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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 others, some of the topics included in this manual are: reflection in leadership
and management, ways of reflection, school improvement plan, managing change, school
culture, school environment, safety and security in schools, disaster management, first aid,
inclusive education, health & hygiene, success factors for head teachers, micro management
and multi-grade teaching. 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.
This SLP manual of level-II 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 of
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 level-II & handbook
level-II 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. Please ensure that participants from level-I are attending level-II. No new participant can
attend level-II.
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!

Convey the following to Participants:
Continuous Professional Development Program (CPDP)
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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!

Objectives of the Level Two (4-Day Training Program)
Continuous Professional Development Program (CPDP)
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Day 1
1.
2.
3.
4.

Participants will be able to:
Share success stories from SLP level I.
Understand the value of reflection and reflective practices as a school administrator.
Elucidate the need for improvement in school academics and administration.
Describe strategies for capacity building of teachers.

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

Participants will be able to:
Understand change management in a school culture.
Enlist security and safety measures in PEF schools.
Devise steps for promoting inclusive education in PEF schools.
Understand the value of equal opportunity and differentiation.
Understand disaster management, risk reduction and first aid training.

Day 3
1.
2.
3.
4.
5.
6.

Participants will be able to:
Identify factors for successful headship.
Describe processes for hygiene, cleanliness and health in PEF schools.
Analyse on the importance of classroom observation.
Practice teacher and student learning evaluation.
Support teachers in planning lessons & classroom management.
Understand multi- grade teaching and assessment.

Day 4
1.
2.
3.
4.

Participants will be able to:
Prepare and present a plan on school improvement.
Revisit PEF programs.
Understand certification regime and test.
Evaluate the SLP Level II.

Continuous Professional Development Program (CPDP)
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Agenda

1

-Expectations: what
do the HT expect to
learn

-Success stories
from HT of
implementing
learning from level 1

-Objectives of the
Training

-Reflection in
leadership and
management
-Ways of
Reflection
-Reflective journal

-Setting ground
rules

-Reflective
dialogue

-Reflection on
previous day

-Introduction of
safety & security
in schools

-School culture

-Methods of
implementing
security means in
the school

-School environment

-Introduction of
disaster
management

-The essentials:

-Classroom
Observations and
school Evaluations

2:00 pm
3:00 pm

3:00 pm
–
4:00 pm

-Introduction to School -In groups Head teachers
Improvement Plan
will prepare a school
improvement plan based
-Improvement in
on learning in areas of
academics
academics,
-Improvements in
infrastructure & capacity
infrastructure as per
building of teachers
PEF
- HW: daily log
Requirement
-Capacity building of
teachers

-Disaster Risk
-Inclusive education
Reduction And Stresses
-How to cater & facilitate
in School
special children
-Safety Of Children
-Equal opportunities and
Against Disasters
Differentiation
-Safety of Children With - HW: daily log
Disabilities
-First Aid training
material

TE

-Case study of a
good and bad
school

1:00 pm
2:00 pm

-Recalling Level 1

-What can you and -Understanding
should you change change
in your school?
-Managing Change

2

11:15 am
1:00 pm

Lunch/Prayer Break

-PEF Success Story

11:00 am
11:15 am

Lunch/Prayer Break

-Welcome back

9:45 am
11:00am

Tea Break

9:00 am
9:45 am

Tea Break

DAY

-Reflection on
previous day
-Prep work for
presentation

-Presentations by HT
on school
improvement plan

-Teacher
Evaluation

- Revisiting PEF
programs
(FAS, NSP, EVS,
PSSP)
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Lunch/Prayer Break

-Learner
Evaluation

-Micro management :

Lunch/Prayer
Break

-PEF requirement
regarding number and
quality of washrooms
-PEF requirement
regarding number
and quality of
taps/water
coolers/electric
coolers.etc

3

4

Hygiene & Cleanliness
Tea Break

-Factors for
successful
headship

Tea Break

-Reflection on
previous day

lesson planning and
classroom
management

Wrap up
-question and answers
-reflections

-Multi grade teaching
and assessment
- HW: daily log

Next steps : test
-Evaluation of training
-Vote of thanks
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Day 1/Session 1

DAY: ONE

Session 1: Introduction to the School Leadership Program (L2)

Session Time: 9:00 - 9:45

Session-1: Introduction to the School Leadership Program (L2)
Activity-1: Welcome/PEF Success Stories
Activity-2: Expectations of HT
Activity-3: Re-visiting Ground Rules
Activity-4: Objectives of Day 1

15 minutes
10 minutes
10 minutes
10 minutes

Materials Required:




Blackboard
Chalk
Attendance Sheet




Flip Chart
Marker

Activity-1
Welcome/PEF Success Story
Trainer Activity
The trainer will begin the first session by welcoming back and greeting the head teachers on
SLP level-II.
The trainer will mark the attendance from participants. 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.
The trainer will share the following success story:
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
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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”

Participant Activity
The participants will mark their attendance on the sheet and listen to the trainer. Encourage
the participants to add more PEF success stories from their schools/experience.
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.
The other purpose of sharing this successes story is that there can be other students who can
achieve so much. Only the right support at the right time is requested.

Activity-2
Expectations of HT
Trainer Activity
The trainer will ask the participants to come one by one and write their expectations regarding
SLP level-II training on the flip chart displayed at the front of the class.
Participant Activity
The participants will write their expectations regarding SLP level-II training on the flip chart
displayed at the front of the class.
Wrap up
Let participants know that the finalized lists will be revisited at times throughout the training
or session.

Continuous Professional Development Program (CPDP)
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Activity-3
Re-visiting the 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. The trainer will draw the participants’ attention to the rules
of the training by reviewing the flip chart from the level-I training.
Read and explain each rule, one by one:
i.
ii.
iii.
iv.
v.

Avoid the use of mobile phones during the session (draw a mobile)
Raise your hands if you have a question (a hand in the air)
Class participation is a must for every head teacher (2 smiling faces)
We should listen to others’ points of view (an ear)
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.
The 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.

Continuous Professional Development Program (CPDP)
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Activity-4
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:
1. Share success stories from SLP level I.
2. Understand the value of reflection and reflective practices as a school administrator.
3. Elucidate the need for improvement in school academics and administration.
4. Describe strategies for capacity building of teachers.
Ask them why they were introduced to the objectives of the day?
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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DAY: ONE

Session 2: Review of Level 1

Session Time: 9:45 - 11:00

Session-2: Review of Level 1
Activity-1: Energizer: Find the Person
Activity-2: Reflection on the Day 4 of Level-I
Activity-3: Review of Level 1 training
Activity-4: Forming Working Groups

15 minutes
25 minutes
25 minutes
10 minutes

Materials Required:




Blackboard
Chalk
Handout: 1-A




Flip Chart
Tape

Activity-1
Energizer: Find the Person
Trainer Activity
The trainer will use the blackboard and ask the participants that they have 5 minutes to find
someone who fits in the following categories. They can write one name many times. After 5
minutes, each participant will share the information with the whole group.
Find someone who…

1. Likes Biryani

_____________________

2. Ate breakfast this morning

_____________________

3. Can recite the alphabet backwards

_____________________

4. Is the youngest

_____________________

Continuous Professional Development Program (CPDP)
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5. Plays hockey

_____________________

6. Has a pet

_____________________

7. Exercises daily

_____________________

8. Can speak another language other than Urdu or English

_____________________

9. Has travelled to another province of Pakistan

_____________________

10. Watches or reads the news everyday

________________

Participant Activity
Each participant will find the person who fits in the categories given above. Then participants
will share information with the whole group.
Wrap up
The participants will re-engage with each other.

Activity-2
Reflection on the Day 4 of Level-I
Trainer Activity
The trainer will tell that before the topics of today could be shared it is important that the
topics of the day 4 of SLP Level-I are reflected upon.

Remembe
r!

This is 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.

Review the homework questions with the participants. The questions were:
Continuous Professional Development Program (CPDP)
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1. 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?
2. When you hire a new teacher, how will you help that teacher become part of the school
team?
Trainer’s Note
1. 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?
Possible Answer: I would observe different performance indicators to measure the
impact of new strategies that I adopt.

2. When you hire a new teacher, how will you help that teacher become part of the school
team?
Possible Answer: I would ask him/her to work with a senior teacher for initial few days
and give him/her a few days to gel up nicely with school environment.

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 day 4 of SLP level-I
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.

Continuous Professional Development Program (CPDP)
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Activity-3
Review of Level-I Training
Trainer Activity
The trainer will ask the participants to complete the worksheet (provided in handout: 1-A)
individually and respond to following four prompts questions based on their learning in
level-I:
1.
2.
3.
4.

What they are going to start doing in their schools?
What they are going to stop doing in their schools?
What will they continue doing?
How will they change up what they’re doing?
Handout: 1-A

Worksheet
Based on the learning in Level I what you are going to start doing and stop doing in your
schools? What will you continue doing? How will you change up what you are doing?
Start

Stop

Continue

Change

Continuous Professional Development Program (CPDP)
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Participant Activity
The participants will complete the worksheet (provided in handout: 1-A) individually.
Wrap up:
This activity helps the participants to focus on what they have learnt and what they are
actually going to do when they get back to their schools. Appreciate the hard work of
participants and their efforts illustrated by the activity and presentations. Stress that what
they learn from these training sessions will help them to be even better head teachers so that
they can produce similar work as presented in presentations in the future.

