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PREFACE
The Punjab Education Foundation was established under the Punjab Education Foundation
Act of 1991 as an autonomous statutory body to encourage and promote education on noncommercial/ non-profit basis. Since then, it has come a long way to arrange free quality
education for the deserving children at their doorsteps.
The Punjab Education Foundation has been restructured under the Punjab Education
Foundation Act-XII of 2004 for the promotion of education, especially encouraging and
supporting the efforts of the private sector in providing education to the poor, through
public private partnership.
Continuous Professional Development Program (CPDP) was established to contribute
towards the aim of PEF to promote quality education by providing technical assistance in
the form of trainings to PEF partner schools. CPDP has played a major role towards the
successful teacher development in different PEF programs. CPDP provides technical &
professional assistance to FAS, EVS, NSP and PSSP programs.
CPDP has started School Leadership Programme (SLP) which the aim to improving the
academic and administrative skills of PEF partner school principals/head-teachers all over
Punjab.
This manual has been developed by the CPDP team. Effective practices and theories have
been picked up from research, teacher guide books and websites.
Among many other, some of the topics included in this manual are: effective leadership and
its types, comprehensive overview of PEF Departments and their functioning, effective
management of time, physical and human resources, strategies for conflict management,
pattern and procedure of QAT, strategies for creating linkages with parents and
communities, importance of record maintenance, preparation of academic calendar and
time-table and importance of attending the trainings. Group work, pair work,
demonstration, role play and other interactive strategies are incorporated to make it easier
for participants to grasp the topics and also to realise the significance and utility of learner
centred activities so as to encourage in spirit and practices in learner centred environment
in PEF schools.
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This manual is developed as a part of the attempt to shift head teacher training programs
towards more experiential, participatory approaches for the transformation of PEF schools;
places where children are valued and nurtured.
The sections labeled Handouts are included in the handbook for trainees. The handouts/
activity sheets are cross-referenced to each session guide. The training manual consists
instructions for trainer under trainer activity. Each session to be conducted for trainees is
timed with a suggested methodology under participant’s activity. Practical and minimum
resources are recommended.

Director CPDP
2017
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COPYRIGHT © 2017 PUNJAB EDUCATION FOUNDATION

ALL RIGHTS RESERVED
This content is the intellectual legal property of PEF and PEF has all rights reserved. No part
of this manual may be reproduced, stored in a retrieval system or transmitted in any form or
by means mechanical, electronic, photocopying, recording or otherwise by any other
organization or individual, otherwise legal action may be taken against them.
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Expectations from the Trainer:
1. You are requested to familiarize yourself with the SLP training manual & handbook
before the training.
2. If you need further clarity on any topic please get in touch with the CPDP department.
3. You are requested to make the training participative and interactive so that no one feels
left out and listen to participants, but if they deviate from the topic of discussion then
bring the discussion back on track. You must ensure that everyone get a chance to
speak.
4. All the activities have been ideally designed for 25-30 participants however the trainer is
requested to make adjustments with activities, methodology & timings if the number of
participants is more or less.
5. The language of the manual is English however the delivery medium may be English or
Urdu.
6. All the activities in this manual are designed and incorporated with an aim to make the
sessions interactive and stimulating. You have to ensure that the agenda is not
compromised.
7. Along with all other documents related to the training, the trainer is requested to get
the attendance sheet filled with additional care making sure that there is no cutting or
overwriting and all the columns are properly filled. Moreover, please follow the
guidelines given by CPDP.
8. Please do not consider training duration extensive and stretched because the contents
of the training couldn’t be delivered in a lesser duration. Especially reduction of tea &
lunch/ prayer break, you must understand that a learner needs these breaks.
9. In case of non-availability of multimedia or videos; the trainer can teach through the
hardcopies.
10. Significance of comfortable, spacious and disturbance-free training venue can’t be
denied however, the trainer is requested to accommodate and adjust accordingly if the
training venue is not up to the mark.
11. Adherence to the agenda is unavoidable so trainer is requested to impart all the topics
with zeal and commitment but at the same time manifestation of socio-cultural barriers
is plausible. So the trainer is requested to be manipulative during certain activities
especially during group work in order to deal with any hick-ups.
12. Your ‘Training Report’ and introspective feedback is sure to enhance the excellence of
this training program, thus, you are requested to reflect on the training activity with
utmost authenticity.
13. You are requested to keep yourself organized, composed and equipped with training
groundwork and relevant material.
14. The attendance sheet and requisite data is critical for payment. Ensure that you have
conveyed the same message to the participants and the CNIC number, telephone
number, name is clearly & accurately filled out.
15. This training activity is sure to leave a trickle down impact and students of PEF schools
are going to be indirect beneficiaries eventually. Therefore you are requested to apply
your full potential to achieve the ambitious objective of provision of free and best
quality education to underprivileged community.
Thanking you in anticipation!
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Convey the following to Participants:
1. School Head/ Principal is the main source of effective, productive admin & academic
activities in a school.
2. You are an invaluable asset as a nation builder and indeed you not only play an
instrumental role in maintaining and improving the quality of education but also pave
the way for a bright and prosperous future of our nation.
3. Punjab Education Foundation has arranged this training for you because training plays a
crucial role in creating an awareness of designed knowledge, skills and attitude.
However, the true objectives of this training cannot be achieved as long as you don’t
believe in the need and significance of this training.
4. You are requested to be punctual and regular as it is the most obvious gesture of
commitment and professional aptitude.
5. Your active participation is definitely going to maximize the utility of this training
workshop so you are requested to be as much participatory as you possibly can.
However, you are requested to stick to the topic during discussion.
6. When one person speaks, the others listen that is how we give respect to each other.
You are requested to listen and respect the opinions of your fellow participants
irrespective of their age, qualification and experience.
7. Your convenience in terms of approach and access to the training venue has been
prioritized during cluster formation however inconvenience in very few cases is not
intentional but a result of certain limitations.
8. Seating arrangement and provision of basic facilities such as drinking water and
washroom have been arranged for you as per available resources.
9. You are requested to take extra care during form filling and particularly while signing
the attendance sheet. Overwriting and cutting must be avoided under all circumstances
and similar signatures must be used on daily basis.
10. You are requested to provide your correct and functional contact number and submit a
photocopy of your CNIC to the trainer and in case if your CNIC is not available, you are
requested to provide CNIC number of your father/husband/spouse along with the
application mentioning the reason. It’s pertinent to mention that your nomination in the
test and payment of amount of honorarium entirely depends upon the provision of
accurate required credentials.

Best of Luck!
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Objectives of Level One (4-Day Training Program)
Day 1
1.
2.
3.
4.
5.
6.

Participants will be able to:
Share their expectations of the training program
Describe their current practices as head teachers
Understand leadership and its types
Recognize effective leadership supports and school improvement
Understand aspects of Foundation Assisted School (FAS)
Understand aspects of Education Voucher Scheme (EVS)

Day 2
1.
2.
3.
4.
5.

Participants will be able to:
Discuss aspects of school management
Come up with strategies for managing conflict in schools
Understand aspects of Academic Development Unit (ADU)
Understand aspects of New School Program (NSP)
Understand the role of parents and community awareness

Day 3
1.
2.
3.
4.
5.

Participants will be able to:
Understand aspects of finance department and procedures
Prepare a school academic calendar
Prepare a school timetable
Understand aspects of Continuous Professional Development Program (CPDP)
Describe the importance of maintaining school records

Day 4
1.
2.
3.
4.
5.

Participants will be able to:
Talk about the characteristics of an effective school
Understand aspects of M&E department and role of DMEA
Discuss the value of hiring quality teacher
Describe the processes involved in teacher appraisal
Evaluate the SLP level-I module
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Agenda

Setting ground rules
PEF-Chairman
Message

Objectives of the
Training
PEF Success Story
Current Practices of HT

Reflection on previous Management Practices
day
Managing Time
What is
Management?
Managing Physical
Resources
School Management
as PEF partner
Managing Human
Resource
2

11:15 am
1:00 pm
What is
leadership?
Types of
leadership

Managing Conflicts

Leadership and
school
improvement

1:00 pm
2:00 pm

Lunch/Prayer Break

1

11:00 am
11:15 am

2:00 pm
3:00 pm
FAS Program

3:00 pm
–
4:00 pm
EVS program

Discussion on
indicators for
monitoring/
categorization

Discussion on indicators
for monitoring, voucher
distribution

PEF website and FAS
related material

PEF website and EVS
related material
HW: daily log

ADU

NSP

Role of Parents

Brief Discussion on
QAT pattern &
procedure

Discussion on indicators
for monitoring,
categorization for
allocation of school
capacity

Ways of developing
linkages with Parents and
community

Sharing of sample
papers, result
calculation process
PEF website and
ADU related material

HW: daily log

PEF website and NSP
related material

TE

Wrap up questions on
managing your school

Lunch/Prayer Break

Ice breaker

9:45 am
11:00am
Expectations: what do
the HT expect to learn

Tea Break

9:00 am
9:45 am
Introduction of
participants and
trainer

Tea Break

DAY

Cash Register & its
maintenance
3

Timetable (Table for
coordinating
students, teachers,
rooms, periods &
subjects)

Income & Expense
Statement

4

PEF inspection
framework

Hiring a quality
teacher

Tea Break

What is an effective
Reflection on previous school?
day
M and E Department

Delegation of work/
responsibilities
(Allocation of tasks/
responsibilities and
accountability)

CPDP Department
School record as per PEF
requirement

Lunch/Prayer Break

Basic Know How of
Accounting records
required by PEF

Tea Break

Reflections on
leadership and
management

Preparation of
school Academic
Calendar
(Term-wise Break-up
activities&
scheduling to
incorporate QAT,
PEC, BISE and cocurricular activities)

Lunch/Prayer Break

Finance Department

Discussion on importance
of attending trainings by HW: daily log
head teachers & teachers

Wrap up of 4 days

Evaluation of training

Group presentation

Vote of thanks

Teacher Appraisal
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Day 1/Session 1

DAY: ONE

Session 1: Introduction to the School Leadership Program

Session Time: 9:00 - 9:45

Session-1: Introduction to the School Leadership Program
Activity-1: Welcome
Activity-2: Icebreaker: Interviewing
Activity-3: Setting Ground Rules
Activity-4: Message from the Chairman (PEF)

10 minutes
15 minutes
10 minutes
10 minutes

Materials Required:




Blackboard
Chalk
Flip Charts





Markers
Handout: 1-A
Tape

Activity-1

Welcome
The trainer will begin the first session by welcoming and greeting the head teachers.

Trainer Activity
One of the participants will recite some verses from the Holy Quran. Introduce yourself
briefly to the participants. The trainer will explain that there are two levels of training, each
having an intensive 4-day program of activities. Each day has five sessions, tea break and
lunch break. Trainer will distribute the handbooks and also convey the page.vi to the
participants.

Participant Activity
The participants will listen to the instructions of trainer.

Continuous Professional Development Program (CPDP)
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Activity-2
Icebreaker: Interviewing
Trainer Activity
The trainer will divide the group into pairs by asking them to find a partner that they know
the least about. The pairs then interview each other for about 2 minutes. Provide the
following cue questions, as starter questions, on the board:





Ask your partner to share his/her name and length of service
What do you find most rewarding about working for PEF?
Relate one high point from your career with PEF
Ask for one little known fact about your partner

After the interviews, reassemble the group into a big circle and have each participant
introduce their partner to the group. The trainer will observe every interview by walking
around the participants during the activity.
Participant Activity
Each participant will interact with his/her partner and write down the information giving by
him/her. After that each participant will introduce to his/her partner with the whole class.

Activity-3
Setting Ground Rules
Trainer Activity
The trainer will ask participants about some rules that we have in society and why forming
rules is important for a leader. Also ask why they have rules in their schools for teachers and
students. Note the ideas onto the blackboard.
The trainer will then explain the following rules by reading out the prepared chart, so that
the 4-day training can be conducted in a structured and sequenced way. Each rule will be
written alongside a symbol.
Read each rule, one by one:
i. Avoid the use of mobile phones during the session (draw a mobile)
ii. Raise your hands if you have a question (a hand in the air)
iii. Class participation is a must for every head teacher (2 smiling faces)

Continuous Professional Development Program (CPDP)
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iv. We should listen to others’ points of view (an ear)
v. We all need to arrive on time (write the word LATE and cross it out)
The trainer will tape the chart paper on the wall for the whole 4-days training, so that the
participants can be reminded about the rules throughout.
The trainer will ask the participants what will be the penalty if anyone breaks these ground
rules, and facilitate a brief discussion on what would be a suitable penalty.

Caution!
In case of penalty, do not ask for favour in cash/kind.
Participant Activity
The participants will listen to the rules carefully. They can ask questions related to any
misconceptions.
Participants can also add in a few more rules on the flipchart, if they wish. The participants
will discuss and agree the penalties for a rule break.
Wrap-up
The trainer will reinforce the rules once again by pointing at the symbols and confirm the
penalty for breaking the rules.

Activity-4
Message from the Chairman (PEF)
Trainer Activity
The trainer will read out the Chairman’s message from handout: 1-A.

Continuous Professional Development Program (CPDP)
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Handout: 1-A

Chairman’s Message for PEF Head Teachers
I welcome the head teachers of PEF schools. I believe that our head teachers are dedicated
and shall continue to work with zeal and commitment for the cause of free, quality
education. Punjab Education Foundation is playing a vital role in promoting quality
education across 36 districts of Punjab. To cater to the rising educational needs of deserving
students, it is of utmost importance to take the initiative to create a learning environment
that maximizes student learning outcomes. The Foundation has also strengthened partner
schools through trainings which has dexterously improved the capacity of teachers. For the
realization of this dream, Continuous Professional Development Program is working
tirelessly for the standardization of head teachers to ensure quality education.
CPDP department has developed training modules on the basis of which PEF head
teachers are going to be trained in order to support effective classroom practices. This fact
cannot be denied that head teachers of the school play a key role in effectiveness of the
school. Head teachers must therefore be knowledgeable about ways of promoting
organizational learning that enhance simultaneously the motivation of staff, and their
competence and capacity to engage in a process of ongoing development and
improvement. I believe that a key role of the head teacher is to ensure that each of the
elements that contribute to improved student learning outcomes should be present in
their schools. The head teacher is the chief architect of the school, the one who has the
overview of systems, processes and resources and how they combine to produce
intended student learning outcomes.
The aim of the head teachers training is to honor PEF partner school head teachers for
rendering their valuable services to ensure availability of quality education. It will also
strengthen the bond between PEF and its partner schools by enhancing their morale. It is
expected that head teachers shall support teachers to build a strong moral character and
provide emotional support to PEF students. I wish you a wonderful learning experience.
Chairman PEF
Participant Activity
The participants will listen to the message and understand the aspirations of the Punjab
Education Foundation.

