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School committee and board training programme 

Programme    DAY I 
Time Activity Hand out 

8.30-9.00 Introduction 
Purpose of the training 
Roles and responsibilities of school committee/board 
and Parents-teachers association (PTA) 

 
1 
2 

9.00-9.30 
 

A good quality school 
The whole school development standards-
(introduction) 

3 
4 

9.30-11.00 The whole school development standards (practice)  

 Drinks will be distributed School 

11.00-11.30 Presentation-The whole school development 
standards 

 

11.30-12.00 
 

Whole school development plan-short introduction 5 

12.00-13.00 
 

Whole school development plan-small groups-
practice (part I.) 

6 

13.00-14.00 Lunch School 

14.00-15.00 Whole school development plan-small groups-
practice  (part II) 

 

15.00-16.00 Plenary presentation by groups 7 

 Drinks will be distributed School 

16.00-17.00 Developing the whole school development plan  

17.00-17.15 Preparations for day II  

Programme    DAY 2 
Time Activity Hand out 

8.30-8.45 Introduction 
Purpose of the training day II 

 
8 

8.45-10.00 The school budget-short introduction 
1 Practical exercise for selected activities from  
school development plan 
Explanation about school grants and FFBE-policy 

9 
 

 Drinks will be distributed School 

10.30-12.00 The school committee/board meeting introduction 
(practice) 
a) The development of a school policy 
b) Other matters at the school  

10 
 

11 

12.00-13.00 Observation, evaluation of  the meeting 
Tips for improving meetings 

12 
13 

13.00-14.00 Lunch School 

14.00-15.00 Start with practical work of developing a school 
policy – work in small groups 

             

15.00-16.00 Plenary discussion and agreement of school policy  
 Drinks will be distributed School 

16.00-16.30 Evaluation of the 2-days training 14 
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Introduction 
This training manual for school committee or board training has been developed 
at a time, when the Ministry of Education and Human Resources Development is 
reflecting on how to improve the quality of education. After years in making good 
progress in enrolment of children and students into early childhood, primary, 
secondary and technical and vocational training and education, the focus of the 
Ministry is now on retaining children in the schools, enabling them to complete a 
full cycle of enjoyable, relevant and effective Basic Education and if possible 
even more, including Senior Secondary, TVET and tertiary education. The other 
important goal in the National Education Action Plan, 2010-2012 is to improve 
the management in the education sector and to get value for money and staff 
inputs. 
As one of the strategies to improve the quality and management of education, 
the Ministry has started since 2008 with the development of whole school 
development planning. This plan is produced on the basis of a school community 
dialogue, in which children, teachers and parents or community members are 
involved. The whole school development plan is a three-year plan that prioritises 
activities in the areas of access/infrastructure, quality and management. Many 
schools in the country have now school development plans, which help to plan 
and implement the way forward for the schools. School grants and other income 
can now be spent according to the school development plan. 
In 2009 and 2010, the capacity building to school committee and boards 
continued with review of the whole school development plans, training in how to 
organise meetings and more awareness about national education policies. Partly 
based on lessons learned from last year’s training, this year the strengthening of 
committees and boards continues with more attention for the roles and 
responsibilities, whole school development standards and how to develop a 
school policy. 
It is clear that one training per year is not sufficient to establish strong and active 
school boards and committees. The strengthening of school committees and 
boards is teamwork in which the Education Authorities, the head teachers, 
principals, School of Education (at SICHE), the Provincial government and 
National government need to work together. A strong, active school committee or 
board and participation of the community in education matters are fundamental in 
achieving better quality and management of education. 
 
I wish you an enjoyable and useful training and hope that you implement what 
you have learned and contribute to stronger involvement of the school committee 
and board in the management of your school. 

 
Mylyn Kuve 
Permanent Secretary 
Ministry of Education and Human Resources Development 
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 Hand out I. Purpose of the training           10 minutes 
 

Explain:  
 This training aims to strengthen the school committee or board. They play an 

important role in the school. They are the ‘owners’ of the school and try to 
achieve to following: 

 
 To increase enrolment and attendance (of both children and teachers) 
 To improve quality of teaching and learning 
 To improve management (of finances, teachers and community members) 
 
You will find more material in this manual. See annexes. They can be used at 
any time by the school committee or board and the principal or head teacher for 
in-house training. 
 
This training in 2011 aims to strengthen, (= to increase the knowledge and/or 
skills) of all members in the school committee/board in the following areas: 
 
Day 1:  
 Roles and responsibilities of the school committee/board 
 Roles and responsibilities of Parents Teacher Association 
 Good quality school  
 Whole school development standards 
 Whole school development planning 
 
Day 2:  
 Budgeting the whole school development plan 
 How to organize a school committee/board meeting 
 How to improve the meeting and decision making 
 Development of a School policy 
 
Before starting: 
 
-Check if the school committee or board is complete. See annex 1, paragraph 6  
for composition , The school committee or board needs to include children from 
year 6 in primary or  year 9-12 in secondary school or CHS. 
 
-Check if all representatives from other schools are present (2 persons per 
school; head teacher or principal or deputy and chairperson of the school 
committee or board. 
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Hand out 2. Roles and responsibilities of school 
committee/board and PTA   20 minutes 

 

Explain:  
 National Basic Education Policy has been approved in March 2010. The 

constitution for the school committee or board is part of that policy. 
 Every school should have a constitution (see annex 1) for the school 

committee or board and a functioning (active) school committee or board. 
 Every school should have a Parents Teachers Association. 
 
Training advice:  
 Ask them: who knows what a constitution is? Explain the term constitution (= 

a set of important basic rules).   
 Ask them why a school needs a school committee or board and PTA.  
 Ask them what a school committee or board and PTA can do to help the 

school. 
 What is the difference between a school committee or board and PTA? 
 Ask them what would be the most important tasks of the school 

committee/board and PTA. 
 Explain that children should now be part of the school committee/board (see 

annex 1). 
 Explain that in annex 1 (Constitution for school committee or board), the 

purpose, tasks, the composition, the minimum number of meetings and 
maximum tenure are explained. 

 Let them read annex 1 later. 
 For more specific training of school committee or board on the roles and 

responsibilities, see Annex 15. 

 
FUNCTIONS OF THE SCHOOL COMMITTEE OR BOARD 
In good collaboration with the (deputy) head teacher or principal: 

 To co-manage the school as delegated from the Education Authority; 

 To approve and endorse school policies; 

 To recommend school fees and contributions and get approval from the 
Education Authority; 

 To endorse rules and regulations including disciplinary recommendations 
from the Disciplinary Sub-committee through the Head Teacher or Principal; 

 To promote community support for the school;  

 To develop every three years a whole school development plan and annually 
review the plan; 

 To monitor the implementation of the plan; 

 To monitor school management, teachers’ and children attendance; 

 To monitor financial management of school grants and encourage 
transparency in financial reporting; 

 To liaise with Inspectorate and Education Authorities and to co-monitor the 
appropriate implementation of the curriculum, school hours and infrastructure, 
health and environmental standards; 
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 To organise regular school committee or board meetings and produce 
minutes; 

 To monitor students’ behaviour and collaborate with head teacher or principal 
on disciplinary matters for students; 

 To monitor and report any cases of inappropriate, non-professional behaviour 
of teaching staff and corruption to the Education Authority. In serious cases 
also reporting to the police is required. 

 
THE PARENTS TEACHER ORGANISATION 

1. PARENTS AND TEACHERS ASSOCIATION 

All school shall have a Parents and Teachers Association (PTA).  The PTA is a 
voluntary organization with vested interest in the school’s development.  As such the 
PTA is independent of the School Board or Committee in its decision making 
although the School Policy prevails in how it operates with the school. The PTA 
forms a forum for discussions between the school and parents and teachers on 
school development matters. 

2. FUNCTIONS OF THE PTA 

The major role of the PTA is to involve parents in school fundraising activities 
towards developmental needs of the school.  The PTA may obtain financial support 
directly from parents for its operations.  Alternatively, the school may include 
contributions to the PTA through its fee structure.  The functions of the PTA shall be 
to: 
1 Coordinate and organise parents and teachers in the capital development of the 

school 
2 Organise meetings through which parents can voice their support and/or 

concerns to the school board and committee 
3 Organize work sessions through which parents can be involved in the 

maintenance and improvement of the school environment (e.g. cleaning and 
tidying of the school campus). 

4 Organise fundraising activities in support of the school  
5 Through its Chairperson, represent parents in the school board or committee 

3. MEMBERSHIP OF SCHOOL PTA 

All parents and guardians of students enrolled at the school as well as all teachers 
teaching at the school are members of the PTA. 

4. MEMBERSHIP OF SCHOOL PTA EXECUTIVE 

PTA members shall be determined by election through a general meeting of the 
school community called for the purpose. This meeting shall be organized by the 
PTA.  PTA membership shall not exceed 7. The Principal shall report the selection of 
members to the school board or committee as recommendations for endorsement.   
In the unlikely event that a selection of PTA member(s) is rejected by the chair of the 
school board or committee shall disclose reasons for the rejection to the Principal or 
Head Teacher who in turn shall facilitate another PTA meeting which shall repeat the 
selection process. The Principal and Deputy Principal/Head of School shall be ex-
officio members of all school PTA Executive Committees. All elected members of the 
PTA shall have a 3 year term. 
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Hand out 3. A good quality school   10 minutes 
 

Explain:  
One of the main tasks for the school committee or board is to make and review a 
whole school development plan. It is therefore important to know; what would be 
a good quality school? 
 
Training advice: 
- Use flip charts or black board or small cards and markers 
- Let them brainstorm; what is a good quality school? 
- Any idea is a good idea, there are no bad ideas 
- Give everyone the chance to react, teachers, committee or board members 

and the children. During the whole training: encourage the children to react. 
- Make a differentiation between the following:  

- access/school infrastructure/enrolment 
- quality of teaching and learning 
- (financial, teacher, student) management 

-   Help them to sort their ideas under the headings above 
-   Final question; what is the first priority to improve the quality of your school? 
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Hand out 4. Whole School Development Standards    
        15 min 

Explain:  
One tool to make teachers, students, parents and community members aware 
about what a good quality school is, is the Whole School Development 
Standards. They are divided over 3 main categories; access/infrastructure, 
quality (of teaching and learning) and (financial, staff and student) management. 
They correspond with the three goals of the National Education Action Plan 
(2010-2012), NEAP and Provincial Education Action Plans (PEAP).  
 
Training advice: 
- Show them the standards (see below) 
- Explain this is the short version of 10 standards. This short form will be part of 

the SIEMIS-form. There is also a complete version of 21 standards, which will 
be distributed to all schools. See annex 2 for complete version. 

- Just take 1 example from every heading (access, quality and management) 
- Demonstrate how it works 
- Tell them that this is not filled in by 1 individual but by a group of people (e.g. 

teachers, parents/members of school committee or boards and the children 
- The final scoring is done by majority decision and agreement from the 

different groups-discussion in plenary. 
- Let them start using the form immediately; they can work in the meeting room 

or walk outside, but need to report after 1.5 hour. 

 



WHOLE SCHOOL DEVELOPMENT STANDARDS (SHORT VERSION) 

Three goals: Access, Quality (including Safe and Protective Environment) and Management.  
 

     
Goals Standards Step Progress Indicators Means of Verification 

 A
c
c

e
s

s
 

1. Every child regardless 
of age, gender, ability or 
background is enrolled in  
primary school, attends 
classes every day and 
completes Year 6 
successfully  

1 
The school has a  list of all enrolled school-aged (6 - 15 years) 
children in the catchment area 

Study and analyse the 
enrollment lists and school 
committee/board agenda's 

and minutes. Interview 
school staff, committee 
members, community 
members and pupils. 

2 
The school has a  list of all enrolled school-aged children in the 
catchment area and the school has a list with all non-enrolled school-
age children in the catchment area 

3 

The school has a  list of all enrolled school-aged children in the 
catchment area and the school has a list with all non-enrolled school-
age children in the catchment area and list with non-enrolled children 
has been updated every half year not later than 1st of February and 
1st of August 

4 

The school has a  list of all enrolled school-age children in the 
catchment area and the school has a list with all non-enrolled school-
age children in the catchment area and list with non-enrolled children 
has been updated every half year not later than 1st of February and 
1st of August and school staff as well as school committee members 
positively encourage and support all children, including children with 
disabilities, of poor families and slow learners, to enroll and participate 
in classes 

2. All teachers record and 
monitor the absence of all 
pupils on a daily basis and 
they follow up with the 
School Committee on 
pupils who are absent 
without having specific 
reasons for their absence 

1 All teachers keeps records on pupils daily attendance  

Student Daily Attendance 
Register, interview the 
head teacher, school 

committee/board chair 
person, teachers and 

parents. 

2 
All teachers keep records on pupils daily attendance and identify 
pupils with absenteeism problems  

3 

All teachers keep records on pupils daily attendance and identify 
pupils with absenteism problems and contact parents/guardians to 
encourage and support student attendance 

4 

All teachers keep records on pupils daily attendance and identify 
pupils with absenteism problems and contact parents/guardians to 
encourage and support student attendance and student attendance 
overall has considerably increased/or has remained very high, close to 
100% 
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Goals Standard Step Progress Indicators Means of Verification 

 

3. School has enough 
separate toilets for boys 
and girls with water 
facilities which are clean 
and being used  

1 School has toilet and water facilities 

Observation of toilet 
facilities and interviews with 

pupils. 

2 
School has toilet and water facilities and there are enough separate 
toilets for boys and girls (Ministry of Education and Human Resource 
Development standard: 1 toilet per 40 girls and 1 toilet per 60 boys)  

3 
School has functioning toilet and water facilities and there are enough 
separate toilets for boys and girls and toilets are kept clean and are 
being used by pupils  

4 

School has functioning toilet and water facilities and there are enough 
separate toilets for boys and girls and toilets are kept clean and are 
being used by pupils and all pupils are educated on toilet use and 
personal hygiene (washing hands, cutting nails, trim hair, wash and 
wear uniforms) 

 Q
u

a
li

ty
 

4. All teachers prepare 
lesson plans with learning 
outcomes and use child-
centered methodologies 
such as group work, 
discussion, 
demonstration, field trips 
or projects, assemblies 
etc. 

1 All teachers prepare lesson plans  

Study lesson plans and 
observe classroom 

teaching and learners' 
portfolios or profiles 

2 
All teachers prepare lesson plans and lesson plans have clear 
learning outcomes 

3 
All teachers prepare  lesson plans and lesson plans have clear 
learning outcomes and all teachers use 1 or 2 child-centered centered 
methodologies in their lessons 

4 

All teachers prepare lesson plans and lesson plans have clear 
learning outcomes and all teachers use more than 2 child-centered 
centered methodologies in their lessons and  all teachers take 
appropriate action to support slow and fast learners 

5. All pupils have 
adequate number of all 
learning resources 

1 

0-25% of the pupils has no access to a text book and exercise book 
for each of the five subjects or other learning resources (for example: 
stationary, papers, etc.)  

Observe classroom and 
interview pupils and 

teachers 
2 

25-50% of the pupils has no access to a text book and exercise book 
for each of the five subjects and other learning resources (for 
example: stationary, papers, etc.)  

3 
50-75% of the pupils has access to a text book and exercise book for 
each of the five subjects and other learning resources (for example: 
stationary, papers, etc.)  
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Goals Standard Step Progress Indicators Means of Verification 

4 
75-100% of the pupils has access to a text book and exercise book for 
each of the five subjects and other learning resources (for example: 
stationary, papers, etc.)  

M
a

n
a
g

e
m

e
n

t 

6. Head teacher/principal 
assesses every teacher at 
least twice a year and has 
developed a training plan 
for every teacher 

1 Head teacher/principal assesses every teacher at least twice per year  

Interview with head teacher 
or Principal and teachers 
as well as analyse of the 

teacher training plans 

2 
Head teacher/principal assesses every teacher at least twice per year 
and provides feedback to teachers  

3 

Head teacher/principal assesses every teacher at least twice per year 
and provides feedback to teachers and ensures that teachers take 
part in (school-based) professional development activities at least 
once a year 

4 

Head teacher/principal assesses every teacher at least twice per year 
and provides feedback to teachers and ensures that teachers take 
part in (school-based) professional development activities at least 
once a year and has developed a training plan for each teacher 

7.. School staff, 
community members and 
pupils have developed a 
School Development Plan 
(SDP) which is displayed 
and monitored by all 
stakeholders at least 4 
times per year 

1 
Head teacher/principal has developed a School Development Plan but 
without the involvement of staff, pupils, school committee members 
and community members  Interview with head 

teacher, school committee 
or board chairperson, 
teachers, pupils and 

community members as 
well as observe the 
displayed School 

Development Plan and 
analyse the minutes of the 

School Committee or Board 
meeting 

2 
Head teacher/principal has developed a School Development Plan 
with teachers, pupils, school committee members and community 
members  

3 
Head teacher/principal has developed a School Development Plan 
with teachers, pupils, school committee members and community 
members and the School Development Plan is publically displayed 

4 

Head teacher/principal has developed a School Development Plan 
with teachers, pupils, school committee members and community 
members and the School Development Plan is publically displayed 
and the School Development Plan is implemented and progress is 
discussed by school committee members at least 4 times per year  

8. School grants are 
managed transparently 
and are utilised in 
accordance to SIG grant 

1 School grants are based on actual enrollments Interview with head 
teacher, teachers, pupils, 

treasurer, school 
committee members and 

2 
School grants are based on actual enrollments and school grants are 
spent on areas prioritised in the School Development Plan  
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Goals Standard Step Progress Indicators Means of Verification 

policies  

3 

School grants are based on actual enrollments and school grants are 
spent on areas prioritised in the School Development Plan and School 
Committee Members are actively involved in (the monitoring of) 
expenditures  

community members, study 
and analyse school 

development plan and 
budget and financial 

records. 