Activity-4
Forming Working Groups
Trainer Activity
Ask participants get into 4 groups, whatever you choose, based on similarities (e.g. colors of
clothes, design of shoes etc.) in what they are wearing. They will decide what they have in
common.
Participant Activity
The participants will divide themselves into 4 groups based on similarities (e.g. colors of
clothes, design of shoes etc.) in what they are wearing.

Continuous Professional Development Program (CPDP)
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DAY: ONE

Session 3: Reflection in Leadership and Management

Session Time: 11:15 - 1:00

Session-3: Reflection in Leadership and Management
Activity-1: Self-reflection Activity: Get Real
Activity-2: What is Reflection?
Activity-3: Reflection in Leadership and Management
Activity-4: Ways of Reflection

15 minutes
20 minutes
35 minutes
35 minutes

Materials Required:





Blackboard
Chalk
Sticky Notes of 4 Colors
Tape





Flip Charts
Markers
Handout: 1-B

Activity-1
Self-Reflection Activity: Get Real
Trainer Activity:
Divide eight sticky notes of different colors (2 Yellow, 2 Pink, 2 Green and 2 Blue) to each
participant. Let participants know that this is a very personal activity. Tell them to reflect
personally and professionally on their values.
The trainer will guide the participants to write ONE answer per piece of paper (Sticky Note).
Yellow: Think about 2 material items that you value the most.
Pink: Think about 2 people that are most important to you. They can be family members,
friends, teachers, etc. Only ONE person should be on per paper.
Green: Think about 2 memories that you always want to have and write them down. These
memories can be good or they can be a tough memory that you have learned from.
Blue: Think about 2 goals that you find important to set your future.
Give them 5 minutes to look over these values that they have in front of them and think about
why they are important to them. Think about the good times and the tough times that come
along with some of these.

Continuous Professional Development Program (CPDP)
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Now that they have thought about these values, ask them to take three away. When they
take these away, that means they are no longer a part of their life. Now ask them to take two
more away from remaining. This should leave you with your top three values in life and these
top three things that influence who you are on a day to day basis.
Debriefing Questions:
1.
What values are you left with?
2.
Why are they important to you?
3.
Do you think you will make the same choices in future, as you did today?
Participant Activity
The participants will follow the instructions of the trainer.
Wrap up
Self-reflection is a simple way to dig deeper into your feelings and find out why you were
doing something or feeling a certain way.

Activity-2
What is Reflection?
Trainer Activity
The trainer will write the term ‘Reflection’ on the blackboard. Ask participants to come and
write their understanding about the term ‘Reflection’.
The trainer will explain about the term ‘Reflection’ from trainer’s note.
Trainer’s Note
Reflection is ability to assess your thinking, actions and behaviors and evaluate their
effectiveness and areas for improvement.
Reflection is the beginning of reforms. There can be no reforms without reflection. It is an
opportunity through which one can learn from experience.
[The Watermelon speech, 1907]

At its most basic level, reflection is defined as a way of thinking about educational matters
that involves the ability to make rational choices and to assume responsibility for those
choices. Reflection is an integral part of the learning process. It allows us to learn more about
ourselves and how we learn, but it also aids us in improving ourselves and our skills. Consider
sports teams that watch film of the previous night’s game. They’re able to identify mistakes
and correct them at practice.

Continuous Professional Development Program (CPDP)
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With a profession as challenging as Headship, self-reflection offers School Leaders an
opportunity to think about what works and what doesn’t in their school. You as a school
leader can use reflection as a way to analyze and evaluate your own practices so you can focus
on what works.
Participant Activity
The participants will think and write their understanding about the term ‘Reflection’. The
participants will listen to the explanation from trainer and make notes.
Wrap up
It is a conscious act where you weigh/evaluate the effectiveness of your action and thoughts.
You try and organize what was good and what was not. And then practice this for every new
action you adopt in the school.
Reflective practice is a key component of professional activity for educators. It can be
undertaken in a variety of ways, for a variety of purposes; we will look at these in this training.
“We don’t learn from experience. We learn from reflecting on experience.”
[The Watermelon speech, 1907, Mark Clements, John Dewey]

Activity-3
Reflection in Leadership and Management
Trainer Activity
Ask the participants to work in their groups and write some notes about the following
questions:



What is the role of reflection in leadership and management?
Write down the list of aspects where we can reflect in leadership and management.

The participants will display their charts and trainer will arrange a gallery walk. The
participants will share their knowledge with the whole group.
The trainer may add the trainer’s note if not covered in responses of participants.
Trainer’s Note
Some different aspects of reflection:
 Understanding personal values and organizational values.
 Understanding others with whom we work.
 If leaders are to get the most out of the people in their teams, they must learn the
ways in which they and their team members prefer to work and interact in
accordance with their preferred styles.

Continuous Professional Development Program (CPDP)
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Better understanding of your feelings, empathy for others, and the regulation of
emotions to enhance work.
 Managing professional integrity.
Participant Activity
The participants will work in their groups and make notes from gallery walk. The
participants will also listen to the explanation from the trainer.
Wrap up
A reflection exercise for head teachers must be based on the following four questions:
What happened?
Why did it happen?
What did I learn?
What would I do differently next time?

Activity-4
Ways of Reflection
Trainer Activity
The trainer will explain the ways of reflection from handout: 1-A.
Then trainer will divide the class into four groups; two groups will write a reflective journal
about SLP Level-I training and other two groups will perform a role play using reflective
dialogue.
The trainer will need to explain the role of a coach by giving some examples.
Handout: 1-B

Reflective Journals
Reflective journals include any writing which involves reflecting on your own experiences and
your reactions to experiences. Reflection supports self-evaluation and analysis of events. The
reflection process is particularly useful when you are dealing with new concepts or complex
issues.
Example of Reflective Journal
The passage below is a sample reflective journal about losing a job:
“This week I lost my job because my employer thought I was not consistent in my work. At
first I was a little upset, because I'm always on time, and I complete what I can by the end of
the day. I couldn't figure out what she meant by stating that I wasn't consistent in my work.
After thinking about the situation, I realized that I can only complete the work assigned to the
best of my ability. What she doesn't realize is that the problem started because I constantly

Continuous Professional Development Program (CPDP)
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received incomplete reports. Whoever ends up with my former job will have the same issues
if that problem isn't addressed first. However, knowing that I did what I could allow me to
continue to move forward with a positive outlook for the future.
[How to create a reflective journal: https://penzu.com]

Reflective Dialogue
For reflective dialogue you need a ‘coach’ or a ‘critical friend’ in your school, who is
someone that you can talk to, discuss issues with, and explore your professional working.
Discuss experiences, issues, concerns and ideas with the ‘coach/ critical friend’
This is a form of collaborative reflection, it is entirely verbal (not written), it is easy and quick
to implement.
Participant Activity
The participants will listen to the explanation given by trainer and then work in their groups.
Wrap up
Reinforce the importance of reflection for school leaders and the value (in terms of time and
ease) that reflective dialogue offers.
The trainer must listen to 3 or 4 responses as wrap up to check if it is a reflective log or just
the proceedings of the event.
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DAY: ONE

Session 4: School Improvement

Session Time: 2:00 - 3:00

Session-4: School Improvement
Activity-1: Characteristics of a School Improvement Plan
Activity-2: Steps of School Improvement Planning
Activity-3: Areas of Improvements

20 minutes
20 minutes
20 minutes

Materials Required:





Blackboard
Chalk
Handout: 1-C
Handout: 1-D

Activity-1
Characteristics of a School Improvement Plan
Trainer Activity
The trainer will write the topic on the blackboard and ask each participant to individually
write as much as possible about the characteristics of a school improvement plan. After
individual writing, share ideas in the whole group.

Participant Activity
Participants will write ideas pertaining to characteristics of a school improvement plan and
turn by turn each participant will share one idea in the whole group.
Wrap up
The trainer will highlight the main points regarding characteristics of a school improvement
plan from the feedback.
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Activity-2
Steps of School Improvement Planning
Trainer Activity
Write the following points about school improvement planning on the blackboard.
School improvement planning is:





Setting goals for improvement and making decisions about how and when these
goals will be achieved.
Focused on improving student achievement levels
Creating a positive environment for learning
Increasing parents involvement in school.