Continuous Professional Development Program (CPDP)
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DAY: ONE

Session 2: Objectives and Expectations

Session Time: 9:45 - 11:00

Session-2: Objectives and Expectations
Activity-1: Expectations and Fears
Activity-2: Objectives of Day 1
Activity-3: PEF Success Stories
Activity-4: Current Practices as Head Teacher

15 minutes
10 minutes
25 minutes
25 minutes

Materials Required:




Blackboard
Chalk
Tape





Sticky Notes
Flip Chart
Marker

Activity-1
Expectations and Fears
Trainer Activity
Ask participants to write one fear and one expectation for this course on two separate slips
of paper/ sticky notes. Ask participants to come and stick them on display chart showing
two columns: Expectations and Fears. Select the most common ones (at least five from each
column) and discuss them with the whole group of participants.
Trainer’s Note
The trainer needs to deal with queries that are not related to the training by explaining that
questions related to PEF policies and procedures are to be dealt with by PEF administration
and CPDP department.
Participant Activity
The participants will write one fear and one expectation for this course on two separate
sticky notes and post it on the chart.

Continuous Professional Development Program (CPDP)
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Wrap up:
Let participants know that the finalized lists will be revisited at times throughout the
training or session.

Activity-2
Objectives of Day-1
Trainer Activity
The trainer will ask from one of the participants to read out the objectives of Day-1 and
trainer will give his/ her input regarding every objective.
By the end of the day the participants will be able to:
7. Share their expectations of the training program
8. Describe their current practices as head teachers
9. Understand leadership and its types
10. Recognize effective leadership supports and school improvement
11. Understand Aspects of Foundation Assisted School (FAS)
12. Understand Aspects of Education Voucher Scheme (EVS)

Participant Activity
By listening to the objectives the participants will know what they are expected to learn
from the day.

Wrap up:
The trainer will tell the participants that without knowing the objectives of the workshop,
the direction for learning is similar to taking a purposeless trip to an unfamiliar city; hence
knowing the objectives helps to make their journey purposeful. Head teachers must know
objectives for each day. They need to know and ensure that their teachers must have
objectives of teaching and also let the learners know about them.

Continuous Professional Development Program (CPDP)
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Activity-3
PEF Success Stories
Trainer Activity
The trainer will share the following success stories:
Ayesha Zalavia hails from Hasilpur, a Tehsil of District Bahawalpur mainly known for
producing cotton. She is the only child of a middle class family. Due to some unfortunate
turn of events her family fall prey to financial crisis, endangering her access to quality
education. A ray of hope shined for her when Punjab education Foundation inked an
agreement with a nearby school. This provided Ayesha an opportunity to pursue her dreams
and she passed her secondary school exam from the same school with flying colors. She
completed her graduation in 2015 from Islamia University Bahawalpur in the field of
Information Technology. After Graduation when she was searching for a job, PEF once again
came to her help, and she was meritoriously appointed as IT officer at PEF head office.
Ayesha shared beamingly “It’s been more than one year, working with Punjab Education
Foundation and I feel absolutely amazing and thankful for the role of PEF in shaping my
career as a successful professional”
Muhammad Shehzad has secured third position in Multan Board 2016 by getting 1080/1100
marks. He belongs to a poor family. He wants to become a doctor. As far as his aim in life to
become a doctor is concerned, a plenty of reasons to justify his choice, most important for
him to do something beneficiary for those people around him, to help other humans by
curing various diseases and increasing their chances for living a healthier and longer life. He
is continuing his study and wants to serve the country after the completion of higher
studies. Muhammad Shehzad student of PEF partner school was awarded amount of Rs.
15,000/- for securing 3rd position (Science Group) in matric exam, 2016 held under the
sponsorship of Multan Board.
Misbah Shaheen is studying in a remote school situated in Cholistan area in Bahawalpur.
This school was opened by Cholistan Development Authority. After the expiry of the project,
this school along with other CDA run schools was taken over by the Punjab Education
Foundation to provide free quality education to the students. However, the story is not as
simple; she is the real hero of this PEF-CDA partnership saga. When she heard of the
culmination of CDA run project and possible closure of her schools, Misbah Shaheen one
day stopped the vehicle of DCO Bahawalpur and inquired about the future of education for
girls like her who could not go afar due to paucity of resources. Her concern for the
education of local girls prompted the district administration to look for possible options for
the continuation of this project. After the initial formalities, all the students in these 75
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schools in Cholistan are enjoying free quality education through a PEF–CDA managed
partnership agreement under which PEF is sponsoring the education in shape of monthly
fee and textbooks. After PEF-CDA partnership, the total number has reached to seven
thousand and PEF has committed to get open more partner schools in Cholistan wherever
needed. BBC and National Dailies have declared Misbah Shaheen “Malala-e-Cholistan”. She
is indeed the pride of PEF.
Nasreen Yousaf is a bright student who emerged as a shinning star among the batch of 40
students in “Certificate in Culinary Skills Plus” organized by College of Tourism and
Hospitality Management (COTHM). She secured first position in the said course. It may be
added here that five of the 40 participants were financially assisted by PEF-EVS program.
Nasreen Yousaf was praised for her excellent learning abilities and dedication to rise in life.
[www.pef.edu.pk]

Participant Activity
The participants will listen to the PEF success stories. The participants can add more PEF
success stories from their surroundings.
Wrap up:
The purpose of sharing success stories is that PEF is making a difference and the head
teacher is the main source to provide the platform for creativity, confidence and grooming
for students.

Activity-4
Current Practices as Head Teacher
Trainer Activity
Ask participants about their daily work practices. Ask the following questions:
 What are you major roles and responsibilities?
 Which issues do you face while performing your duty as a head teacher?
 What ‘good practices’ do you have as a head teacher that you can share with others?
Participant Activity
The participants will share their major role and responsibilities, daily work practices and also
share their ‘good practice’ that they have developed.
Wrap up
The trainer needs to point out that by collaborating on issues and good practices a lot of
new learnings are established. Also it is important to understand that success in any
project/activity can be achieved when you comprehend your role and responsibility.

Continuous Professional Development Program (CPDP)
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DAY: ONE

Session 3: Leadership & its Types, Leadership & School Improvement

Session Time: 11:15 - 1:00

Session-3: Leadership & its Types, Leadership & School Improvement
Activity-1: Energizer: Two Truths and a Lie
Activity-2: What is Leadership?
Activity-3: Qualities of Leadership
Activity-4: Types of Leadership
Activity-5: Leadership and School Improvement

10 minutes
15 minutes
25 minutes
35 minutes
20 minutes

Materials Required:




Blackboard
Chalk
Flip Charts





Markers
Tape
Handout: 1-B

Activity-1
Energizer: Two Truths and a Lie
Trainer Activity:
The following instructions need to be given by the trainer before starting the activity:
1. Tell participants that they must mingle in the group. They must tell each other two
true statements/facts about themselves and one lie.
2. The participants have to guess which the lie is.
3. Tell participants not to disclose the ‘lie’ at this point.
4. The trainer may begin by sharing two truths and a lie and ask the class to guess.
Participant Activity
The participants will take a few minutes to think about their ‘truths’ and ‘lie’. Then they will
mingle in the group.
Wrap up
Organize the group and ask participants to offer their ‘truths’ and ‘lies’. This should promote
coordination, collaboration amongst the participants.

Continuous Professional Development Program (CPDP)
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Activity-2
What is Leadership?
Trainer Activity
The trainer will read the following and ask them to get in groups and discuss their own
definition of leadership.
For Muslims, no one has ever come closer to Hazrat Muhammad ( )ﷺin having headship
distinctiveness and they consider Muhammad ( )ﷺas the greatest reformist and leader.
Because of possessing great leadership capabilities, He ( )ﷺwas chosen as having the
honor of being the last Prophet of the Almighty, and is said to be followed and obeyed in
order to thrive in the hereafter.
The entire life of the Prophet ( )ﷺof God, the Exalted is full of such instances and examples
where He showed exceptional traits of an unbeaten principal in both the religious service as
well as in handling a lot of secular issues. He was always observed as a personification of
morality, honesty, truthfulness, understanding of others, and enlightening effective
commanding etc. which is why we are directed by the Creator of universe to pursue His
“Uswa Hasanah” (the Best Examples) in every walk of life.
Hazrat Umar-e-Farooq (لہنع
 )ریض اہلل اعت ٰیwas the greatest leader in the Islamic Era, founded
the governance system and other achievements to work on the system & in the system.
Hazrat Umar-e-Farooq (لہنع
 )ریضاہللاعت ٰیis reported to have said that, even if a dog died of hunger
and thirst at the bank of the Euphrates in Baghdad, he would be held accountable by
Almighty Allah. As a great leader Hazrat Umar-e-Farooq (لہنع
 )ریض اہلل اعت ٰیestablished following
departments:






Military Department
Tax Department
Education Department
Police Department
Financial Department

A leader of the people is their servant (Prophet Muhammad Peace Be Upon Him). The personally of
Jinnah mirrored this Hiddah perfectly. He lived and died for his people. He served those whom he led
like their true leader - a true servant. He was a leader of a different breed. He did not degrade his
people or treat them as rabble. He respected them and in turn received all their love and respect.

Continuous Professional Development Program (CPDP)
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During the freedom movement a group of Muslim students approached Quaid-e-Azam to
seek his permission to arm themselves with weapons. They wanted to do so because
students affiliated with Congress were arming themselves with weapons. The Muslim
students wanted to do likewise for self-defense against any possible attacks. Quaid-e-Azam,
replying clearly said, “No”. Instead he advised them to get education and acquire knowledge
as knowledge is the strongest weapon they can get themselves equipped with.
[Posted in Islamic Knowledge By admin On February 4, 2015, http://www.quranreading.com]
[Leadership Qualities of Hazrat Umar-e-Farooq (R.A), Uploaded by Niaz Yousafzai in scribd.com]
[Published in Quaid e Azam as a Leader, http://pakinfo.tripod.com]

Participant Activity
The participants will listen to the trainer and discuss the definition of leadership in their
groups.

Important!
Do not unnecessarily dwell debate or the life style of the
leader.

Wrap up
The history of mankind has witnessed many leaders over the ages. Many of these leaders
achieved leadership through might or inheritance and some were chosen as leaders because
of certain outstanding qualities that they possessed. Among the latter group there have also
emerged some leaders whose works and contribution to humanity cannot be limited to any
particular time or place; and their lifestyles, their works and the sayings of such heroes
continue to inspire and motivate people, generation after generation. These examples have
been shared so that participants should feel motivated.
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Activity-3
Qualities of Leadership
Trainer Activity
Draw the following table on the flip chart and display it at the front of the classroom.
Leadership Qualities

Participants

Visionary
Courageous
Passionate
Emotionally Intelligent
Decision Maker
Flexible
Observant
Ask each participant to tick the qualities they see in themselves and give percentage against
each tick.
Ask participants to add more qualities as a head teacher in the list.

Participant Activity
The participants will tick the qualities they see in themselves and give percentage against
each tick. They will also add more qualities in the list.
Wrap up
The fact is that leadership is not one simple thing to define. It means different things to
different people, at different times. This activity shows that we all have different views on
leadership, and hence we all have our own unique leadership style. As leaders we will also
have strengths and weaknesses. The question for the leader is how to bring these elements
together to support and guide others effectively.

Activity-4
Types of Leadership
Trainer Activity
The trainer will explain the three styles of leadership from handout: 1-B and ask them to
work in groups and discuss the following:
 Which is your style of leadership?
 In which situations will you use a specific style?
Continuous Professional Development Program (CPDP)
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Handout: 1-B
Authoritarian Style:
Leader decides about everything. Sometimes he consults others, sometimes not but he
rarely gives importance to others’ opinions. He makes his own decisions and dictates others.
Democratic Style:
Decisions are based on majority ad leader has to implement the decision in the best possible
way by using his abilities and skills. In some cases leader consults other people but has a
power to make a decision against the majority, this is called consultative style.
Delegative Style:
Responsibilities are assigned to others, freedom is given to them and leader has few things
or none to do. He monitors the things on continuous or irregular basis. School leader can
delegate his power to other when he is sure that other person is better than him in a
specific field or area.

Participant Activity
The participants will listen to the trainer. They will work in their groups and discuss the
situations in which specific style is better.

Wrap up
It is important to note that the context of the school and the particular situation you face
would determine the type of leadership you use. As head teachers, you might need to be
authoritarian leader on one occasion and on the occasions, you might need to democratic.
Also note these are only a few styles. Research has changed other styles as well.

Activity-5
Leadership and School Improvement
Trainer Activity
Facilitate an open discussion:
1. Why do you need to improve your school?
2. What are the different ways in which your school could be improved?
Write up the needs on the blackboard like school assembly, better trained teachers, more
learning resources, better access to utilities etc.)
Also ask the participants to consider what types of leadership style might be needed for
different types of improvements.

Continuous Professional Development Program (CPDP)

Page | 13
Punjab Education Foundation

School Leadership Program Level-I
Day 1/Session 3

Sr. No.
1

Improvements
School Assembly

Leadership Style
Democratic

2
3

Participant Activity
Participant will participate in an open discussion about the needs of their schools regarding
improvement.

Wrap up
Continuous school improvement is not a quick fix for immediate results but a sustained
effort by all involved to effect meaningful and lasting change management. If there is no
improvement then no development.

Important!
School Improvement is the responsibility of principal/ owner,
not necessarily through PEF funding.
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DAY: ONE
Session 4: Understand aspects of Foundation Assisted School (FAS)

Session Time: 2:00 - 3:00

Session-4: Understand aspects of Foundation Assisted School (FAS)
Activity-1: FAS (Financial Assisted School) Program
Activity-2: Description of Non-Compliances for all PEF Programs

20 minutes
40 minutes

Materials Required:



 Handout: 1-C
 Handout: 1-D

Blackboard
Chalk

Activity-1
FAS (Financial Assisted School) Program
Trainer Activity
The group will be a mix of participants from all PEF programs. Ask which participants are
from FAS, raise your hand. Ask the following question from participants of FAS schools:
 What are the characteristics of your program?
Then trainer will explain about FAS (Financial Assisted School) Program from handout: 1-C.
Handout: 1-C
Overview of Program
Foundation Assisted Schools (FAS) is the flagship program of Punjab Education Foundation
under which assistance is provided to poor strata of society in the province of Punjab
through Public-Private Partnership. This program was incepted in 2005 with the ordinary
outreach in 6 districts, However, FAS program has now been extended to all 36 districts of
Punjab having around 3500 partner schools, inducted through Ten Phases, catering to the
needs of more than 1.77 million students. It encourages and promotes quality education
through financial and technical support to its partner schools in rural, urban & slum areas of
Punjab. FAS follows laid down procedures and SOPs for selection of schools through open
transparent and competitive process.
Continuous Professional Development Program (CPDP)
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Objective of the Program
Foundation Assisted School (FAS) program was established to ensure that marginalized
strata of the society is catered through provision of funds to private schools under its publicprivate partnership model and to improve the quality of schools in their service delivery to
the deserving students across Punjab.
Level Wise Fee per Child Paid to Partner Schools
Rate of Level wise financial assistance per child paid to partner schools as per following:






Rs 550/- per student uptill Primary classes
Rs 600/- Per student for Elementary classes
Rs 900/- Per student for Secondary Arts classes
Rs 1100/- Per student for Secondary Science students
Rs 1200/- per student for higher Secondary Arts students
Rs 1500/- per student for Higher secondary science students

School Selection Criteria
Schools are selected for partnership through the launch of new phase which is advertised in
leading national dailies. The applicant school who fulfills the criteria laid down in
advertisement are required to pass the Quality Assurance Test (QAT) as per defined criteria.
QAT qualified schools are then physically inspected to check their infrastructure and finally
selected schools are offered to sign partnership agreement with PEF. After the school has
been short listed / recommended for selection, the authenticity of the documents relevant
to school and school owners are ascertained before they are entered into partnership with
FAS.
Participant Activity
The participants from FAS schools will tell about the characteristics of their program.