4 

School grants have been received in time and are based on actual 
enrollments and school grants are spent on areas prioritised in the 
School Development Plan and School Committee Members are 
actively involved in (the monitoring of) expenditures and the 
expenditures on the school grant and other funds are displayed in a 
public place 

9. Head teacher/principals 
ensures that all teachers 
come to work every 
working day and start 
working on time and leave 
after official working hours 

1 
Head teacher/principal maintains a Teachers Daily Attendance 
Register 

Teacher Daily Attendance 
Register, interview the 

head teacher, contact the 
Inspectorate Officer of the 

Education Authorities 

2 
Head teacher/principal maintains a Teachers Daily Attendance 
Register and identifies teacher that are absent as well as the reasons 
for their absence 

3 
Head teacher/principal maintains a Teachers Daily Attendance 
Register and identifies teacher that are absent as well as the reasons 
for their absence and takes action to reduce teacher absenteeism 

4 

Head teacher/principal maintains a Teachers Daily Attendance 
Register and identifies teacher that are absent as well as the reasons 
for their absence and takes action to reduce teacher absenteeism and 
reports serious cases of teacher absenteeism to the Education 
Authority for their action 

10. School has an active 
School Committee/Board 
with more or less equal 
numbers of male and 
female members.  

1 
School has a School Committee or board. 

Interview with members of 
the school committee 

boards and study minutes 
of the meetings. 

2 
School has a School Committee/Board and the School 
Committee/Board meets at least 4 times a year 

3 
School has a School Committee/Board and meets at least 4 times a 
year and all groups (head teacher/principal, teachers, children, 
parents/caregivers and community members) are represented 

4 
School has a School Committee/Board and meets at least 4 times a 
year and all groups are represented and the number of male and 
females in this committee/board is more or less equal 



Hand out 5. Whole School Development Plan. 
Introduction      30 min 

 

 

Explain:  
I. What is whole school development planning? 
 
- A 3-years plan which includes planning for improving: 
 -Access, infrastructure 
 -Quality of teaching and learning 
 -Management of school 
 
 The school development plan is a plan which belongs to the local community 

and school 
 The school development plan should form the basis for provincial planning 
 The school development plan is an outcome of a School community dialogue 

between students, community members/parents and teachers. In principle, 
everybody is welcome. 

 Annual review. The planning and review process is done every year.  
 
II. Why whole school development planning for all schools in SI? 
 
 To increase ownership for school development. School belongs to the 

community, the children and the teachers. It is YOUR school. 
 To increase participation of different local stakeholders (teachers, students 

and community members). School is OURS. 
 To improve the school 
 To inform provincial planning 
 To guide the utilisation of grants and other school income (for what we are 

going to use the grants and other revenues?) 
 
III. Start of discussion 
 
-Ask the participants if they have a school development plan. 
-Is the plan used for how to use the income (grants, fees, contributions etc.) of 
the school? 
-Is the plan implemented? What is the progress of the plan? 
-How old is the plan? Has the plan been reviewed? 
-Explain the circle below (next page) and tell them how important it is for the 
school committee and board to review the plan or to develop a new plan, if it will 
be the first time. It is the responsibility of the school committee or board to do 
this. 
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 The links between the vision (ideal school), whole school assessment 

and school plan and school committee or board. 
 

 Before starting the drafting or review of the whole school development plan, it 
is important to show the participants the drawing above.  

 There is a clear relation between: 
 

 The ideal school (which ideal school do we have in mind?) 

 The whole school development standards (what is the situation now and 
where do we like to go in the future?) 

 The whole school development plan 

 The available funds and budget. How would we use the available funds from 
fees, contributions and other income? Where do we spend these on and for 
what purpose? 

 The quality and activeness of the school committee or board to monitor the 
plan and ensure that it is fully implemented and the available funds are well 
spent. 

 

Step 5: 

Develop or 

review the 

School 

Development 

Plan 

Step 8: Review 

SDP 

Step 6: 

Implement  

SDP 

Step 7: 

Monitor   SDP 

Step 4: Identify  

priorities 

Step 3: Whole 

School 

Standards 

Assessment 

Step 2: 

Develop a 

vision for the 

school; what is 

tour ideal 

school? 

Step 1: 

Establish the 

School 

Committee 
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Hand out 6. Whole School Development Plan.  Small 
groups practice.       2 hours 

 

 
 
 
 
 
 

Explain: 
 
The planning process 
 
I. Small group discussion (2 hours) 

 Make 3 groups: Teacher group, student and community member groups 
discuss in their own groups: 

o Problems/challenges (by brainstorming) 
o Set priorities (3 problems/challenges) by ranking 
o Causes (why do we have this problem?) 
o Goals (ideal school-discussion) 
o Solutions/activities (what to do?) 
 

II. Plenary discussion (2 hours) 
o Choose/ Agree on  

 Main problems/challenges (based on submissions from different 
groups) 

 Main causes 
 Main solutions/activities 
 Fill in planning format 

o  Add  
 Timing (when?) 
 People responsible 

 

General practical tips for facilitator/trainer/teacher: 
 

 Bring sufficient flip charts, paper, markers and pens (only for the trainers). 

 Give short explanation about whole school development planning. Tell participants that it is a 
local

1
 plan focussing at local challenges which can be improved by the community. Start 

working. 

 Let the participants decide how to form 3 groups of parents/community members, students and 
teachers and find good places for them to discuss, work and write. Ensure yourself that there 
is a good gender balance in all groups (50% female) 

 Select max. total of 5 teachers
1
 (if available) who participate, groups of students (max. total 5 

from primary and 5 from secondary school) and max.5 parents/community members. All three 
groups need to have a gender balance (at least 2 females in every group).  Groups with only 
men are not accepted. Students at primary school level ideally come from standard 6 and at 
Junior Secondary schools from Year 9 and at Senior secondary schools from Year 1 

 If you notice, during the discussing process, that children/students and women are shy and 
don’t express their opinion, facilitate and make special groups of women and encourage 
women and children to talk.  

 Younger children at primary schools will be able to express their needs and priorities on paper, 
when they are asked to dream about or draw their ideal school. 
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 Younger children at primary schools will be able to express their needs and priorities on 
paper, when they are asked to dream about or draw their ideal school. 

 
Practical tips for facilitator/trainer/teacher 

 
 During the whole process be neutral, try to be a good listener and give everybody a chance 

to speak. If you are a teacher, don’t only select ideas from teachers; give everybody the 
same right to express him or herself. You can decide to have 3 assistant-
facilitators/chairpersons for the 3 different groups who help with the facilitation. 

 Find a good place without much disturbance for the discussions for all groups. There can 
be an informal atmosphere in order people easily express themselves. To have 
discussions outside, under a tree or inside the classrooms is all OK. 

 Ensure that the groups discuss and sit in a circle and that everybody can see each other. 
The traditional setting in a classroom is not so good, where people are behind each other. 
A half moon shape or circle around the trainer/facilitator is best. 

 Every small group should have a chair and a reporter, who writes down everything on the 
flipcharts. 

 
Use of different techniques in the discussions 

 

 Brainstorming is a technique, which means you don’t interfere as facilitator/trainer. There 
are no bad ideas. Question here is: WHAT ARE THE PROBLEMS, CHALLENGES AT 
OUR SCHOOL? Encourage groups to concentrate on access, infrastructure planning and 
management (see chapter IV) and select problems from all these areas. 

 Ranking is a technique which can be done by plenary voting or individual scoring on 
papers ranking 1, 2, 3, etc. for the numbered problems. The question here is: WHAT DO 
YOU THINK IS THE MAIN PROBLEM AND THEN WHAT IS THE SECOND PROBLEM 
etc? Or MENTION AT LEAST 3 in the order of importance. One of the participants can be 
assigned as secretary and give the final score. 

 Prioritisation. Not all the problems can be solved in one or three years. Help them to 
select the main problems and reflect about what can be done in three or one year. Let 
them use the whole school development standards to realise what the problems are and 
what the ideal situation should be. One of the obstacles for implementation is always 
limited funds, or limited human resources.  Plans therefore need to be modest and basic. 

 Finding the cause of the problem. Before going direct from problems or challenges to 
solutions, it is better to discuss the causes of the selected problems. WHY DO WE HAVE 
THIS PROBLEM? The causes can be listed by the facilitator/trainer and kept on the 
flipchart or blackboard. They help with focussing on and finding appropriate 
solutions/activities. 

 Problem solving.  Main question for solutions: WHAT ARE WE GOING TO DO TO 
IMPROVE THE SCHOOL AND TO SOLVE THE SELECTED PROBLEMS OR TO REACT 
ON THE CAUSES OF THESE PROBLEMS?  

 Use the whole school development standards as well. WHAT DO WE NEED TO DO TO 
REALISE A GOOD QUALITY SCHOOL?  

 After the group discussion the groups bring their problems, solutions/activities (on paper or 
flipchart) to the plenary session. 

 Make an announcement about when to meet for the plenary session. 
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Hand out 7. Whole School Development Plan. Plenary 
presentation and discussion  2 hours 

 
 
 Explain: 

 
The final phase of the whole school development plan 
 

 This day the three different groups all work together to make a whole 
school development plan.  

 The reporters from the different groups mention their main problems (in 
order 1, 2 and 3) and related solutions.  

 Problems group ranking. Every group now presents their 3 main 
problems. After 3 presentations, the whole group decides (by voting or 
ranking) which are the main 3 problems. The facilitator ensures that 
children and women are also expressing their opinion.  

 Solutions/activities: Now the whole group discusses and agrees on the 
solutions for the 6 main problems presented by the different groups. The 
groups can refer to solutions discussed in the small groups. The facilitator 
can ask the following questions: FOR THIS PROBLEM WE HAVE 1 OR 2 
OR 3 DIFFERENT SOLUTIONS. WHAT WOULD BE THE BEST 
SOLUTION AND WHY? DO WE HAVE SUFFICIENT PEOPLE AND 
FUNDS TO DO THIS ACTIVITY?  

 Copy the whole school planning format (see below 3) and write it firstly 
on a flip chart or blackboard in order every one can see how the plan is 
made. 

 Complete the whole school planning format with timing for activities, 
people responsible (mainly school committee or board) and make a 
realistic budget. 

 
 
Practical tips for the facilitator: 

 Use flip charts, markers or blackboard and chalk in order everybody can 
follow the process and the development of the plan. 

 Limit the total list of problems to 6 and ensure that there are 2 problems 
for every heading: access/infrastructure, quality and management. 

 



Ministry of Education-2008   Whole School Development Plan 
 

 

           

           

 Name of the School: 
 ECE, Primary, 

CHS,PSS,NSS,RTC     

 Head teacher/principal: 
 

        

Objectives 
 

Expected outputs Activities Who? Time frame Budget Sources 

The goals of the school 
development plan 

 

What are we going to do? 

         

The funds 
come from 

where? 

What do we 
expect 

to achieve at  
the school in 3 

years? 
Human 

resources 
year

1 
year

2 
year

3   

I. Improved Access 
 

              

All children of the community, 
 

              

neighbourhood in our school 
and enrolled in school and 

 
              

attending classes 
 

              

  
 

              

Improved school infrastructure 
 

              

(classrooms,desks,office,stora
ge,  library, teacher houses, 
dormitories, toilets, access to 
clean water etc. 

 

              

  
 

              

 
 

       

 
 

       

                 



 20 

 

Objectives 
 

Expected outputs Activities Who? Time frame Budget Sources 

The goals of the school 
development plan 

 

What are we going to do? 

         

The funds 
come from 

where? 

What do we 
expect 

to achieve at  
the school in 3 

years? 
Human 

resources 
year

1 
year

2 
year

3   

II. Improved quality of 
teaching 

 
              

and learning 
 

              

Support to teachers 
 

              

 
Sufficient number, good use 
and storage of learning 
materilas 

 

              

Support to pupils, students 
 

              

 
 

              

 
 

              

III. Improved management 
 

       

Improved financial 
management and reporting 

 
       

 
 

       

Improved school committee, 
board 

 
       

 
 

       

Support to head teacher, 
principal 

 
       

 
Sufficient number of teachers 

 
              

         

Support to community 
awareness  

 
       

about importance of 
school(ling) 

 
       



Hand out 8. Purpose of Day II    10 min. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 Budgeting of whole school development plan 

 Short explanation about school grants policy and Fee Free Basic Education 
Policy 

 Tasks of Education Authorities 

 Follow up and reporting on school development plan 

 How to organise a school committee or board meeting 

 Evaluation of the training and way forward in 2012 
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Hand out 9. Budgeting of whole school development plan 
         1 hour 15 min.

Explain shortly:   
 

 The budgeting process on the basis of local school income from grants, 
fees, contributions, fund raising etc. 

 School grants policy. See 1 

 Eligible items. See 2 

 School grant amounts. See 3 

 Fee Free Basic Education policy. See 4 

 Reporting on school grants. See 5 
 
 
 

Practical tips: 
 

 Just take 1 example (1 activity) from the whole school development plan 
and calculate the costs (breakdown). 

 Ask them the following questions: 
o Why do we have school grants? 
o Do you know the different type of school grants and the amounts? 
o Do you know how much has been spent from the grants? On what? 
o Do you know that school grants can only be spent for specific items? 

If yes, which items? (‘eligible items) 
o Do you know the conditions to receive grants? 
o Does the FFBE-policy means that everything is free? Is there still 

need for community contributions? 
o How should community or parent contributions be decided upon or 

determined? 

 Tell them about the importance of transparency and openness about 
school grants receipt, expenditures and recording. Everyone in the 
school should know about this. A flip chart for all people to see can help 
to record the progress in the school development plan and the spending. 
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1. Explanation about school grants policy 

 
General purpose of school grants 
 
 School grants are meant to abolish school fees for Basic Education. No public or 

church school in basic education will charge school fees, when receiving 100% grant 
funding for all operation costs. 

 
Type, purpose and timing of school grants 
 
A.  Student grants 
 Student grants are to be used for the teaching and learning materials and building 

maintenance at the schools. They also aim to eliminate or reduce the school fees. 
They finance the costs for basic teaching and learning materials, school administration, 
utilities and boarding. See Annex I for eligible expenditures. 

 Student grants will be based on the number of children and students enrolled in every 
new school year 

 Student grants will be paid bi-annually not later than 1st of February and 1st of August 
every year. 

 
B. School administration grants  
 School administration grants are a one off payment to assist schools to meet their 

fixed administration costs at the beginning of the school term.  
 

C. Remote area grants 

    Remote area grants are a one off payment to assist those schools, which are 
geographically isolated, with the communication, travel and reporting requirements.  

    The remote area grants will be disbursed to schools that are identified as ‘remote’ by 
the Permanent Secretary in the Ministry. This corresponds with the specific zoning for 
teachers in remote areas as indicated in the Teaching Service Handbook 2007. 

 

D. Conditions to receive grants 

Grants can only be disbursed to a school when  

 a school has provided a satisfactory retirement of the previous grant(s) to their 
Education Authority. Before 15th of December and 30th of June every year Education 
Authorities have to report to the Ministry, which schools have retired in time and 
satisfactorily.  See for the reporting Annex IV. 

 the Ministry has received a complete SIEMIS-format from the school. Education 
Authorities must assist their schools in completion of these formats and submission to 
the Ministry before 31st of March every year. The disbursement of student grants in the 
second half of the year is dependent on the timely submission of these formats   

 the Ministry has received a Whole School Development Plan.  This must be received 
by the Ministry not later than 15th of December of each year. The Education Authorities 
must assist their schools in annually reviewing and submission of these plans to the 
Ministry.  

The Ministry will not disburse student grants to those schools, which have not met these 
conditions (see 6.2.17).  
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E. Use of the grants 
 The student grant for primary schools will be divided into two components; one for the 

supply of teaching and learning materials and one for other expenses. At least 40% of 
the total student grant for primary schools should be spent on teaching and learning 
materials and capacity building.  

 Whole School Development Plans will guide all schools to identify the needs for school 
materials to improve the quality of teaching and learning. 

 
F.  Roles for school managers and school committees 
   All schools should keep precise records of all school income such as fees, subsidies, 

grants, project funds, agricultural revenues and expenditures. 
 
