of income and expenditures. 

 The Board is responsible for coming up with a School Behaviour Management policy to 
address all issues relating to student discipline. 

 Minutes must be written of all Board meetings. Minutes must have action points that are 
agreed to be addressed over the next month. The action points should be taken up at the 
next Board meeting to make sure they have been addressed. 

 The Board is responsible for ensuring that all school staff (Headteacher or TIC and teachers) 
provide quality teaching which leads to improvements in learning achievement for all 
students. 

 The Board must ensure that the school runs smoothly. They must ensure that all school 
facilities are maintained. They must make sure that all teachers attend their classes and fulfil 
their obligations to students, parents and the community. 

 If the P&C is dissatisfied with the performance of their school Board then they have a right to 
lodge an official complaint to the District Education Officer and PEA requesting the 
replacement of the Board. This should be done immediately as poor management by a Board 
will undermine teaching and learning at the school. 

 Do you have any questions about these points before we continue? 

Guidelines for Standards Officers: 

 Complete the questions listed below.  
 

1.1 Frequency of Board Meetings  

12. How often does the Board meet? Tick Marks 

(a) Once per month (tick box = 3 marks)  3 

(b) Once or twice per term (tick box = 0 marks)  1 

(c) Once or twice per year (tick box = 0 marks)  0 

(d) Never – the Board is not operational (tick box = 0 marks)  0 
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1.2 Board Meeting Minutes Tick Marks 

13. Are there Minutes of recent BOM meetings on file at the school 
or with the Chairman? (No = 0 marks) 

Yes Go to Q14 

No 0 

14. Ask to see the Minutes from the last two Board meetings? Briefly read the documents 
and then choose the best-fit answer from the list below. 

(a) Excellent Quality Minutes – I have examined two meeting Minutes 
and they cover relevant items concerning the management of the 
school, they are well-written and clear, they have action points listed 
(tick box = 3 marks) 

Tick Marks 

3 

(b) Fair Quality Minutes -- I have examined two meeting Minutes they 
cover some relevant items concerning the management of the school, 
they are not well-written, they do not have action points listed (tick box 
= 1 mark) 

 1 

(c) Poor Quality Minutes -- I have examined two meeting Minutes they 
do not cover relevant items concerning the management of the 
school, they are not well-written, they do not have action points listed 
(tick box = 0 marks) 

 0 

 
1.3 Board elections  

 

Tick Marks 

15. How often are elections 
held for Board members? 
Choose the best-fit answer. 

(a) Board elections for all members are held every 
3 years at the school. (tick box = 3 marks) 

3 

(b) The current Board has been in place for more 
than 3 years without any elections being held. 

0 

 
1.4 Participation of women on the Board  

16. How many women members are on the Board?  Tick Marks 

(a) 3 or more women (tick box = 3 marks)  3 

(b) 2 women (tick box = 2 marks)  2 

(c) 1 or no women (tick box = 0 marks)  0 
 
1.5 Frequency of meetings with the P&C  

17. How often does the Board give a financial report on income and 
expenditures at the school to the P&C?  

Tick Marks 

(a) Once per month (tick box = 3 marks)  3 

(b) Once or twice per term (tick box = 2 marks)  2 

(c) Once or twice per year (tick box = 0 marks)  0 

(d) Never – the Board is not operational (tick box = 0 marks)  0 

 

Add up the marks from Sections 1.1 to 1.5 and list  (out of 15 marks)  
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 (2) Classroom Learning Corners and School Library  
 

Read aloud the points below to the HT/TIC/BOM Chair: 

Classroom learning corners 

 All schools must establish learning corners in one or more secure permanent classrooms at 
the school.  

 A learning corner is a space with bookshelves and chairs where students access class 
textbooks to complete homework assignments. A learning corner also has reading books for  
students to access as well as other learning materials such as a dictionary or reference 
books, like an encyclopaedia. 

 In a primary school there should be a learning corner for lower, middle and upper primary 
school students. Elementary schools should also establish learning corners. 

 A learning corner must be accessible to students after schools hours. Schools should hire 
ancillary staff who can manage the learning corner during and after school. 

School library 

 All schools must establish a library so that students can access class textbooks to complete 
homework assignments, or read books to practice reading for enjoyment, or access other 
learning materials such as a dictionary or reference books, like an encyclopaedia. 

 A dedicated room at the school can only be called a library if it has textbooks, reading books 
and other learning materials available for students to use during and after school hours.  

 All schools with a library should establish a system for students to borrow textbooks and 
reading books to take home. 

 Libraries must be well-managed. They must be clean quite places for students to work. They 
are not social places for students to talk and play games. 

 Libraries must be used on a daily basis for them to be a worthwhile investment to positively 
impact learning outcomes.  

 All schools with a library should put in place a program for students to actively use the library 
during teaching hours, for example, to complete a group assignment given by the teacher. 

 All schools with a library should actively encourage students to use the library during and 
after school hours. 

 Some schools have set up libraries with many books, but they are closed most of the time 
and students cannot take out textbooks. This is clearly a waste of valuable education 
resources. Schools must put in place rules to allow mature students to take out books. 

 All schools should hire ancillary staff to manage the library during and after school hours. 

 Do you have any questions about any of these points before we continue? 
 

Guidelines for Standards Officers: 

 Complete the questions below. 
 

2.1 Access to learning corners  
 

Tick Marks 

18. Does the school have a Learning Corner in one or more 
permanent classroom? (Yes = 2 marks, No = 0 mark) 

Yes 2 

No 0 
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2.2 Access to a library  
 

Tick Marks 

19. Does the school have a library? (No = 0 marks) Yes Go to Q20 

No 0 

20. Go and inspect the library. What is the condition? Is it a clean and well organised 
space? Choose one answer below that best fits your observations. 

 Tick Marks

(a) An excellent library – I have inspected the library and it is clean and very 
well-organised. There are many textbooks, reading books and reference 
materials available for students. There are tables and chairs for students to 
sit at. There are ancillary staff to manage the library during and after school 
hours.  Students can take out textbooks  and reading books to use at home. 

 4 

(b) An average library -- I have inspected the library and it is clean, well-
organised. There are only a few textbooks, reading books and reference 
materials available for students. There are tables and chairs for students to 
sit at. There are no ancillary staff hired to manage the library during and after 
school hours. Students cannot take out textbooks and reading books. 

 2 

(c) A poor quality library -- the library is dirty and poorly organised. There are 
very few books and no tables and chairs for students to read. There are no 
ancillary staff.  

 0 

 
 

21. Can students access the library during and after school hours? 
Choose one answer below that best fits your observations. 

Tick Marks 

(a) The library is open during school hours, and every day after school for 2 
or more hours, so that students can come and access books.  

 4 

(b) The library is open some days during and after school hours.   2 

(c) The library is not open after school hours.   0 
 

Add up the marks from Sections 2.1 and 2.2 and list  (out of 10 marks)  

 

(3) Teacher-Parent Meetings & Termly and Annual Student Learning 
Achievement Reports 

 

Read aloud the points below to the HT/TIC/BOM Chair: 

Teacher-Parents Conference Meetings 

 Research has shown that the involvement of parents and guardians in their child’s education 
has a positive impact on their learning achievement. However, in PNG many parents are not 
actively involved in supporting their child’s learning. This is because they do not get much 
information from teachers about how well their child is doing in class during the term. 