Activity-2
Description of Non-Compliances for all PEF Programs
Trainer Activity
The trainer will explain the description of non-compliances for all PEF programs from
handout: 1-D.
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Sr. #
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38

Handout: 1-D
Description of Non-Compliances
Charging fee from students (Monthly Fee, Admission Fee, School Leaving
Certificate Fee, Funds more than Govt. prescribed schedule etc.)
Charging funds other than fee from students
Earning through canteen or any other business conducted inside PEF school
premises.
Non-availability of classrooms (After expiry of grace period for respective
program)
Multi-grading or conducting more than one class under one teacher in one room.
Misreporting to PEF regarding any incident /school matter/student enrolment
Non-availability of furniture/incomplete furniture for more than 5% students
Maintaining residence in school except watchman
Violation of drinking water ratio 1:70
Violation o0f toilet ratio 1:70
School building in pathetic condition (whole building)
School building in pathetic condition (one room)
Rooms having no cross ventilation or otherwise having no exhaust fan
School not following Government timings/days
Utilization of students for personal or school matters
Non-availability of writing board
Awarding corporal punishment to students
Misbehaviour with parents of students
Absenteeism exceeding 20% except for exceptional/justifiable circumstances
Un-cleanliness in campus
Non-availability of mandatory record at school (as mentioned specifically in
admission policy)
Improper maintenance of record
Non-payment of salaries to school teachers
Wrong malicious accusation against PEF officials
Misbehave with PEF employee/ monitor
Schools not appeared in PEC/Board Exams
Non-availability/Improper PEF board
Non-availability of science lab for secondary classes
QAT result not displayed
Sale of books
Non Registration with EDO education after the maximum time period
Complaint against school regarding sexual harassment
If complaint is proved against school owner/any teacher
Malpractice during QAT
Enrolment less than 50 students after grace period (only for NSP)
Un-authorized shifting of school or opening of un-authorized campus
Overcrowding or congested classrooms
Violation of any specific instruction of PEF
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Participant Activity
The participants will understand about the description of non-compliances for all PEF
programs.
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DAY: ONE
Session 5: Understand aspects of Education Voucher Scheme (EVS)

Session Time: 3:00 - 4:00

Session-5: Understand aspects of Education Voucher Scheme (EVS)
Activity-1: EVS (Education Voucher Scheme) Program
Activity-2: Penalized Framework for all PEF Programs
Activity-3: Homework: Daily Log

15 minutes
40 minutes
05 minutes

Materials Required:



Blackboard
Chalk




Handout: 1-E
Handout: 1-F

Activity-1
EVS (Education Voucher Scheme) Program
Trainer Activity
The group will be a mix of participants from all PEF programs. Ask which participants are
from EVS, raise your hand. Ask the following question from participants of EVS schools:


What are the characteristics of your program?

Then trainer will explain about EVS (Education Voucher Scheme) Program from
Handout: 1-E.
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Handout: 1-E
Introduction of Program
Education Voucher Scheme (EVS) is an initiative of the Punjab Education Foundation (PEF)
for providing financial assistance to children of less affluent families. Through this program
free education to the children from poor households is provided through vouchers. After
selection of areas, schools and children in the particular areas, vouchers are distributed
among the parents who have the choice of selecting the schools at their ease. Children go to
school and get free education based on the vouchers distributed by PEF. Afterwards, school
claims fee against the voucher from PEF and provides free education to the voucher
beneficiaries.
Point of contact
EVS program can be contacted on UAN # 042-111-733-111 Ext. # 67, 71, 73 and direct line #
042-99268250
Characteristics of school basic information (infrastructure, fee paid by PEF, school timings)
Furthermore voucher fee is paid for Primary Level @ Rs. 550/Month, Middle Level @ Rs.
600/Month, Secondary Arts Level @ Rs. 900/Month, Secondary Science Level @ Rs.
1,100/Month, Higher Secondary Arts Level @ Rs. 1,200/Month & Higher Secondary Science
Level @ Rs. 1,500/Month respectively and school’s to follow Government School’s schedule
& timings.
Responsibilities of school regarding getting payment for their students
Keeping Students SIS data updated and submission of Monthly Update on SIS before 10 th of
every month for payment.
Participant Activity
The participants from EVS schools will tell about the characteristics of their program.
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Activity-2
Penalized Framework for All PEF Programs
Trainer Activity
The trainer will explain the penalized framework for all PEF programs from handout: 1-F.

Handout: 1-F
Sr.
No.

Description of
No-compliances

Penalties

A. Student Specific
Charging fee from
students
a) Monthly/ Tuition Fee
1

2

3
4

5

1st Instance

20%

b) Funds more than Govt.
prescribed schedule,
Admission Fee, School
Leaving Certificate Fee,
funds other than fee
(Fine, photocopy
charges, paper money
etc.)

Earning through canteen
or any other business
conducted inside PEF
school premises

Awarding corporal
punishment to students
Absenteeism exceeding
20% except for
exceptional /justifiable
circumstances.
Malpractice during QAT

2nd Instance
Cancellation.
However, MD to decide on
case to case basis
(if 2nd instance is reported in
one academic year)

20%

If found guilty in violating the instructions mentioned
below, 10% penalty may be imposed. Only necessary
stationery items i.e. Sharpeners, pencils and erasers with
some edibles would be allowed, however items such as
Notebooks, bags, badges, ties, caps, uniforms, guide
books, helping books or any other book(s) shall not be
sold at canteen and the canteen would be run as a
Nonprofit entity and no RENT can be charged in lieu of
canteen.
20%
If attendance of the day of visit is less than 80%,
Payment will be made on the basis of attendance of the
day till receipt of next monitoring report.
i) Minimum 10% penalty of monthly payment may be
imposed for each fake student found and proves in
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a) If more than 15% of the
students appeared in
regular QAT found fake
b) fake student found and
proved in regular QAT
c) Improper/ congested
sitting arrangements for
QAT
d) Interference by school
owner/ teachers during
QAT

6
Sr.
No.

7

Misreporting to PEF
regarding any incident/
school matter/ students
enrolment etc.
Description of
non-compliances
Enrollment less than 50
students after grace period
(only for NSP)
Or
enrollment less than
required threshold
(only for FAS)

regular QAT with maximum of 100% one month
payment. However if more than 15% of the students
appeared in regular QAT found fake then PEF would
declare the school fail for that QAT.
ii) If any school found in getting students from other
school, the school will be cancelled and school
owner/applicant will be blacklisted for next 3 years for
all PEF programs. The three year will start from closing
date of applicant submission of the phase.
iii) Minimum 10 % penalty will be imposed in case on
non-cooperation of school in teachers training by CPDP
iv) 20 % penalty be imposed if interference is caused by
school teachers/owner/management during conduction
of QAT.
10 % + Recovery of dues received on misreporting of
number of students. (penalty to be imposed on reported
number of students)
Penalties
For NSP:
i. Director NSP, may propose extension in grace period
for 3 months to the MD for approval on case to case basis
ii. During the extended grace period payment to the
school will be made as per enrolment updated on SIS
iii. In case enrolment remains below 50 even after expiry
of extended grace period, payment shall be stopped and
case be processed for cancellation of partnership
For FAS:
2% till enrollment meets required threshold

B. School Infrastructure Specific

8

School building in pathetic
condition( Whole
Building)

20% penalty may be imposed and payment may be
stopped if recommended by the monitor. 15 days’ time
limit may be given to rectify the observation and comply
in writing to respective Director. Payment may be
released after compliance submitted to concerned
Director.

9

School building in pathetic
condition (One room)

5 % and 15 days’ time limit may be given to rectify the
observation and comply in writing to respective Director.

10

11

Non-availability of
classrooms * (After expiry
of Grace period for
respective Program(s)
Multigrading-Conducting
more than one class under
one teacher in one room **
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12

13

Non-availability of
furniture/ Incomplete
furniture for more than 5
% students
Violation of drinking water
ratio 1:70

3%

2%

14

Violation of toilet ratio
1:70

2%

15

Maintaining residence in
school except watch man

2%

16
17
18
19

Rooms having no cross
ventilation or otherwise
having no exhaust fan
Non-availability of writing
board
No availability/ Improper
PEF board (Main & Sub
Campus)
Non availability of science
lab for secondary classes.

20

QAT result not displayed

21

Overcrowding

1%
2%
10 %
5%
1%
1% per class

Sr.
No.

Description of
non-compliances

22

Congested classrooms

23

Un-cleanliness in campus

1%

24

Un-Authorized shifting of
school or opening of unauthorized campus

5%

25

Electric Wiring not Safe

1%

26

Inadequate Security
Measures according to SED
Policy (non availability of

2%

metal detector/ armed
guard/ cameras/ fence/ 8”
wall etc.)

Penalties
Warning letter

C. Conduct Specific
27

School not following
Government timings/ days
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28
29

30

31
32

33

Utilization of students for
personal Purpose
Misbehavior with parents
of students
Complaint against school
regarding sexual
harassment

10%
5%
i) Immediate stop payment and inquiry to be conducted.
ii) If complaint is proved against school owner/any
teacher: File to be moved for cancellation and also to be
included in Black list

Nonpayment of salaries to
school teachers
Wrong malicious
accusation/ misbehave
with PEF officials
Violations of any specific
instruction of PEF

3%
20%
2% or as per discretion of the Director of respective
department, based on the nature of violation and
circumstances.

D. Miscellaneous

34

Non-availability of
mandatory record at
school
(as mentioned specifically
in admission policy/
Guidelines)

2%

35

Improper maintenance of
record

2%

36

Hidden Partnership

Sr.
No.

If Hidden partnership is proved, MD-PEF may cancel
partnership or impose penalty on recommendation of
Director and DMD (Ops) on case to case basis.

Description of
non-compliances

Penalties

37

Sale of books

If proved that PEF provided PTB books have been sold.
Case to be forwarded immediately to MD for appropriate
decision.

38

Non Registration of school
with concerned District
registration Authority
after the minimum time
period

As per Board of Director decision

Participant Activity
The participants will understand about the penalized framework for all PEF programs.
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Activity-3
Homework: Daily Log
Trainer Activity
The trainer will read the following homework questions:
1. List at least your three of strengths and weaknesses in relation to the qualities of
leadership. What qualities do you need to develop/overcome and how might you go
about this?
2. Describe experiences you have had where you have put these three different leadership
styles into practice. If you cannot identify such experiences, describe experiences where
you could have used a particular style?
The trainer will give the following instructions:
Write your answers by linking them with the session activities and discussions. The answers
should not be copied from any book, friend or elsewhere.
The answers need to be comprehensive, thus giving a complete understanding from their
perspective. You can write the answers in Urdu or English. The approximate time for
completing the homework is 15-20 minutes.
The homework should be done neatly.

Participant Activity
The participants will read the homework task from their handbook and ask questions if they
are unsure of anything.
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DAY: TWO
Session 1: Reflection on the Previous Day/ What is Management?

Session Time: 9:00 - 9:45

Session-1: Reflection on the Previous Day/ What is Management?
Activity-1: Welcome and Reflection on the Previous Day
Activity-2: Objectives of Day.2
Activity-3: What is Management?
Activity-4: School Management as a PEF Partner

20 minutes
05 minutes
10 minutes
10 minutes

Materials Required:



Blackboard
Chalk

Activity-1
Welcome and Reflection on the Previous Day
Trainer will cordially welcome the participant back reassuring them that they deserve
appreciation for being punctual and that today is a very important day because they will
learn a lot of important things. But before the topics of today could be shared it is important
that the topics of the previous day are reflected upon.
Trainer Activity
Ask the participants about the topics covered in the previous day’s training.

Remember!
Please treat this very important session. This can be a whole
class feedback session or circle time or brainstorming or
group activity. As a trainer you must know that reflection
helps to provide deeper learning.
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Review the homework questions with the participants. The questions were:
3. List at least your three of strengths and weaknesses in relation to the qualities of
leadership. What qualities do you need to develop/overcome and how might you go
about this?
4. Describe experiences you have had where you have put these three different leadership
styles into practice. If you cannot identify such experiences, describe experiences where
you could have used a particular style.

Trainer’s Note
1. List at least your three of strengths and weaknesses in relation to the qualities of
leadership. What qualities do you need to develop/overcome and how might you go
about this?
Possible Answer: My strengths as a leader are dedication, commitment and motivationarousing attitude and my weaknesses are that at times I become too ambitious, too
demanding and too stern. I need to develop the quality of expecting the results according to
my resources.
2. Describe experiences you have had where you have put these three different leadership
styles into practice. If you cannot identify such experiences, describe experiences where
you could have used a particular style.
Possible Answer: I would like to put democratic leadership style into practice more often to
expect better results.

A

Important!
Sample answers of the reflective questions are only for the help
of trainer. Variations are accepted.

Participant Activity
Share and explore answers to the set of questions assigned to them on previous day.
Wrap up
Explain that all participants should be reminded of the key points from the previous day
about their leadership role as a Head Teacher with PEF. This is the same way learners
consolidate their learning. Recap the next day it becomes part of their memory.
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Activity-2
Objectives of Day-2
Trainer Activity
The trainer will ask from one of the participants to read out the objectives of Day-2 and
trainer will give his/ her input regarding every objective.
By the end of the day the participants will be able to:
 Discuss aspects of school management
 Come up with strategies for managing conflict in schools
 Understand aspects of Academic Development Unit (ADU)
 Understand aspects of New School Program (NSP)
 Understand the role of parents and community awareness

Participant Activity
By listening to the objectives the participants will know what they are expected to learn
from the day.

Wrap up:
The trainer will tell the participants that without knowing the objectives of the workshop,
the direction for learning is similar to taking a purposeless trip to an unfamiliar city; hence
knowing the objectives helps to make their journey purposeful. Head teachers must know
objectives for each day. They need to know and ensure that their teachers must have
objectives of teaching and also let the learners know about them.