G. Administration and management of school grants and fees 
   The following persons shall be the “Accountable Officer” authorised by the Ministry to 

administer and manage the school grant and fees: 

Early Childhood Centre Supervisor/ECE-teacher(certificate level) 

Primary School Head Teacher  

 Community High School  Principal  

Secondary School (NSS, PSS) Principal  

Rural Training Centre  Principal  

Special Education Centre  Principal 

    Schools must submit their retirements for student and administration grants to  the 
Education Authority not later than 15th of June and for student and remote area grants 
not later than 1st of December 

   The schools must keep copies of their retirements and all other records of revenue and 
expenditure. The Accountable Officer ensures that the retirements are signed by both 
parties (A and B) before submission to the Education Authority.  

    All schools have the opportunity to utilise the services of ERU, which can provide the 
necessary administration and school materials to the schools. Schools need to submit 
an expression of interest to their EA. EA’s will inform the Ministry and ERU before 15th 
of December.  

    The costs of this material delivery by ERU will be subtracted from the student and/or 
administration grant and transferred to ERU, if schools decide to utilise the service of 
ERU.  
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2. Eligible Expenditure for the student grant 

 

The Whole School Development Plan is the guiding document for the utilisation of 
the grants. The list below also assists in appropriate use of the student grant. 

 

Account 
code 

 Eligible 

1-0100 Teaching Materials & Equipment  

1-0101 Instructional material, curriculum, exam 
expenses 

Yes 

1-0102 Books & stationery Yes 

1-0103 Teaching equipment (e.g. science…) Yes 

1-0104 Establishment , development of a school library Yes 

 
1-0200 

 
Boarding Costs 

 

1-0201 School kitchen food Yes 

1-0202 Cooking supplies and utensils (firewood, 
cooking pots, etc) 

Yes 

1-0203 General boarding supplies (sheets, mosquito 
nets, etc) 

Yes 

1-0204 Toiletries & other costs Yes 

 
1-0300 

 
Other Student Related Costs 

 

1-0301 Medical services & supplies Yes 

1-0302 Student uniforms Yes 

1-0303 Cultural & other activities Yes 

 Student transportation No 

 
1-0400 

 
Utilities 

 

1-0401 Water Yes 

1-0402 Electricity Yes 

1-0403 Gas Yes 

 
1-0500 

 
Rentals 

 

1-0501 Building and Land Yes 

1-0502 Staff Houses Yes 

1-0503 Vehicles. Machines & equipment. Yes 

 
1-0600 

 
Fuel, Oil & Transportation 

 

1-0601 Fuel school truck Yes 

1-0602 Fuel other school vehicles  Yes 

1-0603 Fuel for OBM Yes 

1-0604 Fuel other (mower, chainsaw) Yes 

1-0605 Oils Yes 

1-0606 Vehicle & OBM repair Yes 
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1-0700 

 
Admin & Other Recurrent Costs 

 

1-0701 Phone & Fax  Yes 

1-0702 General stationery (print, consumables, 
supplies) 

Yes 

1-0703 Other admin costs (postage, freight) Yes 

1-0704 Cleaning materials & supplies Yes 

 
1-0800 

 
Repairs & Maintenance 

 

1-0801 Buildings, furniture & fittings Yes 

1-0802 Vehicles & machines Yes 

1-0803 Office & other equipment Yes 

 
1-0900 

 
Capital Works & Fixed Asset Maintenance 

 

1-0901 
 

Buildings, classroom or offices set-up & 
improvements 

Yes 

 Staff houses set-up or improvement No 

 Heavy equipment (e.g. generator, water tank) No 

1-0904 Motor vehicle or boat No 

1-0905 Furniture & fittings Yes 

1-0906 General machines & equipment Yes 

1-0907 Office equipment Yes 

1-0908 Sports equipment Yes 

1-0909 Labour Yes 

 
1-1100 

 
Staff Costs & Benefits 

 

1-1101 Salary of Bursar (if contracted or employed) Yes 

 Salaries & wages No 

 Allowances No 

 Tax, PAYE, NPF (for bursar this is allowed) No 

 Staff loans and advances No 

 Gratuity, incentives, entertainment No 

 Staff transportation No 

 Staff Uniforms No 

 Training No 

 
1-1200 

 
External Services 

 

 Consultancy & other services No 

 
1-1300 

 
Whole School Development Planning 

 

 Production of three year whole School 
Development Plans and annual review of the 
plans 

Yes 

 

 

 

 

 



3. School grant amounts  

 
The Permanent Secretary will annually determine the school grants amounts. 

 
The student grant amounts for 2011 are the following: 

 
I. Student grants for government and church authorities’ schools 
Early Childhood Centre  - $100   per child per year 
Primary (rural school)   - $320   per child per year 
Primary (school in urban area) - $520   per child per year 
Junior Secondary Day  - $800   per child per year 
Junior Secondary Boarding  - $2140 per child per year 
Senior Secondary Day (Year 4-7) - $500 per student per year 
Senior Secondary Boarding (Year4-7) $750 per student per year 
 
II. Student grants for private schools  
ECE     -           none 
Primary    -  $220  per child per year 
Junior Secondary Day  - $500    per child per year 
Junior Secondary Boarding  - $750    per child per year 

 
III. The administration grant amounts  
Early Childhood Centre  - $500 per centre per year 
Primary School   - $2500  per school per year 
Community High School  - $5000  per school per year   
National/Provincial Secondary School- $8000  per school per year  
 
IV The remote area grant amount-   $2000 per school per year 
 
This grant is only for selected Early Childhood Centres, Primary Schools, Community 
High Schools and National and Provincial Secondary Schools. The Ministry has 
published a list in the School Grants policy 2009 which identifies the schools entitled to 
receive these grants. The distance from a provincial centre or from Honiara is the 
decisive factor.  
 
Timing 
The student grants will be paid in two bi-annual installments; the first not later than 1st of 
February and the second not later than 1st of August.  
The administration and remote area grants will be paid only once per year, not later than 
1st of February. 
 
Governance and control 
The policy statement and guidelines for grants to schools (2009) is still in force. The 
policy is clear on the different responsibilities of Education Authorities, schools, school 
committees/ boards and accountable officers to oversee, to support and to monitor the 
receipt, the appropriate use and retirement of the grants. The Ministry will take strong 
measures for those who don’t adhere to the policy and guidelines for grant management. 
Retirements to the Ministry are due on 30th of June and 15th of December. 
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4. FEE FREE BASIC EDUCATION (FFBE) and Parents Contributions 

 
Introduction 
From the beginning of 2009, the CNURA-Government implements the policy of Fee Free 
Basic Education, from Standard 1 up to Form 3. This policy has been maintained by the 
current NCRA-government. Basic Education is a right of every child. The policy aims to 
encourage all children of Solomon Islands to attend school up to Form 3. One of the 
barriers to education is the school fee. That is why the Government has increased the 
grants to all public and church primary and secondary junior schools. Grants to private 
schools have been maintained as well, but will not receive this year’s increase. Also 
Early Childhood Education (ECE) is now supported, because the Government wants to 
encourage early enrolment of children in the school system. ECE is not part of the Basic 
Education sub sector, but it lays an important foundation. In 2011 the grants to ECE 
were increased to $100 per child per year. 
The government is now disbursing student and administration grants to all schools and 
remote area grants to selected schools. All public and church schools are therefore now 
receiving more than the years before.  
 
Does it mean that everything is Free? 
No. The Fee Free Basic Education programme only covers the operation costs of the 
schools. School management can still ask parents for contributions for the 
development of the school through cash contribution, materials, labour and school 
fundraisings.  
 
Some important rules about parent contributions 
 No children can be pushed out from school, because of not paying fees or 

contributions. But parents must know that the fee free education is not covering all 
costs, in particular not in the urban areas, such as Honiara. Contributions (in money 
or kind) are therefore necessary. 

 However, every parent has the right to know where contributions are meant for. 
Schools need to have a school development plan that is discussed and agreed upon 
by teachers, school committee or board and a representation of students. Without 
this plan there is no basis to ask for contributions. 

 Every parent also has the right to know the income and expenses of the school and 
the possible shortfalls for planned expenditures. Without correct documentation and 
proper accounting, there is no basis to ask for contributions from parents.  

 The school management which is formed by the head teacher or principal and the 
school committee or board must agree upon which contributions can be asked for. At 
least one school board of committee meeting is therefore necessary.  

 
Survey and possible review 
The Ministry will implement surveys on the school grants and assess if the grants are 
sufficient to cover the operation costs of the schools. Schools and school 
committees/boards are also invited to submit information to the Ministry on their actual basic 
operation costs. A school development plan, budget and expenditures are the basic 
supporting documentation. 
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5. The reporting process and follow up 

 Approval of whole school development plan by school and village/community boards. 

 Whole school development plan must be clearly displayed and all people at school 
and in the community should be able to follow the process of implementation, 
funding and expenditures.  

 Keep copies at school with the head teacher or principal and chair person of the 
school committee. 

 Head teacher or principal and school committee members are expected to monitor 
and implement the plan and not to leave it as a paper on his/her desk. 

 Head teacher or principal and school committee members are expected to organise 
this community dialogue every year.  

 
Tasks of the Education Authorities (EA) 

 Collect all school development plans within the EA before end of March. 

 Use the school plans as inputs to the development and revision of the 3-year 
provincial education action plan (PEAP) or Annual Work Programme (AWP) for the 
EA and the monitoring of schools. 

 Monitor the implementation progress of the individual school plans. 

 Always ask the school committee and/or head teacher or principal about the whole 
school development plan during visits. 

 Collaborate with inspectors to regular check the planning and implementation 
progress of the plan. 

 Encourage an annual review of the plans by school committees/boards and assist 
the schools with this review process. 

 Assist schools with retirements for school grants, twice per year and on time, before 

30th of June and 15th of December. 
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Hand out 10. How to organise a meeting of the school 
committee or board?   1 hour and 30 min. 

 

The development of a school policy and discussion on other matters1 
 

 The school committee or board meeting can now start. Thank the committee 
or board for this opportunity and explain to all observers to be silent and to be 
just calm observers. They can’t react on the discussions. 

 Explain that the school committee and board can now start to develop a 
school policy and discuss other matters which are normally part of their 
agenda. 

 Children should be part of the school committee (according to the Basic 
Education Policy and constitution for school committee/board). See annex 1. 

 Don’t explain the whole annex 1. They must read that later on. 
 Let the school committee or board members organise. Give no instructions 

anymore. Only tell them they have a maximum of 1.5 hours. 
 During the meeting; two facilitators only observe. No comments or questions. 

The facilitators only make notes in their evaluation format (see hand out 12 
below-evaluation format). 

 All other participants from other schools (observers) sit at a reasonable 
distance from the meeting, just enough to see and to hear. Don’t talk, just 
observe. 

 The facilitators assist with time management and can help, e.g. by 
announcing; ‘one hour has passed or you just have 15 more minutes’. After 
1.5 hours, the meeting must be ended to enable an evaluation and more work 
on the school policy. 

                                                 
1
 Anything that is on the regular agenda of the school committee/board and urgently needs a decision. 
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Hand out 11. How to develop a school policy?       1 hour 
 

Explain:  
 The purpose and importance of a school policy. 
 Possible answers:  1) To have some basic guidelines, measures etc. to 

manage the school in the areas of access (enrolment, attendance and 
infrastructure), quality of teaching and learning and management. 

 2) To support the development of a good quality school 
where children learn. 

 What is the difference between a school policy and a whole school 
development plan? 

 Possible answer: The plan is more detailed and indicates how the policy will 
be implemented with the activities, the details, the timing (short term, medium 
term), the budget and human resources. 

 
Training advice: 
 As part of the evaluation of the school committee/board meeting, start an 

open discussion and use brainstorm techniques about what should be part of 
a school policy. Utlise the ideas from the school committee/board meeting. 

 Only after some good internal discussion, show them the list of items for a 
school policy. 

 Tell them these examples are not a blue print. They can change or add what 
they want; it will be THEIR school policy. 

 The general rule is to start simple and then to gradually build in more detail. 
 The school committee members can work in small groups to work out the 

details of some issues in the school policy.  
 Have a final plenary discussion on how to finalise this policy. 
 After finalisation, they should send a copy to their EA’s. Similarly as with the 

whole school development plan, the school management must clearly display 
another copy of the school policy for all teacher staff, students and community 
members stakeholders at a central place in the school.  

 Be a good time manager: Help the meeting to finish their discussion and work 
on time and give good practical recommendations how to continue and 
finalise.  

 The school policy should undergo regular review. The school 
committee/board is responsible for this. 
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Possible issues in a school policy 
The policy should give a clear answer how to build the’ foundation’ for a good quality 
school, what to do, who is responsible for doing what and when (frequency). 
 
Access: 
- How to get every child enrolled in school, including girls and children with 

disabilities? 
- How to prevent school drop out and keep, retain all children at school? 
- How to maintain the school buildings, desks, books and other materials? 
- How to prepare these buildings and children, community members for any 

disaster or emergency situation (Earthquake, cyclone, tsunami, flooding, 
landslides, fire etc.)? 
 

Quality: 
- How to offer children an enjoyable, useful and relevant learning process? 
- How to support and motivate the teachers? 
- How to ensure that all children meet the outcomes of the curriculum and pass 

their exams? 
- How to monitor the learning process? Is learning taking place? Can children read 

and write when they finish school? 
 
Management: 
- How to ensure timely and daily arrival of students and teachers, also after 

holidays? 
- What are our opening and closing times? 
- How long after classes we expect the teachers staying at school to help the 

children? 
- How much time before opening classes we expect the teachers to be present at 

school to prepare their class or lesson? 
- How to ensure regular school committee/board meetings and PTA-meetings? 
- How to ensure active involvement of parents in the development of a good 

quality school? 
- How to ensure whole school development plans are reviewed (annually) and 

developed (every 3 years)? 
- How to ensure the forms of whole school development standards are updated 

and completed? 
- How to ensure good financial management of school grants, fees, contributions 

and other income? 
- How to ensure a good relationship and communications with the Education 

Authority? 
- How to maintain a clean, healthy school environment? (Annex 14) 
- How to encourage teacher and children’s attendance and discipline? (Annex 12) 

- What to do when there is disagreement between teachers, principal, head 
teacher, students, parents, school committee members, chair person of school 
committee/board? 

- How to include children’s universal rights? (Annex 11) 
- How to include some rules about values, good traditions? 
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Hand out 12. Observation, evaluation                    45 min. 
 

Explain:  
 Thank the committee or board again for this opportunity to observe and now 

make comments. 
 Explain that the comments are meant to openly discuss the school committee 

and board meeting and to learn from, not to criticise. It is always much more 
easy to comment than to do it yourself. 

 
Training advice: 
 Be friendly and just a positive tone. Don’t criticize. 
 Use the evaluation format below to structure your comments. 
 Don’t fill in the whole format; it is mainly a self-assessment format which they 

can use themselves as preparation for the next meeting. Just take out a few 
examples what went well and can be improved next time. 

 Also give opportunity to other observers to have some comments. 
 Be a time manager: For this evaluation part, there is just one hour.  

 



Evaluation format school committee/board meeting 

 
Issues Yes-sufficient-

good-well done 
No-need to 
improve 

Recommendation 

Preparation and attendance    

Invitation 
Is there an invitation letter? 
Was invitation sent on time? 

   

Participants 
Are all school committee members 
there? 

   

Chair  
Present? 

   

Secretary 
Present? 

   

Students 
Present? 

   

Community members of 
committee/board 
Present? 

   

Community members, parents 
Are many community members or 
parents present? 

   

Location/venue 
Do you think the venue is conducive for a 
good meeting? 

   

Agenda 
Is there an agenda? 

   



 35 

 
Issues Yes-sufficient-

good-well done 
No-need to 
improve 

Recommendation 

Management of meeting    

Minutes 
Are minutes of last meeting available? 
Were these minutes discussed? 

   

Time management 
Does the meeting drag on? 
Or is meeting well managed in 
reasonable time? 

   

Listening 
Is the chair listening well to all 
participants? 

   

Facilitation, quality of discussion 
Has everybody the chance to speak 
out? 
Does the chair encourage everyone to 
speak out? 
Is the chair asking for more 
explanation? 

   

Energising, creating a lively 
atmosphere 
Does the chair encourage persons who 
are shy or silent to speak out? 
Does the chair wake up ‘sleeping’ 
participants? 

   

Summarising 
Does the chair make summaries of 
what have been said? 
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Issues Yes-sufficient-

good-well done 
No-need to 
improve 

Recommendation 

Effectiveness, results of the 
meeting 
Conclusions, reporting and filing 

   

Decisions or actions taken 
Have clear decisions or actions been 
taken? 
How many? 
Or which practical work was done 
during the meeting? 

   

Responsibilities 
Is it clear who needs to do what and 
when (after the meeting)? 

   

Minutes writing 
Is the secretary keeping records? 
Are the decisions clearly recorded? 
 

   

Transparency, sharing of 
information 
Are minutes normally shared with 
others? 
Is there a plan how to distribute the 
information, decisions etc. to others 
who were absent? 