 To address this issue the Department of Education is requiring all teachers to meet each term 
with parents so that they can inform them about how well their child is performing in regular 
Unit tests and marked homework given during the term. 

 There are two types of meetings between teachers and parents. The first one is called a 
Teacher-Parents Conference Meeting. This is where all parents and guardians of children in a 
class come together to meet with their class teacher as a group once per term. 

 The aim of the Teacher-Parents Conference Meeting is to have a general discussion about 
teaching and learning in the classroom with all parents and guardians. 
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 The main disadvantage of Teacher-Parents Conference Meetings are that they do not provide 
an opportunity for parents to meet with the teacher to talk about how well their child is 
performing in terms of learning. 

Individual Teacher-Parent Meetings 

 The second type of meeting is called Individual Teacher-Parent Meetings. This is where the 
class teacher meets with the parents or guardians of a student to talk about how well their 
child is doing in terms of learning achievement. 

 Individual Teacher-Parent Meetings are very important as they provide an opportunity for 
parents to learn important information about their child’s behaviour and learning achievement 
at school. 

 At the Individual Teacher-Parent Meeting the class teacher will talk about the student’s 
attendance in class. Parents of a student may not know that their child is missing some days 
at school. Only by talking to the teacher will be in possible for parents to know about their 
child’s actual daily and weekly attendance. 

 At the Individual Teacher-Parent Meeting the class teacher will talk about the student’s 
behaviour. This will give parents a good idea as to how well behaved their child is in class 
and how hard their child is trying to learn in the classroom. Parents will not have any idea 
about this issue until they speak with their child’s teacher. 

 At the Individual Teacher-Parent Meeting the class teacher will talk about how well their child 
is learning, and what he or she has achieved in terms of marks in Unit tests and marked 
homework assignments.  

 Only through meeting with the teacher of their child will parents know exactly about their 
child’s learning achievement in class. A teacher may give a student a report to take home to 
his or her parents, but some students may not want to take it home, especially if it is a bad 
report. 

 Only with factual information about their child’s learning achievement, behaviour and 
attendance is it possible for parents to take a more active role in their child’s education. 
Therefore, Individual Teacher-Parent Meetings are a very important aspect of quality 
education. 

 All schools must put in place regulations that require all teachers to hold Individual Teacher-
Parent Meetings. 

Termly and Annual Student Learning Achievement Reports 

 All teachers must give students they teacher Termly and an Annual Student Learning 
Achievement Report. This document provides parents with a clear picture of what their child 
has achieved in terms of learning each term and over the school year. 

 Do you have any questions about any of the points I have read aloud before we continue? 
 

3.1 Frequency of Teacher-Parents Conference Meetings Tick Marks 

22. Do class teachers in the school hold Teacher-Parents 
Conference Meetings each term? (No = 0 marks) 

Yes Go to Q23

No 0 

23. Choose one answer that best fits the situation at the school.  Tick Marks 

(a) All class teachers (100%) hold a Teacher-Parents Conference Meeting 
each term of the school year.  

 3 

(b) Most class teachers (more than 50%, but less than 80%) hold a 
Teacher-Parents Conference Meeting each term. 

 1 

(c) Not many class teachers (less than 50%) hold a Teacher-Parents 
Conference Meeting each term. 

 0 
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3.2 Frequency of Individual Teacher-Parent Meetings Tick Marks 

24. Do class teachers hold Individual Teacher-Parent Meetings once 
each term? (No = 0 marks) 

Yes Go to Q25

No 0 

25. Choose one answer that best fits with the situation at the school.  Tick Marks 

(a) All class teachers (100%) hold Individual Teacher-Parent Meetings 
once each term. 

 4 

(b) Most class teachers (more than 50%, but less than 80%) hold Individual 
Teacher-Parent Meetings once each term. 

 2 

(c) Not many class teachers (less than 50%) hold Individual Teacher-
Parent Meetings once each term. 

 0 

 

3.3 Frequency of Termly and Annual Student Learning 
Achievement Reports 

Tick Marks 

26. Do class teachers in the school write and give parents Termly 
and Annual Student Learning Achievement Reports for each 
student they teach? (No = 0 marks) 

Yes 
 

Go to Q27

No 0 

27. Choose one answer that best fits with the situation at the school.  Tick Marks 

(a) All class teachers (100%) write and give parents Termly and Annual 
Student Learning Achievement Reports for their child. 

 3 

(b) Most class teachers (more than 50%, but less than 80%) write and give 
parents Termly and Annual Student Learning Achievement Reports for 
their child. 

 1 

(c) Not many class teachers (less than 50%) write and give parents an 
Termly and Annual Student Learning Achievement Reports for their 
child. 

 0 

 

Add up the marks from Sections 3.1 to 3.3 and list  (out of 10 marks)  

 
 

(4) Maintenance of School Facilities  
 

Read aloud the points below to the HT/TIC/BOM Chair: 

 All schools must maintain their buildings, school grounds, toilets, teacher’s houses, drains, 
water tanks, taps, perimeter fences and similar facilities. 

 Without regular maintenance of school facilities they will deteriorate very quickly and this 
negatively affect student learning. For example, if toilet doors are not repaired when they are 
broken then students will not use them and this will affect their attendance in class as well as 
school hygiene. If a leaking roof is not repaired then rain water will damage school desks and 
learning materials in the classroom such as textbooks. 

 All schools must spend a portion of their annual school income (e.g. TFF money and project 
fees) on the maintenance of school facilities. 

 Do you have any questions about these points before we continue? 

 
Guidelines for Standards Officers: 

 Undertake a detailed inspection of the school facilities by walking around the entire school. 
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 Undertake this inspection with a school staff member so you can ask questions to clarify 
something you observe that needs an explanation, for example, why there is only a half 
perimeter fence around the school and only posts in place for the remaining section of the 
fence.  

 This inspection will not involve entering classrooms while students are in class. This will be 
handled in a separate item in this form. 

 Take your time, do not rush the inspection. Closely examine the exterior of all school 
buildings. Look for parts of buildings that are damaged and need to be fixed, such as broken 
windows, doors that do not close, steps with handrails missing, leaking roofs, windows with 
gaze that has been ripped off and is no longer providing shade protection, etc. 

 During your inspection check to see if all classroom doors are lockable to ensure items inside 
are not stolen. 

 Inspect the school toilets inside and out. If there are water taps in the school turn them on to 
see if there is running water and they work. 

 As you walk around the school examine the drains. Are they cleared of grass and able to 
drain off rain water or are they full of dirt and rubbish and no longer functional? 

 As you walk around the school examine the school grounds. Is there a lot of rubbish blowing 
about in the school grounds? Are there puddles of water in the school grounds that can be 
breading sites for mosquitos? Are there patches of mud that are not being cleared and so 
now students are now walking mud into the classrooms? 

 Examine how well the bushes, plants, grass and trees are looked after inside and 
immediately outside the school grounds. Does it look like anyone is maintaining the grass, 
plants and bushes or are they badly neglected? 