Activity-3
What is Management?
Trainer Activity
The participants will be asked to think individually for 02 minutes and write the definition of
the term ‘management’. Then share it with the person sitting next to them and then with
the whole class.
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Then trainer will write the following literature based definitions of the term ‘Management’
on the blackboard.
“Management is the process of getting activities completed efficiently and effectively with
and through other people”. (Gulick & Urwick 1937)

[Management] "is an activity involving responsibility for getting things done through other
people" (Cuthbert, 1984, p. 37).

Participant Activity
The participants will think and then share the definition of the term “management’ with the
whole class. Participants will also note down the definition of management that was written
by the trainer on the blackboard.
Wrap Up
Leadership is about looking to the horizon; management requires you to look at your feet.

Activity-4
School Management as a PEF Partner
Trainer Activity
Ask participants about their daily work practices. Ask the following question:


How do you manage your day?

Participant Activity
Participants will share their ideas and experiences of management practices in their school
with the whole class.
Wrap Up
In a PEF partner school, the Head Teacher has an important role in ensuring that the school
is effectively managed and this requires that the Head Teacher facilitates everyone’s
involvement
and
commitment.
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DAY: TWO
Session 2: Management Practices

Session Time: 9:45 - 11:00

Session-2: Management Practices
Activity-1: Case Studies on School Management
Activity-2: Managing time/Physical Resources/Human Resources
Activity-3: Managing Conflict

25 minutes
35 minutes
15 minutes

Materials Required:
 Handout: 2-B
 Handout: 2-C
 Handout: 2-D




Blackboard
Chalk
 Handout: 2-A

Activity-1
Case Studies on School Management
Trainer Activity
Divide participants into four groups and assign one case study to each group from handout:
2-A. Each group will focus on the issue mentioned in the case study and suggest solutions to
address that issue.

Important!
It is important to explain all case studies in Urdu.
Handout: 2-A
Case Studies on School Management
Case Study A
A recent inspection of the City High School identified the following as its strengths and
weaknesses:
Strengths
• An experienced, mature staff
• Careful budgeting
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• Adequate learning resources
• Excellent sports and games facilities
• A coherent philosophy and mission for the school
• High quality counseling services
Weaknesses
• Poor and declining student achievement scores
• Insufficient variety of teaching methods
• Generally unacceptable standards of student literacy
• An ineffective departmental structure
• Inadequate mechanisms for curriculum development
• Little effective monitoring and evaluation at whole school level
Imagine you are the newly appointed principal of City High School. How would you describe
the problem that you would face in the light of the audit/inspection described above?
As a school leader, what practical steps would you take to address the identified
weaknesses?

Case Study B
Mrs. Kamal is a long serving teacher in the school who sees herself passed over for
promotion as younger teachers gain posts of responsibility ahead of her. She feels that you
(the head) have something against her but that you really do not want to tell her complete.
Mrs. Kamal repeatedly asks you why she did not get such and such a position and you
repeatedly tell her that the position went to the best applicant and that this is no reflection
on her competence or potential. She is now embittered and in the past few months she has
been making a rash of applications for senior positions in other schools.
Her failure in these applications merely increases her bitterness and she sees you as the
person preventing her advancement elsewhere.
What is the challenge presented in this case?
How would you deal with it?

Case Study C
Mr. Dawood is constantly undermining your authority as the head through criticism, rumor
and half-truth, always in informal contexts such as staff-room gossip. He is also constantly
distancing the senior staff from other junior colleagues. Sometimes he voices his opposition
to your policies and practices publicly. He is also always quick to supply colleagues, during
tea breaks, with the 'real' reason why something has been said, done or proposed.
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How would you deal with this situation?

Case Study D
Mr. Jamil has poor interpersonal skills with colleagues but does not recognize this fact. He is
a source of major frustration to colleagues in meetings, in daily communications and with
parents. He is a poor listener. He is unconsciously rude in interrupting colleagues and speaks
at parents rather than talking with them. No one wants to work with him. As the head, you
spell out some of these issues and problems to the teacher. He listens but does not hear. He
refutes the criticism, reminding you that staffroom gossip and tale telling are one thing, but
being an effective teacher is another-and no one doubts his teaching ability.
What is the challenge presented in this case study and how would you deal with it?
(These case studies have been adapted from Holmes, 1993)

Participant Activity
Each group will focus on the issue mentioned in the case study assigned to them and
suggest solutions to address the issue.
Wrap up
In a world, which is constantly changing socially, economically and technologically, all of us
must review our strategies from time to time and change our mindset to adapt and cope
with the emerging situations.

Activity-2
Managing Time/Physical Resources/Human Resources
Trainer Activity
Divide the participants into three groups. Assign one topic to each group from handouts: 2B, 2-C, 2-D and ask them to prepare a short presentation.
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Handout: 2-B
Time Management
Here are following effective ways for principals to manage time:
Prioritize
Principals should begin every school year, every week and every day with their top
priorities. When a principal is able to prioritize, the most important tasks are tackled first,
which ensures their completion, and then the other items on the to-do list can be
completed after.
Delegate
A good manager knows how to delegate, and principals need to focus on delegating
responsibilities to the proper parties. No one person can take on every challenge and every
task. Principals need to know which tasks can be delegated and which staff members can
best take on those tasks. By relieving the workload, principals will be able to give more of
themselves to more important issues, such as school safety and being visible in the
classroom.
Learn to say “no”
The word no isn’t always easy to say, but principals must learn how to say this word if they
are going to get the most out of their time and their days at work. Again, a good leader is
not necessarily someone who takes on every demand. The best leaders know how to get the
most amount of productive work done in a day, and that cannot be done if the principal
takes on every task requested. Principals need to think quickly on their feet. If a teacher
needs a favor done and the principal cannot accomplish it at that time, then the
administrator needs to be able to either say no or find someone who can help the teacher
with the task.
Use of technology
Use the technological resources that are on hand. For instance, a principal with a smart
phone can more easily click through email or send quick responses when on the go. By using
the resources available, a principal will notice that each day runs more efficiently and
ultimately, time is easier to manage.
[Room 241 team, November 9, 2012]
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Handout: 2-C
Management of Physical Resources

1. Infrastructure
a. Maintenance
 Sweeping of classrooms and dusting of furniture should be affected daily.
 Cleaning of the water tank should be carried out every time the school is closed
for a long vacation.
 Glass panes should be washed at least once every term and all broken glass panes
should be replaced promptly.
 A new coat of renovator should be applied to blackboards once every term.
 School vacations should be the time for a ‘spring cleaning’ of the whole school
compound.
b. Constructions and Installation
 No extension/modification to the existing infrastructure should be made without
the PEF’s approval.
 The head teacher’s office, the stores, the computer lab, the library should be
provided with burglar-proofing.
 Electrical wiring should be done by professionals and safety norms respected.
2. Servicing and Disposal
 Servicing of equipment and repairs of furniture should be a regular feature. A
time frame should be established.
 Only furniture which is beyond repairs should be disposed of.
3. Storage
 The store’s record should be kept up to date.
 Strict safety measures concerning storage should be taken.
 Chemicals and dangerous products (detergent, antiseptics, etc.), if any, should be
kept under lock and key in a safe place and out of the reach of pupils.
 A proper handing-over has to be ensured whenever relevant staff member is
transferred.
 Any loss, shortage, damage or deterioration of any stored item should be
reported to the owner/principal.
 Thefts and acts of destruction should immediately be reported to the police and
PEF HoD.
 The owner, principal and head teacher are the only custodians of all keys of the
store rooms.
[School management Manual, Ministry of Education and Human Resources-Republic of Mauritius]
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Handout: 2-D
Management of Human Resources
1. The Head Teacher/Principal
 Organizes the work at school.
 Holds regular morning assembly.
 Holds regular meetings with staff.
 Ensures the welfare of both the staff and pupils.
 Keeps an up to date record of absences, late arrivals and early departures among
the staff.
 Approves leaves according to existing regulations.
 Delegates specific responsibilities to Deputy Head Teacher(s).
 Is responsible for the collective formulation of the school development plan.
 Advises on/monitors the lesson plan, lesson notes, preparation and running of
examinations and QAT.
 Establishes good working relations with community.
2. The Head Teacher and the Teaching Staff
The head teacher has to ensure that:
 Replacement of an absentee is made as soon as the absence of a class teacher is
reported/noted.
 The replacing teacher does not perceive his task as merely that of a supervisory
nature but undertake effective replacement by carrying out the lesson plan of the
absent teacher.
 Every teacher has an official time-table and adheres to it.
 All members of his/her staff are involved in extra-curricular activities.
 Staff meetings are organized regularly at least once monthly and properly recorded.
 Conflicts are dealt with impartially and sensitivity.
 Parents are always welcomed.
3. The Head Teacher and the Students
The Head Teacher:
 Provides opportunity to students for their physical, intellectual, social, moral and
emotional development.
 Gives necessary attention to pupils.
 Sees to it that the school is a second home to the students.
 Sees that students behave properly at school.
 Monitors pupils’ daily attendance.
 Meets parents to discuss absenteeism and other issues related to their child.
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4. Subordinate Staff
The head teacher sees to it that every member of the non-teaching staff:
 Is on time for duty.
 Stays on school premises during working hours of school.
 Does not leave premises before the official time of departure.
 Records his/her time of arrival, departure each time he/she moves in or out of the
school premises.
 Is decently dressed.
 Behaves properly.
 Uses proper language.
 Does not bully pupils.
 Is not under the influence of alcohol on school premises.
 Does not smoke on school premises.
[School management Manual, Ministry of Education and Human Resources-Republic of Mauritius]

Participant Activity
Participants will read their assigned handout in their groups and prepare a short
presentation.
Wrap Up
Review the key points from each of the presentation. Note these on the blackboard as they
come up in the presentations.

Activity-3
Managing Conflict
Trainer Activity
Write the following on the blackboard:
Type A Personality

Type B Personality

Highly competitive

Works methodically

Strong personality
Restless when inactive

Rarely competitive
Enjoys leisure time

Seeks promotion

Does not get angry easily

Punctual
Thrives on deadlines

Does job well and does not need
recognition
Easy-going

Trainer will explain that conflict arises between different personalities because:
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There is a lack of understanding between people.
Ineffective communication skills will affect people’s interactions.
Unclear expectations and opinions about how things need to be done.

Explain that, for the Head Teacher, preventing conflict involves making an assessment of
people’s personalities (i.e. learn their personality type) and ensuring effective interactions
between everyone in the school.
Facilitate a discussion in the group about how you deal with conflict in your school?
Participant Activity
Participants will listen to the trainer. In the whole group, the participants will share their
experiences of how they have dealt with conflict between individuals.

Wrap Up
The trainer should make the point that the way an individual deals with conflict will be
unique to their personality. Make the following key points if they do not arise from the
discussion:
 Don’t take sides
 Maintain eye contact with individuals
 Be assertive, not aggressive
 Stay calm
 Smile!
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DAY: TWO
Session 3: Understand aspects of Academic Development Unit (ADU)

Session Time: 11:15 - 1:00

Session-3: Understand Aspects of Academic Development Unit (ADU)
Activity-1: Energizer: Match the Cards
Activity-2: Academic Development Unit (ADU)
Activity-3: QAT Pattern
Activity-4: Sample Papers

10 minutes
15 minutes
50 minutes
30 minutes

Materials Required:



Blackboard
Chalk
 Cards





Handout 2-E
Handout 2-F
Handout 2-G

Activity-1
Energizer: Match the Cards
Trainer Activity
The trainer chooses a number of well-known phrases, and writes half of each phrase on a
piece of paper or card. For example, trainer writes ‘Happy’ on one piece of paper and
‘Birthday’ on another. (The number of pieces of paper should match the number of
participants in the training class.) The folded pieces of paper are put into a box. Each
participant takes a piece of paper from the box and tries to find the member of the group
with the matching half of the phrase.
Participant Activity
Each participant will take a piece of paper from the box and try to find the member of the
group with the matching half of the phrase.
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Activity-2
Academic Development Unit (ADU)
Trainer Activity
The trainer will give the introduction of Academic Development Unit (ADU) from handout:
2-E.
Handout: 2-E
Introduction:
The department of Academic Development Unit (ADU) was established in 2005 to plan and
conduct Quality Assurance Test (QAT) for all PEF partner schools. It consists of teams of
Subject Specialists of English, Mathematics, Urdu, Physics, Chemistry, Biology and Computer
Science. These teams are continuously engaged in developing new resources, materials and
items for QAT. They develop question banks for each class and each subject based on the
content prescribed under Punjab Text Book Board. These items for QAT are based on
Bloom’s Taxonomy. In this way ADU plays a pivotal role because it upholds the vision and
strategy of the organization through standardized quality assurance tests and promotes
quality education in public private partnership. ADU has come up as a respectable entity but
it has to meet many challenges keeping in view the rigorous expansion of the programs and
operations in recent years.
Presently ADU has successfully completed the initial pilot phase for in-house conduct and
marking thus soon ADU would have more vital and challenging role in organizing the inhouse conduct and marking of QAT papers for all programs.
Point of Contact
Academic Development Unit
65-k, Model Town, Lahore
Contact No. 042-99231690, 042-99231691

Participant Activity
The participants will listen to the introduction of ADU department.

Activity-3
QAT Pattern
Trainer Activity
The trainer will provide the overview of the QAT Cycle to the participants from handout: 2-F.
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Handout: 2-F

Content
Book
Model
Papers

Result

Marking
of QAT
Papers

ADU
Developme
nt of QAT
Papers

Procedu
re of InHouse
QAT

Printing
of QAT
Scripts

1. Content Book
For the convenience of partner schools ADU shares the syllabus/ content book from which
the papers are developed. This content book is designed class wise and topic wise based on
the content prescribed under Punjab Text Book Board so that the partner school knows the
parameter through which their students will be assessed.
2. Model Papers
Subject Specialists prepare the model papers for all classes. The purpose of these model
papers is to guide the school teachers and principals about QAT pattern and marking
scheme. After preparing the model papers, ADU uploads these model papers on PEF
website so that all schools may access model papers and prepare students accordingly.
Following model paper are uploaded on the website:
a)
b)
c)
d)

Model Papers for Regular QATs
Model Papers for Preliminary QATs
EVS Evening Classes
Model Papers for PSSP QATs

Past QATs Papers
ADU has uploaded past 5 years QAT’s papers for convenience of PEF partner schools. The
purpose is to assist partner schools to prepare students accordingly.