Provide the handout: 1-C on steps in school improvement planning. Also, write the following
question on the blackboard:
“What other ideas do you have for school improvement strategies?”
Ask the participants to also discuss this in their groups and add ideas of their own to the
handout: 1-C
Handout: 1-C
Steps of School Improvement Planning
Step 1: Collecting Information
Ensure that you have all the necessary information to identify which area of the curriculum
(for example, mathematics, reading or writing) is most in need of improvement and therefore
which can be prioritized. Check that the information you collect is reliable-that is, that you
can reliably reference the evidence to expectations defined by Government in National
Curriculum.
How will you collect such information?
Step 2: Discussing the Information
Discuss the information you have with everyone in you school. From such discussion, assess
the school’s strength and weaknesses in curriculum implementation and the quality of the
learning environment. Determine your priorities for building on the assessed strengths and
for improving where there are weaknesses.
Who can you discuss this information with?
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Step 3: Deciding on a Priority
Some Head Teachers use a simple voting system involving all the teachers in the school, asking
the teachers to identify what they feel are the priorities for school. For some schools, it may
be more relevant to discuss and agree priorities in a “key person” meeting, which involves a
small number of people involved in the management of the school and experienced teachers.
It can also be appropriate for School Head Teacher, with the PEF mission in mind, to set the
priorities and inform the school community about them.
How will you decide on your priority areas for improvement?
Participant Activity
The participants will listen to the presentation, ask questions and make notes. After this, the
participants will work in their small groups to discuss the school improvement strategies listed
in the handout and brainstorm ideas of their own strategies which they can use.
Wrap up
A school improvement plan is a roadmap that sets out the changes a school needs to make to
improve the level of student achievement, and shows how and when these changes will be
made. An effective school improvement plan results when principals, teachers, and parents
work as a team to establish priorities and set goals for improvement.
[School Improvement Plan: https://www.rock-hill.k12.sc.us]

Activity-3
Areas of Improvements
Trainer Activity
Ask participants to work in their groups to reflect on the content of the handout: 1-D.
Ask them also to consider what infrastructure development they feel is required in schools to
meet PEF requirements. Share understandings and ideas in the whole group.
Handout: 1-D
Components Needed for School Improvement
School improvement planning is needed to ensure consistent levels of student achievement.
To do this, school improvement planning has key focus components – how the curriculum is
implemented to maximize student achievement, the quality of the environment which
supports effective teaching and students learning and levels of parent/ community
involvement which support the effectiveness of the school.
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Curriculum Implementation
The curriculum is the foundation on which quality teaching and student learning is based. PEF
has set out expectations for student learning in each grade and subject area. To maximize the
effectiveness of curriculum implementation, Head Teachers, teachers, parents and other
community members need to be informed about, and understand, the expectations set out
by PEF and Head Teachers need to know how well the students in their school are achieving
those expectations.
School Environment
For an effective school, Head Teachers can consider the following characteristics of their
school environment. In an effective environment for teaching and learning:
 The Head Teacher ensures the school is safe and organized.
 Everyone has high expectations of students learning.
 The Head Teacher provides on-going support and guidance for teachers.
 There are strong mechanisms for closely monitoring students progress.
 Everyone builds and maintains a collaborative relationship with parents and the
wider community.
As a Head Teacher, what other components would you add to the characteristics above?
Parents Involvement
Research indicates that parents involvement is the most significant factor contributing to a
child’s success in school (Topor, 2010; Cotton and Wikelund, 2001; Michegan Department of
Education, 2002; Henderson and Mapp, 2002). The research shows that good levels of parents
involvement means that students attend school more regularly, complete more homework
and have more positive attitudes towards studying. Therefore, Head Teachers need to
consider how to develop a ‘partnership’ with parents.
How do you involve parents in your school?
Participant Activity
The participants will read the handout: 1-D and reflect their understanding in the whole
group. Trainer takes feedback on their thoughts and ideas.
Wrap Up
School improvement should be seen as an on-going activity of continuous improvement.
There are challenges as well but it is essential to plan and implement improvement plan.
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DAY: ONE

Session 5: School Improvement Planning

Session Time: 3:00 - 4:00

Session-5: School Improvement Planning
Activity-1: School Improvement Planning
Activity-2: Homework: Daily Log

50 minutes
10 minutes

Materials Required:



Blackboard
Chalk
 Handout: 1-E





Flip Charts
Markers
Tape

Activity-1
School Improvement Planning
Trainer Activity
Give a sample School Improvement Plan to the participants. Describe the different elements
of the SIP.
Working in groups, participants will develop SIPs for their schools on flip charts related to
academics, infrastructure and teachers’ capacity building. Support the groups in developing
the plans.

Participants Activity
Participants will work in their groups to develop their SIPs and participants will present their
work on day 4 in session 2.
Wrap Up
Refer the participants back to the sample improvement plan and provide a few minutes for
further quiet reflection on the process and how they can take it forward. It is not easy to plan
and even more difficult to follow and ensure the success. Schools that do not have a SIP, they
cannot improve towards quality academics & quality administration and they take time to
work & improve their plan till the last day before presenting.
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Handout: 1-E

School Improvement Plan for: ABC School

Goal: To raise the overall level of students’ English writing skills
Target(s): By the end of the class, 60% of the students will be achieving more than 80% marks.
Focus

Strategies

Assessmen
t and
Evaluation

Teachers in
each class will
design an endof-term writing
activity for their
students.
Teachers in
each class will
develop criteria
for the task and
provide
students with
this rubric when
they are given
the assignment.

Indicators
for Success
Assignment
created

Time lines
(Varies
from
school to
school)

Responsibilit
y
English
Teachers,
Head
Teachers

Status
Update

Revisions

Task
specific
criteria
developed

Samples
selected

Teachers in
each class will
mark the
assignments of
their class and
select sample
writing.
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Activity-3
Homework: Daily Log
Trainer Activity
The trainer will read the following homework questions:
1. What problems did you encounter while you were working on school improvement plan?
How did you solve them?
2. Describe experiences you have had where you have put reflection into practice.
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, ask questions if they are
unsure of anything and share their answers on the next day.

Continuous Professional Development Program (CPDP)

Page | 21
Punjab Education Foundation

School Leadership Program Level-II
Day 2/Session 1

DAY: TWO

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 2
Activity-3: Arranging Working Groups

20 minutes
05 minutes
10 minutes

Materials Required:



Blackboard
Chalk

Activity-1
Reflection on the Previous Day
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.

Review the homework questions with the participants. The questions were:
1. What about your thinking, learning, or work today brought you the most satisfaction?
Why?
2. How will you implement the school improvement plan in your school?
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Trainer’s Note
1. What about your thinking, learning, or work today brought you the most satisfaction?
Why?
Possible Answer: (This can be anything from the training/content/school etc.)

2. How will you implement the school improvement plan in your school?
Possible Answer: (Any responses are correct. Please ensure that they have the responsibility
with in their domain and they do not wait for funds to begin implementation on SIP).

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.

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:
1. Understand change management in a school culture.
2. Enlist security and safety measures in PEF schools.
3. Devise steps for promoting inclusive education in PEF schools.
4. Understand the value of equal opportunity and differentiation.
5. Understand disaster management, risk reduction and first aid training.
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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 the participants to stand in alphabetically order of first letter of their name. Then split at
the quarter, or one-fifth point depending upon how many groups you desire.
Participant Activity
The participants will stand in alphabetically order of first letter of their name.
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DAY: TWO
Session 2: Change Management and School Culture

Session Time: 9:45 - 11:00

Session-2: Change Management and School Culture
Activity-1: Understanding Change
Activity-2: Managing Change
Activity-3: School Culture
Activity-4: School Environment

15 minutes
25 minutes
20 minutes
15 minutes

Materials Required:



Blackboard
Chalk

 Sticky Notes
 Handout: 2-A

Activity-1
Understanding Change
Trainer Activity
The trainer will provide the following explanation about change.
Trainer’s Note
Change is an act or process through which something becomes different.
“Progress is impossible without change, and those who cannot change their minds cannot
change anything.” —George Bernard Shaw
Change is always challenging, and principals play a crucial role in guiding their schools through
the process. Principals do this by serving as both leader of change (vision-developer and
people motivator) and manager of change (implementation planner and monitor)
The Principal is the Champion for Change with a Dual Role as Leader and Manager. Managing
school change is one of the most complex school leadership tasks. School leaders need to
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understand the change process to lead and manage change and improvement efforts
effectively.
Successful head teachers take responsibility for improving schools. This automatically means
addressing change, because they are preparing students to be successful future citizens in an
increasingly complex world. Changes in a school are such as changing pedagogy and practice
in school.
There are likely to be other changes that can be identified, such as improving punctuality,
attendance, the number of students completing their homework on time or attendance at
parent’s meetings
Effective leaders recognize that change can bring about counter-productive emotional
responses. It can also challenge established practice and professional values. Principals
leading significant change need to pay particular attention to:




Ensuring all staff feel that their concerns are genuinely listened to and understood
Supporting staff who feel they may lose control during the exploration of new
approaches
Explaining how changed approaches may be consistent with some established values
while challenging others.

[Key Principal Leadership Activities, http://www.educationalleaders.govt.nz]

Participant Activity
Participants will listen to the explanation of change.
Wrap up
Most organizations and individuals are in a constant state of change making minor
adaptations to ensure that they cope with the changing demands of each day and week. These
changes are normal and healthy for development and progress. Thus in your schools you must
constantly think to make things better by changing old practices to new.

Activity-2
Managing Change
Trainer Activity
The trainer ask the participants that how to manage change in school? Then trainer will
explain the managing change.
The trainer will also ask the participants to read case study provided in handout: 2-A in their
groups and answer the questions.
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Trainer’s Note
Deploying the Knoster (Knoster, Villa, & Thousand, 2000) Model is Successful
Implementation.