   

Filing 
Are records well stored, filed in a safe, 
dry place? 
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Issues Yes-sufficient-good-well 

done 
No-need to improve Recommendation 

General comments what went 
well and what needs to improve 
and recommendations 

   



Hand out 13. Tips for improving meetings 15 min. 
 

Explain:  
 Tell the committee or board members that they can keep the evaluation 

format (see hand out 14) to help them organise and manage the next 
meeting. 

 Depending on the time available for this part of the training, just tell them that 
there are many practical tips to improve listening, decision making, 
summarising and minutes taking. You could explain a few tips. 

 
Training advice: 
 Don’t read aloud all these tips. Let them think and express their own ideas to 

improve listening, decision making and minutes taking. They can read the 
details below later. 

 Be a facilitator of a discussion, not an instructor who is telling what is right or 
wrong. Note that there are no bad ideas. Speaking out is the most important. 

 Be a time manager: For this evaluation part, you just have half an hour.  

 
A. Some good tips for listening 
 
 Before entering the meeting, be fully aware about the purpose. Ask questions such 

as “What is in it for me?” and “By the end of this meeting, what do I expect to know?” 
 Make sure that you are visible at all times to everyone in attendance. Make it your 

goal to demonstrate by your words and your actions that you have a positive attitude 
and are interested in what is being said. So sit up. 

 Look at the person who is speaking. Smile 
 Acknowledge contributions of others by nodding your head. All of these actions let 

other people know that rather than just another warm body in the room, you are an 
active, eager meeting participant 

 During the meeting, set yourself up to listen. Key questions to ask are “What’s being 
said that I need to know?’ By asking yourself this question, your brain will actively 
seek to find answers. 

 As each point on the agenda presented, ask yourself, “What positive contribution can 
I make.” A pair of excellent questions to ask yourself prior to speaking up are “Does 
what I’m about to say directly relate to the topic at hand?” and “What is my point in 
sharing this information?.” 

 If you can contribute to the conversation by offering an important insight or fact, do 
so. However, when taking the floor, keep your comments brief and to the point.  

 Listen to learn and learn to listen. 
 
B. Some good tips for decision making  
 
 We use our decision making skills to solve problems by selecting one course of 

action from several possible alternatives.  
 Identify the purpose of your decision. What is exactly the problem to be solved? Why 

it should be solved?  
 Gather information. What factors does the problem involve?  
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 Brainstorm and list different possible choices. Generate ideas for possible solutions.  
 Evaluate each choice in terms of its consequences. Think about the cons and pros of 

each alternative.  
 Determine the best alternative. This is much easier after you go through the above 

preparation steps.  
 Put the decision into action. Transform your decision into specific plan of action 

steps. Execute your plan.  
 Evaluate the outcome of your decision and action steps. What lessons can be 

learnt?  

C. Some good tips for summarizing  

 It is useful to summarise a meeting before everyone departs to clarify matters and to 
provide better understanding for all in attendance. 

 Summarising is important especially when actions are planned so a summary of the 
meeting is important for each person to understand what his or her role in the 
carrying out the tasks  

 Summarizing a meeting takes a little skill, which can be improved with practice 
 Making notes about what has been said and the different opinions helps. 
 A written summary of a meeting or an agreement can provide common 

understanding and avoid future problems.  

D. Some good tips for minute writing 
 
Before the meeting 
 Choose your tool: Decide how you will take notes, i.e. pen and paper or tape 

recorder or laptop computer. 
 Make sure your chosen tool is in working order and always ensure a backup or copy 

just in case of problems (loss of the original, power cuts etc.) 
 Make an agenda to formulate an outline for the meeting. 
 
During the meeting 
 Pass around an attendance sheet 
 Get a list of committee members and make sure you know who is who 
 Note the time the meeting begins 
 Don’t try to write down every single comment – just the main ideas and decisions. 
 Write in bullet form 
 Always write the decisions taken, by whom and when it needs to be done 
 Make note of any motions to be voted on at future meetings 
 Note the ending time of the meeting 
 
After the meeting 
 Type or write the minutes as soon as possible after the meeting, while everything is 

still fresh in your mind 
 Include the name of organization, name of committee, type of meeting (daily, weekly, 

monthly, annual, or special) and purpose of meeting 
 Proofread or check the minutes on misspellings and if sentences are clear 
 Make copies and distribute to all members of school committee/board and 

community members/parents 
 File minutes in a dry, safe place of folder 
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 Hand out 14. Evaluation of the 2-days training.   30 min. 

 

Explain:  
 Goal of evaluation; to know what went well and what needs to improve and to 

help to organize a better training next year. 
 Give assistance where needed with completion of the evaluation form. 
 
Training advice: 
 Thank all participants for their time, cooperation and willingness to learn a lot 
 Tell them, that we learned a lot as well from them to improve the training 
 Collect all evaluation formats and bring them back to the Inspectorate division 

and coordinator of the school committee/board training 
 Be a time manager: For this final evaluation part, you have just 30 minutes.  
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Evaluation form for participants in school committee or board 
training 

  

I. Introduction 
1 School Cluster __________________________________________ 

2 Name of the School ____________________________________ 

3 School Sub-sector (encircle what is relevant):  ECE, Primary, Junior 

Secondary Senior Secondary, RTC, CHS, PSS 

4 Province     ______________    

5 Position in Committee/Board _____________ 

6 Years in Position    _____ 

7 Years on Committee   ___ 

II. Comments on the content of the training 
Please place a tick (√)in the right box to indicate your choice 
 

No Subject Very 
Good 

(4) 

Satisfying 
(3) 

Below 
expected 
Standard 

(2) 

Poor 
(1) 

1 Roles and responsibilities of 
the school committee/board 

    

2 Roles and responsibilities of 
the Parents Teacher 
Association 

    

3 Good quality school     

4 Whole school development 
standards 

    

5 Whole school development 
planning 

    

6 Budgeting of the whole 
school development plan 

    

7 How to organize a school 
committee/board meeting? 

    

8 Development of a school 
policy. 
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III. Comments on the presentation, methodology of the training  

Please place a tick (√)in the right box to indicate your choice 
 

No Subject Very 
Good 

(4) 

Satisfying 
(3) 

Below 
expected 
Standard 

(2) 

Poor 
(1) 

9. The learning  materials are 
simple and easy to 
understand 

    

10. Explanation by trainer(s)     

11. Facilitation of group 
discussion by trainer(s) 

    

12. The training clearly made  me 
aware about my role as a 
member of the school 
committee or board  

    

13.  The training has indeed 
strengthened the whole 
committee/board and we are 
now able to organize regular 
and effective meetings. 

    

 
 IV. Planning of new training to school committees/boards 
  
1. List three main challenges that prevent proper operation of your school 

committee/board and suggest how you plan to deal with them in future 
 

Challenges to my school 
committee/board 

How to deal with these challenges 
in future 
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 2. Suggest how to practically improve the effectiveness of your school 

committee/board  

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________

________________________________________________ 

 

3. Is there any specific need for training of your school committee/board in the 

near future? If yes, what are still areas which need more attention, training 

and support? 

Training is needed in the following 
areas: 

Support and more attention is 
needed in the following areas: 

 
 
 

 

 
 
 

 

 
 
 

 

 
 
 
 
THANK YOU VERY MUCH FOR YOUR RESPONSE! 
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Annex 1. Constitution school committee or board  
 
 

1.   ESTABLISHMENT 
As provided for in the Education Act (1978), Teacher Service Handbook (2006) and Fee Free 
Basic Education Policy (2009) we have hereby established the School Committee for 
………………………………………(name of Primary School) or the School Board 
for……………………………………(name of Secondary School) ……………………….(to be 
referred to as the School Committee or School Board in this document) and registered under 
the ………………………………    Education Authority. 
 
2. APPOINTMENT OF FIRST MEMBERS BY PTA or TRUSTEES (choose one option A 

or B and delete the other)  
A) Because we have a PTA, we have appointed the members of the school committee and 
board according to this constitution (see 6). 
B) Because we did not have a PTA, we have appointed 3 trustees; one from the Education 
Authority and two prominent citizens where the school is located or 2 community members 
from communities where the schools have students from. The functions of trustees are to 
conduct the election of the school committee or board in absence of a Parents Teachers 
Association.  
 
3. PURPOSE 
The purpose of the school committee or board is to provide a governing body to co-manage 
the school.  
 
4. FUNCTIONS 
In good collaboration with the (deputy) head teacher or principal: 

 To co-manage the school as delegated from the Education Authority; 

 To approve and endorse school policies; 

 To recommend school fees and contributions and get approval from the Education 
Authority 

 To endorse rules and regulations including disciplinary recommendations from the 
Disciplinary Sub-committee through the Head Teacher or Principal; 

 To promote community support for the school;  

 To develop every three years a whole school development plan and annually review 
the plan; 

 To monitor the implementation of the plan; 

 To monitor school management, teachers’ and children attendance; 

 To monitor students’ behaviour and collaborate with head teacher or principal on 
disciplinary matters for students 

 To monitor financial management of school grants and encourage transparency in 
financial reporting; 

 To liaise with Inspectorate and Education Authorities and to co-monitor the 
appropriate implementation of the curriculum, school hours and infrastructure, health 
and environmental standards; 

 To organise regular school committee or board meetings and produce minutes; 

 To monitor and report any cases of inappropriate, non-professional behaviour of 
teaching staff and corruption to the Education Authority. In serious cases also 
reporting to the police is required. 

 
5. MEMBERSHIP  
There shall be two or four community members representing the different communities or 
catchments areas of the school. 
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6. SCHOOL COMMITTEE OR BOARD MEMBERS 
1 Chairperson    community member 
1 Deputy Chairperson   professional staff member 
1 Secretary   principal or head teacher 
2-4 Students    from year 6 in case of Primary School only 

from year 9-12 in case of Community High 
School/National or Provincial Secondary School  

2-4 Community members  two or four members dependent on the number of 
different community or catchment areas.   

 
Total: Minimum of 7 and maximum of 11 members of which maximum 2 professional staff 
members, 4 students and 5 community members. If there is a need for a treasurer either one 
professional staff member or one of the community members could be the treasurer. There 
must be gender balance in male and female members and students. The school committee 
or board should therefore at least have 3 or 5 female members depending on a committee for 
a primary school only or whole Community High School. 
 
7.  TERM AND ELECTIONS FOR NEW COMMITTEE 
The school committee or board has a term of three years, corresponding with the three years 
school development, provincial and national education plans. After the first establishment, 
every three years an election of new adult members must be held. Students will have their 
representation and annual rotation as reflected in 6. The school manager assists in the 
selection of students, which are elected by student elections for the committee or boards 
rather than by appointment of the school manager. 
 
8. MEETINGS 

 The school committee or board shall meet at least four times a year.  

 The meeting must have at least 5 members from the three different categories (teachers, 
students and community) to take place, including the (deputy) chair and secretary. 

 The school Principal or Head Teacher shall be the secretary of all meetings. He/she is 
responsible for the writing, distribution and filing of the minutes. 

 The school committee or board shall take decisions and pass resolutions on items of the 
agenda through motions being moved and seconded. The motion is then voted by the 
show of hands which shall be passed by a majority. All members, including the 
chairperson and deputy chair have a vote. 

 The chair shall call for a secret ballot if the majority of the committee or board members 
think there is a need for one. 

 
9. SUB COMMITTEE 

 The committee or board can establish sub committees which can carry out the specific 
functions of the committee or board. E.g. on budget/finance/fund raising, school 
infrastructure development, community support or disciplinary matters.  

 The sub committees should have a minimum of three members and should reflect gender 
balance and also have a minimum of 2 students participating. 

 The resolutions of sub committee(s) shall be tabled in the next committee or board 
meeting. 

 The subcommittees shall be chaired by the one of the members of the school committee 
or board. 

 Members are nominated and endorsed by the chairperson of the school committee or 
board. 

clarkmatthews
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clarkmatthews
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10. SIGNATORIES 

 The expenditures of the school shall be conducted through a cheque account and petty 
cash systems as stated in the school committee or board Financial Regulations and in 
the National Policy Statement for Grants to Schools (2008) of the Ministry. 

 Signatories to the school accounts shall be: 
o the Head Teacher or (Deputy) Principal as party A and 
o the Chair person or Bursar as party B  

 
11. AMENDMENT 
The constitution once adopted and signed shall be endorsed by the 
………………………..(name of Education Authority). Amendments to the constitution shall be 
approved by the way of a motion and the appropriate resolution in a school committee or 
board meeting which is submitted to the Education Authority as amendment.  
 
12. DISSOLUTION 
The dissolution of the board shall be made by the three Trustees. 

 
13. SIGNATORIES 
Signed on (date………………………….)   Name of the school: 
 
 
Name of Chair person school committee/board: Name of Head Teacher or 

Principal: 
 
 
Signature:       Signature: 
 
 
 
 
Note: This is only a sample and schools may wish to have other items included, which are 
relevant and applicable to them. 



Annex 2. Whole school development standards (Complete version)  

Three goals: Access, Quality (including Safe and Protective Environment) and Management 

Goals Standards Step Progress Indicators Means of Verification 

 A
c
c

e
s

s
 

1. Every child regardless of 
age, gender, ability or 
background is enrolled in  
primary school, attends 
classes every day and 
completes Year 6 
successfully  

1 
The school has a  list of all enrolled school-aged (6 - 15 years) 
children in the catchment area 

Study and analyse the 
enrollment lists and 

school committee/board 
agenda's and minutes. 
Interview school staff, 
committee members, 
community members 

and pupils. 

2 
The school has a  list of all enrolled school-aged children in the 
catchment area and the school has a list with all non-enrolled 
school-age children in the catchment area 

3 

The school has a  list of all enrolled school-aged children in the 
catchment area and the school has a list with all non-enrolled 
school-age children in the catchment area and list with non-enrolled 
children has been updated every half year not later than 1st of 
February and 1st of August 

4 

The school has a  list of all enrolled school-age children in the 
catchment area and the school has a list with all non-enrolled 
school-age children in the catchment area and list with non-enrolled 
children has been updated every half year not later than 1st of 
February and 1st of August and school staff as well as school 
committee members positively encourage and support all children, 
including children with disabilities, of poor families and slow 
learners, to enroll and participate in classes 

2. All teachers record and 
monitor the absence of all 
pupils on a daily basis and 
they follow up with the 
School Committee on 
pupils who are absent 
without having specific 
reasons for their absence 

1 All teachers keeps records on pupils daily attendance  

Student Daily 
Attendance Register, 

interview the head 
teacher, school 

committee/board chair 
person, teachers and 

parents. 

2 
All teachers keep records on pupils daily attendance and identify 
pupils with absenteeism problems  

3 

All teachers keep records on pupils daily attendance and identify 
pupils with absenteism problems and contact parents/guardians to 
encourage and support student attendance 

4 

All teachers keep records on pupils daily attendance and identify 
pupils with absenteism problems and contact parents/guardians to 
encourage and support student attendance and student attendance 
overall has considerably increased/or has remained very high, close 
to 100% 
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Standards Step Progress Indicators Means of Verification 

3. School has adequate 
numbers of furnished 
classrooms, which meet 
Ministry of Education and 
Human Resource 
Development (MEHRD) 
infrastructure standards 

1 
School has an adequate number of classrooms (1 classroom for 35 
pupils) 

Observe classroom. 
Environment. Compare 
MEHRD infrastructure 
standards to the actual 

situation in school. 
MEHRD Standards: 

Pupil/teacher ratio: 35/1. 
Two students per desk 
or one per one-seater.  

2 

School has an adequate number of classrooms and all classrooms 
are furnished appropriate to the height of pupils 

3 
School has an adequate number of classrooms and all classrooms 
are furnished appropriate to the height of pupils and are being used 
for teaching and learning  

4 

School has an adequate number of classrooms and all classrooms 
are furnished appropriate to the height of pupils and are being used 
for teaching and learning and meet Ministry of Education and 
Human Resource Development infrastructure standards (e.g. 1.2 m² 
per pupil) 

4. School has enough 
separate toilets for boys 
and girls with water 
facilities which are clean 
and being used  

1 School has toilet and water facilities 

Observation of toilet 
facilities and interviews 

with pupils. 

2 

School has toilet and water facilities and there are enough separate 
toilets for boys and girls (Ministry of Education and Human 
Resource Development standard: 1 toilet per 40 girls and 1 toilet 
per 60 boys)  

3 
School has functioning toilet and water facilities and there are 
enough separate toilets for boys and girls and toilets are kept clean 
and are being used by pupils  

4 

School has functioning toilet and water facilities and there are 
enough separate toilets for boys and girls and toilets are kept clean 
and are being used by pupils and all pupils are educated on toilet 
use and personal hygiene (washing hands, cutting nails, trim hair, 
wash and wear uniforms) 

5. All pupils and teachers 
have access to sufficient 
quantities of safe drinking 
water in school 

1 
0-25% of pupils and teachers has access to two liters of safe 
drinking water in school per day (World Health Organisation 
International standard) Observation of water 

consumption by students 
and interviews with 
teachers and pupils. 