Continuous Professional Development Program (CPDP)

Page | 40
Punjab Education Foundation

School Leadership Program Level-I
Day 2/Session 3

3. Development of QAT Papers
ADU prepares 5-8 different templates of QAT papers for each class in each subject to ensure
the secrecy and credibility of assessment.
4. Printing of QAT Scripts
These papers are sent for printing after the approval of the Competent Authority. Complete
secrecy is ensured from printing till packing of paper. After printing, the packed papers are
handed over to conduction party.
5. Procedure of In-House QAT Conduction
Background
QAT is an important element of PEF operations as it not only helps in maintaining quality of
education but also forms basis for continuation of payments to the partners. QAT is
conducted through third parties (by out sourcing), however, there is always a fear of leakage
of papers which can cause bad effects on PEF’ reputation, hence envisaged that In-House
Conduct of QAT will be more secure.
a)
Conduct
QAT will be conducted In-House by employing MEAs, MTs and PEF staff
b)
Selection of classes
PEC and BISE classes i.e. Class 5th, 8th, 9th & 10th will not be conducted in QATs (regular and
pre-QAT) as these students have to appear in PEC/BISE exams also, hence QAT puts
additional burden. Following classes will be selected at random through software:
i.Primary Schools. Two classes at random from 2,3 & 4. However if less classes are available
then available classes will be tested.
ii.Middle/Secondary Schools. Three classes at random from 2, 3, 6 & 7 will be selected
through software. If fewer classes are available then available classes will be selected. In
case of secondary schools having only two classes i.e 9th and 10th, these classes will not be
exempted from PEF-QATs.
iii.Exemption of PEC and BISE classes will not be admissible in PSSP-Baseline Assessment.
iv.Results of PEC will be used after the consent of partners. Consent form is available in their
log in where they have to put their willingness either they want to include their PEC results
in QAT or not and they have to inform about their willingness to respective program.
Result will be calculated as follows:

LEVEL OF

PEC RESULT

PEC RESULT WEIGHTAGE
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SCHOOL

WEIGHTAGE of 5th

of 8th

WEIGHTAGE

30 %

--------

70 %

15 %

15%

70 %

PRIMARY
MIDDLE AND
SECONDARY

Note: If partner school will not agree to consider their PEC results then QAT result will
be considered as final result. They have to submit their consent in this regard

c) Sampling
A random sample of students will be tested from each school instead of whole class
in regular QATs. Two brackets will be implemented:
i. Bracket 1. Class with 50 or fewer students, 15 students will be picked at random
through software from enrolled data.
ii. Bracket 2. Class with 51 and above students, 20 students per class will be picked
at random through software from SIS enrolled data. Picture wise attendance
sheets will be printed of the selected students.
iii. 90 % attendance of the selected students is compulsory in QAT; otherwise extra
absent students will be considered fail in QAT.
iv.
Sampling of students will not be done in pre-QATs and PSSP-Baseline Assessment
i.e all students will be tested (due to the reason that SIS data of the students is
not available at this stage).
6. Marking of QAT Papers
ADU develops marking keys of the papers and detailed rubrics. The orientation sessions are
organized with markers to develop understanding.
ADU makes random /surprise visits to the marking venue to assure quality of marking and
transparency of papers and that SOPs are being followed.

7. Result of QAT
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i.
ii.
iii.
iv.

QAT results will be displayed school wise
QAT results will be announced within 3 to 4 month after QAT conduct
QAT results will be displayed on PEF official website
QAT results will also be displayed student wise and subject wise in SIS login of
partner schools

Stimulate a whole group discussion around the following question:
 What teachers need to do to prepare students for QAT?
Trainer will note the key point on the blackboard.
Participant Activity
After listening to the overview of the QAT pattern, the participants will discuss/share
strategies for preparing students for QAT.
Wrap up
Tell participants that it is important for school heads to understand the pattern and
procedure for QAT. They should ensure that they are fully aware of the QAT pattern and to
visit the website for complete information.

Activity-4
Sample Papers
Trainer Activity
Ask participants to review the sample papers from handout: 2-G. Write the following
prompts on the blackboard to support their review of the paper:



What do the questions test (recall of facts, analysis of data or text, reasoning skills
etc.)?
 What are the implications of the types of questions in terms of teachers’ preparing
students for the papers?
After small group review of the model paper, facilitate a whole group discussion to collect
observations regarding question types and ideas for preparing students for the paper.
Write observations on the blackboard.
Handout: 2-G
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Model Paper
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Participant Activity
Work in groups to review the paper in light of the questions written on the blackboard.
In the whole group discuss observations of the paper and suggest ideas for preparing
students for the papers.
Wrap Up
These papers serve as a sample representation of the type of questions that can be
expected and indicate the type of preparation that students need. Highlight the strategies
for supporting students in their test preparation that participants have identified. It is
important to understand that questions are a main tool to establish learning. Better the
questions, better the learning express.
If
participants
have
any
queries
ask
them
to
refer
to
ADU.
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DAY: TWO
Session 4: Understand Aspects of New School Program (NSP)

Session Time: 2:00 - 3:00

Session-4: Understand Aspects of New School Program (NSP)
Activity-1: Energizer: Spot the Leader
Activity-2: New School Program (NSP)

15 minutes
45 minutes

Materials Required:



Blackboard
Chalk
 Handout: 2-H

Activity-1
Energizer: Spot the Leader
Trainer Activity
The following instructions need to be given by the trainer before starting the
activity:
1. All participants should sit in a circle.
2. One person should volunteer to leave the room.
3. After they leave, the rest of the group chooses a ‘leader’.
4. The leader must perform a series of actions, such as clapping, tapping a foot,
etc., that are copied by the whole group.
5. The volunteer comes back into the room, stands in the middle and tries to guess
who is leading the actions. The group protects the leader by not looking at
him/her.
6. The leader must change the actions at regular intervals, without getting caught.
7. When the volunteer spots the leader, they join the circle, and the person who was
the leader leaves the room to allow the group to choose a new leader.
Participant Activity
The participants will follow the instructions to perform the activity.
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Activity-2
New School Program (NSP)
Trainer Activity
The group will be a mix of participants from all PEF programs. Ask which participants are
from NSP, raise your hand. Ask the following question from participants of NSP schools:
 What are the characteristics of your program?
Then trainer will explain about NSP (New School Program) Program from handout: 1-H.

Note: The details of PSSP program will also be share in this session from extra handouts
provided by CPDP.
Handout: 2-H
Introduction
New School Program (NSP) is an initiative of the Punjab Education Foundation (PEF),
approved by the Board of Directors. The Program is geared towards provision of quality
education at no cost to the children of marginalized communities. It encourages and
promotes quality education through public private partnership, where financial and
technical support is required to the private sector to open new schools in the area where
there is no Govt. or PEF school available within 1 km radius and population of area is
approximately 350 people.
Infrastructure
NSP Partner schools are required to provide classrooms, teachers, water points, toilets,
furniture etc., in proportion to the number of students as per policy.
Fee Paid:
Following is the fee schedule for NSP Partner schools;
 Primary = 550/ Child
 Middle
= 600/ Child
 Secondary = 900 / Child (For Arts) , 1100/Child (For Science)
School Timing
NSP partner schools are required to follow Govt. School timings.
Responsibilities of Partner schools regarding Payment
 Provision of Bank account details
 Regular updating of Student Information data on SIS
 Submission of Monthly enrolment through SIS
Point of Contact
Contact: 042-99268114-17 (Extensions: 36, 50)
Direct Lines: 042-99268126, 042-99268125
Participant Activity
The participants from NSP schools will tell about the characteristics of their program.
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DAY: TWO
Session 5: Ways of Developing Linkages with Parents & Community

Session Time: 3:00 - 4:00

Session-5: Ways of Developing Linkages with Parents & Community
Activity-1: Role of Parents
Activity-2: Ways of Developing Linkages with Parents and Community
Activity-3: Homework: Daily Log

20 minutes
30 minutes
10 minutes

Materials Required:



Blackboard
Chalk
 Handout 2-I



Flip Charts
 Markers
 Tape

Activity-1
Role of Parents
Trainer Activity
Trainer will explain the role and importance of parental involvement in school. Use the
following as a guide:
Trainer’s Note
The role of parents is to support their child's education, to provide a good place for learning
in the home, and to help with homework.
The effect of this is that with parental involvement:
 Students earn higher grades and receive higher score on tests
 Students attend school more regularly
 Students complete their homework
 Students demonstrate more positive attitude and behavior
Stimulate a whole group discussion about the issues the participants perceive parents might
have with this type of involvement in the school. Also, use the whole group to explore what
can be done to support parents’ involvement with their children’s education
Continuous Professional Development Program (CPDP)
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Participant Activity
In the whole group, participants can share the difficulties they perceive that parents might
have in being involved in their children’s education and they will also discuss what they
might do to support parents and increase parental involvement.
Wrap Up
Highlight the key points and good ideas that emerged from the group discussion.

Activity-2
Ways of Developing Linkages with Parents and Community
Trainer Activity
Ask the participants to work in their groups to discuss ways to involve parents and
community in schools. The trainer will write the examples shared by the participants on the
board. Then trainer will explain through handout: 2-I.
Handout: 2-I
Community/Parents Involvement in Academic Activities














Educated male/ female of the community can teach in the school voluntarily
People of different profession (doctors, nurses, engineers, politicians, farmers) can
give lectures on different topics of the school curriculum
Community elders can tell local stories to students
Arranging study tours for students within the community to observe people involved
in different professions
Helping teachers in arranging co- curricular activities in the schools
Providing raw materials for developing teaching learning resources
Improving students’ enrolment and retention
Minimizing absenteeism and dropouts
Ask parents to sign homework.
Conduct workshops for parents: how to help with homework, how to study for a
test, how to motivate students, how to structure positive behavior, how to help
students prepare for college or careers.
For activities, have students write letters of invitation to their families.
Get parents involved in school committees. Make sure that this work is worthy, wellorganized and creates results.

[Prichard Committee for Academic Excellence and the Partnership for Kentucky Schools, November 1997]

Continuous Professional Development Program (CPDP)

Page | 55
Punjab Education Foundation

School Leadership Program Level-I
Day 2/Session 5

Participant Activity
The participants will share their suggestions to involve parents and community in schools.
They will also listen to the explanation by trainer.

Wrap Up
The community/parents is part of the class room atmosphere and school physical
environment. Head teacher needs to build a good relationship with the community/parents.
Know the community, develop co-operation communicate with them.

Activity-3
Homework: Daily Log
Trainer Activity
The trainer will read the following homework questions:
5. Reflect on your management practices. Which do you use most often and least often?
What are the reasons for this?
6. Consider how you might increase parental involvement in your school?
The trainer will give the following instructions:
Write your answers by linking them with the session activities and discussions. The answers
should not be copied from any book, friend or elsewhere.
The answers need to be comprehensive, thus giving a complete understanding from their
perspective. You can write the answers in Urdu or English. The approximate time for
completing the homework is 15-20 minutes.
The homework should be done neatly.

Participant Activity
The participants will read the homework task from their handbook and ask questions if they
are unsure of anything.
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DAY: THREE
Session 1: Reflection on the Previous Day

Session Time: 9:00 - 9:45

Session-1: Reflection on the Previous Day
Activity-1: Welcome and Reflection on the Previous Day
Activity-2: Objectives of Day 3
Activity-3: Arranging Working Groups

25 minutes
10 minutes
10 minutes

Materials Required:



Blackboard
Chalk

Activity-1
Welcome and Reflection on the Previous Day
Trainer will cordially welcome the participant back reassuring them that they deserve
appreciation for being punctual and that today is a very important day because they will
learn a lot of important things. But before the topics of today could be shared it is important
that the topics of the previous day are reflected upon.
Trainer Activity
Ask the participants about the topics covered in the previous day’s training.

Remember!
Please treat this very important session. This can be a whole
class feedback session or circle time or brainstorming or
group activity. As a trainer you must know that reflection
helps to provide deeper learning.
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Review the homework questions with the participants. The questions were:
7. Reflect on your management practices. Which do you use most often and least often?
What are the reasons for this?
8. Consider how you might increase parental involvement in your school?
Trainer’s Note
1. Reflect on your management practices. Which do you use most often and least often?
What are the reasons for this?
Possible Answer: I use incentives and rewards as a means of motivation and it helps a lot.

2. Consider how you might increase parental involvement in your school?
Possible Answer: I would hold PTM on regular monthly basis.

A

Important!
Sample answers of the reflective questions are only for the help
of trainer. Variations are accepted.

Participant Activity
Share and explore answers to the set of questions assigned to them on previous day.

Wrap up
Explain that all participants should be reminded of the key points from the previous day
about their leadership role as a Head Teacher with PEF. This is the same way learners
consolidate their learning. Recap the next day it becomes part of their memory.
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Activity-2
Objectives of Day-3
Trainer Activity
The trainer will ask from one of the participants to read out the objectives of Day-3 and
trainer will give his/ her input regarding every objective.
By the end of the day the participants will be able to:
6. Understand aspects of finance department and procedures
7. Prepare a school academic calendar
8. Prepare a school timetable
9. Understand aspects of Continuous Professional Development Program (CPDP)
10. Describe the importance of maintaining school records
Participant Activity
By listening to the objectives the participants will know what they are expected to learn
from the day.
Wrap up:
The trainer will tell the participants that without knowing the objectives of the workshop,
the direction for learning is similar to taking a purposeless trip to an unfamiliar city; hence
knowing the objectives helps to make their journey purposeful. Head teachers must know
objectives for each day. They need to know and ensure that their teachers must have
objectives of teaching and also let the learners know about them.

Activity-3
Arranging Working Groups
Trainer Activity
Put 4 or 5 different kinds of candy in a bag. Ask participants to choose a piece of candy and get into
groups based upon the type of candy they have. For example, you may have a lollipop group, a
Hoest group, a Fanty group, and a Twisto group.

Participant Activity
The participants will choose a piece of candy and get into groups based upon the type of
candy they have.
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DAY: THREE
Session 2: Finance Department

Session Time: 9:45 - 11:00

Session-2: Finance Department
Activity-1: Finance Department
Activity-2: Cash Register and its Maintenance
Activity-3: Income and Expense Statement

15 minutes
40 minutes
20 minutes

Materials Required:



Blackboard
Chalk
 Handout: 3-A
 Handout: 3-B







Handout: 3-C
Handout: 3-D
Handout: 3-E
Handout: 3-F
Handout: 3-G

Activity-1
Finance Department
Trainer Activity
The trainer will share the information regarding finance department from handout: 3-A
Handout: 3-A
Finance section comprises a team of professional individuals hired by the Board of Directors.
Major activities under the Finance section of the Foundation include timely processing of
payments to partner schools under all programs, support functions organized by the
Academic Development Unit (ADU) and trainings conducted under the Continuous
Professional Development Program (CPDP).
Finance section also effectively manages the Foundation’s Endowment Fund, Regular
employees’ Pension Fund, Regular Employees GP Fund, Regular Employees Benevolent Fund
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and Employees’ Gratuity Fund. Funds are carefully invested in secure financial instruments
ensuring liquidity and competent rates of return at the same time.
Finance section took the initiative of preparing and publishing Annual Reports of the
Foundation projecting yearly performance reports of each program under the umbrella of
the Foundation. Quarterly variance analyses and budget utilization reports are also
published in the Annual Report to ensure transparency in operations.
Finance section is working in continuous coordination and correspondence with
government departments, donor agencies and banks.
Appropriate systems of internal controls are in place including consistent internal and
external audits by reputed Audit firms. It includes internal checks, scrutiny and application
of SOPs at each program level assuring accuracy and efficiency of all the financial and
operating information.
Financial statements are prepared as per International Accounting Standards and are
audited regularly by reputed Audit firms. All the records of financial transactions are being
processed through an Integrated Database Management System in order to ensure internal
controls and accuracy of books of accounts.
The finance team identifies problems and puts forward ideas for practical solutions, making
timely decisions while infusing and executing the plans effectively and successfully.
Finance and Accounts Manual has been developed which contains Standard Operating
Procedures (SOPs) on day to day tasks/ issues regarding annual planning and budgeting,
financial management, banking operations, payment verification, processing, accounting
and reporting. It is reviewed periodically to incorporate changes required with the passage
of time.
Finance section assists the Board of Directors of the Foundation; prepares working papers
for and reports to the Finance Committee under the supervision of the Managing Director
ensuring accuracy of information for policy decisions.
Participant Activity
The participants will listen to the information about finance department.