1. Vision: A clear vision provides a vivid image of the desired future that will result as a result
of the adoption and implementation of the project. Without vision, confusion will ensue
among project participants.
2. Skills: Identify, argue for, and assemble the proficiencies necessary to successfully
perform the tasks required by the project. The absence of the necessary skills will result
in anxiety for everyone with responsibility for the project.
3. Incentives: Everyone needs something specific that encourages and motivates
participation and action. Those specifics may vary from role to role. If key players are not
provided incentives that help them see the value in enthusiastic participation, but are
instead corralled into "getting on board," resistance is likely inevitable.
4. Resources: You have to have the means to achieve project success including money, staff,
support, equipment, and facilities. Without these resources you can count on frustration,
for yourself and your colleagues. Mostly for yourself though.
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5. Action Plan: Define the steps that must be taken for development and implementation
to succeed. Lacking a plan will put participants on an unproductive "treadmill."i.e False
starts.
[Michael Nanfito, 2015, Get a grip on managing change]

Handout: 2-A
Case Study of Managing Change

Mrs. Nasir is school principal of a mixed secondary school in an urban area where there is a
wide range of students. She visited a nearby school that was getting good results and saw
teachers using a variety of teaching methods that involved the students actively in lessons.
There was group work and independent work and the teachers used many questioning
techniques to get students to think about what they were learning. More able students often
helped those who had difficulty recording work on their own and the teachers had made a
variety of materials such as flashcards and pictures and pictures to make their lessons more
interesting. Much of this, along with student work, was displayed on the walls.
Back to her school, she decided that we need to make some changes to the teaching in her
school. She called a staff meeting and told her staff what she had seen and how good the
school was. She explained that she wanted students to be more actively involved in their
learning and that I wanted everyone to plan a lesson next week using group work. She said
that she would be visiting them in classes to see how they were progressing.
What elements of the change process did Mrs. Nasir miss out?
How effective is her attempt to bring about change likely to be?
What else does she need to do?
[Case studies on change management: http://www.tess-india.edu.in]

Participant Activity
The participants will share their ideas about managing change in the whole group and then
will listen to the explanation. The participants will also read the case study in their groups
and answer the questions.
Wrap Up
Make the point that education is becoming increasingly complex and the work of the head
teachers is becoming increasingly pressured, you don’t have time to organize or manage
change in any formal way. In this case, you need to focus your role on conversation, making
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connections between individuals, and empowerment of individuals in order to facilitate
change. School leaders need to understand the change process in order to lead and manage
change and improvement efforts effectively.

Activity-3
School Culture
Trainer Activity
The trainer will explain the school culture from trainer’s note.
Trainer Activity
Understanding school culture is vital for understanding change.
We use the term “school culture” to describe the unique culture of each school; this is
culture at the local level. A school’s culture accounts for why it feels, looks, sounds and
smells different from any other school.
[Finnan & Levin, 2000, p.89-90]

Meaningful school improvement begins with cultural change and cultural change begins
with school Leader.
If your school culture is not what you want it to be, the time to commit to change is now.
With determination and a full team effort, your school can be the kind of place where all
students feel safe and valued and where teachers are proud to work.
[How to improve your school culture: https://schoolleadersnow.weareteachers.com]

The Role of the Principal in Shaping School Culture: The education leader must at least set
an example and take certain actions to form a school’s culture. Setting an example concerns
the unofficial role of education leaders, which consists in such things as:
The personal impression made by the way they dress,
What their offices look like,
Their attitude to punctuality,
The well-ordered and neat appearance of memos or notes they circulate, and
Their style of communication with pupils and staff
The main issue is not that certain actions have to be performed, but rather how they should
be performed; that is, the attitude maintained during performance, and whether the overall
climate in which performance takes place are healthy or unhealthy. Moreover, the principal
must always be sensitive to situations. He/she must know whether a particular matter can
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be approached in a certain way or not. The context in which matters are dealt with must
therefore be understood and taken into account.
[School Excellence, March 2005, A Training Manual for Educational Management]

There are three elements of culture: ‘artifacts’, ‘values’ and beliefs’ and ‘basic assumptions’.
Artifacts are the physical evidence of existence of an organization, such as its buildings,
school emblems.
Values and Beliefs are the vision and the mission of the school.
Basic Assumptions includes everything that makes the school work, including basic beliefs
about why it has been successful/ unsuccessful.
Participant Activity
Participants will listen to the explanation of school culture.
Wrap Up
Understanding school culture is an important step in being able to manage change activities.

Activity-3
School Environment
Trainer Activity
The trainer will ask the following questions from the participants.



What is school environment?
What are your positive experiences of managing school environment?

The trainer will note the key points on the blackboard. Then trainer will explain the school
environment.
Trainer’s Note
A positive school environment is defined as a school having appropriate facilities, wellmanaged classrooms, available school-based health support, and a clear, fair disciplinary
policy. There are many hallmarks of the academic, disciplinary, and physical environments of
schools with a positive climate.
School culture affects the school environment. A conducive school environment is one where
all the cultural elements (the artifacts, the values and beliefs, and assumptions) are managed
effectively and viewed constructively and positively by all (students, teachers and parents).
Continuous Professional Development Program (CPDP)
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[School Environment: https://safesupportivelearning.ed.gov]

Participant Activity
The participants will share their positive experiences of managing the school environment,
and good ideas that they came up with in their groups about managing the school
environment.
Wrap Up
A positive school environment is intrinsically linked to school culture. A good culture in a
school means that change management is easier.
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DAY: TWO
Session 3: Safety & Security/Disaster Management

Session Time: 11:15 - 1:00

Session-3: Safety & Security/Disaster Management
Activity-1: Energizer: Notecard
Activity-2: Introduction to Safety & Security in Schools
Activity-2: Methods of Implementing Security in Schools
Activity-3: Introduction to Disaster Management

15 minutes
30 minutes
25 minutes
35 minutes

Materials Required:



Blackboard
Chalk
 Sticky Notes (Notecards)





Handout: 2-B
Handout: 2-C
Handout: 2-D

Activity-1
Energizer: Notecard
Trainer Activity
The trainer will distribute the sticky notes in the participants and ask them to write down
three interesting facts about themselves. They should not write their names on the sticky
notes. Collect the sticky notes when they have finished. Have the participants randomly
choose one of the sticky notes and have the group to guess whose card it is based on the
facts.

Participant Activity
The participants will follow the instructions.
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Activity-2
Introduction to Safety & Security in Schools
Trainer Activity
The trainer will introduce the topic by reading the following paragraph:
Safety and security are essential for a good learning environment. Serious dangers can
threaten a school. These can be ‘man-made’ or natural. Any breach of safety or security is very
disturbing for students and staff.
Ask the participants to work in their groups to list at least five events, incidents/ accidents
which may pose a threat to safety and security in their schools.
Participant Activity
Participants will listen carefully to the description and ask questions in case of ambiguity. The
participants will work in their groups to list at least five events, incidents/ accidents which
may pose a threat to safety and security in their schools.
One participant from each group will share their list with the whole group.
Wrap up
As a manager/ head teacher they must be aware of safety & security and can have safety
measures accordingly. Safety and security must become a way of thinking in schools. A greater
sense of this can be achieved when stakeholders make it a priority item on their development
agenda.
[Safety and Security in School, http://moe.gov.jm]

Activity-3
Methods of Implementing Security in Schools
Trainer Activity
Write and explain the main points related to “Methods of Implementing Security in the
School”.
Ask the participants to listen carefully and give one example for each of the methods
explained to them, as they are written.

Continuous Professional Development Program (CPDP)

Page | 33
Punjab Education Foundation

School Leadership Program Level-II
Day 2/Session 3

Handout: 2-B
Methods of Implementing Security in the School:
1. Survey the whole school environment for safety and security improvements: This can
include everything from boundary walls and security cameras/ search-lights.
2. Form a security team: In emergency situations, every member of the security team
knows what actions they need to take.
3. Communication: Make sure that emergency telephone numbers are on display
throughout the school and that all staff have access to a telephone.
4. Prepare the teachers: Have regular meetings to discuss security situations as they arise
in the news.
5. Prepare the students: Have practice evacuation and lock-down drills.
6. Prepare the parents: Send regular briefings to parents to highlight any security concerns
being highlighted in the media.
[Tips to improving school safety and security: http://discoverysoftware.com]

Participant Activity
The participants will listen to the explanation carefully and make notes, offering their own
ideas as part of whole group sharing of ideas.
Wrap Up
Reinforce the understanding that security and safety cannot be under-estimated. They should form

a security team in their respective schools.

Activity-4
Introduction to Disaster Management
Trainer Activity
The trainer will explain about the disaster management and 3 R’s of school response to
disasters. Then trainer will ask the participants to fill the checklist of school disaster
readiness (provided in handout: 2-D) in their groups
Handout: 2-C
Natural disasters and other emergencies can happen at any time, and when they happen at
school, everyone should be prepared to handle them safely and effectively. Administrators,
teachers, staff, parents and students can work together to promote and maintain school-wide
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safety and minimize the effects of emergencies and other dangerous situations. School
disaster management is the process of assessment and development designed to:
1. Protect students and the staff from physical harm.
2. Minimize disruption and ensure the continuity of education for all children.
3. Develop and maintain a culture of safety.
[Disaster and emergency preparedness, 2010: guidance for schools; Ifc.org]

The 3R's are Readiness, Response, and Recovery


Readiness: The level of preparation for a crisis or an emergency.