 Are there trees planted at the school to provide shade to students during class breaks? 

 Remember that students are less likely to care about their school if the school grounds are 
dirty with rubbish and mud and neglected. In contrast if school grounds are clean and well 
maintained with grass and plants then students will feel proud about their school. 

 After you have walked around the school ask to see where the school has undertaken 
maintenance repairs in the last three months. Insist to be shown only repairs undertaken in 
the last three months. 

 

4.1 Frequency of school facility maintenance  

28. Based on your in-depth inspection of the school grounds did you 
see many areas of poor school infrastructure maintenance? 

Choose one answer that best fits with the situation at the school. 

Tick Marks 

(a) I did not see any buildings or infrastructure showing poor infrastructure 
maintenance. 

 3 

(b) I saw some buildings and infrastructure showing poor infrastructure 
maintenance. 

 0 

(c) I saw many cases of buildings or infrastructure showing poor 
infrastructure maintenance. 

 0 

 

29. Does the school have a budget which lists infrastructure 
maintenance as an expenditure item? (if the answer is “yes” ask to 
see the budget) 

Tick Marks 

(a) Yes – I examined the school’s budget and I can see that maintenance is 
listed as an expenditure item. 

 2 

(b) No – I examined the school’s budget and maintenance is not listed, or 
there is no school budget. 

 0 
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30. Give an overall score to the school for maintenance. 
Choose one answer below that best fits with the situation at the school. 

Tick Marks 

(a) An excellent good job at maintaining school infrastructure -- based 
on an in-depth inspection of the school infrastructure, documents 
examined and answers given by the HT. 

 5 

(b) An average job at maintaining school infrastructure -- based on an 
in-depth inspection of the school infrastructure, documents examined 
and answers given by the HT. 

 2 

(c) A poor job at maintaining school infrastructure -- based on an in-
depth inspection of the school infrastructure, documents examined and 
answers given by the HT. 

 0 

 

Add up the marks from Section 4.1 and list  (out of 10 marks)  

 
 
(5) Students dropping-out of school and not returning, School Counsellor and 

access to clean water and toilets  

Read aloud the points below to the HT/TIC/BOM Chair: 

Students dropping out of school and not returning 

 Students dropping out of school and not returning is a very important to address to ensure 
quality education is provided to all children. A school cannot claim to be providing quality 
education if children are dropping-out of school and not returning. 

 Headteachers, teachers and Board members must document the names of students who 
drop-out and do not return to school and why.  

 Then they must try to directly address what is causing students to drop out. Students drop-out 
and leave school for many reasons. Most of these reasons can be addressed and resolved by 
the Headteacher and Board.  

 For example, if a family is too poor to pay project fees and this is preventing their child to 
attend to school then they should not be required to pay these fees. Schools are getting a 
large amount of funding from Tuition Fee Free, so many schools do not need to collect project 
fees from all parents, especially if it is preventing poor children from attending school. 

 Some children may drop-out because they do not have access to a desk or chair in the 
classroom. For these students the school must make sure that they have a desk and chair, as 
this will encourage them to return to school. 

 If students drop-out due to teacher absenteeism then the Headteacher and Board must make 
sure teachers teach their required hours. 

 The Headteacher and BOM Chair have an important leadership role to play in the community 
to encourage parents to send their children to school. 

 The Headteacher and BOM Chair should meet with parents of students that drop out to find 
solutions so that they can return their children back to school. 

 Do you have any questions about these points before we continue? 

Guidelines for Standards Officers: 

 Complete the questions below. 
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5.1 Students who dropped out of school and did not return 

31. How many children have dropped out of school in the last 12 months? (i.e. from today’s 
date and backwards 12 months) 

Choose one answer below that best fits with the situation at the school. Tick Marks

(a) Less than 2% of the total enrolled students for the current school year  3 

(b) Between 5 and 2% of the total enrolled students for the current school year  1 

(c) More than 5% of the total enrolled students for the current school year  0 

5.2 Students who returned to school after dropping out 

32. Has the school been making any effort to get children who dropped out and left 
school to return?  

Choose one answer below that best fits with the situation at the school. Tick Marks

(a) There is clear evidence that the school is actively trying to return students 
who dropped out and left to return to school. The school has documented 
the names of students who left and has actively encouraged them to return. 

 3 

(b) The school has made some effort to get students who left school to return, 
but the evidence is not that clear.   

 1 

(c) There is no evidence that the school is trying to return students who 
dropped out and left school. 

 0 

Read aloud the points below to the HT/TIC/BOM Chair: 

School Counsellor  

 All schools in PNG should have a staff member assigned to be the School Counsellor. 

 Counselling is a very important service to provide students at the school. 

 School Counsellors must be people who have the right skills, personality and attitude to help 
students and families. The School Counsellor must be someone who is kind, patient and 
caring about helping students and parents. 

 The School Counsellor must be accessible for all students and parents. It must be easy for 
students and parents to meet with the School Counsellor when they need help. 

 The School Counsellor has a very important role to play in helping a school manage 
disruptive student behaviours, such as bullying, fighting, cults, drug and alcohol use and 
student strikes.  

 The School Counsellor has a very important role to play in helping students deal with 
personal problems such as relationships, health issues, pregnancy and HIV and AIDS, TB 
and other serious health issues. 

 Quality counselling can help students to stay in school. It can also help them to improve their 
learning. 

 Do you have any questions about these points before we continue? 

 

5.3 School-based Counsellor  

33. Does the school have a staff member who is assigned as the 
School-based Counsellor?  

Tick Marks

Yes 1 

No 0 
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34. Has the School Counsellor been trained in 
counselling?  

Tick Marks

(a) Yes 2 

(b) No 0 

(c) There is no school counsellor 0 
 

35. On average how many hours per 
week does the School Counsellor 
spend counselling students and 
parents?  

 Tick Marks

(a) More than 5 hours per week  3 

(b) Between 5 to 2 hours per week  1 

(c) Less than 2 hours per week  0 

(d)  There is no school counsellor  0 
 

5.4 Access to toilets  

36. What is the 
toilet to 
pupil ratio at 
the school 
for girls and 
boys?  

Calculate the toilet to student ratio 

Total students enrolled in 
the school  
(Column A) 

Total number 
of toilets 
(Column B) 

Divide Col. A by Col. 
B for the ratio 

Marks 
 

Example: 250 students 5 toilets 50:1 ratio 2 

(a) Total female students     

(b) Total male students    

 Less than 30 students to one toilet (<30:1) = 4 marks 

 Between 30 to 50 students to one toilet (30:1 to 50:1) = 2 marks 

 More than 50 students to one toilet (>50:1) = 0 marks 
 
 

5.5 Access to clean water  

37. Do students at the school have access to clean water 
throughout the school year? 

Tick Marks

(a) Yes 2 

(b) No 0 
 

5.6 Special classes on health and personal hygiene  

38. Has the school held any special classes for students in the last 
6 months on health and personal hygiene? 

Tick Marks

(a) Yes 2 

(b) No 0 
 

Add up the marks from Sections 5.1 to 5.6 and list  (out of 20 marks)  
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(6) Staff Development and School Learning Improvement Program (SLIP) 

Guidelines for Standards Officers: 

 Complete the questions below. 