Activity-2
Cash Register and its Maintenance
Trainer Activity
1. Trainer will provide the explanation of ‘Cash Book’ template.
2. After providing explanation trainer will use handout: 3-B, 3-C and explain how
information can be managed through cash register. Encourage the participants to
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ask questions regarding any element of the explanation about which they are
unsure.
3. After explanation from handout: 3-B, 3-C, trainer will ask the participants to use
handout: 3-D, 3-E and work in their groups to enter the transactions in the cash
register.

Handout: 3-B
Date

Description

Amount (Rs.)

01-Nov-17 Cash in hand

25,000

02-Nov-17 Receipts Funds from PEF

300000

03-Nov-17 Paid cash for Staff Salaries (Teaching)

50,000

05-Nov-17 Paid cash for Staff Salaries (Non-Teaching)

15,000

07-Nov-17 Paid cash for House hold Expense

30,000

15-Nov-17 Paid cash for Computer

9,000

21-Nov-17 Paid cash for Utility Bills

15,000

22-Nov-17 Receipt on the sale of old furniture

20,000

23-Nov-17 Paid cash for Printing & Composing

5,000

25-Nov-17 Paid cash for Lab Expenses

4,500

27-Nov-17 Paid cash for Repair chairs

3,000

28-Nov-17 Paid cash on Cousin’s Marriage

5,000
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Handout: 3-C

Expense Detail / Cash Register (Updated on Daily Basis)
School Name:__ABC_____________________________
District ______________________

School Code: ____001____

Tehsil :_____________ Program :

FAS/ NSP/EVS

School Address:_________________________________________________________
For the Month of :___NOVEMBER__________________________
Sr Vouch Voucher
#
er #
Date

Description

Cheque
# / Cash

Receipts
(Rs.)

Paymen
ts (Rs.)

Opening Balance (Last month of closing balance)

25,000

1

1

02-Nov-17

Receipts Funds from PEF

cash

2

2

03-Nov-17

Paid cash for Staff
Salaries (Teaching)

cash

3

3

05-Nov-17

Paid cash for Staff
Salaries (Non-Teaching)

cash

4

4

07-Nov-17

Paid cash for House hold
Expense

cash

5

5

15-Nov-17

Paid cash for Computer

cash

6

6

21-Nov-17

Paid cash for Utility Bills

cash

7

7

22-Nov-17

Receipt on the sale of old
furniture

cash

8

8

23-Nov-17

Paid cash for Printing &
Composing

cash

9

9

25-Nov-17

Paid cash for Lab
Expenses

cash

10

10

27-Nov-17

Paid cash for Repair
chairs

cash

11

11

28-Nov-17

Paid cash on Cousin’s
Marriage

cash
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Balance
(Rs.)

300,000

325,000
50,000

275,000

15,000

260,000

30,000

230,000

9,000

221,000

15,000

206,000

20,000

226,000
5,000

221,000

4,500

216,500

3,000

213,500

5,000

208,500
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Handout: 3-D

Date

Description

Amount (Rs.)

01-Dec-17 Cash in hand

100,000

03-Dec-17 Receipts Funds from PEF

100,000

06-Dec-17 Paid cash for Staff Salaries (Teaching)

24,000

08-Dec-17 Paid cash for Staff Salaries (Non-Teaching)

18,000

10-Dec-17 Receipt on the sale of old Computers

25,000

12-Dec-17 Paid cash for Computer

40,000

17-Dec-17 Paid cash for Utility Bills

30,000

20-Dec-17 Paid cash for Tax

6,000

21-Dec-17 Paid cash for Annual Trip & Events

25,500

23-Dec-17 Paid cash for Travelling

6,000

25-Dec-17 Paid cash for New Office Table

3,000

26-Dec-17 Paid cash for Financial Assistance to teachers

7,000
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Handout: 3-E

Expense Detail / Cash Register (Updated on Daily Basis)
School Name:_______________________________
District ______________________

School Code: ________________

Tehsil :_____________ Program :

FAS/ NSP/EVS

School Address:_________________________________________________________
For the Month of :_____________________________________
Sr Vouch Voucher
#
er #
Date

Description

Cheque
# / Cash

Receipts
(Rs.)

Paymen
ts (Rs.)

Balance
(Rs.)

Opening Balance (Last month of closing balance)
1

1

2

2

3

3

4

4

5

5

6

6

7

7

8

8

9

9

10

10

11

11
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Participant Activity
The participants will listen to the explanation given by the trainer and make notes. The
participants will also work in their groups and fill out the Double Column Cash Register
(handout: 3-E) accurately, using the information provided in handout: 3-D
Wrap up
Cash register is a record of financial transactions in schools. It gives information about
income and expenditures and promotes accountability & prevents corrupt and sharp
practices.

Activity-3
Income and Expense Statement
Trainer Activity
Explain, and write onto the blackboard, the following:




It shows the revenues collected and expenses
It shows whether the organization is in profit or loss
It is also called ‘profit and loss statement’ or ‘revenue statement’

Trainer will explain about the columns of income and expense statement templates
provided in handout: 3-F & 3-G. Ask the groups to fill out the Income and Expense
Statement (handout: 3-G) by transferring the information from the sample School Income
and Expense Information sheet (handout: 3-F).
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Handout: 3-F

Sample School Income and Expense Information

Receipts funds from PEF = Rs. 400000

Salaries of Staff for the month of May 2018

Teachers

Management Staff

Supporting Staff

Rs 46380

Rs 15863

Rs 7685

Bills and Rents
Generator Fuel
Expense

Electricity Bill

Telephone Bill

Rent of School
Building

Rs. 12300

Rs. 5600

Rs. 1200

Rs. 8950

Printing &
Composing

Lab Expenses

Repair &
Maintenance

Annual Registration
Expense

Rs. 2400

Rs.1175

Rs. 2154

Rs.4500

Tax

Annual Trip &
Events

Travelling

Misc Expense

Rs. 13020

Rs. 1753

Rs. 7590

Rs. 980
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Handout: 3-G

Income and Expenditure Statement ( Monthly Basis)
School Name :____________________________________School Code:_______________
Destrict: _________________ Destrict: _________________ Program:

FAS

NSP EVS

School Address : ______________________________________________________________
For the Month of _________________________________
Sr. #

Description

1

Receipts

2

Staff Salaries (Teaching)

3

Staff Salaries (Non-Teaching)

4

Utility Bills

5

Building Rent

6

Printing & Composing

7

Lab Expenses

8

Repair & Maintenance

9

Generator Fuel Expense

10

Annual Registration Expense

11

Tax

12

Annual Trip & Events

13

Travelling

14

Financial Assistance to teachers

15

Interest Payment to Bank

16

Entertainment

17

White Wash

18

Electric Equipment purchase

19

Drinking Water Expense

20

Misc. Expense

Receipts (Rs.)

Payments (Rs.)

Total Receipts(A) ________________
Total Payments(B) ________________
Net Income (A-B) ________________
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Participant Activity
Participants will listen to the explanation and then work in groups to fill out the Income and
Expense Statement using the sample School Income and expense Information provided in
handout: 3-F & 3-G.

Wrap Up
All of the forms we have reviewed are very important. All organizations have customized
data sheets and it is important that all participants develop a working knowledge of the
design of the data sheets which PEF uses. Any queries regarding the maintenance of these
forms should be forwarded promptly to the PEF Finance Department.
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DAY: THREE
Session 3: Preparation of School Academic Calendar & Timetable

Session Time: 11:15 - 1:00

Session-3: Preparation of School Academic Calendar & Timetable
Activity-1: Energizer: Marooned
Activity-2: Basic Elements of Academic Calendar
Activity-3: Preparing an Academic Calendar
Activity-4: Basic Elements of Timetable
Activity-5: Preparing a Timetable

10 minutes
20 minutes
40 minutes
10 minutes
25 minutes

Materials Required:



Blackboard
Chalk
 Handout: 3-H





Handout: 3-I
Handout: 3-J
Handout: 3-K

Activity-1
Energizer: Marooned
Trainer Activity
Ask the participants to work in their groups. Explain the following context to the
participants:
You are marooned on an island. What five items would you have brought with you if you
knew there was a chance that you might be stranded? Note that you are only allowed five
items per group, not per person.

Participant Activity
The participants will write their items on paper and discuss and defend their choices with
the whole group.
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Activity-2
Basic Elements of Academic Calendar
Trainer Activity
Explain elements of an Academic Calendar from handout: 3-H. Write the key point on the
blackboard during the explanation.
Handout: 3-H
Elements of Academic Calendar
1. Beginning of the school academic session
This includes the date when the students are registered/ enrolled in the schools.
2. Terms or Semesters
The school year is divided into academic periods, each will include, as a minimum:
 a number of teaching weeks
 periods for assessment and evaluation
 parent teacher meetings
 School functions and events
3. QAT (Quality Assurance test)
QAT is conducted once a year by the Academic Development Unit (ADU) of PEF. QAT
preparation starts from November every year. It is to ensure that QAT is conducted in
PEF partner schools prior to PEC and Board exams.
4. Punjab Examination Commission (PEC) Exams
The PEC board conducts the annual exams of classes 5th and 8th. They take place in
February.
5. BISE (Board of Intermediate and Secondary Education)
BISE conducts exams for the Matric and Intermediate students. They are conducted in
the month of March-April.
6. Vacations & Holidays
Important holiday dates also need to be mentioned in the calendar. These include Eid
Holidays, Labour Day, Kashmir Day etc. Summer and winter vacations should also be the
part of academic calendar.
7. Co-curricular and extra-curricular activities
Activities that take place during school hours or outside school hours that supplement
the learning experience.
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Participant Activity
The participants can add any other content which they have included into the academic
calendar for their schools.

Activity-3
Preparing an Academic Calendar
Trainer Activity
Have participants to work in their groups and review the template of academic calendar
provided in handout: 3-I and complete a calendar for their school on flip chart and display it
on the wall. After 30 minutes, participants will arrange a gallery walk and comment on
other’s work.
Participant Activity
The participants will work in their groups to make an academic calendar. Participants will
also arrange a gallery walk and comment on other’s work.
Wrap up
The Academic Calendar serves as an information source and planning document for
students, teachers, staff and PEF monitors.

Important!
Academic Calendar must be displayed in school and teacher
must know about it.
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Handout: 3-I
Template of Academic Calendar
School Name: ______________________________
Academic Calendar for the Year: ______________
Details of Activities

Date/Month

Start a new session

02 April, 2018

Sports Day

07 May, 2018

Summer Vacations

05 June – 14 Aug, 2018

First Term Exams

15 Aug – 23 Aug, 2018

Holidays:
Holiday
Labour Day
Independence Day
Eid-ul-Fitr*

Date/Month
1st May, 2018
14 Aug, 2018

Eid-ul-Adha*
9th /10thMoharram*
Christmas/ Quaid-e-Azam Birthday
Eid-e-Milad-un-Nabi*
Kashmir Day
*Subject to the sighting of the moon.
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Activity-4
Basic Elements of Timetable
Trainer Activity
Brainstorm the participants that what is a timetable and what is the purpose of this? Trainer
will note the key point on the blackboard and give his input about it.
Trainer’s Note
A timetable gives a clear picture of all school activities-for example, which classes are going
on, during which period, where, and by whom.
A timetable provides a ‘map’ of:





What subjects will be taught in the morning and what after break?
Which teachers are assigned to which subjects?
How much teaching anyone teacher is engaged in on a weekly basis?
Which co-curricular activities are taking place?

Participant Activity
The participants will tell the trainer about timetable and its purpose?

Activity-4
Preparing a Timetable
Trainer Activity
Have participants to work in their groups to review the sample timetable provided in
handout: 3-J and then to prepare a timetable for a PEF school in blank timetable provided in
handout: 3-K.
Ask the participants to consider what experiences/ knowledge is influencing their decisions
about making the timetable for this exercise.
Participant Activity
Participants will work in groups to make a timetable using a sample as a guide and drawing
on their own experience and knowledge of their particular context for the school.
In the whole group, participants will share the common elements in their timetables and
explain the influencing factors on their decisions.
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Handout: 3-J
Filled Timetable Template
School Name:

ABC

Timetable for the Class:

4th

Days/Time

1

2

3

4

5

6

7

8:00 –
8:40

8:40 –
9:20

9:20 –
10:00

10:00 –
10:40

10:4011:00

11:00 –
11:40

11:40 –
12:20

12:20 –
1:00

Monday

English

Math

Library

Science

B

Islamiat

S.St

Urdu

Tuesday

English

Math

Urdu

Science

R

Islamiat

S.St

Art

Wednesday English

Math

Library

Science

E

Islamiat

S.St

Urdu

Thursday

English

Math

Urdu

Science

A

Islamiat

S.St

Art

Friday

English

Math

Urdu

Science

K

Islamiat

-

-

Saturday

English

Math

Library

Science

Islamiat

S.St

Urdu
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Handout: 3-K
Blank Timetable Template

School Name: ______________________________
Timetable for the Class: ____________

Days/Time
1

2

3

4

5

Monday

B

Tuesday

R

Wednesday

E

Thursday

A

Friday

K

6

7

Saturday

Wrap up
The trainer will ask participants why there are differences in the timetables they produced.
This should draw out the fact that they each have a unique understanding of their schools
and this will influence the decisions they make.

Continuous Professional Development Program (CPDP)

Page | 76
Punjab Education Foundation

School Leadership Program Level-I
Day 3/Session 4

DAY: THREE
Session 4: CPDP Department/Importance of Attending Trainings

Session Time: 2:00 - 3:00

Session-4: CPDP Department/Importance of Attending Trainings
Activity-1: Continuous Professional Development Program (CPDP)
Activity-2: Importance of Attending Trainings

25 minutes
35 minutes

Materials Required:




Blackboard
Chalk
Handout: 3-L

Activity-1
Continuous Professional Development Program (CPDP)
Trainer Activity
Trainer will give the presentation on CPDP department from handout: 3-L.