2 
25-50% of pupils and teachers has access to two liters of safe 
drinking water in school per day 

3 
50-75% of pupils and teachers has access to two liters of safe 
drinking water in school per day 

4 75-100% of pupils and teachers has access to two liters of safe 



 49 

drinking water in school per day 

 

Goals Standard Step Progress Indicators Means of Verification 

Q
u

a
li

ty
 

6. All teachers assess their 
pupils every term as well as 
on-going and take 
appropriate action to 
support slow and fast 
learners 

1 All teachers assess pupils every term  

Interview teachers 
and pupils (slow and 

fast learners). 
Observe and study 
student portfolios 
(learner profiles). 

2 All teachers assess pupils every term and assess on-going during class 

3 

All teachers assess pupils every term and assess on-going during class 
and teachers use student portfolios (learner profiles) and all teachers 
take appropriate action to support slow and fast learners 

4 
All teachers assess pupils every term and assess on-going during class 
and teachers use student portfolios (learner profiles) and all teachers 
take appropriate action to support slow and fast learners 

7. All teachers prepare 
lesson plans with learning 
outcomes and use child-
centered methodologies 
such as group work, 
discussion, demonstration, 
field trips or projects, 
assemblies etc. 

1 All teachers prepare lesson plans  

Study lesson plans 
and observe 

classroom teaching 
and learners' 

portfolios or profiles 

2 
All teachers prepare lesson plans and lesson plans have clear learning 
outcomes 

3 
All teachers prepare  lesson plans and lesson plans have clear learning 
outcomes and all teachers use 1 or 2 child-centered centered 
methodologies in their lessons 

4 

All teachers prepare lesson plans and lesson plans have clear learning 
outcomes and all teachers use more than 2 child-centered centered 
methodologies in their lessons and  all teachers take appropriate action 
to support slow and fast learners 

8. All classrooms have 
displayed pupils’ work as 
well as teaching and 
learning materials which 
are used during lesson time 
and updated regularly 

1 
Pupils’ work and teaching and learning materials are displayed in 
classrooms 

Interview teachers, 
pupils and conduct 

classroom and 
storage observation of 

teachers and study 
each of subject  

materials 

2 
Pupils’ work and teaching and learning materials are displayed in 
classrooms and changed at least three times a year 

3 
Pupils’ work and teaching and learning materials are displayed in 
classrooms and changed at least three times a year and used during 
lesson time 

4 

Pupils’ work and teaching and learning materials are displayed in 
classrooms and changed at least three times a year and used during 
lesson time and new local learning materials are developed and 
displayed 



 50 

 

Goals Standard Step Progress Indicators 
Means of 

Verification 

 

9. Schools have school 
and/or classroom libraries 
with adequate number of 
reading and reference 
books which are being used 
by pupils 

1 School has a school and/or classroom libraries 

Library/classroom and 
library observation on 
availability and use of 

books. Interview 
teachers, pupils, 
librarian or head 

teacher. 

2 
School has school and/or classroom libraries and these adequate 
numbers of reading books and reference books 

3 
School has a school and/or classroom libraries and these have adequate 
numbers of reading books and reference books and these are being 
borrowed and read by pupils daily 

4 

School has school and/or classroom libraries and these have adequate 
number of relevant and appropriate reading books and reference books 
and these are being borrowed and read by pupils daily and there is a 
school librarian or head teacher/principal who actively manages and 
expands the library 

10. All teachers meet with 
the parents/guardians (both 
male and female) of pupils 
to discuss their concerns 
and pupils’ achievements 
and identify as well as 
address student's individual 
learning needs 

1 All teachers meet with parents/guardians 

Interview teachers, 
parents and pupils 

2 
All teachers meet with parents/guardians at least twice a year to discuss 
their concerns and pupils’ achievements 

3 
All teachers meet with parents/guardians every term to discuss their 
concerns and pupils’ achievements 

4 
All teachers meet with parents/guardians every term to discuss their 
concerns and pupils’ achievements and identify as well as address 
student's individual learning needs 

11. All pupils have 
adequate number of all 
learning resources 

1 

0-25% of the pupils has no access to a text book and exersise book for 
each of the five subjects or other learning resources (for example: 
stationary, papers, etc.)  

Observe classroom 
and interview pupils 

and teachers 
2 

25-50% of the pupils has no access to a text book and exersise book for 
each of the five subjects and other learning resources (for example: 
stationary, papers, etc.)  

3 
50-75% of the pupils has access to a text book and exersise book for 
each of the five subjects and other learning resources (for example: 
stationary, papers, etc.)  
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Goals Standard Step Progress Indicators 
Means of 

Verification 

4 
75-100% of the pupils has access to a text book and exersise book for 
each of the five subjects and other learning resources (for example: 
stationary, papers, etc.)  

12. Classroom 
environments are 
conducive for teaching and 
learning 

1 All the classrooms have a blackboard 

Observe classroom 

2 All the classrooms have a blackboard and enough light 

3 
All the classrooms have a blackboard and enough light and are well-
ventilated  

4 
All the classrooms have a blackboard and enough light and are well-
ventilated  and have enough space (at least 1.2 m2 per pupil) 

13. School promotes and 
monitors appropriate 
nutrition intake of pupils 
during the school day  

1 School encourages children to bring local nutritious food to school 

Observation of 
students nutrition 

intake. Interviews with 
teachers, students 

and parents. 

2 
School encourages parents and children to bring local nutritious food to 
school 

3 
School encourages parents and children to bring local nutritious food to 
school and school promotes and monitors nutritional intake of pupils 
during the school day  

4 

School encourages parents and children to bring local nutritious food to 
school and school promotes and monitors nutritional intake of pupils 
during the school day and refers malnourished/sick children to the local 
healthcare centre 

14. All teachers implement 
physical education activites 
and encourage all pupils to 
participate in sports 
activities 

1 
0-25% of teachers implement physical education activities or encourages 
pupils to participate in sports activities 

Observation of 
physical education 

activities. Interviews 
with pupils and 

teachers.  

2 
25-50% of teachers implement physical education activities and 
encourage all pupils to participate in sports activities 

3 
50-75% of teachers implement physical education activities and 
encourage all pupils to participate in sports activities 

4 
75-100% of teachers implement physical education activities and 
encourage all pupils to participate in sports activities 
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Goals Standard Step Progress Indicators Means of Verification 

M
a

n
a
g

e
m

e
n

t 

15. Head teacher/principal 
assesses every teacher at 
least twice a year and has 
developed a training plan 
for every teacher 

1 Head teacher/principal assesses every teacher at least twice per year  

Interview with head 
teacher or Principal 
and teachers as well 

as analyse of the 
teacher training plans 

2 
Head teacher/principal assesses every teacher at least twice per year 
and provides feedback to teachers  

3 

Head teacher/principal assesses every teacher at least twice per year 
and provides feedback to teachers and ensures that teachers take part 
in (school-based) professional development activities at least once a 
year 

4 

Head teacher/principal assesses every teacher at least twice per year 
and provides feedback to teachers and ensures that teachers take part 
in (school-based) professional development activities at least once a 
year and has developed a training plan for each teacher 

16. School staff, community 
members and pupils have 
developed a School 
Development Plan (SDP) 
which is displayed and 
monitored by all 
stakeholders at least 4 
times per year 

1 
Head teacher/principal has developed a School Development Plan but 
without the involvement of staff, pupils, school committee members and 
community members  

Interview with head 
teacher, school 

committee or board 
chairperson, teachers, 
pupils and community 
members as well as 

observe the displayed 
School Development 
Plan and analyse the 
minutes of the School 
Committee or Board 

meeting 

2 
Head teacher/principal has developed a School Development Plan with 
teachers, pupils, school committee members and community members  

3 
Head teacher/principal has developed a School Development Plan with 
teachers, pupils, school committee members and community members 
and the School Development Plan is publically displayed 

4 

Head teacher/principal has developed a School Development Plan with 
teachers, pupils, school committee members and community members 
and the School Development Plan is publically displayed and the School 
Development Plan is implemented and progress is discussed by school 
committee members at least 4 times per year  

17. School has developed a 
disaster preparation plan 
and school staff, community 
members and pupils 
undergo regular drills 

1 School has developed a disaster preparation plan  
Interviews with 

teachers, students, 
parents and 

community members. 
Study of the disaster 
preparedness plan. 

2 
School has developed a disaster preparation plan  and school disaster 
plan has been shared and reviewed with pupils and community members  

3 

School has developed a disaster preparation plan  and school disaster 
plan has been shared and reviewed with pupils and community members 
and pupils and school staff practice the plan at least once per year 



 53 

Goals Standard Step Progress Indicators Means of Verification 

4 

School has developed a disaster preparation plan  and school disaster 
plan has been shared and reviewed with pupils and community members 
and pupils and school staff practice the plan at least three per year 

18. School grants are 
managed transparently and 
are utilised in accordance 
to SIG grant policies  

1 School grants are based on actual enrollments 

Interview with head 
teacher, teachers, 
pupils, treasurer, 
school committee 

members and 
community members, 

study and analyse 
school development 
plan and budget and 

financial records. 

2 
School grants are based on actual enrollments and school grants are 
spent on areas prioritised in the School Development Plan  

3 

School grants are based on actual enrollments and school grants are 
spent on areas prioritised in the School Development Plan and School 
Committee Members are actively involved in (the monitoring of) 
expenditures  

4 

School grants have been received in time and are based on actual 
enrollments and school grants are spent on areas prioritised in the 
School Development Plan and School Committee Members are actively 
involved in (the monitoring of) expenditures and the expenditures on the 
school grant and other funds are displayed in a public place 

19. Head teacher/principals 
ensures that all teachers 
come to work every working 
day and start working on 
time and leave after official 
working hours 

1 Head teacher/principal maintains a Teachers Daily Attendance Register 

Teacher Daily 
Attendance Register, 

interview the head 
teacher, contact the 

Inspectorate Officer of 
the Education 

Authorities 

2 
Head teacher/principal maintains a Teachers Daily Attendance Register 
and identifies teacher that are absent as well as the reasons for their 
absence 

3 
Head teacher/principal maintains a Teachers Daily Attendance Register 
and identifies teacher that are absent as well as the reasons for their 
absence and takes action to reduce teacher absenteeism 

4 

Head teacher/principal maintains a Teachers Daily Attendance Register 
and identifies teacher that are absent as well as the reasons for their 
absence and takes action to reduce teacher absenteeism and reports 
serious cases of teacher absenteeism to the Education Authority for their 
action 

20. School has an active 
School Committee with 
more or less equal numbers 

1 
School has a School Committee. 

Interview with 
members of the 

school committee 2 
School has a School Committee and the School Committee meets at 
least 4 times a year 
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Goals Standard Step Progress Indicators Means of Verification 

of male and female 
members.  3 

School has a School Committee and meets at least 4 times a year and 
all groups (head teacher/principal, teachers, children, parents/caregivers 
and community members) are represented 

boards and study 
minutes of the 

meetings. 

4 
School has a School Committee and meets at least 4 times a year and 
all groups are represented and the number of male and females in this 
committee is more or less equal 

21. School takes 
appropriate actions to 
prevent bullying of pupils 
(by pupils and teachers) in 
and outside school 

1 
School does not have a school policy including rules and regulations on 
bullying by pupils and teachers 

Study of the rules and 
regulations. Interviews 

with teachers, 
students, parents and 

school committee 
members. 

2 
School has a school policy including rules and regulations on bullying by 
pupils and teachers 

3 
School has a school policy including rules and regulations on bullying by 
pupils and teachers and these are understood by all stakeholders and 
displayed in a public place  

4 

School has a school policy including rules and regulations on bullying by 
pupils and teachers and these are understood by all stakeholders and 
displayed in a public place  and the school takes action to prevent 
bullying  



Ministry of Education-2008   Whole School Development Plan 
 

 

           

           

 Name of the School: 
 ECE, Primary, 

CHS,PSS,NSS,RTC     

 Head teacher/principal: 
 

        

Objectives 
 

Expected outputs Activities Who? Time frame Budget Sources 

The goals of the school 
development plan 

 

What are we going to do? 

         

The funds 
come from 

where? 

What do we 
expect 

to achieve at  
the school in 3 

years? 
Human 

resources 
year

1 
year

2 
year

3   

I. Improved Access 
 

              

All children of the community, 
 

              

neighbourhood in our school 
and enrolled in school and 

 
              

attending classes 
 

              

  
 

              

Improved school infrastructure 
 

              

(classrooms,desks,office,stora
ge,  library, teacher houses, 
dormitories, toilets, access to 
clean water etc. 
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Objectives 
 

Expected outputs Activities Who? Time frame Budget Sources 

The goals of the school 
development plan 

 

What are we going to do? 

         

The funds 
come from 

where? 

What do we 
expect 

to achieve at  
the school in 3 

years? 
Human 

resources 
year

1 
year

2 
year

3   

II. Improved quality of 
teaching 

 
              

and learning 
 

              

Support to teachers 
 

              

 
Sufficient number, good use 
and storage of learning 
materilas 

 

              

Support to pupils, students 
 

              

 
 

              

 
 

              

III. Improved management 
 

       

Improved financial 
management and reporting 

 
       

 
 

       

Improved school committee, 
board 

 
       

 
 

       

Support to head teacher, 
principal 

 
       

 
Sufficient number of teachers 

 
              

         

Support to community 
awareness  

 
       

about importance of 
school(ling) 

 
       



Annex 4.   NEAP 2010-2012    

 

Training advice:  
 Read the vision (see below 1), explain the term ‘stakeholders’: National 

government, provinces, EA’s, development partners (mention examples) and 
schools (teachers, parents, communities and children) are stakeholders. Main 
message: Everyone has the right to good and useful (relevant) education 
(UN-declaration of Human Rights), but everyone also needs to contribute and 
to support education. The government can’t do it alone. That is why the 
school committee or board is so important. 

 Ask them: Who knows what NEAP means? If no answer, explain the three 
goals of the NEAP (see below 2). 

 Encourage them to read 3, 4 and 5 later. 
 Show them 5.11: The support to school committees is part of the NEAP. 

 
1.  Vision 
Our vision is that all Solomon Islanders will develop as individuals and possess knowledge, skills 
and attitudes needed to earn a living and to live in harmony with others and their environment. 
We envisage a united and progressive society in which all can live in peace and harmony with fair 
and equitable opportunities for a better life. We envision an education and training system 
responsive to its clients and efficiently managed by its stakeholders and clients. We wish to 
deliver quality education for everyone in the Solomon Islands. 
 

2 Goals 
The three strategic goals proposed for the National Education Action Plan are: 
 

 Strategic Goal 1: to achieve equitable access to education for all people in the Solomon 
Islands; 

 Strategic Goal 2: to improve the quality of education in the Solomon Islands; and 

 Strategic Goal 3: to manage resources efficiently and effectively. 

 

3.  Strategies 
Nine key strategies have been developed as a focus for the period 2010 to 2012. These are the 
following: 

 (Planning and Management) To strengthen the planning, management, co-ordination and 
monitoring of the sector–wide approach to education, and  in particular of NEAP (2010-
2012) 

 (Policy Development) To develop appropriate policies for the education sector in the 
Solomon Islands 

 (Basic Education) To place priority on access to good quality Basic Education for all 
children in the Solomon Islands 

 (TVET) To strengthen technical and vocational education and training and ensure it is 
linked to labour demand in the work force; 

 (HRD) To develop and implement a programme of Human Resource Development and 
capacity building; 

 (School Grants) To maintain and implement an improved grants system to support school 
operations in primary and  secondary education;  
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 (Infrastructure) To develop and implement an improved infrastructure programme for 
primary and secondary education and TVET. 

 (Co-ordination) To strengthen and improve linkages among central Government 
Ministries, provincial and church education authorities, and schools 

 (School & Community Engagement) To strengthen community participation, school 
leadership and the role of the school committees, as well as improving awareness of 
parents and members of the public of why education is important 

Annual work plans and associated budgets, based on this National Education Action Plan 2010-
2012, will be developed by the Ministry of Education and Human Resources Development for 
each of 2010, 2011 and 2012 to give effect to these strategies. 

 
4.  Outcomes 
The following outcomes will be achieved: 
 

II. For Basic Education:  
 

 Outcome 1 (Access and Equity): All children in the Solomon Islands regardless of gender, 
ethnicity, religion, location or disability have access to Basic Education, which includes 
pre-school (will be phased out), primary, and secondary junior school till Form 3, 
achieved through an adequate number of schools, classrooms, desks, dormitories and 
other infrastructure and financial support from government and other stakeholders 

 
III. For other levels and types of education: 

 

 Outcome 2 (Access and Equity): People in the Solomon Islands regardless of gender, 
ethnicity, religion, location or disability have improved access to relevant, demand-
oriented community, technical, vocational or tertiary education achieved through an 
adequate number of schools or centres, classrooms, desks, dormitories, equipment and 
other infrastructure and financial support from government and other stakeholders 

 
IV. In relation to the quality of education  
 

 Outcome 3 (Quality):  All levels and dimensions of the Solomon Islands education 
system consistently demonstrate standards of excellence and deliver a quality education, 
which means a high quality of learning achieved through provision of an adequate 
number of qualified teachers and other workers in the education sector, relevant national 
school curriculum and local curricula, an adequate number of modern, relevant teaching 
and learning materials or facilities, and sound standards of student literacy and numeracy.  