6.1 School-based in-service training  

39. What school-based in-service training activities is the school undertaking? This must 
be backed up by evidence. 

Choose one answer below that best fits with the situation at the school. Tick Marks

(a) In the last term the school has undertaken three in-service training activities -
- School-based, Senior teacher and Section Head – and there is clear 
evidence of this. 

 5 

(b) In the last term the school has undertaken one or two in-service training 
activities (either School-based, Senior teacher or Section Head) – and there 
is some evidence of this. 

 2 

(c) In the last term the school has not undertaken any teacher in-service training 
activities. 

 0 

6.2 School-based teacher appraisal  

40. Are school-based supervisors appraising teacher performance? This must be backed 
up by evidence. 

Choose one answer below that best fits with the situation at the school. Tick Marks

(a) All supervisors actively and professionally appraise teachers 3 times each 
term and there is clear evidence of this occurring at the school.   

 3 

(b) Some supervisors appraise teachers 1 or 2 times each term and there is 
some evidence of this occurring at the school.   

 2 

(c) Supervisors are not appraising teachers each term and there is no evidence 
of this occurring at the school.   

 0 

 

6.3 Developing a School Learning Improvement Plan (SLIP) Tick Marks 

41. Does the school have a three-year (and or one-year) SLIP? (No = 
0 marks) 

Yes Go to Q42

No 0 

42. Choose one answer that best fits with the situation at the school.  Tick Marks 

(a) The SLIP was developed through close consultation and input from all 
school stakeholders (parents, teachers, students BOM members, 
community leaders, etc.).  

 3 

(b) The SLIP was developed by the Headteacher and BOM on their own. 
Then they presented it to P&C members for their awareness. 

 1 

(c) The SLIP was developed by the Headteacher and BOM on their own 
without any consultation or input from school stakeholders. 

 0 
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6.4 Implementing the School Learning Improvement Plan (SLIP) Tick Marks 

43. Is the school actively implementing their SLIP? (No = 0 marks) Yes Go to Q44

No 0 

44. Choose one answer that best fits with the situation at the school.  Tick Marks 

(a) The school is actively implementing their SLIP, in partnership with all 
school stakeholders, and this is having positive impacts in the school in 
terms of improvements in teaching and student learning. There is clear 
evidence of the SLIP being successfully implemented at the school. 

 4 

(b) The school is implementing some parts of their SLIP, but other parts 
are being neglected. There may be some positive impacts in the school 
in terms of improved teaching and student learning but there is no 
evidence being collected. 

 2 

(c) The SLIP is not being implemented. 
 

 0 

 

Add up the marks from Sections 6.1 to 6.4 and list  (out of 15 marks)  
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(7) Access to Textbooks and Reading Materials  
 

Read aloud the points below to the HT/TIC/BOM Chair: 

 Access to textbooks and reading books is one of the most important inputs to provide quality 
education to children in PNG and in all countries around the world. 

 In PNG some schools have understood the importance of textbooks and reading books and 
they have used Tuition Fee Free money or project fees to buy textbooks and reading books. 

 These schools have also managed their textbooks and reading books effectively to make 
sure they improve student learning achievements at the school.  

 There are many different aspects to effectively managing textbooks. 

 Schools must maintain an accurate inventory of all textbooks, reading books and reference 
books. 

 When new textbooks or reading books arrive at a school they should be covered in plastic or 
paper so that they last longer. 

 Textbooks or reading books must be kept in a safe and clean location in the school so that 
they are protected from the elements and from insects and pests, like rats. 

 Most importantly textbooks or reading books must be used by students in the classroom.  

 Textbooks and reading books are essential tools for teachers to improve student learning 
achievements. 

 Textbooks should be issued to students in Grades 6, 7 and 8 in primary schools so that they 
can use them at home for further study and to complete homework assignments. 

 There is no government or DOE policy or regulation saying that schools cannot issue 
textbooks to mature primary school students. Many schools in PNG are issuing textbooks to 
improve student learning achievements. 

 If there is not enough textbooks in a school for one textbook per student then the textbooks 
can be issued to  2 to 3 students to share. 

 When textbooks are issued it is important to make sure that the student or students they are 
given to have a proper bag to place them in and carry them to and from school. 

 It is best-practice to have a child’s parent present when they are issued textbooks so that they 
are aware that their child is being issued textbooks. 

 Parents should be asked to help make sure that the school textbooks issued to their child is 
used at home to complete homework assignments and for extra learning. And they should be 
asked to make sure the textbook or books are looked after.  

 Parents need to know what other children have been assigned to share textbooks with their 
child so that they can make sure the books are shared. 

 The Headteacher and Board must make sure that all classes have textbooks and that 
teachers actively use then in the classroom. 

 Some teachers just write information on the blackboard which students must copy into their 
notebooks. This is one of the most ineffective teaching methods. These teachers must be 
instructed to use more effective teaching methods, such as giving group assignments for 
students to complete using their textbooks or through assigning exercises from the textbook 
for students to complete on their own. 

 The DoE is preparing to change the national curriculum. However, this does not mean that all 
Outcome-based textbooks will be thrown away. These textbooks will be phased out over a 
number of years. Until that time all schools must continue to buy and use textbooks on the 
market. 

 Do you have any questions about these points before we continue? 
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Guidelines for Standards Officers: 

 Complete the questions below. 

7.1 Textbooks to Students Ratio for English and Maths textbooks 

45. What is the Textbooks to Students Ratio for English and Mathematics textbooks for 
all Grades at the school? (Complete the table below.) 

 If the HT or TIC does not have the information below ask her/him to give it to you later in the 
day, while you are completing other sections of this form with other stakeholders. 

 
Grade Total students in 

Grade 
Total No. of English 
Textbooks in school 

Total No. of Maths 
textbooks in school 

(a) EP     

(b) E1     

(c) E2    

(d) Grade 3    

(e) Grade 4    

(f) Grade 5    

(g) Grade 6    

(h) Grade 7    

(i) Grade 8    

Total Column A Column B
 

Column C 
 

Calculate the total Textbooks to  
Students Ratio for English and 

Maths textbooks  

Eng. Textbooks: Students
Ratio  
 

Maths Textbooks: Students
Ratio  
 

 
Instructions to calculate the ratio 
 To calculate the English Textbooks to Students Ratio divide the total figure in Column A above 

by the total figure in Column B above. E.g. 135 students and 87 English textbooks = 135/87 = 
1.55 = 2 students to 1 textbook = 2:1 ratio. 
 

 To calculate the Maths Textbook to Student Ratio divide the total figure in Column A above by 
the total figure in Column C above. E.g. 257 students and 78 Maths textbooks 257/78 = 3.29 = 
3 students to 1 textbook = 3:1 ratio.  