Response: The available resources needed to take action in the event of a disaster.



Recovery: Recovery is the process of restoring the social and emotional stability of
the school community.
[The 3R’s of school crises and disasters: http://www.nctsn.org]

Handout: 2-D
School Disaster Readiness-Worksheet
1. Do teachers at your school teach children what to do during an emergency such as
floods, earthquakes, attacks or medical emergencies?
a) Yes b) No
2. How often children are taught what to do during an emergency?
a) Every Week b) Every Month
c) Every Semester
d) Every Year
3. How well prepared do you feel your school in the event of an emergency?
5) Completely prepared 4) Very well prepared 3) Neither prepared nor unprepared
2) Poorly prepared 1) Not prepared for an emergency
4. What type of emergency you are least prepared for?
a) armed attack b) flood
c) earthquake d) medical

e) all of the above

5. Are there any teachers/employees trained in first aid or rescue?
a) Yes b) No
6. Does the Institution have any rescue equipment?
a) Yes b) No
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7. Is there any institutionalized warning system?
a) Yes b) No
8. Does your institution have any Safety Committee?
a) Yes b) No

Participant Activity
The participants will listen to the explanation and ask questions in case of ambiguity. The
participants will also fill the worksheet of school disaster readiness in their groups.
Wrap up
School heads must be prepared to handle emergencies safely and effectively. Trainer will
highlight the main points from the checklist that they filled in.
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DAY: TWO
Session 4: Disaster Risk Reduction & Stresses in School/ First Aid

Session Time: 2:00 - 3:00

Session-4: Disaster Risk Reduction & Stresses in School/ First Aid
Activity-1: Disaster Risk Reduction and Stresses in School
Activity-2: Safety of Children against Disasters
Activity-3: First Aid

20 minutes
20 minutes
20 minutes

Materials Required:



Blackboard
Chalk
 Handout: 2-E
 Handout: 2-F
 Handout: 2-G

Activity-1
Disaster Risk Reduction & Stresses in School
Trainer Activity
Ask participants to fill up the worksheet (Spot the Disaster) in their groups.

Participant Activity
The participants will discuss in groups and fill in the worksheet.
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Handout: 2-E
Spot the Disaster

Spot the Disaster
A Hazard is anything that
could hurt you or someone
else.

List the Hazards

Assess the Risk
Work out how likely it is that
the hazard will hurt someone
and how badly they could be
hurt.

Describe the Risks

Make the Changes
Eliminate, substitute, isolate,
add safeguards, use safest
way, use protective
equipment.

Suggest ways to control the
risks

[VCAL WORK RELATED SKILLS - SENIOR - Unit 1]
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Activity-2
Safety of Children against Disasters & Disabilities
Trainer Activity
Ask the participants to read handout: 2-F in their groups and identify what steps should be
taken for safety of children.
Handout: 2-F
Safety of Children against Disasters
Teach children about natural hazards like earthquakes, fire or severe flooding, and what to
do when they occur. Do this by making an emergency plan, and preparing an emergency kit
together with the teachers. Also, teach the children what to do in case of an emergency
situation.
Helping children cope with a disaster/ an emergency situation by:





Telling them that it is normal to be scared.
Explaining the events as clearly as possible and acknowledging that it is
frightening.
Telling them what you think and feel as this helps them feel less alone.
Maintain familiar routines, as much as possible, after an event.

Teaching children how to use 1122:
Here are four simple steps for teaching children how to use 1122:
1. First explain what 1122 is.
2. Teach them to assess the risks before dialling 1122.
3. Explain what type of information to give once they have called 1122.
4. Practice scenarios (use role play) with them to make them more familiar with the
concept without frightening them.
Practice / Role-play
Familiarize children with emergency situations to help reduce panic or anxiety in case of a
real emergency. For example, you can create a game with scenarios for children to test their
knowledge. Adapt scenarios accordingly to the children's age and development. Practice
several times a year so that children are as prepared as possible to deal with emergencies.
[Emergency Preparedness for children: https://www.getprepared.gc.ca]

Safety of Children against Disabilities
Meet with the family and discuss why you need to prepare for emergencies. Explain the
dangers of emergency situations with families. Plan to share responsibilities and work
together as a team.
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TO DO: Discuss with the family the types of natural disasters and emergency situations that
could happen. Discuss how this can affect all family members and how you will address the
special needs of the child with a disability in the event of a disaster. Pick two places where
the family can meet in the event of a disaster. You might pick outside the school in case of a
sudden emergency such as a fire. Everyone must know the “meeting place” and how to
contact one another.
Ask a friend to be another "family contact" and memorize the contact's phone number.
Discuss what to do in an evacuation. Post emergency telephone numbers by phones in the
school or in easy-to-find places, ideally on display around the school building.
Teach children how and when to call 1122.
Decide the best evacuation routes with the family back to the home of the child
[Emergency Preparedness for families toolkit revised 2011]

Trainer’s Note
Children with disabilities sometimes have added challenges during an emergency situation
compared to children without disabilities.
For instance, children with disabilities may have a hard time moving from one location to
another, have difficulty communicating, or have trouble adjusting to different
situations. Additional preparation may be needed while planning for an emergency or
disaster situation for children and youth with disabilities
[Safety and Children with disabilities: https://www.cdc.gov]

Participant Activity
The participants will read the handout and identify the required steps for safety of children in
school.

Activity-3
First Aid
Trainer Activity
The trainer will ask the participants about first aid and which items should be the part of first
aid kit?
The trainer will ask the participants to read hand out: 2-G in their groups. Provide explanation
where required.
Handout: 2-G
Bleeding
Direct Pressure: If there is cut and bleeding, apply steady firm direct pressure to the wound
using a clean cloth or bandage. Avoid direct contact with the wound.
Maintain Pressure: Maintain direct pressure on the wound for 15 minutes. If needed, add
more layers of clean cloth or bandages.
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Elevate Extremities: If it is a bleeding extremity and there are no fractures, lie down and
raise the extremity.
Burns
First Degree Burn: A first degree burn results in minor redness of the skin. Treatment for a
first degree burn is to run cold water over the burn for at least 5 minutes. Never put ice on
the burn. This can result in frostbite which can further damage the skin. Do not apply butter
or ointments to the burn. This could prevent proper healing. Place a sterile gauze bandage
over the burn and allow it to heal.
Second Degree Burn: A second degree burn is a burn into the second layer of the skin and
will eventually blister. Do not break the blisters! Broken blisters are vulnerable to infection.
If the blister should break, clean the burn and apply an antibiotic ointment. Cover the burn
with a sterile gauze bandage. Do not use fluffy cotton, which may irritate the skin. Wrap the
gauze loosely to avoid putting pressure on burned skin. Bandaging keeps air off the burned
skin, reduces pain, and protects the blistered skin.
Third Degree Burn – A third degree burn is the most serious type of burn which results in
charred skin. Immediately call 1122 if a person has a third degree burn.
Bees, Scorpion and Ant Stings
Remove the sting by scraping sideways using blunt knife or edge of card. Place ice pack on
affected area to reduce pain. Apply pressure and seek urgent medical help.
Care of Shock
Keep the victims laying down (if possible).Elevate legs 10-12 inches…Unless you suspect a
spinal injury or broken bones. Cover the victim to maintain body temperature. Provide the
victim with plenty of fresh air.
If the victim begins to vomit place them on their left side. Call 1122.
Bleeding Nose
Have the victim sit up with his or her head tilted slightly forward. Do not have the victim lean
back (this may cause gagging, coughing, or vomiting).
Pinch the soft part of the nose (just below the bony part) for at least 10 minutes
If Bleeding is heavy and accompanied by dizziness or paleness, continues after two or three
times of applying pressure for 10 minutes each then it is the result of a blow to the head or
a fall. Seek medical help at once.
Snake Bite
Wrap a bandage around the place where the bite is. This should not be so tight that the
blood supply is cut off. If the bandage hurts it is too tight.
If the bite was on an arm or leg, wrap another bandage over as much of the limb as possible
starting from the fingers or toes.
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Do not take these bandages off - the doctor will take them off when there is special care
available, e.g. in a hospital emergency department.
Stop the person from using the arm or leg by putting on a splint (this can be a long stick).
Keep the injured person still. Do not let the person walk to get to help, bring help to the
person, or carry the person to help. Try to keep the person calm. Poison spreads faster if the
heart beats faster. Seek medical help.
[https://www.slideshare.net/Lordassassin/social-awareness-program-sap]

Trainer’s Note
First Aid is the temporary help given to a sick or injured person before professional medical
help can be provided. This timely assistance is most critical to victims, and in most cases, is
lifesaving.
Participant Activity
The participants will share their ideas about first aid and its items with the whole class.
Possible Answers: cotton wool, Adhesive tape, bandage, Thermometer, scissors, Glove,
soap, ORS packets.
Participants will go through the hand out in their groups and ask questions in case of
ambiguities.
Wrap up
Reinforce the need for setting up clear systems and procedures in schools, and regularly
practicing these.
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DAY: TWO
Session 5: Inclusive Education/Equal Opportunities and Differentiation

Session Time: 3:00 - 4:00

Session-5: Inclusive Education/Equal Opportunities & Differentiation
Activity-1: Inclusive Education
Activity-2: Equal Opportunities and Differentiation
Activity-3: Homework: Daily Log

30 minutes
25 minutes
05 minutes

Materials Required:



Blackboard
Chalk



Flip Charts
 Markers
 Tape

Activity-1
Inclusive Education
Trainer Activity
Write the topic on the board along with the following questions:
i.
ii.
iii.