 
V. In relation to management: 
 

 Outcome 4 (Management): The management of the Solomon Islands education system 
is effective and efficient, including effective education policy development, planning and 
budgeting, effective management of human and financial resources, a sound system of 
monitoring, evaluation and reporting and effective development of appropriate skills and 
competencies in the education work force. 
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5.  Objectives  
The following objectives are derived from the strategic goals and outcomes: 
 
ACCESS 
 
1 To increase access to all levels of education by provision of an adequate number of schools or 

centres and other school infrastructure, guided by school infrastructure programmes which 
include provision of an adequate number of classrooms, desks, dormitories, ad other 
infrastructure; 

2 To increase access to all levels of education by provision of financial support (grants and other 
specific financial support) from government and other stakeholders; 

3 To improve equal access to all levels of education for students and people with special needs; 
4 To improve equal access to all levels of education for girls and boys by improving the gender 

balance, the quality of basic education and decreasing drop-outs, in particular for those in 
isolated locations 

 
QUALITY 
5.  To develop, revise or finalise appropriate policies for the different sub sectors or cross cutting 

areas by continuing the work of the technical working groups on policy; 
6.  To improve quality at all levels of education by provision of an adequate number of qualified 

teachers and other workers in the education sector, preferably through distance and flexible 
learning modes; 

7.  To improve quality at all levels of education by developing, distributing and using  relevant, 
high quality and modern national and local school curricula; 

8.  To improve quality at all levels of education by provision of an adequate number of modern, 
relevant teaching and learning materials, facilities, and equipment 

9.  To provide ongoing professional development for all education staff, ideally through distance 
and flexible learning;  

10. To monitor and assess standards of student literacy, numeracy and progress in other 
subjects; 

11. To continue with the revision of the inspectorate framework and approach   
12. To strengthen community participation in education, community awareness on school 

committees and boards, and the formulation and implementation of whole school development 
plans; 
 

MANAGEMENT 
13. To manage the sector-wide approach to education  the basis for provision of adequate 

technical and financial support to the NEAP, with the aim of improving service delivery at all 
levels, harmonising support, and actively involving an increased number of stakeholders 
(National, Provincial, Government, Education Authorities, Development Partners, and 
NGOs);  

14.  To develop coherent and outcome oriented budgeting, planning and reporting in a timely 
way; 

15.  To improve a Monitoring and Evaluation Framework that includes a strengthened use of 
SIEMIS, an updated Performance Assessment Framework and specific research;   

16.  To strengthen the role of Provincial Government and Education Authorities in planning, 
implementing, monitoring and (financial)reporting on the National Education Action Plan 
2010-2012 and Provincial Education Action Plans 2010-2012; 

17.  To continue the development and implementation of a programme of Human Resource 
Development and capacity building; and 

18. To develop an improved teacher management system and more efficient teacher 
management processes. 
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Annex 5. ECE-policy       

 

Training advice:  
 Ask them: Who knows what ECE means and why ECE is important? 
 Explain the term ECE and importance of support to ECE.  
 Ask them what role the community and parents can play to support ECE. 

Explain role for community and parents. 
 Let them read later this hand out. 

 
 
Purpose of the policy 
To promote the principle that Early Childhood Education plays an important role in the education 
sector and in the lives of young children and their families.  Quality ECE provides a strong 
foundation on which to build children’s later learning and development.  

 
Goals of the policy 

 Equitable access to quality early childhood education for all young children age 3-5 years of 
Solomon Islands and children with special needs is achieved. 

 Improved quality of ECE-services is improved and enhanced. 

 Management of early childhood services is more effective, efficient and transparent. 
 
Role of communities 
The government requests the communities to assist with: 

 the (financial or in kind) assistance to additional ECE-teacher helpers.  

 accommodation of ECE-teachers 

 securing land for building ECE-facilities 

 recommending candidates for ECE-in-service training to the Education Authorities  

 maintenance of ECE-centre 
 
Role of parents 

The parents play a very vital role in the up-bringing of the child’s development and learning 
through close working cooperation between families and ECE-teachers in providing the best 
possible programme for each child.  The ECE-programme requests parents to provide: 

 Parental support for their children and teachers at the ECE-centres. 

 Nutritious diet and encourage health and safety for their children. 

 Nurture and moulding of children. 

 Supportive roles to teachers in literacy and numeracy skills 
 
Pre-school 
The pre-school is gradually replaced by ECE within the coming 2 years. 
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Annex 6. Basic Education-policy   

 

Training advice:  
 Ask them: who knows what Basic Education is? Explain the term Basic 

Education and the importance of support to Basic Education.  
 Explain role for community and parents in Basic Education (see below in italic 

where community and parents can help: 2, 3, 5, 14, 15). 
 The school committee/board is part of this policy. Main message: the 

management of the school is done together by the Head Teacher or Principal 
and the school committee/board. The HT or principal is mainly responsible for 
the quality of teaching and learning and the progress of all learners. The 
school committee is responsible for generally improving the school and 
school performance, but also has a monitoring role (drop outs, teacher 
absenteeism, maintenance of buildings, storage of curriculum materials etc.).  

 Let them read the text below later. 

 
 
Term Basic Education 
Year one up to year 9: Primary education and Junior Secondary Education 

 
Goal 
The strategic goal for this policy of Basic Education is to provide equitable access for all children 
to quality Basic Education in Solomon Islands. 
 
Access 
1. Provide full enrolment opportunity to all children of the age of 6 up to 15 years on 

equitable basis; 
2. Achieve 100% enrolment rate for primary education by 2015; 
3. Reduce drop out rates and improve completion rates for children from year 1 to year 9; 
4. Achieve 100% transition rate of all children in year 6 to year 7 by 2015; 
5. Establish and maintain a conducive learning environment for children in basic education 

by providing an adequate number of qualified teachers, curriculum materials, classrooms, 
dormitories and water and sanitation facilities. 
 

Quality 
6. Improve educational achievement for all students;  
7. Improve the quality of teaching, instruction and learning; 
8. Establish classroom-based assessment mechanisms; 
9. Develop and implement revised outcome oriented curricula geared towards developing 

knowledge, skills and attitudes needed for continuous learning, life in community, 
employment and other life experiences; 

10. Strengthen pre-vocational orientation in preparation for further education and training in 
technical and vocational skills; 
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Management 
11 Ensure that all schools and Education Authorities adhere to the Government Policies for 

grants to schools and Education Authorities; 
12 Ensure that the Ministry and Education Authorities establish and monitor quality and 

performance standards in institutions and programmes receiving public funds; 
13 Ensure all basic education institutions maintain quality standards in infrastructure and 

equipment necessary to offer quality basic education; 
14 Strengthen management, administration, and supervision of all aspects of the school 

programs to ensure higher learning achievement; 
15. Every school must have a whole school development plan of activities to improve 

access/infrastructure, quality and management and which includes a budget based on 
the school grants and other financial income generated by the school; 

16. Every school completes the SIEMIS-form annually and submits this form before the 31
st
 

of March to the Education Authority. 
 
The Basic Education Policy about the School Board or Committee: 
 
o The school board (secondary schools) or committee (primary schools) will help the 

Principal/Head Teacher and the Education Authority to implement the education policies 
and Provincial Education Action Plan in the school and the community;  

o The school board or committee can have sub-committees to carry out different functions: 
 Finance, 
 School development and planning, 
 Discipline 
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Annex 7. Inspectorate reform   

 

Advice:  
 Ask them: who knows what Inspectorate is?  
 Ask them: how often an inspector does visit the school? 
 Explain the  problem with the current inspectorate (few inspectors, not 

adequate finance, distances to schools and lack of transport facilities) 
 Explain the new approach: school based assessment with the co-operation 

from the head teachers and principals and school committee and board 
chairperson. Inspectors and Education Authorities are still important, but get 
more assistance from local staff and people; the school management (head 
teacher or principal and school committee or board). 

 Main message: The school committee/board chairperson and members are 
going to play a role in the assessment of teachers 

 
 Let them read the text below later. 

 
The Framework for Inspection 
The new Framework for Inspection 2009 proposes changes to the responsibility for these 
inspections and reports so that principals/headteachers take on the role of appraisal of all 
teachers including probationary and overseas teachers and teachers on trial promotion as 
responsibility post holders. Also school committees and boards will play an increasing role in the 
co-assessing (specific aspects) of teachers. The Framework has been accepted in principle but it 
is yet to be ratified.  
 
The Framework is based on the premise that:  

 the quality of education is the focus of the work of MEHRD Inspectors; and  

 the employment of teachers is the focus of the work of Education Authorities. 
 
Under the Framework: 

 Principals/Headteachers will carry out all teacher appraisals; 

 Inspectors will be responsible for confirming the quality of probationary teachers, overseas 
teachers and responsibility post holders as recommended by the principal/headteacher; and 

 Education Authorities, as employers of teachers, will confirm the positions of probationary 
teachers, overseas teachers and responsibility post holders on the advice of the principal, the 
Inspectorate and TSO. 

 Also the School Board/Committee will play a role in the co-assessment of certain aspects 
of teachers (see form below) 

 
In the future Inspectors will spend less time on confirmation visits and more time on       Whole 
School Inspections (WSI). 
 
 
The Appraisal Handbook 
This Appraisal Handbook is intended to provide guidance for principals/headteachers and school 
committee and board chairpersons in carrying out teacher appraisal while the Framework 
changes are being ratified and then implemented by Inspectors, Education Authorities, School 
Boards and principals/headteachers.  
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Appraisal for improvement of teaching and learning 
 
Improving Education 
Every country wants to improve the education offered to its young people by finding ways in 
which to raise the achievement of its students. Educational research has shown that the quality of 
teaching accounts for about 30% of the variance in students’ progress and achievement and 
hence has a direct impact on the overall quality of a country’s education provision. 
 
Teacher Performance Management 
Appraisal is part of the performance management process of teachers that includes recruitment, 
appointment, registration, remuneration, professional development, career development, and 
discipline and dismissal. Education Authorities, as employers of teachers, are responsible for 
most of the performance management process. However, each principal/headteacher, as the 
leading professional in the school, needs to be responsible for the appraisal of their teachers.  
 
The Purposes of Appraisal 
Appraisal has two purposes: accountability and improvement.  
 
Appraisal of teachers by the principal/headteacher provides the school community with 
confidence that teachers in the school are performing well or that they are being given the 
support and training they need to improve. Appraisal provides the principal/headteacher with 
information about the quality of his/her teachers for accountability reporting to the Education 
Authority.  
 
Equally importantly, appraisal is an avenue for improvement. It helps teachers to highlight 
strengths and to identify areas where improvements are needed. Regular objective setting and 
feedback on progress builds teacher morale and confidence. Effective appraisal results in 
professional development being focused on areas where a teacher can develop further expertise.  
 
The Impact of Appraisal 
Appraisal is an important part of each teacher’s working life as it impacts directly on the quality of 
teaching and learning in their classroom and hence on the progress and achievement of their 
students. 
 
The inspectorate is at the moment developing new formats for the school based assessment by 
principals, head teachers and chair persons of school committee or boards. A draft format for the 
school committee or board is presented on the next page. Note that this format is a draft. 



Annex 8. Appraisal by School Board/Committee  

Teacher Appraisal by School Board/Committee  

 
 
School: _____________________________    Teacher: _________________________    Post: 
__________ 
 
Date of a full School Board/Committee Meeting on Teacher Appraisal: ____________ 
 

NNoo..  ooff  DDaayyss  ooff  uunnaauutthhoorriizzeedd  aabbsseennccee  oorr  lleeaavvee   

NNoo..  ooff  DDaayyss  ooff  aauutthhoorriizzeedd  aabbsseennccee  oorr  lleeaavvee   

 

  

  

  

  

  

  

  
 

AArreeaass  DDiissccuusssseedd  BByy  FFuullll  SScchhooooll  

BBooaarrdd  //  CCoommmmiitttteeee  MMeeeettiinngg  
                                                                  PPEERRFFOORRMMAANNCCEE  RRAATTIINNGG  

11  22  33  44  

11  TTeeaacchheerr’’ss  aattttiittuuddee  aanndd  

bbeehhaavviioouurr  
        

22  TTeeaacchheerr’’ss  ccoommmmiittmmeennttss          

33  TTeeaacchheerr  aatttteennddaannccee          

44  RReellaattiioonnsshhiipp  wwiitthh  SSttuuddeennttss          

55  RReellaattiioonnsshhiipp  wwiitthh  CCoommmmuunniittyy          

66  RReellaattiioonnsshhiipp  wwiitthh  SSttaaffff          

77  SScchhooooll  lleeaaddeerrsshhiipp  ((HHTT,,  

PPrriinncciippaall))  
        

SSuubb  TToottaall  SSccoorreess  

  

TToottaall  SSccoorree  

  

OOvveerraallll  PPeerrffoorrmmaannccee  RRaattiinngg  

        

  

  

GGeenneerraall    CCoommmmeennttss::          

  

  

  

  

  

  

  

SScchhooooll  BBooaarrdd  RReeccoommmmeennddaattiioonn::  

  

  

  

  

  

  

 
 

IInnssttrruuccttiioonn::  

  

TThhiiss  ffoorrmm  mmuusstt  bbee  ccoommpplleetteedd  aanndd  ssiiggnneedd  bbyy  tthhee  cchhaaiirrppeerrssoonn,,  aanndd  wwiittnneesssseedd  bbyy  tthhee  sseeccrreettaarryy  aafftteerr  ddiissccuussssiioonn  

wwiitthh  tthhee  ffuullll  SScchhooooll  BBooaarrdd//CCoommmmiitttteeee..  TThhee  ffoorrmm  mmuusstt  bbee  sseenntt  ttoo  tthhee  HHeeaadd  TTeeaacchheerr  oorr  PPrriinncciippaall  bbeeffoorree  tthhee  

AApppprraaiissaall  RReeppoorrtt  iiss  wwrriitttteenn..  TThhiiss  mmuusstt  bbee  ddoonnee  bbyy  ppuuttttiinngg  aa  ttiicckk,,  iinn  tthhee  ccoorrrreecctt  ppllaaccee  aaccccoorrddiinngg  ttoo  tthhee  

ddiissccuussssiioonnss  oonn  eeaacchh  ooff  tthhee  sseevveenn  aarreeaass..  TThhee  sseevveenntthh  rrooww  iiss  ffoorr  sscchhooooll  lleeaaddeerrss..  SSeeee  ddeessccrriippttoorrss  aatt  tthhee  bbaacckk..  

TThhiiss  aapppprraaiissaall  iiss  ttoo  bbee  ddoonnee  ttwwiiccee  yyeeaarrllyy  ––  MMaayy  aanndd  NNoovveemmbbeerr..    

 

PPeerrffoorrmmaannccee  RRaattiinngg::    

CCaallccuullaattee  tthhee  ssuubb  ttoottaall  ssccoorreess  ffoorr  eeaacchh  ppeerrffoorrmmaannccee  rraattiinngg  bbyy  ttaallllyyiinngg  tthhee  rraattiinngg  ffoorr  tthhee  iinnddiivviidduuaall  iitteemmss  

ddoowwnn  eeaacchh  ooff  tthhee  rraattiinngg  ccoolluummnnss..  AAdddd  aallll  ssuubb  ttoottaall  ssccoorreess  ooff  tthhee  rraattiinnggss  ttoo  aarrrriivvee  aatt  tthhee  ttoottaall  ssccoorree..  

CCaallccuullaattee  tthhee  OOvveerraallll  PPeerrffoorrmmaannccee  RRaattiinngg  bbyy  ddiivviiddiinngg  tthhee  ttoottaall  ssccoorree  oobbttaaiinneedd  bbyy  tthhee  ttoottaall  nnuummbbeerr  ooff  

iitteemmss  iinn  tthhee  AArreeaass  DDiissccuusssseedd..  TThhee  oovveerraallll  ppeerrffoorrmmaannccee  rraattiinngg  iiss  ttoo  bbee  rraatteedd  iinn  oonnee  ooff  ffoouurr  ccaatteeggoorriieess;;  
  

11  ––  UUnnaacccceeppttaabbllee,,  22  ----  NNeeeeddss  iimmpprroovveemmeenntt,,  33  ––  GGoooodd,,  44  ––  VVeerryy  ggoooodd    
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-----------------------------------------------------                      -------------------------------------------           ----------      

NNaammee  ooff  SScchhooooll  BBooaarrdd  CChhaaiirrmmaann                                                                            SSiiggnnaattuurree                                                                                                                        

DDaattee                            
 
Witnessed by: 
 
-----------------------------------------------------       -------------------------------------------        ---------- 

NNaammee  ooff  SScchhooooll  BBooaarrdd  SSeeccrreettaarryy                                            SSiiggnnaattuurree                                                    

DDaattee            
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Annex 9.  Guideline for School Based Teacher Appraisal by School  
Board, Committee 

 

 
DO’s      

  CChhaaiirrppeerrssoonn  ccaallllss  ffoorr  aa  ssppeecciiaall  bbooaarrdd  

mmeeeettiinngg  oonn  aa  sseett  ddaattee  ffoorr  tteeaacchheerr  

aapppprraaiissaall  

  

  CCoommmmiitttteeee  mmeemmbbeerrss  ccaann  ccoommmmeenntt  

oonnllyy  oonn  wwhhoomm  tthheeyy  kknnooww  aanndd  wwhhaatt  tthheeyy  

kknnooww      

  

  CCoommmmiitttteeee  mmeemmbbeerrss  ccoommmmeenntt  oonn  tthhee  

tteeaacchheerr’’ss  ggeenneerraall  bbeehhaavviioouurr,,  

ccoommmmiittmmeenntt  aanndd  rreellaattiioonnsshhiipp  wwiitthh  

ssttuuddeennttss  aanndd  ccoommmmuunniittyy..  