Handout: 3-L
CPDP provides trainings to PEF partner schools’ teachers & head teachers through its master
trainers. The department firmly believes that teachers are a powerful resource for
informing, educating and building the nation. This belief has been the driving force in
designing the training programs.
The Teacher Development Program (TDP) introduces teachers to basic teaching
methodologies and how effectively a teacher can manage her role in the classroom. MTs
and TTs conduct these trainings. TDP is 10 days training comprising two levels informing the
teachers to topics like lesson planning, classroom management, assessment, Bloom’s
taxonomy, safety & security and health & hygiene etc.
The School Leadership Program (SLP) introduces head teachers to school management and
leadership skills. SLP is 08 days training comprising two levels where topics like school
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improvement plan, delegation of responsibilities, teacher appraisal, school culture &
environment, inclusive education, hygiene & cleanliness, co-curricular activities and
assessment are included.
Interactive sessions are ensured in the trainings through discussions, role plays and group
work. Participants are encouraged to make links with their prior knowledge and current
teaching practices.
CERTIFICATION REGIME
To incentivize the teachers, CPDP has introduced certification regime. Under this, TDP
trained teacher upon qualifying a written test shall be awarded with Rs. 5,000/- one time.
PEF shall bear the Rs. 2,500/- per certified teacher and the school owner is expected to
award Rs. 2,500/- per certified teacher. CPDP has also introduced the annual honorarium
amounting to Rs. 5,000/- to a certified teacher who will complete a year of service in a PEF
school.
SCHOOL MENTORING ACTIVITY (SMA)
School Mentoring Activity is a new initiative of CPDP department to ensure quality
education in PEF partner schools through its Master Trainers (MTs). MTs are effectively
supporting PEF partner schools in terms of school improvement and enhancing the
pedagogical skills of teaching staff in their respective tehsils/districts. The areas focused
under SMA are following:
 Teaching QAT Module
 Teacher Information System (TIS) up-gradation
EARLY CHILDHOOD EDUCATION (ECE)
ECE refers to the emotional, social and physical development of young children (especially
3-5 years) by providing a rich stimulus for learning. Each ECE classroom consists of 6 learning
corners which include: Language, Library, Home, Science, Art & Math corners.
In collaboration with UNICEF, CPDP has established ECE rooms in Jhang, Lahore, Rajanpur,
Rahim Yar Khan & T.T Singh. ECE project includes training of MTs, head teachers, teachers,
caregivers/teacher assistants of selected schools & school committee members (parents
and owners) on ECE, wall painting, procurement of ECE kits and setting up of ECE rooms.
TRAINING ON INCLUSIVE EDUCATION:
PEF has enrolled children with mild disabilities in the main stream schools in 7 districts
(Attock, Chakwal, Jhelum, Lahore, Multan, Rawalpindi & Vehari) under Punjab Inclusive
Education Project (PIEP). Trained teachers in these districts can effectively deal with
students with special needs.

Continuous Professional Development Program (CPDP)

Page | 78
Punjab Education Foundation

School Leadership Program Level-I
Day 3/Session 4

TEACHER INFORMATION SYSTEM (TIS)
TIS is the hub of teachers’ data. CPDP has refined TIS to maintain the comprehensive profile
of teachers. It is essential for school owners/principal to update the TIS with accuracy &
timely so that CPDP may reach out the teachers for accurate nominations & verification of
trained resource and the timely disbursement of honorarium. CPDP seeks consent from
school owners regarding trainings through TIS.
Participant Activity
The participants will listen to the presentation on CPDP department.

Activity-2
Importance of Attending Trainings
Trainer Activity
Stimulate a discussion in the group that what is the importance of attending trainings?
Trainer will note the key points on the blackboard and share the other points from trainer’s
note that were not shared already.
After this, trainer will share a case study about importance of attending trainings given in
trainer’s note and ask the following questions:
1. Why the group of village school teachers visited well reputed schools?
2. What was different in those schools?
3. What were the reasons behind good results and learning of students of reputed
schools?
4. What they did after coming back to visit schools and which benefits did they got?
Trainer’s Note
Top 10 reasons for attending trainings
1. To share ‘best practices’ with other teachers.
2. To get some practical tips for teaching which you can put into practice immediately.
3. To share classroom problems with other teachers and get ideas for how to deal with
them.
4. To network with other teachers.
5. It can generate new ideas to try out in your teaching.
6. You have a lot of experience and knowledge to offer other teachers.
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7. Training can be motivational.
8. It can remind you of your love for learning, which will make you a good model for
your students.
9. All professionals are considered to need on-going professional development.
Therefore, training maintains teaching as a profession.
10. You owe it to your students to be the best teacher that you can be.
[Top ten reasons to attend an on course workshop, oncourseworkshop.com]

Case Study:
A group of teachers from village schools was sent to visit the education system of the
reputed schools in Lahore. There they visited a number of schools and shared experiences
with local teachers. They noted that all teachers prepared their lesson plans. All lesson plans
were activity based, child-centered, interactive and participatory, group-work and pair-work
were often added in the lessons in addition to role plays and stories as sources of
knowledge. All this was due to teacher trainings.
The group observed that lesson delivery and classroom management were effective
because of teacher trainings. They also noticed how the teachers worked as monitors,
facilitators, coordinators and guides for students.
On their return to village, the group expressed their excitement about teacher trainings.
Each member of the group returned to his/ her respective school and shared his/ her
experiences with colleagues and with teachers from nearby schools. They arranged a
teacher training. As a result, when their schools assessed the learning achievement of
students, teachers who had applied their learning showed that their students were
performing better than before.

Participant Activity
The participants will tell about the importance of attending trainings and also make notes
that they don’t know about needs of attending trainings. The participants will also listen to a
case study and answers the questions to trainer.
Wrap up
There are a number of reasons for training, but the most important is that training is needed
so that students’ learning needs are being met and their potential for achievement is
maximized. Ask the participants that opportunities are available for PEF teachers/ head
teachers through CPDP.
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DAY: THREE
Session 5: School Record as Per PEF Requirement

Session Time: 3:00 - 4:00

Session-5: School Record as Per PEF Requirement
Activity-1: Importance of School Record
Activity-2: School Record-Keeping
Activity-3: Homework: Daily Log

15 minutes
40 minutes
05 minutes

Materials Required:



Blackboard
Chalk
 Handout: 3-M






Handout: 3-N
Handout: 3-O
Handout: 3-P
Handout: 3-Q

Activity-1
Importance of School Record
Trainer Activity
Ask participants about the importance of the school record. Pose the following questions:

1. Why do we need a school record?
2. What kinds of records do we have in schools?
3. What difficulties are there in maintaining school records?
Participants Activity
The participants will discuss the questions and also their experiences of maintaining school
records in the whole group.
Wrap Up
The trainer will conclude that proper records of its students, teachers and facilities are
required. These records should be made available to the PEF monitoring team and program
heads as per requirements. Moreover, the records should be fair and free of errors.
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Activity-2
School Record-Keeping
Trainer Activity
Trainer will share the handouts of different record-keeping registers and their maintenance
in-detail to the participants.
Trainer’s Note
Admission/ Withdrawal Register
It is a record of all the students who are admitted to a school. According to departmental
rules, the admission register is to be preserved permanently in the school. Therefore, it is
essential that it should be got specially bound and kept it safe custody. It is to be free
from mistakes because this register is at times required by school management in a court
of law as an evidence for the date of birth of the pupils. At the time of admission students
their relevant records like birth certificate, etc. along with their application. All these
papers are to be carefully preserved and entered in the admission register.
The admission register should contain the following items:
a) The serial number and name of the student.
b) His father’s name, caste, occupation and address.
c) His date of birth.
d) Date of admission to the school.
e) The class to which he is admitted.
f) Date of withdrawal or migration from the school.
Attendance Register
This is another important register which is maintained in each class and section, showing
a)
b)
c)
d)
e)

The names of the pupils on the roll of the class or section, during a month.
The attendance is marked in the beginning of the school hour.
Entries should be made in ink.
Blanks should not be left.
Students who remain absent from the school without leave for fifteen consecutive
attendance [excluding medical cases] is struck off from the rolls.
f) Holidays are marked in red ink.
g) The presence of student is marked with ‘p’, absent with ‘a’ and leave with ‘L’.
h) At the end of each month, summary of the month should also be filled.

Teacher's Attendance Register
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To record the daily attendance of the teachers, schools maintain the teacher’s attendance
register. This shows the time of arrival and departure of the teachers on each day. The
teachers are to sign regularly in the morning and afternoon every day. Time of arrival of the
late comers should be indicated. Leave taken by the teachers during the month holidays
etc., are to be written on it. It should be kept outside the room of the principal. When the
first period starts, it should go to the principal for verification.
Examination Register
After examination, the teacher enters the marks and progress of the student in a register.
The class teacher should exercise great care in entering the marks. The signature of the
principal should also be obtained in this register after every examination. Schools should
keep an up-to-date record of dropout students.
Stock Register
This register keeps information of all the movable property of the school. While purchasing
equipment or furniture, it must be duly entered in this register. The head of the institution
should check this register physically at least once in a year. Verification reports should be
recorded in the stock register. It can show which articles are missing and which need
immediate repairs. The register should contain the following information:
a)
b)
c)
d)
e)
f)

Name of the articles.
Quantity of the articles.
Date of purchase.
Name of the firm which supplied the articles.
The authority ordering purchase.
Signature of the authority.
[Maintenance of School Records, Published on Apr 6, 2016 in slideshare.net]

Important!
Maintenance of Examination Register and Stock Register
is not PEF requirement but many schools maintain these registers.
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Handout: 3-M
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Handout: 3-N
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Handout: 3-O
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Handout: 3-P
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Handout: 3-Q

Participant Activity
In the whole group, participants can share how they manage the different school records as
per PEF requirement. The participants will also understand that how to properly manage
school record register.

Wrap up
For proper functioning of the system and to streamline all matters in the school, proper
record maintenance is required. The school record is the back bone of the school history. It
contains all sorts of information about school and the activities performed in it.

Activity-3
Homework: Daily Log
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Trainer Activity
The trainer will read the following homework questions:
1. Consider what changes you could make to your academic calendar and school
timetable which would have an impact on students’ achievement?
2. Reflect on how well you report students’ progress to parents. What changes can you
make to your procedures for reporting to parents?
The trainer will give the following instructions:
Write your answers by linking them with the session activities and discussions. The answers
should not be copied from any book, friend or elsewhere.
The answers need to be comprehensive, thus giving a complete understanding from their
perspective. You can write the answers in Urdu or English. The approximate time for
completing the homework is 15-20 minutes.
The homework should be done neatly.
Participant Activity
The participants will read the homework task from their handbook and ask questions if they
are
unsure
of
anything.

Continuous Professional Development Program (CPDP)

Page | 89
Punjab Education Foundation

School Leadership Program Level-I
Day 4/Session 1

DAY: FOUR
Session 1: Reflection on the Previous Day

Session Time: 9:00 - 9:45

Session-1: Reflection on the Previous Day
Activity-1: Welcome and Reflection on the Previous Day
Activity-2: Objective of Day 4
Activity-3: Arranging Working Groups

25 minutes
10 minutes
10 minutes

Materials Required:



Blackboard
Chalk

Activity-1
Welcome and Reflection on the Previous Day
Trainer will cordially welcome the participant back reassuring them that they deserve
appreciation for being punctual and that today is a very important day because they will
learn a lot of important things. But before the topics of today could be shared it is important
that the topics of the previous day are reflected upon.
Trainer Activity
Ask the participants about the topics covered in the previous day’s training.

Remember!
Please treat this very important session. This can be a whole
class feedback session or circle time or brainstorming or
group activity. As a trainer you must know that reflection
helps to provide deeper learning.

Continuous Professional Development Program (CPDP)

Page | 90
Punjab Education Foundation

School Leadership Program Level-I
Day 4/Session 1

Review the homework questions with the participants. The questions were:
3. Consider what changes you could make to your academic calendar and school
timetable which would have an impact on students’ achievement?
4. Reflect on how well you report students’ progress to parents. What changes can you
make to your procedures for reporting to parents?
Trainer’s Note
1. Consider what changes you could make to your academic calendar and school
timetable which would have an impact on students’ achievement?
Possible Answer: Academic calendar and school timetable are wonderful tools to
maximize the potential of our students. I will make sure that all complex subjects are
taught during earlier hours of the day.
2. Reflect on how well you report students’ progress to parents. What changes can you
make to your procedures for reporting to parents?
Possible Answer: Currently I just send students’ progress report annually by a post
card but in future I would share students’ progress on monthly basis during PTM.

A

Important!
Sample answers of the reflective questions are only for the help
of trainer. Variations are accepted.

Participant Activity
Share and explore answers to the set of questions assigned to them on previous day.

Wrap up
Explain that all participants should be reminded of the key points from the previous day
about their leadership role as a Head Teacher with PEF. This is the same way learners
consolidate their learning. Recap the next day it becomes part of their memory.
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Activity-2
Objectives of Day-4
Trainer Activity
The trainer will ask from one of the participants to read out the objectives of Day-4 and
trainer will give his/ her input regarding every objective.
By the end of the day the participants will be able to:
6. Talk about the characteristics of an effective school
7. Understand aspects of M&E department and role of DMEA
8. Discuss the value of hiring quality teacher
9. Describe the processes involved in teacher appraisal
10. Evaluate the SLP level-I module
Participant Activity
By listening to the objectives the participants will know what they are expected to learn
from the day.
Wrap up:
The trainer will tell the participants that without knowing the objectives of the workshop,
the direction for learning is similar to taking a purposeless trip to an unfamiliar city; hence
knowing the objectives helps to make their journey purposeful. Head teachers must know
objectives for each day. They need to know and ensure that their teachers must have
objectives of teaching and also let the learners know about them.

Activity-3
Arranging Working Groups
Trainer Activity
Ask participants to form a line at the front of the room. They should line up alphabetically by last
name. Then, count off in groups summer, winter, spring and autumn. All the summers form a group;
all the winters form a separate group, and continue until all groups are formed.

Participants Activity
The participants will form a line at the front of the room. They will line up alphabetically by last
name. Each participant will be assigned a season name summer, winter, spring and autumn. All the
summers form a group; all the winters form a separate group, and continue until all groups are
formed.
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DAY: FOUR
Session 2: Effective School/M&E Department/PEF Inspection
Framework
Session Time: 9:45 - 11:00

Session-2: Effective School/M&E Department/ PEF Inspection Framework
Activity-1: Energizer: Touch Something…
Activity-2: What is an Effective School?
Activity-3: Monitoring and Evaluation (M&E) Department
Activity-4: PEF Inspection Framework

10 minutes
20 minutes
20 minutes
25 minutes

Materials Required:



Blackboard
Chalk
 Handout: 4-A




Handout: 4-B
Handout: 4-C

Activity-1
Energizer: Touch Something…
Trainer Activity
Ask participants to stand up. Explain that you will tell everyone to find something blue, and
that they have to go and touch it. This could be a blue shirt, pen, shoe or whatever.
Continue the game in this way and try other things.
Participant Activity
All the participants will stand up. When trainer will ask blue, they have to go and touch it.
This could be a blue shirt, pen, shoe or whatever.
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Activity-2
What is an Effective School?
Trainer Activity
Trainer will explain the characteristics of a highly effective school provided in handout: 4-A.