What do you understand by the term ‘Inclusive Education’?
Why should we teach children with disabilities with the main stream students?
How will all children benefit from one another?

Distribute flipcharts among the groups. Ask participants to discuss these questions in their
groups.
The trainer will spend a few minutes with each group to facilitate discussion and ensure
participation by all.
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Trainer’s Note
The participants may come up with such answers to the given questions.
What do you understand by inclusion?
An inclusive environment is one where everyone recognizes that all students have individual
needs, and teachers who are trained/ experienced in facilitating an inclusive classroom, can
meet the needs of all learners.
Why we should teach the children with disabilities with the main stream students?
Students with disabilities experience a lot of rejection in society, and so offering an inclusive
environment is the right thing for schools to do. It is the right thing to do. An inclusive
environment, when managed well, can support the develop of all students in a school and
not just those with a disability.
How will all children benefit from one another?
Research suggests that students without special need benefit from learning with, and
collaborating with, their class fellows who have special needs. Some of the benefits include:
friendships, social skills, comfort level with people who have special needs and caring
classroom environments. (www.childresearch.net)
Participant Activity
In groups, the participants will share their answers to the given questions. They will write
down all the important points onto the flip charts.
A nominee from each group will share their group responses with the whole class. The
trainer will make sure that each group should only get 2-3 minutes for this activity.

Activity-2
Equal Opportunities and Differentiation
Trainer Activity
Give the handout to the participants on ‘special education needs’. Highlight the elements on
equal opportunities and differentiation (individualized) instruction.
Facilitate an open discussion in the whole group about how the PEF schools can facilitate
and cater for the needs of special children.
Participant Activity
Participants will listen to the explanation and ask questions.
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Wrap Up
The trainer will summarize the key learning points from the session about inclusion.

Activity-3
Homework: Daily Log
Trainer Activity
The trainer will read the following homework questions:
1.
2.

What are the standards of your school? How do you meet those standards?
What things you might want more helpful for security and safety of children
with disabilities?

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/ Factors for Successful Headship

Session Time: 9:00 - 9:45

• Session-1: Reflection on the Previous Day/Factors for Successful
Headship
Activity-1: Reflection on the Previous Day
Activity-2: Objectives of Day 3
Activity-3: Success Factors for HT

20 minutes
05 minutes
20 minutes

Materials Required:



Blackboard
Chalk
 Handout: 3-A

Activity-1
Reflection on the Previous Day
Trainer Activity
Ask the participants about the topics covered in the previous day’s training.

Remembe
r!

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.

Review the homework questions with the participants. The questions were:
1. What are the standards of your school? How do you meet those standards?
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2. What things you might want more helpful for security and safety of children with
disabilities?
Trainer’s Note
1. What are the standards of your school? How you meet those standards?
Possible Answer:
2. What things you might want more helpful for security and safety of children with
disabilities?
Possible Answer:

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.

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:
1. Identify factors for successful headship.
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2.
3.
4.
5.
6.

Describe processes for hygiene, cleanliness and health in PEF schools.
Analyze the importance of classroom observation.
Practice teacher and student learning evaluation.
Support teachers in planning lessons & classroom management.
Understand multi- grade teaching and assessment.

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
Factors for Successful Headship
Trainer Activity
The trainer will explain the success factors for HT (provided in handout: 3-A) by eliciting examples.
Discuss the following questions in the whole group:



What these factors mean to them?
How they might be able to develop these factors?

Handout: 3-A
Eight Factors for Successful Headship
1. Vision
As a school leader, the Head Teacher has a clear sense of purpose for the school. The
successful school leader can design the future for the school based on a clear vision of what
is needed.
2. Courage
To school leader has determination and patience to challenge everyone to perform to their
best. To do this required personal and professional courage.
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3. Passion
School leaders are passionate about teaching and learning and show great commitment to
children. This means that the Head Teacher takes a great deal of interest in the students as
well as the teachers.
4. Emotional Intelligence
A good Head Teacher is a good team-builder. So much more can be achieved when teachers
work as part of a team.
5. Judgment
Aim to be wise as a Head Teacher. Develop your skills at making decisions and taking
decisions.
6. Resilience
Be optimistic about work. Be calm when things are difficult and be energetic and positive all
the time!
7. Persuasion
Be a confident communicator and continually strive to improve your communication skills.
The Head Teacher is the leading advocate for the school and the key to high levels of
motivation among teachers.
8. Curiosity
The effective Head Teachers is always looking outside the school at what others are doing in
order to pick up good ideas. Take time to network with other Head teachers and strive to
stay in touch with everything going on in education.
[Eight Factors for Successful Headship, O’Brien (2001), Institute of Education, UK]

Participant Activity
The participants will read the handout as each factor is raised by the trainer and discuss the
above questions in their groups.

Wrap up
Being a head teacher is a process of continuous change and professional growth. Constant
reflection on these success factors is a prerequisite for becoming an excellent head teacher.

Continuous Professional Development Program (CPDP)

Page | 49
Punjab Education Foundation

School Leadership Program Level-II
Day 3/Session 2

DAY: THREE
Session 2: Health and Hygiene

Session Time: 9:45 - 11:00

Session-2: Health and Hygiene
Activity-1: Energizer: One Word/Sentence
Activity-2: Health and Hygiene
Activity-3: Implementing Health & Hygiene Practices

10 minutes
30 minutes
35 minutes

Materials Required:



Blackboard
Chalk
 Handout: 3-B





Charts
Markers
Tape

Activity-1
Energizer: One Word/ Sentence
Trainer Activity
Ask the participants that their assignment is to think for a minute and then to share with
whole group the one word/sentence that come into their mind when they think about
health and hygiene.

Participant Activity
The participants will follow the instructions of the trainer.
Wrap up
This activity helps the participants to explore their thoughts on health and hygiene.
Consequently, the activity provides a snapshot into the current thinking of the group about
the topic.
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Activity-2
Health and Hygiene
Trainer Activity
Ask the groups to think of five principles of hygiene keeping in mind the current situation of
children in their schools or they can also make posters for their principles. Write ideas of
participants onto the blackboard and add any of the following if they are missing
Trainer’s Note
Hygiene refers to conditions and practices that help to maintain health and prevent the
spread of diseases. Awareness of the Cleanliness and Personal Hygiene is the need of the hour
in our country where the diseases like Dengue fever, swine flu and malaria, are fast spreading.
Children should realize the importance of cleanliness and personal hygiene to prevent
themselves from these diseases.
1. Wash hands with soap after using toilet and before eating a meal.
2. Take a bath on daily basis.
3. Always cover your nose when sneezing.
4. Keep hands and nails clean.
5. Brush teeth twice a day (after waking up and before going to bed).
6. Wash eyes daily with tap water.
7. Keep your nose clean regularly.
8. Never clean an ear with a sharp object.
9. Do physical exercise to keep the body muscles active.
10. Take proper rest.
11. Sleep for 6-8 hours daily.
12. Use purified and boiled water, keep water covered.
13. Wash fruit before eating.
14. Avoid watching TV excessively and closely.
15. Never miss breakfast.
Participant Activity
In groups, the participants will come up with five principles of hygiene keeping in mind the
current situation of children in their schools. The participants can also make posters for their
principles.
Wrap up
Ask one of the participants to sum up the session.
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State the following PEF requirements:
General ratio of water points is 1:70
General ratio of toilet is 1:70
Cleanliness in the campus

Activity-3
Implementing Health and Hygiene Practices
Trainer Activity
Ask the participants to work in groups. Read the handout: 3-B and explore ideas for ways they
can implementation health and hygiene change practices into their schools. Ask participants to
write their ideas onto chart papers and nominate one person to present their ideas to the other
groups.
Handout: 3-B
School health and hygiene needs to be emphasized through in-school promotion activities.
The focus for such activities will be on:
a) Visual media and regular activities around the school. For example, posters and school
assemblies to promote good hygiene.
b) Teach appropriate hygiene practices in your school.
c) Create opportunities for integrating health and hygiene awareness into curriculum
subjects (e.g. science, social studies, islamiyat)
d) Set up a Hygiene Promotion Committee in school.
When developing and implementing school health and hygiene programs, remember these
key points:
1: School sanitation facilities: Make sure that all facilities for sanitation and washing are
clean and well- maintained, particularly for the younger children in school.
2: Your school is the key to influencing children’s behavior. Provide hygiene education
directly and have a strong hygiene promotion strategy.
3: Remember that schools are part of the larger community and must be supported by
everyone. A school health and hygiene program will only be effective if it is reinforced and
supported within the community and homes of the students.
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Participant Activity
The participants will work in their groups and explore health and hygiene implementation
strategies for their schools and then share ideas with the whole group.