  

  MMeemmbbeerrss  mmuusstt  ddiissttiinngguuiisshh  bbeettwweeeenn  

mmaatttteerrss  ooff  ppuubblliicc  ccoonncceerrnn  aanndd  tthhee  

tteeaacchheerr’’ss  rriigghhtt  ttoo  pprriivvaaccyy..  

  

  CCoommmmiitttteeee’’ss  aasssseessssmmeenntt  ooff  aann  

iinnddiivviidduuaall  tteeaacchheerr  mmuusstt  bbee  bbaasseedd  oonn  

tthhee  eevvaalluuaattiioonn  ffoorrmmaatt,,  oonn  tthhee  ffuullll  

ccoommmmiitttteeee  mmeeeettiinngg  ddiissccuussssiioonn  aanndd  

ssiiggnneedd  bbyy  tthhee  cchhaaiirrppeerrssoonn  ((oorr  ddeelleeggaattee))  

  

  TThhee  sseeccrreettaarryy  ooff  sscchhooooll  ccoommmmiitttteeee  

sshhoouulldd  kkeeeepp  aa  ccooppyy  ooff  tthhiiss  aapppprraaiissaall  bbyy  

tthhee  sscchhooooll  ccoommmmiitttteeee..  

  

  CCaann  ggaatthheerr  iinnffoorrmmaattiioonn  ffrroomm  ssttuuddeennttss  

oorr  tteeaacchheerrss  iinnffoorrmmaallllyy..  

  
 

 
  DON’T DO 

  AApppprrooaacchh  tthhee  hheeaadd  tteeaacchheerr//sscchhooooll  

pprriinncciippaall  wwiitthh  iinnffoorrmmaattiioonn  aabboouutt  tthhee  tteeaacchheerr  

  

  OOrrggaanniizzee  aasssseessssmmeenntt  ooff  tteeaacchheerr  wwiitthhoouutt  

tthhee  ffuullll  ccoommmmiitttteeee  pprreesseenntt  oorr  qquuoorruumm  aanndd  

oonnllyy  wwiitthh  aa  ffeeww  mmeemmbbeerrss  

  

  CCoommmmeenntt  oonn  aa  tteeaacchheerr  tthheeyy  hhaavvee  nnoo  rreeaall  

iinnffoorrmmaattiioonn  aabboouutt  aanndd  wwiitthhoouutt  eevviiddeennccee..  

    

  CCoommmmeenntt  oonn  tthhee  tteeaacchheerr’’ss  ccuurrrriiccuulluumm  

kknnoowwlleeddggee,,  ssttuuddeenntt  aasssseessssmmeennttss,,  

aaddmmiinniissttrraattiivvee  rroouuttiinneess,,  pprrooffeessssiioonnaall  

ddeevveellooppmmeenntt,,  tteeaacchheerr’’ss  ggeenneerraall  

ccoommppeetteennccee..  TThheessee  aarreeaass  aarree  nnoorrmmaallllyy  tthhee  

rreessppoonnssiibbiilliittyy  ooff  tthhee  sscchhooooll’’ss  ssuuppeerrvviissoorryy  

ssttaaffff..  

  

  CCoommmmiitttteeeess  vvoottee  oonn  wwhheetthheerr  aa  tteeaacchheerr  

sshhoouulldd  bbee  ccoonnffiirrmmeedd  oorr  nnoott  oorr  tthhee  lleevveell  ooff  

eelliiggiibbiilliittyy  tthhaatt  aa  tteeaacchheerr  sshhoouulldd  bbee  

aawwaarrddeedd..  TThheessee  aarree  pprreerrooggaattiivveess  ooff  tthhee  

TTeeaacchhiinngg  SSeerrvviiccee  CCoommmmiissssiioonn  ((TTSSCC))..  

  

  SSuubbmmiitt  ccoommmmeennttss  vveerrbbaallllyy    

  

  CChhaaiirrppeerrssoonn  ttrryyiinngg  ttoo  iinnfflluueennccee  tthhee  ooppiinniioonn  

ooff  ootthheerr  mmeemmbbeerrss  iinn  tthhee  ccoommmmiitttteeee  oorr  tthhee  

ccoonntteenntt  ooff  tthhee  pprriinncciippaall  oorr  hheeaadd  tteeaacchheerr’’ss  

aapppprraaiissaall  rreeppoorrtt..      

  

  TThhee  sscchhooooll  bbaasseedd  aapppprraaiissaall  oonn  tthhee  qquuaalliittyy  

ooff  tteeaacchhiinngg  aanndd  lleeaarrnniinngg  iiss  tthhee  ssoollee  

rreessppoonnssiibbiilliittyy  ooff  tthhee  hheeaadd  tteeaacchheerr//pprriinncciippaall  

aanndd  tthhee  iinnssppeeccttoorr..  
 



Annex 10. Explanation of Descriptors of Teacher Appraisal Form 
by School Board, Committee 

 

Number Issue Descriptors 

1 TTeeaacchheerr’’ss  aattttiittuuddee  aanndd  

bbeehhaavviioouurr  
RReessppoonnssiibbllee  aanndd  ccaarriinngg  

RReessppeeccttss  tthhee  ccuullttuurree  aanndd  ttrraaddiittiioonnss  ooff  tthhee  sscchhooooll  

ccoommmmuunniittyy  aanndd  lleeaaddeerrss  

CCooooppeerraattiivvee  

RReessppeecctt  aanndd  uupphhoollddss  tthhee  ccoonnssttiittuuttiioonn  ooff  SSoolloommoonn  

IIssllaannddss  

2 TTeeaacchheerr’’ss  ccoommmmiittmmeennttss  CCoonnttrriibbuutteess  ttoo  iimmpprroovviinngg  tthhee  sscchhooooll  ppeerrffoorrmmaannccee  

CCoonnttrriibbuutteess  ttoo  iimmpprroovviinngg  tthhee  sscchhooooll  eennvviirroonnmmeenntt  

WWoorrkkss  eexxttrraa  hhoouurrss  ttoo  aassssiisstt  ssttuuddeennttss  

CCoommmmuunniiccaatteess  ttoo  hhoommeess//ppaarreennttss  ooff  ssttuuddeennttss  wwiitthh  

lleeaarrnniinngg  ddiiffffiiccuullttiieess  

3 TTeeaacchheerr  aatttteennddaannccee  AAllwwaayyss  ppuunnccttuuaall  aanndd  aallwwaayyss  aatttteennddss  ttoo  ccllaasssseess  

RReegguullaarr  mmaaiinntteennaannccee  ooff  oowwnn  ddaaiillyy  aatttteennddaannccee  rreeggiisstteerr  

IIff  nnoott  pprreesseenntt,,  pprriinncciippaall  oorr  hheeaadd  tteeaacchheerr  iiss  iinnffoorrmmeedd  

4 RReellaattiioonnsshhiipp  wwiitthh  SSttuuddeennttss  HHeellppffuull,,  ffrriieennddllyy  bbuutt  ffiirrmm  

EEaassyy  ttoo  aapppprrooaacchh  

SSppeennddss  ssoommee  ttiimmee  wwiitthh  ssttuuddeennttss  iinn  ssppoorrttss  aanndd  

mmaaiinntteennaannccee  wwoorrkk  

HHeellppss  wwiitthh  hhoommeewwoorrkk  aanndd  lleeaarrnniinngg  pprroobblleemmss  

5 RReellaattiioonnsshhiipp  wwiitthh  CCoommmmuunniittyy  VVeerryy  ffrriieennddllyy  aanndd  rreessppeeccttffuull  

AAcccceepptteedd  mmeemmbbeerr  ooff  ccoommmmuunniittyy  

AAddaappttss  wweellll  ttoo  llooccaall  ccoommmmuunniittyy  

PPaarrttiicciippaatteess  iinn  ccoommmmuunniittyy  oorrggaanniizzeedd  aaccttiivviittiieess  ssuucchh  aass  

ssppoorrttss,,  rreelliiggiioouuss  aaccttiivviittiieess,,  ccoommmmuunniittyy  ddeevveellooppmmeenntt  

pprrooggrraammss  

GGiivvee  aatttteennttiioonn  ttoo  yyoouutthh  aaccttiivviittiieess  iinn  tthhee  ccoommmmuunniittyy  

6 RReellaattiioonnsshhiipp  wwiitthh  SSttaaffff  RReessppoonnssiibbllee  aanndd  ccaarriinngg  

WWoorrkkss  eexxttrraa  hhoouurrss  ttoo  aassssiisstt  ssttaaffffss  wwhheenn  rreeqquuiirreedd  

EEaassyy  ttoo  aapppprrooaacchh  

GGiivveess  aatttteennttiioonn  ttoo  ssttaaffff  aaccttiivviittiieess  iinn  tthhee  sscchhooooll    

CCooooppeerraattiivvee  

RReessppeeccttss  ssttaaffffss’’  ccuullttuurree,,  ccuussttoommss,,  nnoorrmmss  aanndd  ttrraaddiittiioonnss    

HHeellppss  wwiitthh  ssttaaffff  tteeaacchhiinngg  pprroobblleemmss  

7 SScchhooooll  lleeaaddeerrsshhiipp  EEffffeeccttiivveellyy  ccoonnttrriibbuutteess  ttoo  tthhee  sscchhooooll  ddeevveellooppmmeenntt  ppllaann  

MMoosstt  tteeaacchheerrss//ccoommmmuunniittyy  aarree  hhaappppyy  wwiitthh  tthhee  wwaayy  tthhee  

sscchhooooll  iiss  rruunn  

GGoooodd  bbeehhaavviioorr  iiss  rreefflleecctteedd  iinn  ssttuuddeennttss  

HHiigghh  aatttteennddaannccee  rraattee  ooff  bbootthh  ssttuuddeennttss  aanndd  tteeaacchheerrss  

GGoooodd  lleeaarrnniinngg  oouuttccoommeess  aanndd  eexxaammiinnaattiioonn  rreessuullttss  
. 
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Annex 11. Rights for children 

 

Advice:  
 Ask them: do you know there are children rights agreed upon by the United 

Nations? Have they heard about UNICEF or Save the Children? 
 Explain that children (everyone under the age of 18) have these rights. For us 

in the education sector some rights are very important. We all should know 
these rights. That is also why we now consider children full members of the 
school committee or board: 

 
 Art. 12: You have the right to an opinion and for it to listened to and taken 

seriously. 
 Art. 13: You have the right to find out things and say what you think, through 

making art, speaking and writing, unless it breaks the right of others. 
 Art. 14: You have the right to think what you like and be whatever religion you 

want to be with your parents’ guidance. 
 Art. 23: If you are disabled either mentally or physically you have the right to 

special care and education to help you develop and lead a full life. 
 Art. 28: You have the right to education. 
 Art. 29: You have the right to education which tries to develop your 

personality and encourages you to respect other people’s rights and values 
and to respect the environment. 

 Art. 34: You have the right to be protected from sexual abuse. 
 Art. 36: You have the right to protection from of any other kind of exploitation. 
 Art. 37: You have the right not to be punished in a cruel or hurtful way. 
 Art. 42: Al adults and children should know about this convention. You have a 

right to learn about your rights and adults should learn about them too.  

 
 
See for complete UN-convention Rights of the Child, next page
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Annex 12. Practical steps for Positive Parenting/ Discipline 
 

Training advice:  
 Ask them: What actions are taken at school to encourage good behaviour of 

both students and teachers?  
 Ask them: Does the school and school committee/board have procedures to 

act on students and teachers who misbehave? Explain the need for clear and 
open procedures or a school policy. 

 Prevention is always better than cure. Teacher, parents and students can 
have discussions on discipline and behaviour. One way to do this is going 
through the module below. 

 Do we have ever heard of ‘positive parenting or discipline? 
 The module below is a good start to make parents, teachers and students 

aware. 
.  

 
 
Practical Steps for Positive Parenting/ Discipline: 
There are many ways to create and maintain a positive learning environment. We will 
explore various ideas for maintaining a good home and classroom environment, and 
using discipline in a positive, non threatening, non-humiliating and nonviolent manner.  

Positive Classroom Discipline begins with participatory 
learning and good classroom management. When 
children are actively engaged and interested in learning, 
they are much less likely to become discipline problems.  
They will focus on the activity at hand and be engaged in 
the learning process. Children who are bored or do not 
understand the task or lesson will look for ways to 
distract themselves, often disrupting the 
classroom/learning environment.  Therefore, the first and 
most effective way to maintain a positive learning 
environment is to actively engage students in the 

learning process. 
 

Concrete steps to ensure a positive learning environment 

1. Establish class rules (and rules for the home work also) 
As a first step in creating a positive learning/ home environment, children need to know 
what parents/ teachers expect and what will be allowed and will not be allowed in the 
classroom.  Class rules should be posted on the wall of the room so that all students can 
easily see them and you can easily refer to them when asking students to behave.  It is 
also important to get input from the students when making the rules so they feel they 
own the rules, and they will be more likely to follow them.   
 
Ask the students to come up with some ideas that they think would ensure a positive 
learning space.  Use positive phrasing (Do’s not Don’ts) when developing your rules. 
For example  
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Positive class rules  

 Be on time 

 Be ready to learn 

 Raise your hand when asking a question or responding to the teacher  
 

As opposed to negative phrasing  

 Don’t be late 

 Don’t talk without raising your hand 

Again it is important to take time to go over 
the rules and the steps with each class. At 
this time, it is important to outline the 
consequences for misbehaving. This 
should be based on the school discipline 
guide. See below under Practical Approaches 
for some ideas in providing discipline.   The 
inclusion of whipping, slapping, or other 
physical punishments, including manual 
labour should never be a part of a Positive 
Discipline Plan.   

2. Be consistent when applying the class 
rules.  

Avoid having class favourites to whom the 
rules don’t seem to apply, and avoid always 
‘picking’ on certain students for discipline.  
This will inevitably result in discipline challenges.   

 
3. Use Positive Language and Be Specific 
Positive discipline includes positive language. The teacher sets the tone of the 
classroom, and by focusing on specific, clear, instruction, with a positive overtone, the 
students will respond accordingly. 

Rather than telling a student who is drawing instead of reading that she is not doing what 
she is supposed to do, tell the student, “It’s time to put the pencil away and open your 
book.” Another way is to tell the student, “Its reading time now. Please put the pencil 
down and read.”  Additional encouragement could be to ask: “I want you to tell the class 
three details you found on page 181.” Giving the student a specific question and an 
expectation of her answering it will help her focus. 

Another example of using positive language: Instead of saying “Don’t litter,” say “Please 
put all your snack trash in the garbage can.” The compliment “Good job,” is vague. A 
more effective form of praise is to say, “I appreciate how you picked up the trash you 
saw blowing on the playground.” 

Other Practical Tips Approaches  

1. Give your children/ students time to respond – 
children/ student need time to process information so 

Remember 
Catch students doing the 

right thing and reward 
them immediately. This is 

the core of positive 
discipline. 

 

Tips for maintaining a constructive 

learning environment 

 Know school guidelines.  

 Be fair, positive and consistent.  

 Provide a list of standards and 

consequences to parents and 

students.  

 Keep your classroom orderly.  

 Get to know your students.  

 Make learning fun, interesting, and 

relevant.  

 Treat students with the same respect 

you expect from them. 
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give them time to think and respond without interrupting. 

2. Physical proximity – If children are whispering or not paying attention, walk close 
to them or that particular student, stand beside them, or lightly put your hand on 
their shoulder. This will help to redirect their attention to you and the lesson.   

3. Make eye contact - When students are acting out, often a simple look directly into 
their eyes will regain their attention. 

4. Speak clearly and calmly to the student one to one, explaining what you expect 
the student to do.  For example: Jean, please open your book to page 21 and read 
along with the class.  
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Annex 13. School disciplinary procedure  

 

Training advice:  
 Ask them: What actions are taken at school to encourage good behaviour of 

both students and teachers?  
 Ask them: Does the school and school committee/board have procedures to 

act on students and teachers who misbehave? Explain the need for clear and 
open procedures or a school policy. 

 The Basic Education Policy includes these disciplinary procedures. 
 Just explain the main items: preventing is better than curing, being pro-active 

and set examples of good conduct, establishment of a subcommittee that 
discusses and proposes measures to correct wrong conduct of teachers and 
students, small disciplinary cases can be handled at the school level, serious 
cases (such as violence, theft, frequent absence by teachers without notice 
etc.) need reporting to and endorsement from the EA or Ministry. 