Handout: 4-A
Characteristics of a Highly Effective School

1. Set and enact a clear mission and vision
Everyone in highly effective schools understands where the institution is going, why they are
going there, and how they are contributing this greater cause (Collins, 2001).
2. High standards and expectations for all Students
Highly effective schools offer all students ambitious and rigorous study regardless of the
barriers and obstacles individual students face. (Langer, 2004).
3. Effective School Leadership
Effective instructional and administrative leadership strategies to identify, address, and
reform schools. Additionally, instructional leadership helps to foster communities of
development for faculty and students. (Elmore, 2000)
4. High Level of Communication and collaboration
Communicate and collaborate as a team in order to achieve shared goals. High performing
schools require twenty-four hours of collaboration and communication a day between
faculty, staff, and students in order to remain responsive to community challenges. (Bryk &
Schnieder, 2002).
5. Align curriculum, instruction, and assessments
Align curriculum, instruction, and assessments in ways that facilitate cooperation to foster
student learning. Faculty in high-performing schools design, utilizes, and reflects upon
research-based strategies and materials used across each of these three components
(Fullan, Hill, & Crevola, 2006).
6. Frequent Monitoring of Learning & Teaching
In highly effective schools, teachers are responsible for managing and monitoring student
learning, and school leaders are responsible for managing teacher development and
instruction (Darling-Hammond, 2002).
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7. Focused Professional Development
Highly effective schools require teachers to develop deeper knowledge & new skills.
Professional learning is extensive and ongoing and aligned to the school’s overarching
mission and vision (McLaughlin, 2006).
8. Supportive Learning Environment
Develop and maintain a safe and intellectually stimulating learning environment for
students. Skillful classroom management contributes to positive climate & makes good
intellectual work possible. Effective classroom management strategies include:
 Teaching & reinforcing positive behaviors & skills
 Appropriate physical layout
 Specific, clear classroom routines & procedures
9. High levels of family and community Involvement
Students, teachers, parents and the community feel respected and connected with the
school and are positively welcomed into learning environment. Families and community
members understand their responsibility to educate students in partnership with teachers
and the school (Henderson, 2007).
Participant Activity
The participants will listen to the explanation given by trainer.
Wrap Up
According to some researchers, student performance should be the primary indicator of a
successful school. It makes sense, really, since the sole purpose of schools is educating their
students. Other researchers propose that students’ social characteristics, such as personal
growth should be included when determining effective schools.

Activity-3
Monitoring and Evaluation (M&E) Department
Trainer Activity
The trainer will give the explanation from handout: 4-B about M&E Department.
Handout: 4-B
Introduction of M&E
Monitoring and Evaluation plays a pivotal role in success of any project. PEF has established
a separate M&E department in 2006, with the intention of bringing in continuous
improvement through rigorous surveillance in all programs initiated by PEF. M&E monitors
all program activities of PEF as independent body and directly reports to the Board of
Directors (BOD).
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The overall purpose of monitoring ad evaluation is performance measurement and
assessment in order to learn and manage for development results more effectively. In order
to improve on performance and achieve results, the objectives of monitoring and evaluation
are to:
 Enhance organizational learning
 Informed decision making
 Support accountability and program restructuring
M&E Functions
M&E plays its role at school, program and organizational level and covers every program
related activity carried out at PEF. These activities include but are not limited to:
 Monitoring of School Selection Process
 Monitoring of Preliminary as well as Regular QATs
 Monitoring of Schools under Fas, NSP, EVS, PSSP
 Monitoring of Trainings Conducted by CPDP
 Conduction of Inquiry Against PEF Partner Schools
 Redressed of Grievances/ Complaints through a Centralized Complaint Cell (CCC)
Digitized Monitoring
Development of Digitized Monitoring (DIGIMON) is one of the milestones M&E has recently
achieved for effective and efficient working and enhanced output on part of M&E. DIGIMON
is a robust digitized monitoring system that will help M&E to monitor the schools and
program activities on tablets and to produce real time reporting for management. M&E
intends to meliorate complete process flow with identification of shortcomings and their
rectification. Following key benefits are expected of this Digitized Monitoring System:
 Accuracy of Data
 Use of state of the art technology
 Time saving
 Coverage of maximum schools
 Real time control of monitoring teams/ monitoring activities
 Instant reporting
 Instant access to monitoring data
 Availability of monitoring data
Participant Activity
The participants will listen to the explanation given by trainer about M&E department.

Activity-4
PEF Inspection Framework
Trainer Activity
The trainer will explain the PEF inspection framework from handout: 4-C.
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Handout: 4-C
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Following documents are checked during monitoring:
 Student attendance register
 Admission withdrawal register
 School registration certificate (From School Education Department).
 Board affiliation certificate (If any)
 Building fitness certificate.
 QAT result displayed.
 Academic calendar.
 Teachers attendance register
 Teachers salary register
 Teachers and Principal credentials
 Income and expense register
 Field visit register
Participant Activity
The participants will understand the PEF inspection framework.
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DAY: FOUR
Session 3: Hiring a Quality Teacher/ Delegation of Work

Session Time: 11:15 - 1:00

Session-3: Hiring a Quality Teacher/ Delegation of Work
Activity-1: Energizer: Marooned
Activity-2: Hiring a Quality Teacher
Activity-3: Delegation of Work
Activity-4: Teacher Appraisal

10 minutes
25 minutes
40 minutes
30 minutes

Materials Required:



Blackboard
Chalk
 A4 size Papers





Handout: 4-D
Handout: 4-E
Handout: 4-F

Activity-1
Energizer: Marooned
Trainer Activity
Ask the participants to work in their groups. Explain the following context to the
participants:
You are marooned on an island. What five items would you have brought with you if you
knew there was a chance that you might be stranded? Note that you are only allowed five
items per group, not per person.

Participant Activity
The participants will write their items on paper and discuss and defend their choices with
the whole group.
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Activity-2
Hiring a Quality Teacher
Trainer Activity
Ask the participants the write down possible answers of the following questions on blank A4
size paper and discuss:

(a) If you are asked to hire a teacher, what qualities will you look for in him/her?
(b) How would you evaluate that teacher?
Participant Activity
The participants will write the possible answers in their groups on blank A4 size paper and
share with the whole group.
Wrap Up
All schools/ All Head teachers will be looking for different qualities based on the make-up of
the existing team – a new teacher must be able to fit-in with the existing team. Head
Teacher must also take necessary steps to retain a qualified and quality teacher.

Activity-3
Delegation of Work
Trainer Activity
Ask the participants “What is delegation?” Write the main points on the blackboard.
Ask them the following questions:



What problems do they currently face with delegating work?
How can they put into practice the ideas on the handout?

Review in the whole group by sharing challenges and potential strategies for over-coming
delegation issues.

Trainer will also explain the principals of delegation and delegation process from handout.
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Handout: 4-D
What is Delegation?
Delegation can be summarized as:
Standing back and letting staff to do work after telling them:





What results they are supposed to achieve (Target)
How they can best go about doing it (Process)
What resources they have to do it with (Available Resources)
What will happen if they do not achieve the agreed result (Accountability)

Principles of Delegation:
1. Delegate as much work as it possible for the staff.
2. Delegation of authority and function does not free the delegator (head teacher) of
accountability.
3. The precise limits of delegation must be clearly defined and understood both by
delegate and by all concerned.
4. Duties should match ability of the persons to whom it is assigned.
5. The delegate should, where possible, be obliged to set his/her own program and
objectives to complete the task successfully.
6. Mistakes must be accepted.
7. The delegator must respect the sub-ordinate’s efforts and decision and be careful in
altering the decision if needed.
The Delegation Process:
1)
2)
3)
4)
5)

Consider the tasks to be delegated
Decide who should do it and why
Meet the delegate
Ensure the implementation of the task
Review and evaluate the task

[Head Teachers’ Guide, Directorate of Staff Development, Punjab Lahore]

Participant Activity
Participants will work in their groups to discuss the questions posed. After discussing, each
group will share their understandings/ discoveries and perceptions regarding delegation of
work.
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Wrap Up
Reinforce the point that Head Teachers have an enormous workload and that delegation is
not only an important strategy to manage the workload, but also a means for building
others’ capacity, build team work and raise standards in the school. At the same time it
must be understand that all work must not be passed on. There will be some things that HT
must do.

Activity-4
Teacher Appraisal
Trainer Activity
Trainer will explain the case study given in their handout: 4-E in Urdu and participants will
understand the concept of teacher appraisal and share their views or trainer can also
perform role play from participants on this. Ask the participants that “What is teacher
appraisal?”
Trainer will explain the steps involved in teacher appraisal from handout: 4-F.
Trainer’s Note
Appraisal is a tool of studying teacher performance, through the use of certain techniques
and procedures. Appraisal can help the school to accomplish its mission of maintaining or
improving what it provides, while at the same time maintain or enhance staff satisfaction
and professional development. In addition, appraisal assists teachers to perform more
effectively in their organization.

Handout: 4-E
Case Study
Mr. Javad Ali is the head teacher of an urban primary school in Punjab for the last five years.
For the last two years he has been facing an unusual problem. A large number of private
schools have opened in the vicinity, which has caused high dropout rate in Government
schools. At the same time the new admission rate has fallen sharply. His school has a good
building, a new laboratory, teaching kits for every class, and a comparatively well qualified
teaching staff. Consultations with the School Council have produced no solutions, nor have
the discussions with fellow head teachers from other schools been fruitfull. He decided that
he should talk to his staff too, and be able to identify a clear solution to the problem. In a
staff meeting Mr. Javed realizes that the introduction of a new assessment system,
instructional technology and English as a mode of instruction has received little response
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from his school. He observed that his teachers did not go to their classes with planned
lessons, and a number of his teachers had no rapport with their students. Some teachers
were not regular or punctual. Many of them had not thought of enhancing their
qualifications for a long time. Mr. Javed felt staff needed training in these key areas and
greater exposure to innovations, so that they could deliver their lessons in a proper way. It
is time for a review and to plan training sessions for staff, on regular basis.
[Head Teachers’ Guide, Directorate of Staff Development, Punjab Lahore]

Handout: 4-F
Steps and Teacher Appraisal

1. Initial Meeting
In this meeting the head teacher will sit with teachers to agree the purpose, context and
area of appraisal, timetable and the process of appraisal.
2. Self-Assessment
The head teacher and the teacher should begin by considering the self-assessment of the
teacher. The teacher should submit a brief [2 pages] written report about his/her practice.
The primary six areas to be considered are as under:
 Subject knowledge
 Student learning, including examination results
 Classroom management
 Lesson planning
 Teaching methods, with a focus on classroom interaction
 Variation in methods used, teacher-student relationships
3. Classroom Observation
 Classroom observation should be based on the above six areas
 There will be a need to have several observations, in order to get a reasonable idea
of a teacher's competence.
4. Teacher Appraisal
Head teacher will write the strengths and weaknesses of the observed teacher.

5. Review Meeting
 The head teacher and the teacher should review previous objectives.
 The head should praise the achievements and identify the needs for further
development.
 They should agree upon new targets
[Head Teachers’ Guide, Directorate of Staff Development, Punjab Lahore]
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Participant Activity
The trainer will explain the case study in Urdu and then participants will share their views
regarding teacher appraisal. The participants will also listen to the explanation of the steps
involved in teacher appraisal.

Wrap Up
Highlight the importance of teacher appraisal as a mechanism for ensuring good quality
teaching and supporting staff to ensure retention.
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DAY: FOUR
Session 4: Wrap up of 4 Days

Session Time: 2:00 - 3:00

Session-4: Wrap up of 4 Days
Activity-1: Wrap up of 4 Days

60 minutes

Materials Required:




Blackboard
Chalk
Flip Charts





Markers
Tape

Activity-1
Wrap up of Level-I Training
Trainer Activity
Assign one topic (Depend upon number of groups) from the following to each group for
presentation:
 Leadership and School Improvement
 School Management as PEF partner
 Ways of developing linkages with parents and community
 School Record-keeping
 Professional Development (attending trainings)
 The Effective School
When the groups are ready, each group will give a comprehensive presentation as a review
of the topic given to them
Participant Activity
Participants will work in their groups and prepare a presentation on assigned topic.

Wrap Up
Reinforce the content of the presentations by referring back to the content and objectives.
Stress that what they have learned from these training sessions will help them to be even
better head teachers. They must share good practices.
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DAY: FOUR
Session 5: Evaluation of Training

Session Time: 3:00 - 4:00

Session-5: Evaluation of Training
Activity-1: Energizer: Rating Scale
Activity-2: Evaluation
Activity-3: Homework: Daily Log
Activity-4: Vote of Thanks

10 minutes
30 minutes
10 minutes
10 minutes

Materials Required:



Blackboard
Chalk



Training Feedback Forms

Activity-1
Energizer: Rating Scale
Trainer Activity
Ask the participants to pretend that the room/courtyard represents a scale of 1 to 10 with
left hand side of the room/courtyard representing “1” or very low and the right hand side
representing “10” or very high.
Ask the participants to move to a place in the room/courtyard that represents their
feedback. In this activity participants will just move from their place without speaking.
Ask following questions one by one:
1.
2.
3.
4.
5.

How much you learn from this SLP Level.1 training?
How your time was spent in the four days training?
What is your energy level at this time?
What will you rate the overall training?
How many learned topics would you apply in your school?
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Participant Activity
The participants will follow the instructions of the trainer.

Activity-2
Evaluation
Trainer Activity
The trainer will distribute the evaluation form of the training to participants.
Participant Activity
The participants will fill the evaluation form individually.

Activity-3
Homework: Daily Log
Trainer Activity
The trainer will read the following homework questions:
5. In the training you considered ways to make your school more effective. Now
consider how you will measure the impact of activities you will undertake to improve
the effectiveness of your school?
6. When you hire a new teacher, how will you help that teacher become part of the
school team?
The trainer will give the following instructions:
Write your answers by linking them with the session activities and discussions. The answers
should not be copied from any book, friend or elsewhere.
The answers need to be comprehensive, thus giving a complete understanding from their
perspective. You can write the answers in Urdu or English. The approximate time for
completing the homework is 15-20 minutes. The homework should be done neatly.

Important!
Homework of day-4 will be asked in day-1 of SLP
Level-II training.
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Participant Activity
The participants will read the homework task from their handbook and ask questions if they
are unsure of anything.

Activity-4
Vote of Thanks
Trainer Activity
The trainer will thank the head teachers for their active and valuable involvement. The
trainer will also highlight the commitments of PEF, in providing them this excellent
professional learning opportunity.
Trainer will also refer back to the expectations from day-1 being met.
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