 
 

Award the marks based on the 
 Textbooks to Students Ratio in the school 

Marks –  
English Textbooks to 

Students Ratio 

Marks –  
English Textbooks 
to Students Ratio 

1 to 1 – one textbook for one student 10 10 

1 to 2 – one textbook for two students 4 4 

1 to 3 – one textbook for three students 2 2 

1 to 4 – one textbook for four students 1 1 

1 to 5 and above – one textbook for five or 
more students 

0 0 

 

List the marks from Section 6.1  (out of 20 marks)  
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Section 2 of the WSQA Form: 

Observing a taught lesson in the classroom 
 
 

Guidelines for Standards Officers:  

 This section involves observation of three taught classes during your one-day visit to the 
school. Choose any lesson for any Grade to observe. If you are visiting a primary school then 
observe three different subjects for different Grades taught by different teachers. If you are at 
an elementary school and there are only two teachers then observe two different subjects 
taught by one teacher and one lesson taught by another teacher. 

 Your role in this exercise is to simply observe three taught lessons. You should not make any 
intervention in the class you are observing, such as asking questions or giving advice, as this 
will disrupt the teacher and students. Sit at the back of the room in each lesson as this is the 
best place to minimise the disruption and to observe the class. 

 Before each class starts you should introduce yourself to the teacher and students. Explain 
that you are visiting the school to help improve the quality of education for the benefit of all 
students. 

 It is important to observe an entire lesson in order to assess the teaching and learning 
occurring in the classroom. It is not fair for the teacher or students to come in for 10 minutes 
to observe a class as this will not give a fair picture as to how well the teacher is teaching the 
content from the curriculum. Rather it will just disrupt the class. 

 
 (8) Teaching and learning in the classroom (observation) 
 

Guidelines for Standards Officer: 

 Complete the questions below. 
 

Class 1 Observation 

46. What is the Grade 
you are observing? 

 47. How many students 
are in the class? 

Girls Boys Total 

48. What is the subject 
being taught? 

 49. List the class start 
and finish time? 

Started Finished 

 
Class 2 Observation 

50. What is the Grade 
you are observing? 

 51. How many students 
are in the class? 

Girls Boys Total 

52. What is the subject 
being taught? 

 53. List the class start 
and finish time? 

Started Finished 

 
Class 3 Observation 

54. What is the Grade 
you are observing? 

 55. How many students 
are in the class? 

Girls Boys Total 

56. What is the subject 
being taught? 

 57. List the class start 
and finish time? 

Started Finished 
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8.1 Layout of the classroom  

58. What is the quality of the learning environment?  
Choose an answer that best fits with the class you observed. 

Class 
1 

Marks 

Class 
2 

Marks 

Class 
3 

Marks 

(a) Excellent learning environment -- The classroom is clean. There 
is no rubbish on the floor. The classroom has been swept recently. 
There is a good quality desk and chair for every student in the 
classroom. The classroom has good lighting. There is a door at the 
entrance to the classroom and it was closed during the lesson. The 
teacher has a desk and chair at the front of the classroom. The 
classroom has shelves with teaching and learning materials. There 
are educational posters on the walls of the classroom. The 
classroom has a good quality backboard and the teacher has 
chalk.  

 
 
 

5 

 
 
 

5 

 
 
 

5 

(b) Average learning environment -- The classroom is fairly clean. 
There is not much rubbish on the floor, but the room has not been 
swept recently. There are desks and chairs for every student in the 
classroom. The classroom has suitable lighting. There is a door at 
the entrance to the classroom and it was open during the lesson. 
The teacher has a desk and chair at the front of the classroom. 
The classroom has no shelves with teaching and learning 
materials. There are no educational posters on the walls of the 
classroom. The classroom has a fair quality backboard and the 
teacher has chalk.  

 
 
 

2 

 
 
 

2 

 
 
 

2 

(c) Poor learning environment  -- The classroom is not clean. There 
is rubbish on the floor and the room has not been swept recently. 
There are not enough desks and chairs for every student in the 
classroom. The classroom has poor lighting. There is no door at 
the entrance to the classroom and it was open during the lesson. 
The teacher has a desk and chair at the front of the classroom. 
The classroom has no shelves with teaching and learning 
materials. There are no educational posters on the walls of the 
classroom. The classroom has a fair quality backboard and the 
teacher has chalk.  

 
 
 

0 

 
 
 

0 

 
 
 

0 

 
8.2 Teaching methods used in the classroom  

59. Did the teacher use a number of different teaching methods during the class?  
 Some examples of different teaching methods are getting students to work in groups, 

giving students individual tasks to complete in class, using different learning materials 
to teach new information, such as posters and objects, going outside to learn from 
examples in the environment, writing on the blackboard and having students take 
notes, holding classroom discussions, getting students to make presentations, and 
similar methods. 

Choose an answer that best fits with the class you observed. Class 1 
Marks 

Class 2 
Marks 

Class 3 
Marks 

(a) The teacher used three or more different teaching methods 
to teach students in the class. 

5 5 5 

(b) The teacher used two different teaching methods to teach 
students in the class. 

2 2 2 

(c) The teacher mainly used one teaching method to teach 
students in class. 

0 0 0 
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8.3 Management of students  

60. How well did the teacher manage students in the class?  

 
Choose an answer that best fits with the class you observed. 

Class 
1 

Marks 

Class 
2 

Marks

Class 
3 

Marks 

(a) Excellent management of students -- The teacher did a good job 
at managing the students in the class. He/she was firm but not 
harsh in making sure all students behaved. The students did not 
make excessive noise or create disruptions in the class.  

4 4 4 

(b) Average management of students -- The teacher did a fair job at 
managing the students in the class. He/she tried to managed all 
students, but some still misbehaved. There was a small amount of 
disruptions in the class due to misbehaving students. 

2 2 2 

(c) Poor management of students -- The teacher did a poor job at 
managing the students in the class. He/she could not control 
students and they took advantage. There was a great deal of noise 
during the class and major disruptions in teaching and student 
learning. 

0 0 0 

 

8.4 Use of textbooks  

61. Did the teacher actively use textbooks in the class?  

Choose an answer that best fits with the class you observed. Class 1 
Marks 

Class 2 
Marks 

Class 3 
Marks 

(a) The teacher gave out textbooks to students in the class which 
they used actively during the lesson. 

5 5 5 

(b) The teacher gave out textbooks to students in the class which 
they used for a part of the lesson. 

2 2 2 

(c) The teacher did not use textbooks at any time during the lesson. 
 

0 0 0 

 

8.5 Use of Lesson Plan  

62. Based on your observation of the class was it clear that 
the teacher followed a lesson plan? Choose an answer that 
best fits with the class you observed. 

Class 1 
Marks 

Class 2 
Marks 

Class 3 
Marks 

(a) Yes  1 1 1 

(b) No  0 0 0 
 

Total the marks for Sections 8.1 to 8.5 and list  (out of 20 marks)  
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Section 3 of the WSQA Form: 

Interviews with primary school students,  
Interview with teachers, Elementary reading test  

 
 

 Guidelines for Standards Officer: 

 If you are visiting an Elementary school then go skip item 9 below and go to go to item 10. 

 If you are visiting a primary school then with the Head teacher choose 4 female students from 
one class, and 4 male students from a different class. These students should be from 
different grades. It is best if the students come from Grade 6, 7 or 8 classes.  

 Ask the students to leave the class they are in and go to a quiet place to meet. Make sure the 
place you meet with students at is private. You must meet with the group of female students 
first, then the group of male students. 