Wrap Up
Highlight some of the ‘bright ideas’ which emerge from the groups work.
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DAY: THREE
Session 3: Class Observation/ Teacher, Learner & School Evaluation

Session Time: 11:15 - 1:00

Session-3: Class Observation/ Teacher, Learner & School Evaluation
Activity-1: Classroom Observation
Activity-2: Teacher Evaluation
Activity-3: Learner Evaluation
Activity-4: School Evaluation

20 minutes
25 minutes
25 minutes
35 minutes

Materials Required:



Blackboard
Chalk
 Handout: 3-C

Activity-1
Classroom Observation
Trainer Activity
The trainer will ask the following questions from participants:
If they observe classroom teaching what do they look out for.
What criteria do they have for observing?
Do they make notes?
Do they inform the teacher before observing?
Is it good to have announced observation or surprised observation?
If they have no practice of observation then why not?
Review the principles of classroom observation with the participants.
Trainer’s Note
Observation plays a major role in any comprehensive academics evaluation system. It helps
to paint a fair & accurate picture of strengths and weaknesses in the class room. It helps to
develop teacher’s capacity and student’s learning.
The main objective of classroom observation is to improve faculty performance, students
learning & to collect measurable data regarding academics of the school.
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Observation Standards
 Clear, Rigorous Expectations:
Observation should be based on clear standards of instructional excellence that
prioritize student learning.
 Multiple Measures:
Observation should consider multiple measures of performance, primarily the
teacher’s impact on student academic growth.
 Significance:
Observation outcomes must matter; observation data should be a major factor in
capacity building decisions about teachers.
What does Classroom Observation involve?
Checking areas that should be involved in a Classroom Observation:
1. Classroom Management
 Discipline of the class
 Involvement of the students
 Positive reinforcement
 Blackboard/ Whiteboard Presentation
2. Classroom Environment
 Physical sitting of the students
 Uniform of the students
 Cleanliness of the classroom
 Acquisition of resources and supplies needed for the lesson
 Classroom name plates
3. Lesson Strategies, activities and delivery
 Activation of students prior knowledge
 Strategies that are appropriate for the lesson objectives
 Communication of accurate, relevant content, key concepts & understandings
 Pacing and use of class time
 Demonstration command
[Rating a teacher observation tool, 2011, The New Teacher Project]

Participant Activity
The participants will answers the following questions:
If they observe classroom teaching what do they look out for.
What criteria do they have for observing?
Do they make notes?
Do they inform the teacher before observing?
Is it good to have announced observation or surprised observation?
If they have no practice of observation then why not?
The participants will also listen to the explanation given by trainer.
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Wrap up
Classroom observation is a key process in undertaking a school evaluation and managing
teaching quality.

Activity-2
Teacher Evaluation
Trainer Activity
The trainer will ask the participants that how they evaluate their teacher? Which strategies
they used for evaluating?
The trainer will also explain teacher evaluation using trainer’s note.
Trainer’s Note
What does Teacher Evaluation involve?
Checking areas that should be involved in a Teacher Evaluation:
1. Planning and Preparation
 Lesson plan followed
 Lesson plan demonstrate knowledge of subject
 Lesson plan establishes lesson objectives
 Lesson plan has clearly defined time allocation
 Lesson plan includes outcomes
 Resource material needed is prepared
2. Teaching Methodology
 Effectively utilizes appropriate methods, activities to meet the objectives of
the lesson
 Uses class time efficiently
 Use of blackboard
 Uses all types of questions to check the understanding of the students during
the lesson
 Respond appropriately to student questions

Participant Activity
The participants will answer the question asked by the trainer and then listen to the
explanation given by the trainer.
Wrap up
Observation is the most effective recognized tool to gauge the teaching quality and student’s
performance. Reflective logs can be made of the observation and regular observation must
be done.

Continuous Professional Development Program (CPDP)

Page | 56
Punjab Education Foundation

School Leadership Program Level-II
Day 3/Session 3

Activity-3
Learner Evaluation
Trainer Activity
The trainer will ask the participants that what they understand about learner evaluation”.
After the explanation of learner evaluation, the trainer will ask “How a teacher can find out
that his /her lesson was a successful?” How often does she/he need to evaluate?
Trainer’s Note
What does Learner Evaluation involve?
Checking areas that should be involved in a Learner Evaluation:
1. Learner outcomes
 Students’ assessment attainment (i.e. knowledge and understanding) is in
line with curriculum objectives and expected outcomes have been achieved
 Students enjoy learning and have developed appropriate attitudes to learning
 All students make progress
2. Learning experiences
 Learning environment is safe, well maintained, visually stimulating
 Students have access to relevant resources
 Learning activities in classrooms are challenging and interesting
 Support for learning is provided
 Teachers provide experiences for students skills learning ‘now’ and ‘in the
future’
[School development plan 2013-2015, Crossflatts Primary School]

Participant Activity
The participants will answer the questions asked by the trainer and also make notes from
trainer’s explanation of learner evaluation.

Wrap up
This is the heart of teaching and learning. This is the reason why you have opened a school.
This is the thing that leads to quality. Evaluating students’ learning is more than simply
looking at the grades attained. Use the themes provided in this session to gain a more
holistic picture of student learning.
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Activity-4
School Evaluation
Trainer Activity
The trainer will explain the school evaluation Performa given in handout: 3-C and ask the
participants to fill it in their groups.
Trainer’s Note
It is a generic pro-forma that is contextualized to different elements of the work of the
school and school environment. Stimulate discussion about the different areas for
evaluation in schools and note these onto the blackboard.
Participant Activity
The participants will listen to the explanation of the use of the performa and then fill it in
their groups.
Wrap up
Reinforce the understanding that the ‘whole’ school should be evaluated, including
infrastructure, support staff, resources and facilities.
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Handout: 3-C
Date:
Area for Evaluation :
Purpose:
Strengths:

Supportive Evidence:

Areas for Development:

Report Prepared By:
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DAY: THREE

Session 4: Lesson Planning/Classroom Management

Session Time: 2:00 - 3:00

Session-4: Lesson Planning/Classroom Management
Activity-1: Lesson Planning and its Elements
Activity-2: Classroom Management

30 minutes
30 minutes

Materials Required:




Blackboard
Chalk
Flip Charts

 Handout: 3-D
 Markers
 Tape

Activity-1
Lesson Planning and its Elements
Trainer Activity
Trainer will ask the following questions from participants:



What is lesson planning?
What is its importance?

After that trainer will explain the term lesson planning and its various elements of a lesson
plan and their importance step by step, writing the key points on the blackboard during the
explanation.
Trainer’s Note
Lesson Planning
Lesson planning is a vital component of the teaching-learning process. Proper classroom
planning will keep teachers organized and on track while teachings, thus allowing them to
teach more, help students reach objectives more easily and manage less. The better
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prepared the teacher is, the more likely she/he will be able to handle whatever
unexpectedly happens in the lesson.








Provides a coherent framework for smooth efficient teaching.
Helps the teacher to be more organized.
Gives a sense of direction in relation to the syllabus.
Helps the teacher to be more confident when delivering the lesson.
Provides a useful basis for future planning.
Helps the teacher to plan lessons which cater for different needs of students.
It’s a proof that the teacher has taken a considerable amount of effort in his/her
teaching.
[Nadine AL-Shehhi via linkedin.com]

Important!
Convey the head teachers that their role with lesson
planning is to encourage and support the teachers.

Handout: 3-D
Elements of Lesson Planning
Subject: Name the subject at the top of the lesson plan (e.g. English, science, mathematics
etc.) as this makes it easy to keep all lesson plans for a subject in one central location.
Topic: Name the topic/area to be taught which provides a clear, referenced link to the
curriculum for tracking purposes.
Grade Level/ Date: Name the grade level and date, again for tracking the curriculum
delivery through the year.
The Aim(s) of the Lesson: The broad goal(s) to be achieved. A successful lesson is all about
setting realistic aims that meet the students' needs. For example, an English lesson plan
might have:
1. Introducing and practicing new vocabulary
2. Revising previously taught vocabulary
3. Introducing a new grammatical point
Objectives: Each aim will have at least one objective, often there will be more than one
objective. Objectives indicate specific knowledge or skills to be acquired by the students.
Objectives should be. They must be SMART:
Specific (as specific objective has more chance of being accomplished than a general one).
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Measurable (establish concrete criteria for recognizing achievement of the objective).
Achievable in the lesson (Objectives should stretch the students (high) but must not be outof-reach of any one student)
Realistic (To be realistic, an objective must represent what each student is
both willing and able to work towards).
Timely (The objectives are set within a reasonable timeframe)
For example: “Sequence the stages of the life cycle of a butterfly”
Resources and Materials: Resource and materials will include all the resources that will be
needed while teaching such as white board, board markers, textbooks, worksheets etc.
Teaching Methods: A lesson plan can identify a range of different methods to be used at
different times in the lesson for different purposes.
The Procedure: This indicates the schedule of activities through the lesson and how much
time is given to each?

Participant Activity
The participants will listen to the trainer and will focus on the elements of a lesson plan and
their importance.
Wrap Up
Reinforce the key points about the need for lesson planning and its value in improving
learning outcomes of students.