 Let them read the text below later on.  
 
 

 The school committee or board should establish a sub committee of at least 3 members (1 
member from school, 2 members from community) for disciplinary cases for both teacher and 
student matters. 

 The sub committee must firstly identify what has happened and listen to the different 
witnesses or check the different sources of information or verification (documents, reports 
etc.) in order an objective judgment can be prepared. 

 Minor disciplinary actions should be handled at school level, more serious cases of 
inappropriate student behaviour or non-professional behaviour of teaching staff should be 
reported to the Education Authority and cases of corruption, theft and other crimes should be 
reported to the police.  

 
In dealing with Disciplinary Cases the process generally will be according the following steps: 
 
1. The case must be reported to the Head Teacher or Principal 
 
2. The Head Teacher or Principal directs the Chairperson of the Disciplinary Committee to 

investigate the case. 
 
3. Both suspects and witnesses are interviewed and their interviews must be recorded and 

signed by the interviewees. 
 

4. The Disciplinary sub committee meets and discusses the cases with the suspects/witnesses 
appearing before the committee. 
 

5. The Disciplinary sub committee decides whether the suspect(s) is guilty of the offence or not. 
 
6. The Disciplinary sub committee submit a formal advice (documented in a letter) to the Chair 

person of the school committee and board, who calls for an extra ordinary meeting to 
endorse or revise the decision. 
 

7. If the decision is endorsed and the suspect(s) is/are considered guilty of the offence(s) 
committed, the Chair person of the Disciplinary sub committee or board will write a letter on 
the action taken (corrective measures, social tasks, suspension etc.). The school committee 
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or board and Education Authority will receive a copy of the letter. Cases of suspension longer 
than 1 trimester or definitive expulsion need approval from the Education Authority. 
Suspension of teachers must be reported to Education Authority and will be handled at EA-
level.  

 
8. The Head Teacher or Principal will bring the letter to the concerning student or teacher.  
 
9. Only in serious cases and judgments (suspension, expulsion), there is the opportunity for 

appeal to the Disciplinary committee and Education Authority within 14 days after the receipt 
of the letter. The case is now taken to higher level of the Education Authority or Provincial 
Secretary. 
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Annex 14. School environment and disaster preparedness  
          2 hours 

 

Training advice:  
 Ask them: What actions are taken at school to maintain and improve the 

direct environment in and around the school? 
 Discuss actions to be improve the direct environment in and around the 

school. 
 Ask them: What is disaster management of preparedness? Do we think that 

we are well prepared for any disaster?  
 Discuss actions to be better prepared for any disaster. What to do in the 

short, medium and longer term? 
 The Ministry has a focal point in the Primary Division to assist schools with 

disaster management or preparedness. You are welcome to get more 
information. 

 Add the plans for improved environment and better disaster preparedness to 
the whole school development plan. 

 Below there are some steps for the school committee or board and teachers 
to follow.  

 
Objectives:   

 The participants will be able to identify problems with regards to school 
environment 

 The participants will be able to develop an annual work program for the 
maintenance and up keeping of the school grounds. 

 The participants will be able to know and understand their roles and 
responsibilities in maintaining a conducive school environment.  

 Participants to know about disaster management/preparedness.   
 
Participants 
Approximately 25 – 30 participants representing the following: 

 Provincial Education Officers/Church and Private Education Authorities 

 Primary school Head  teachers 

 School Board chairmans/ members 

 Teachers and students representatives 

Venue 

 Local Primary School 
 
Materials 

 Poster Papers 

 Markers 

 Pair of scissors 

 Additional notes on Environment and disaster preparedness 

 Note book 
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 Biros 

Step 1: Explain what is School Environment (20 mins) 

 What is environment? Explain to them what environment is? 

 What is school environment? 

 Ask them: Why schools should have a good environment? 

 Explain to them the purpose of having a good school environment?  

Step 2: Discuss environmental problems identified in the school. (50 mins) 

 Divide participants into 6 small groups.  

 Ask participants to look around the school compound and identify any 
environmental issues which need addressing. 

 List environmental issues according to the priorities of the school at the time of 
observation. 

 Plan environmental activities that need to be implemented in the school.  

 Invite each group to present their ideas from their group discussion 

 Develop a work program (activities) for the annual maintenance of the school 
environmental issues identified. 

 Explain to them that schools are part of their communities and that community 
member’s participation and contribution to the environment within schools is 
very vital. It is the responsibility of parents, communities and teachers to ensure 
school environment is maintained at all times. 

 Step 3:  Explain Disaster Management/Preparedness (20 mins) 

 What is disaster management or preparedness? 

 Identify the different kinds of common disasters experienced in the country 

 Invite each group to share their views on strategies needed to consider when a 
disaster strikes. 

 Discuss disaster management strategies. 

Step 4:  Identify roles and responsibilities of the school community in relation                  
to the School Environment. (30mins) 

 Participants to discuss in small groups the different levels of responsibilities for 
the up keeping of the school environment. 

 School committees, parents, teachers and children should work together to 
ensure that the environment issues that were planned should be one that every 
body can contribute to implement it. 

 Explain the role of the school committee or board in relation to School Environment 
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Annex 15. School Board Training – Roles and Responsibility of 
the School board/committee     4 hours 
 

Training advice:  
 Ask them: What are the roles and responsibilities for the school board or 

committee? 
 Ask them: What is a good school? Of what school do we want to develop or 

establish? 
 The goal of the school committee or board is to realise a dream, to develop 

the best school possible for the children 
 Here below you see a module how to make the school board or committee 

aware about its tasks, for instance  to make, implement and monitor a school 
development plan (see also Hand out 5, 6 and 7) 

 

 
Objectives   

1. The participants are made familiar with the roles and responsibilities of the school board  

2. The participants learn their roles and responsibilities how they can be used to support the 

development and the overall governing and managing the school.     

 
Participants 

 Provincial Education Officers 

 Primary School Head Teachers 

 School board chairman  

 School Committee Representatives 

 Student Representatives 

 
Time 
Half a day  
 
Venue 
Local primary school 
  
Materials 

 Poster paper with objectives  

 20 poster papers 

 2 boxes of markers 

 50 copies of the school board training Manuals  

 1 pair of scissors 

 1 notebook for each participant 

 1 pen for each participant 

 
Step 1: What should a school committee do at school / or what are some of the things that 
make a good school? (45 Minutes) 

 Explain the session objectives is to present the roles and responsibilities of the school board 
and realise the most effective means of improving the quality of the school by knowing their 
responsibilities for governing and managing the school.   
 

 Brain storming by asking the participants the above questions  
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 List down the answers and discuss them  
 

 Take the participants for a walk around the school and instruct each participant to write down 
the good things they observe in the school and suggestions for improving the school. 

 

 After that, divide the participants into 5 small groups. Hand out a poster paper and markers to 
each group and ask them to describe in words what would be items they consider as their 
responsibilities. Referring to the physical nature as well as the   (teaching and learning 
aspects of the school).   

 

 Invite each group to present their ideas to the participants. 
 

 Discuss that it is the roles and responsibilities of the school board to ensure that these things 
are implemented and carried out in the school. 

 
 
Step 2: Explaining the roles and responsibilities of the school board (1 hour) 

 Explain that the MEHRD has developed the school board or committee training module for 
the schools. 
 

 The aim is to empower the school board/committee to know their roles and responsibilities to 
provide a governing body to co- manage and govern the school.    
  

 Emphasize that to achieve the benefits of governing and managing the school. Principal 
teachers and other school staff needs to work closely and cooperatively with the board and 
their community.  

 

 It is important for the school board or committee to have these components first:- 
 
Mission – What we are here for: 
To support and develop each child’s Christian faith 
To provide an education that develops the whole child within a safe and secure learning 
environment (example). 
 
Vision: - Where we are heading. What we want to be:  We will:-   
Be first choice of school for our Christian community 
Be recognised for providing an education that meets the needs of each individual child 
Resource our school with appropriate information technologies, (examples) 
 
Goals: 
To provide a quality education  
To enroll every child and to prevent any child out of school 
To reflect in our parctices the diverse culture in our school 
To teach and nurture the Christian faith (Examples)  
 
Strategies/Plans – How we will go about meeting each of our goals? 
 For Example: Goal 3; to teach and nurture the Christian faith 
The national ‘We live Christ Jesus’ programme will be used as the basis for our Religious 
Education Programme 
The booklet with the school’s programme will be promoted to parents 
Prayer will be the daily part of each class. 
And a Whole School Development Plan should be developed. (Show examples)  
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 Shortly explain the roles and responsibilities focuses on 7 key manangement sections as 
stated below:-  

 
7 Key Management Sections:- 
 

 Governance, management and administrations 

 Curriculum 

 Personnel 

 Finance 

 Assets/Property 

 Integrated schools 

 Community Education 
 

In good collaboration with the (deputy) head teacher or principal: Roles and responsibilities of 
the school committee/ board or duties that the school board has to do in order to maintain the 
school as a good learning institution are as follows:- 

 

 Generally to co-manage the school 

 To make sure that all children of the right age are enrolled 

 To provided a good clear area for the school and large open playing area for the children 

 To look after the health needs of the school children 

 To make sure that the school has a good supply of clean, pure water for drinking, 
washing and cooking. 

 To assist the teachers in the general administration of the school while all professional 
matters to the principal/head teacher and his/her staff.  

 To provide additional school equipment and other things that may not be supplied by the 
Government. 

 To be responsible for the wishes of the local community in respect of the teaching staff 
be made known to the Provincial Education Authority.  

 To manage the school grants with the school principal and the head teacher. 

 To monitor financial management of school grants and encourage transparency in 
financial reporting 

 To develop a whole school development plan which documents how they are giving 
effect to the school through their polices, plans and programmes 

 Foster students’ achievement by supporting balance curriculum teaching and learning 
programmes in the school. 

 To ensure that school employees needs are addressed. 

 To see that school disciplinary procedures are implemented and observed by the school 

 That the children’s right are exercise in the schools 

 Those children have recreation area to play and learn at school. 

 Ensure that the school has a constitution and school policy on all the component of 
administrating the school. 

 School board is expected to act as a good employer ensuring the well –being and fair 
treatment of staff with particular reference to the equity policies of the school. 

 To co-manage the school as delegated from the Education Authority; 

 To approve and endorse school policies; 

 To recommend school fees and contributions and get approval from the Education 
Authority 

 To endorse rules and regulations including disciplinary recommendations from the 
Disciplinary Sub-committee through the Head Teacher or Principal; 

 To promote community support for the school;  

 To develop every three years a whole school development plan and annually review the 
plan; 

 To monitor the implementation of the plan; 
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 To monitor school management, teachers’ and children attendance; 

 To monitor students’ behaviour and collaborate with head teacher or principal on 
disciplinary matters for students 

 To liaise with Inspectorate and Education Authorities and to co-monitor the appropriate 
implementation of the curriculum, school hours and infrastructure, health and 
environmental standards; 

 To organise regular school committee or board meetings and produce minutes; 

 To monitor and report any cases of inappropriate, non-professional behaviour of teaching 
staff and corruption to the Education Authority. In serious cases also reporting to the 
police is required. 
 

 
Make very clear that  

 School board needs the support of service organizations and agencies eg. Religious 

groups, volunteers groups, volunteer groups etc.  

 Parents, communities, teachers, students and all.  

 Community leaders and caring citizens can support the work of the school board in order 

to help build a true community partnership for learning.  

 This will enhance and make their community a better place to live, work and support 

children’s learning.  

 
 

Step 3.  Explain that roles and responsibilities are subject to review. There are ways that 

school board or committee can do this.  

 
1. Through process for school review and development based on a cycle of self-review, 

planning, implementation, monitoring and reporting 
 
2  The school self -review and development helps to meet the needs of school communities 

and fulfill the requirements of the NEAP. 
 
3. A review might comprehensively examine one particular part of a school example roles 

and responsibilities of the school board. 
 
4. Self- review is the way the school board identifies, assesses and evaluates the 

effectiveness of the school in meeting the values it has adopted, fulfilling its obligations to 
the community, and providing the education it wants for its students. 

 
Step 4.  The Self Review Process (Explain) 20 Minutes 

 
  
Self Review – Planning- Implementation- Monitoring,  Reporting 
 
 
 
 

 
                            
           
            School Review and development  
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Step 5. Explain the importance of Community Participation:  
 
The community should actively support the school board/committee in their work in the school. All 
across Solomon Islands communities are pulling together to strengthen education because they 
know it’s the key to a strong local economy, a good quality of life, and a brighter future for 
everyone then the support to the roles and responsibilities of the school committee/board should 
be strong.  

 
In order for the communities, making education better means supporting families and schools. 
Families are responsible for raising children and schools are responsible for teaching children. 
The government also assists with Fee Free Basic Education and school grants for all schools 
(Early Childhood Centres, Primary, Secondary and Technical Vocational Education and Training 
centres). But in these difficult times, schools, school boards and committees and government 
often can’t do the job alone. They need to reach out for help of parents, neighbours and others in 
the community. Therefore it is important that members of the community are members of the 
school committee or board. It is your school and you surely want to provide your children the best 
education possible in your community.       

Step 6: Read the following 

The roles of School Boards and Committees  

These are very challenging times for public education in Solomon Islands as it grapples with new 
and emerging expectations of a globalised world. Today's school board or committee is 
increasingly seen as occupying a key role in the proper functioning of schools.  The board or 
committee is responsible for formulating and monitoring good foundations for students to learn 
and achieve at the highest level possible. It will become a primary agenda of board or school 
committee members to raise student achievement and involve the community in the attainment of 
that goal. 

In an effort to help local school boards or committee to best fulfill their role, the Ministry of 
Education and Human Resources Development (MEHRD) has developed a training for school 
boards or committees, which includes strategies for raising student achievement through 
community engagement. The training is designed to give school boards concrete action tools to 
help them be effective in their roles as community leaders. The training strategies are based on 
the premise that excellence in the classroom begins with excellence in the board or committee. 

VISION 
The board or committee needs to put together a vision for community education future and then 
develops the goals, defines the outcomes, and sets the course for its school. Vision is what we 
want to be. Vision provides guidance for development in a dynamic and constantly changing 
system. For school boards or committees, it is about where we are going and what kind of school 
systems we are trying to create now and for the future. 
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MISSION 
Associated closely to vision is mission.  The mission of an organization is what it is created to do.  
It effectively states and reflects the core values and beliefs that guide the organisation and its 
members in pursuit of agreed aims and objectives. 

STANDARDS AND WHOLE SCHOOL DEVELOPMENT PLAN 
A necessary component of a systems approach is the establishment of standards for 
performance. Establishing clearly delineated standards will provide important expectations 
against which performance can be measured. Those standards need to be connected in realistic 
ways to the expectations of the community. The whole school development plan shows the way 
forward and indicators could be added to check the progress: Do we achieve what we wanted? 
The school board or committee is expected to keep a close eye on the progress of the school 
development plan 

THE QUALITY OF THE SCHOOL: ASSESSMENT OF LEARNING 
Central to the role of school boards and committees is the promotion of high standards of student 
performance based on clearly delineated standards. This leads to a determination of how well 
students are doing in meeting those standards. School boards and committees need information 
in order to make decisions about how well they are doing, as well as about what may be needed 
in order to ensure that system goals will be met. 

ACCOUNTABILITY 
Increasingly, Education Authorities are being held accountable for what happens to students AND 
children and how well they perform on a variety of assessment measures. School boards and 
school committees, similarly, must feel accountable as well for student performance. Though it is 
the primary task of the teachers at school, it will be good habit as school committee or board 
member to ask regularly for the results of their children at school. Is learning taking place? If not 
or not sufficiently, what can be done about it? Student performance should be on the agenda of 
all school board or committee meetings. The various national examinations and diagnostic tests 
(such as SISTA) and newly introduced school based assessments for children and teachers 
provide useful information to school boards or committees for decision-making.  

ALIGNMENT 
One of the critical roles of the board is to establish high quality standards and system priorities 
focused on enhancing student achievement. The board or committee is responsible to create the 
conditions under which excellent teaching and student performance will take place. This must be 
followed by aligning the schools resources to ensure achievement of system standards and 
priorities. The school development plan therefore needs to include sufficient activities to improve 
the learning and teaching standard at the school. 

COLLABORATIVE RELATIONSHIPS 
Relationships are an important dimension in effective organizations. When individuals work 
together effectively, the product of their efforts will usually be superior to the efforts of any single 
individual. In Solomon Islands relationships are not just important, they are critical. The quality of 
relationships in a school will largely determine how well that school meets its standards. The 
school committee or board has an important role to monitor if teachers, students, parents and 
community members are harmoniously working together. If not, measures must be put in place to 
improve team work and collaboration. 

INFORMATION SHARING AND OPENESS  
The school committee or board must keep the whole community informed of the status of school 
programs and progress, its funding, expenditures and the decisions.  (Information adopted from 
the NSBA Key Work of School Boards Guidebook)  