 It is very important to meet with the female students separately as they will not feel free to 
give their opinions in the same group with male students. 

 Before you start the group interview explain to the students that you are conducting the 
interview to help the school improve the quality of teaching and learning in the school for the 
benefit of all students. 

 Explain to the students that the interview will last about 15 to 20 minutes. 

 Explain that the interview is anonymous which means their names will not be recorded. 

 Complete the questions below for the group of female students then ask them to return to 
their class. Then interview the group of male students and ask them to return to their class. 

 You cannot have a teacher or Head teacher or parent present for the interview with the two 
groups of students. 

 It is very important to take your time to explain each question carefully so that all the students 
understand. Encourage them gently and patiently to answer the questions. Make sure you get 
the students to discuss and agree on their answer before writing it down on the form.  

 

(9) Teaching and learning – feedback from primary school students 

 
Interview with a group of female students 
 

63. How many female students 
are being interviewed?  

 64. What is their 
class Grade? 

 

 

65. What is the age of 
the oldest female 
student in the group?  

 
______ years 

66. What is the age of the 
youngest female 
student in the group? 

 
______ 
years 
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9.1 Teacher attendance  

67. Over the last two weeks at school was your teacher absent from class many days, a 
few days or no days? 

There are three possible answers for this question. I will read them aloud and you can discuss 
and agree as a group on the answer that best fits with your class. 

(a) Our teacher was not absent from class on any day over the last two weeks  Tick Marks
3 

(b) Our teacher was absent from class on 2 days over the last two weeks of 
class  

 1 

(c) Our teacher was absent from class on 3 days over the last two weeks of 
class. 

 0 

(d) Our teacher was absent from class on 4 days over the last two weeks of 
class. 

 0 

(e) Our teacher was absent from class on 5 or more days over the last two 
weeks of class. 

 0 

 

9.2 Teaching methods used in the classroom  

68. Can you tell me if your teacher uses a number of different teaching methods in the 
classroom?  

 Some examples of different teaching methods are getting students to work in groups, giving 
students individual tasks to complete in class, using different learning materials to teach new 
information, such as posters and objects, going outside to learn from examples in the 
environment, writing and the blackboard and having students take notes, holding classroom 
discussions, getting students to make presentations, and similar methods. 

There are three possible answers for this question. I will read them aloud and you can discuss 
and agree as a group on the answer that best fits with your class. 

(a) Our teacher uses a many different teaching methods to teach students in our 
class, and this makes learning interesting for students. 

Tick Marks
3 

(b) Our teacher uses a few different teaching methods to teach students in our 
class, and this makes learning interesting for students. 

 1 

(c) Our teacher mainly relies on one teaching method to teach students in our 
class. 

 0 

 

9.3 Giving Unit tests and homework assignments during the term  

69. Can you tell me how often your teacher gives students Unit tests in the class during 
the term?  

There are three possible answers for this question. I will read them aloud and you can discuss 
and agree as a group on the answer that best fits with your class. 

(a) Every term our teacher gives us a number of Unit tests for each subject. 
Our teacher is quick to mark our tests and gives us our results.  

Tick Marks 
3 

(b) Each term our teacher sometimes gives us Unit tests for each subject. 
Our teacher marks our tests and gives us our results.  

 0 

(c) Our teacher very rarely gives us Unit tests for each subject.  
 

 0 
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9.4 Management of students in the classroom  

70. Can you tell me how well your teacher manages students in the class?  
There are three possible answers for this question. I will read them aloud and you can discuss 
and agree as a group on the answer that best fits with your class. 

(a) Our teacher does a very good job at managing students in our class. 
He/she is firm but not harsh in making sure all students behave. 
Students in our class do not make excessive noise or create disruptions 
because our teacher has good ways to manage students.  

Tick Marks 

3 

(b) Our teacher does a fair  good job at managing students in our class. Our 
teacher tries to make sure all students behave, but some students 
continue to disrupt the class.  

 2 

(c) Our teacher does a poor  job at managing students in our class. Our 
teacher tries to make sure all students behave, but there are many 
students who do not pay attention and they continuously disrupt the 
class. 

 0 

 

9.5 Giving and marking homework  

71. Does your teacher give homework assignments and are they marked after they are 
handed in? 

(a) Our teacher gives us homework assignments at least twice a week, it is 
marked and given back to us. 

Tick Marks 

3 

(b) Our teacher gives us homework assignments at least once a week, it is 
marked and given back to us. 

 1 

(c) Our teacher rarely gives us homework assignments.  
 

 0 

 

Add up the marks from Sections 9.1 to 9.5 and list  (out of 15 marks)  

 

Interview with a group of male students 
 

72. How many male students are 
being interviewed?  

 73. What is their 
class Grade? 

 

 

74. What is the age of 
the oldest male 
student in the group?  

 
______ years 

75. What is the age of the 
youngest male student 
in the group? 

 
______ 
years 
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9.6 Teacher attendance  

76. Over the last two weeks at school was your teacher absent from class many days, a 
few days or no days? 

There are three possible answers for this question. I will read them aloud and you can discuss 
and agree as a group on the answer that best fits with your class. 

(a) Our teacher was not absent from class on any day over the last two weeks  Tick Marks
3 

(b) Our teacher was absent from class on 2 days over the last two weeks of 
class  

 1 

(c) Our teacher was absent from class on 3 days over the last two weeks of 
class. 

 0 

(d) Our teacher was absent from class on 4 days over the last two weeks of 
class. 

 0 

(e) Our teacher was absent from class on 5 or more days over the last two 
weeks of class. 

 0 

 

9.7 Teaching methods used in the classroom  

77. Can you tell me if your teacher uses a number of different teaching methods in the 
classroom?  

 Some examples of different teaching methods are getting students to work in groups, giving 
students individual tasks to complete in class, using different learning materials to teach new 
information, such as posters and objects, going outside to learn from examples in the 
environment, writing and the blackboard and having students take notes, holding classroom 
discussions, getting students to make presentations, and similar methods. 

There are three possible answers for this question. I will read them aloud and you can discuss 
and agree as a group on the answer that best fits with your class. 

(a) Our teacher uses a many different teaching methods to teach students in our 
class, and this makes learning interesting for students. 

Tick Marks
3 

(b) Our teacher uses a few different teaching methods to teach students in our 
class, and this makes learning interesting for students. 

 1 

(c) Our teacher mainly relies on one teaching method to teach students in our 
class. 

 0 

 

9.8 Giving Unit tests and homework assignments during the term  

78. Can you tell me how often your teacher gives students Unit tests in the class during 
the term?  

There are three possible answers for this question. I will read them aloud and you can discuss 
and agree as a group on the answer that best fits with your class. 

(a) Every term our teacher gives us a number of Unit tests for each subject. 
Our teacher is quick to mark our tests and gives us our results.  

Tick Marks 
3 

(b) Each term our teacher sometimes gives us Unit tests for each subject. 
Our teacher marks our tests and gives us our results.  

 0 

(c) Our teacher very rarely gives us Unit tests for each subject.  
 

 0 
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9.9 Management of students in the classroom  

79. Can you tell me how well your teacher manages students in the class?  
There are three possible answers for this question. I will read them aloud and you can discuss 
and agree as a group on the answer that best fits with your class. 