Activity-2
Classroom Management
Trainer Activity
The trainer will ask “What is classroom management?” and then read the case study for the
better understanding of classroom management.
The trainer will ask the groups to write 5 advantages of effective classroom management
and arranged the gallery walk.
Case Study
One day the head teacher visited class 3- A and observed that Ms. Sania is teaching
Mathematics and she prepared the lesson plan, while in section 3-B, Ms. Tahira was
teaching the same topic and her class was disturbed and students were not in control. The
head teacher called Ms. Tahira and suggested her to go through Ms. Sania’s lesson plan and
also observe her class during her free period. She focused on the main areas of classroom
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management i.e. appropriate planning, preparation of teachings aids, effective teaching and
learning and proper seating arrangement.
After observing few classes of her colleague, the classroom management skills of Ms. Tahira
improved a lot. Now Ms. Tahira was a happy teacher with effective teaching and learning
sessions going on in her class. The head teacher by taking a right decision at right time
succeeded in improving classroom teaching and learning.
Classroom Management
Classroom management place a vital role in making the learning process interesting and to
achieve the students’ learning outcomes in this regard teacher’s roles are, students’ seating
arrangement and discipline are very important.
Participant Activity
The participants will answer the question “What is classroom management?” They will also
listen to the case study and then make 5 advantages of effective classroom management
and arranged gallery walk.

Wrap Up
A well-managed classroom results in active learning. It helps to develop and maintain an
environment in the class which encourages students as well as the teachers to achieve their
learning goals.
[Head Teachers’ Guide; for Primary and Elementary School, QAED Lahore]
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DAY: THREE

Session 5: Multi-Grade Teaching and Assessment

Session Time: 3:00 - 4:00

Session-5: Multi-Grade Teaching and Assessment
Activity-1: Multi-Grade Teaching
Activity-2: Assessment of Multi-Grade Students
Activity-3: Homework: Daily Log

20 minutes
30 minutes
10 minutes

Materials Required:



Blackboard
Chalk

Activity-1
Multi-Grade Teaching
Trainer Activity
Ask participants to think individually for two to three minutes and write their understanding
about the term ‘multi-grade teaching’ and then share it with the person next to them.
The trainer will elicit the main points from the responses of the participants, write them on
the blackboard and then explain the term ‘multi-grade teaching’.
Trainer’s Note
Multi grade teaching: teaching classes of students not only of different ages and abilities but
also at different grade levels.
-

It helps children, especially those in remote and isolated areas realize their right to
education and therefore learn what they need – and want – to learn.
It is a cost-effective approach to providing schooling to children.
It encourages children from different backgrounds to learn with the help of their
peers and therefore promotes cohesiveness.
It contributes to students’ cognitive development.
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Participant Activity
Participants will think individually for 2 to 3 minutes and write their understanding of the
term ‘multi-grade teaching’, and then share it with the person next to them. The
participants will also listen to the explanation.

Wrap Up
Multi-grade teaching is very often forced on teachers in school because of local conditions;
however there are numerous opportunities and benefits to be had, which should not be
overlooked.
[Journal of Education and Learning; Vol. 6, NO.4; 2017, Teachers’ lived experiences about teaching-learning
process in multi-grade classes]

Activity-2
Assessment of Multi-Grade Students
Trainer Activity
Facilitate a brief discussion about the occurrence of multi-grade classrooms in the schools
and how Head Teachers are currently supporting teachers to manage multi-grade teaching.
Note good ideas onto the blackboard.
Trainer’s Note
Individual assessment – select activities that help measure the learning of each student.
This can include tests, individual assignments and projects, using checklists, and by
observing each student’s activities and reading his/her written work. Ask students to keep a
portfolio of work which shows progress of learning and skills.
Group assessment – observe how well each group works as a team. Assess what each
individual student contributed to the results and how? Use a checklist to help.
Self-assessment – ask students about their favorite and most difficult subjects. What
additional help do they think they need in order to do better? •

Participant Activity
The participants will listen to the trainer and note down important points from the
explanation given.
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Wrap up
Finish by explaining that there are many opportunities for assessing different skills in multigrade teaching:
 Listening, talking, and expressing opinions. Expressing oneself through body
movements, creative writing, etc.
 Reasoning, making logical connections. Questioning by expressing curiosity, asking
questions.
 Analyzing and drawing inferences •
 Showing cooperation by taking responsibilities seriously and sharing and working
together
[Practical tips for teaching multi-grade classes; UNESCO Bangkok, 2013]

Activity-3
Homework: Daily Log
Trainer Activity
The trainer will read the following homework questions:
1. Consider how you might improve classroom management in your school?
2. If someone else were looking the health and hygiene in your school, what might
they learn about 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: FOUR

Session 1: Reflection on the Previous Day

Session Time: 9:00 - 9:45

Session-1: Reflection on the Previous Day
Activity-1: 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
Reflection on the Previous Day
Trainer Activity
Ask the participants about the topics covered in the previous day’s training.

Remembe
r!

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.

Review the homework questions with the participants. The questions were:
1. Consider how you might improve classroom management in your school?
2. If someone else were looking the health and hygiene in your school, what might
they learn about your school?
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Trainer’s Note
1. Consider how you might improve classroom management in your school?
Possible Answer:

2. If someone else were looking the health and hygiene in your school, what might they
learn about your school?
Possible Answer:

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.

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.
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By the end of the day the participants will be able to:
1.
2.
3.
4.

Prepare and present a plan on school improvement
Revisit PEF programs
Understand certification regime and test
Evaluate the SLP Level II

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 according to their date
of birth in ascending order. Then count off in groups Blue, Green, Pink and Yellow. All the blue color
form a group; all the green color 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 according to their date of
birth in ascending order. Each participant will be assigned a color name Blue, Green, Pink and Yellow.
All the blue color form a group; all the green color form a separate group, and continue until all
groups are formed.
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DAY: FOUR

Session 2: Presentations on School Improvement Plans

Session Time: 9:45 - 11:00

Session-2: Presentations on School Improvement Plans
Activity-1: Energizer: Fantasy Career
Activity-2: Presentations

10 minutes
65 minutes

Materials Required:



Blackboard
Chalk

Activity-1
Energizer: Fantasy Career
Trainer Activity
The trainer will form pairs of participants and in pairs the participants will share what his or
her fantasy career would be if he/she could do anything for a living.
Participant Activity
Each participant will be allowed to briefly explain his/her fantasy occupation, trade or job.
Wrap up
After listening about some volunteer’s fantasy career. The trainer will emphasize how
learning a little more about one another is helpful during training workshop.

Activity-2
Presentations
Trainer Activity
Provide the following instructions:
The presentations will take place in the work groups.
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Use this as an opportunity to get support and feedback on the SIPs in order to improve
them.
Be critical but supportive of each other.
Calculate the amount of time allotted to each presentation based on the number of Head
Teachers and the time allowed in the session.
Move around the groups and watch the presentations, taking part in the feedback process
where required.
Follow the presentations with 10 minutes of participants finding a partner from another
group and the partners sharing their SIPs.
The most important thing is that other participants will listen and learn from the
presentation.
Trainer will encourage participants to ask questions for clarification.
Trainer must ensure that participants do not end up correcting or offering alternative
solution (This is a specific SIP as per the head teacher and his priorities).

Important!
Encourage the participants to ask questions.
Participant Activity
The participants will give presentations in their groups.
The participants will find a partner from a different group and they will share their SIPs with
each other.
Wrap Up
Draw out some of the strengths from the SIPs reviewed. Trainer must stress that plans need
to be established before the beginning of the academic year and diligently followed.
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DAY: FOUR

Session 3: Revisiting PEF Programs (FAS, EVS, NSP)

Session Time: 11:15 - 1:00

Session-3: Revisiting PEF Programs (FAS, EVS, NSP)
Activity-1: Revisiting PEF Programs

105 minutes

Materials Required:



Blackboard
Chalk



FAS, EVS, NSP Material from SLP L.1

Activity-1
Revisiting PEF Programs (FAS, EVS, NSP)
Trainer Activity
The trainer will revisit PEF programs (FAS, EVS, and NSP) from SLP module of level-I by
consulting notes from level-I. This is an opportunity to reiterate the policies and procedures
of PEF.
Trainer will remind participants to update Teacher Information System (TIS).
Trainer will use the website for updated information.
Trainer will ask participants to contact Centralized Complaint Cell (CCC) for any queries.
Participant Activity
The participants will listen and ask the questions.
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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-II Training
Trainer Activity
Assign one topic (Depend upon number of groups) from the following to each group for
presentation:
 Reflection
 Managing Change
 Evaluation
 Disaster Risk Management
 Lesson planning
 Inclusive Education
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: Next Step : Test
Activity-2: Evaluation
Activity-3: Vote of Thanks

20 minutes
20 minutes
20 minutes

Materials Required:



Blackboard
Chalk



Training Feedback Forms

Activity-1

Trainer will inform participants about the following:
 SLP trained participants (Level I & II) shall appear in a test conducted by CPDP.
 It is mandatory for participants to update Teacher Information System (TIS) to
appear in the test.

 Honorarium shall not be given to participants under certification regime on account


of qualifying SLP test.
E-Certificates shall be issued to SLP qualified participants.

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.
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Activity-3
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.
Keep up good practice and share with CPDP.
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