(a) Our teacher does a very good job at managing students in our class. 
He/she is firm but not harsh in making sure all students behave. 
Students in our class do not make excessive noise or create disruptions 
because our teacher has good ways to manage students.  

Tick Marks 

3 

(b) Our teacher does a fair  good job at managing students in our class. Our 
teacher tries to make sure all students behave, but some students 
continue to disrupt the class.  

 2 

(c) Our teacher does a poor good job at managing students in our class. Our 
teacher tries to make sure all students behave, but there are many 
students who do not pay attention and they continuously disrupt the 
class. 

 0 

 

9.10 Giving and marking homework  

80. Does your teacher give homework assignments and are they marked after they are 
handed in? 

(a) Our teacher gives us homework assignments at least twice a week, it is 
marked and given back to us. 

Tick Marks 

3 

(b) Our teacher gives us homework assignments at least once a week, it is 
marked and given back to us. 

 1 

(c) Our teacher rarely gives us homework assignments.  
 

 0 

 

Add up the marks from Sections 9.6 to 9.10 and list  (out of 15 marks)  

 

Add up the marks from Sections 9.1 to 9.10 and list  (out of 30 marks)  
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(10) Teaching and learning – interview with teachers 
 

Guidelines for Standards Officer: 

 Hold separate interviews with two teachers from the school. Try and interview one female 
teacher and one male teacher. Choose teachers from different Grades to interview. If 
possible choose different teachers from those whose lessons you observed.  

 Meet with the teacher to complete the questions below. 

 Before you start the interview explain that you are conducting the interview to help the school 
improve the quality of teaching and learning in the school for the benefit of all students. 

 Explain to the teacher that the interview will last about 15 minutes and that it is anonymous 
which means their names will not be recorded. 

 

81. What Grade does the teacher 
teach?  

 82. What is the age of 
the teacher? 

 

83. How many years has the 
teacher been teaching for?  

 84. What is the gender 
of the teacher? 

Male Female

 

10.1 Class Lesson Plan  

85. Do you have a Lesson Plan for this class? Teacher 1 Teacher 2

(a) No -- there is no Lesson Plan for the class. 0 0 

If there is a Lesson Plan then ask to see it. Examine the Lesson Plan to get an idea of how well it 
is written. Is it appropriate for this group of students? Is it an enjoyable lesson? Does it focus on 
student learning? 
Choose one of the answers below based on your examination of the Lesson Plan.  

(b) The Lesson Plan is well-written, interesting and appropriate for the 
students in the class.  

3 3 

(c) The Lesson Plan is of fair quality, but it could be better. It is 
appropriate for the students in the class. But it could be made to be 
more enjoyable for students.  

1 1 

(d) The Lesson Plan is not well-written. It is not appropriate for the 
students in the class, and it is not enjoyable for students.  

0 0 

10.2 Attendance Record  

86. Do you have an Attendance Record for this class? Teacher 1 Teacher 2

(a) No -- there is no Attendance Record for the class. 0 0 

If there is an Attendance Record ask to see it. Examine it to see how well it has been filled out. 
Are there a lot of gaps where student attendance has not been listed? Is there a large variation of 
students attending class from one day or week to the next?   
Choose one of the answers below based on your examination of the Attendance Record.  

(b) The Attendance Record is well-maintained. Students are attending 
class on a regular basis.  

3 3 

(c) The Attendance Record is well-maintained. But students are not 
attending class on a regular basis.  

1 1 

(d) The Attendance Record is not well-maintained. Students are not 
attending class on a regular basis.  

0 0 
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10.3 Classroom learning environment  

87. Observe the classroom environment – has been made into a creative and fun place 
to learn from young children?  

Choose one of the answers below that best fits with your observation of the classroom learning 
environment. 

(a) Good learning environment – The classroom is clean. There is no 
rubbish on the floor. The classroom has been swept recently. There 
are desks and chairs for every student. The classroom has good 
lighting. There is a door at the entrance to the classroom and it was 
closed during the lesson. The teacher has a desk and chair at the 
front of the classroom. The classroom has shelves with teaching and 
learning materials. There are educational posters on the walls of the 
classroom. The classroom has a good quality backboard and the 
teacher has chalk.  

Teacher 
1 

 
5 

Teacher 
2 
 

5 

(b) Average learning environment – The classroom is fairly clean. 
There is no rubbish on the floor, but the room has not been swept 
recently. Students sat on the floor for the lesson. But there are mats 
for the children to sit on. The classroom has suitable lighting. There is 
a door at the entrance to the classroom and it was open during the 
lesson. The teacher has a desk and chair at the front of the 
classroom. The classroom has no shelves with teaching and learning 
materials. There are no educational posters on the walls of the 
classroom. The classroom has a backboard and the teacher has 
chalk.  

 
 

2 

 
 

2 

(c) Poor learning environment – The classroom is not clean. There is 
rubbish on the floor and the room has not been swept recently. There 
are no desks and chairs for students or mats for them to sit on. The 
classroom has poor lighting. There is no door at the entrance to the 
classroom and it was open during the lesson. The teacher has a desk 
and chair at the front of the classroom. The classroom has no shelves 
with teaching and learning materials. There are no educational 
posters on the walls of the classroom. The classroom has a fair 
quality backboard and the teacher has chalk.  

 
 

0 

 
 

0 

 

10.4 Learning and reading materials  

88. Do students in the class have access to learning and reading materials?  
Choose the answer that best fits with your observation of the classroom learning environment 

(a) Yes, there are many learning and reading materials in the 
classroom.  

Teacher 1 

4 

Teacher 2

4 

(b) Yes, there are a few learning and reading materials in the 
classroom.  

1 1 

(c) No, there are no learning and reading materials in the classroom.  
  

0 0 

 

Add up the marks from Section 10.1 to 10.4 and list  (out of 30 marks)  
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(11) Teaching and Learning – reading ability of Elementary students 
 

Guidelines for Standards Officer: 

 Complete this item if you are visiting an Elementary school. 

 Ask the Elementary teacher to give you copies of reading books that are appropriate for the 
reading levels of students in the class. 

 Sit with the students in the Elementary class. Explain who you are and why you are visiting 
the school. Explain to the class that you would like them to read some sentences from some 
books to learn about their reading ability. 

 Choose a student and ask him or her to read aloud the words in the book you have selected. 
After they have read the page of the book, ask another student to read a different page in the 
book. 

 It is important to be very gentle with the students as they will be shy. If they are unable to 
read the words then reassure them that it is alright. Make sure that students do not laugh or 
play up when a student is trying to read. 

11.1 Student reading levels  

89.  Test the reading levels of 5 girl students and 5 boys students and then complete the 
questions below. 
 Girl or 

Boy? 
Tick Marks 

(a) Can the 1st student read from the book?   (a) Yes 2 
(b) No 0 

(b) Can the 2nd student read from the book?   (a) Yes 2 
(b) No 0 

(c) Can the 3rd student read from the book?   (a) Yes 2 
(b) No 0 

(d) Can the 2nd student read from the book?   (a) Yes 2 
(b) No 0 

(e) Can the 3rd student read from the book?   (a) Yes 2 
(b) No 0 

(f) Can the 4th student read from the book?   (a) Yes 2 
(b) No 0 

(g) Can the 5th student read from the book?   (a) Yes 2 
(b) No 0 

(h) Can the 6th student read from the book?   (a) Yes 2 
(b) No 0 

(i) Can the 7th student read from the book?   (a) Yes 2 
(b) No 0 

(j) Can the 8th student read from the book?   (a) Yes 2 
(b) No 0 

(k) Can the 9th student read from the book?   (a) Yes 2 
(b) No 0 

(l) Can the 10th student read from the book?   (a) Yes 2 
(b) No 0 

 

Add up the marks from Section 11.1 and list  (out of 20 marks)  
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Section 4 of the WSQA Form: 

Interview with P&C members 
 
 

Guidelines for Standards Officer: 

 Meet with four or more Parent and Citizen (P&C) members. Two members must be women. 
If the P&C Committee does not exist in the school then choose four parents to meet with. 

 Find a quiet and private place at the school or outside the school where the meeting can be 
held. It is important for P&C members to be able to speak freely without interruptions from 
children or other people. 

 The Head teacher or Board Chair or Treasurer cannot attend this meeting. No Board 
members and school teachers can attend this meeting. 

 
  (12) Involvement of the P&C in supporting their school 
 
 
12.1  Frequency of P&C meetings  

90. How often 
does the 
P&C meet? 
Choose one 
answer. 

(a) Once per month  Tick Marks 
2 

(b) Once per term   1 

(c) Once per year   0 

(d) When we need to – no fixed schedule   0 

(e) The school does not have a P&C    0 

 
12.2  Attendance of P&C meetings  

91. Approximately 
what 
percentage of 
parents come 
to P&C 
meetings? 
Choose one 
answer. 

(a) On average more than 50% of school parents 
attend  

Tick Marks 
3 

(b) On average between 30 to 50% of school parents 
attend  

 1 

(c) On average between 20 to 30% of school parents 
attend  

 0 

(d) On average less than 20% of school parents   0 

 
  



Providing practical advice to schools to improve the quality of teaching and student learning. 

	 30	
 

12.3  Transparency of the school in managing TFF/ School funds   

92. How transparent has the Head teacher and BOM been in reporting to P&C members 
how school income is used? – Read aloud the 3 options below, then ask parents to 
discuss and agree on one answer that best fits their situation. 

(a) Very transparent – P&C members were told the total school income 
in 2012 and in 2013 and what it was used for. It was also given in 
writing. 

Tick Marks 
5 

(b) Somewhat transparent – P&C members were given some 
information about the total school income in 2012 and in 2013 and 
what it was used for. Some information was unclear. 

 1 
 

(c) Not transparent – P&C members were given very limited or no 
information about the total school income in 2012 and in 2013 and 
what it was used for. 

 0 

 
12.4 Perception as to how well school income is being managed  

93. What is the general perception among P&C members as to how well the school is 
managing the school income (from TFF and project fees, etc.)? – Read aloud the 3 
options below, then ask parents to discuss and agree on one answer that best fits their 
situation. 

(a) Very positive – overall P&C members think that the school is 
doing a good job in using school income to improve teaching 
and learning at the school. 

Tick Marks 
5 

(b) Somewhat positive – overall P&C members think that the 
school is doing a fair job in using school income to improve 
teaching and learning at the school. 

 2 
 

(c) Negative – overall P&C members think that the school is doing 
a poor job in using school income to improve teaching and 
learning at the school. 

 0 

 
12.5 Perception in terms of Head teacher and BOM performance  

94. What is the general perception among P&C members in terms of the performance of 
the Head teacher and BOM in delivering quality education for the benefit of all 
students in the school? – Read aloud the 3 options below, then ask parents to discuss 
and agree on one answer that best fits their situation. 

(a) High performance – the Head teacher and BOM are doing an 
excellent job in delivering quality education for the benefit of all 
students in the school. 

Tick Marks 
5 

(b) Average performance – the Head teacher and BOM are doing 
an average job in delivering quality education for the benefit of 
all students in the school. 

 2 
 

(c) Poor performance – the Head teacher and BOM are doing a 
poor job in delivering quality education for the benefit of all 
students in the school. 

 0 

 

Add up the marks from Sections 12.1 to 12.5 and list  (out of 20 marks)  
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Section 5 of the WSQA Form: 

Awarding the school a total score out of 220 marks, 
Giving the school a Whole School Quality Assessment 

Recommendations Report 
 
 

Guidelines for Standards Officers: 
 Calculate the overall Whole School Quality Assessment Score for the school by copying the 

total scores from each of the 12 quality improvement items completed in this form. 
 

Whole School Quality Improvement Areas 
Total marks the 

quality item is out of 
Awarded Score for 

the school 

1. School Governance 15  

2. Classroom Learning Corners and School Library 10  

3. Teacher-Parent Meetings & Termly and Annual 
Student Learning Achievement Reports 

10  

4. Maintenance of School Facilities 10  

5. Students dropping-out of school and not 
returning, School Counsellor and access to 
clean water and toilets 

20  

6. Staff Development and School Learning 
Improvement Program (SLIP) 

15  

7. Access to Textbooks and Reading Materials 20  

8. Teaching and learning in the classroom 
(observation) 

20  

9. Teaching and learning – feedback from primary 
school students 

30  

10. Teaching and learning – interview with teachers 30  

11. Teaching and Learning – reading ability of 
Elementary students 

20  

12. Involvement of the P&C in supporting their 
school 

20  

Total Marks 220  

Total Marks out of 220 (%)   

Instructions to calculate the marks out of 100 
 Divide the total marks awarded to the school by 220 marks and the multiply by 100, and round 

the figure up or down. E.g. 120 marks awarded to a school = 120/220 X 100 = 54.5, round down 
to 54/100 or 54%. E.g. 100 marks awarded to a school = 100/220 X 100 = 45.4, round down to 
45 out of 100 or 45%. 

Guidelines for Standards Officers: Ask the HT and BOM Chair to sign the boxes below to 
finish the assessment. 

Signed by Head 
teacher 

I have been told the WSQA score our school 
has been given and I understand why. 

 

Signed by BOM 
Chair 

I have been told the WSQA score our school 
has been given and I understand why. 

 

Signed by the SO   Date & time: 
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Whole School Quality Assessment Recommendations Report 

Guidelines for Standards Officers 

 Upon completing this form copy over all the scores you have awarded for all 12 Whole 
School Quality Assessment items and then give a copy to the Head teacher and BOM 
Chair. 

 Make sure you copy all the scores awarded on each page of this form, not just the total 
scores. This will be a record for the school to see what scores it was given for each item 
assessed. Make sure you sign the copy of the WSQA given to the school. 

 This document is the main report that the school will receive through participating in the 
Whole School Quality Assessment. 

 Write any additional recommendations for the school to address below. These 
recommendations only need to be listed in the school’s report, not the report that is kept by 
the SO and returned to the DoE. 

 The SO must keep the original completed WSQA form to be returned to the DoE for data 
entry and analysis.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


