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ABOUT THIS BOOK
This handbook is designed for use by the Board of Management in elementary,
community and primary schools throughout Papua New Guinea. It can also be
used by standards and guidance officers, elementary trainer inspectors, in-service
coordinators, district education officers, LLG councillors, head teachers and all
those who are involved with the Board of Management.
The book gives advice on how Boards of Management should operate under the
Education Act, Organic Law on Provincial Governments and Local Level
Governments, and Provincial Education Acts which are laws passed by National
and Provincial Governments.
This includes advice on:
•

establishment of BoMs

•

BoM constitution

•

BoM membership

•

functions of BoMs

•

leadership role in the whole school improvement

•

meetings and procedures

•

good financial management practises

•

importance of working closely with Provincial & Local Level Governments

•

working relationship between BoM and P&C Association

•

suspension and termination of BoMs

The appendices give further information on:
•

how the BoM can support curriculum development

•

school constitution

•

school development plan

•

school finances

•

how to open a bank account

•

School learning improvement plan
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SECRETARY’S MESSAGE
The Board of Management is a very important body in a school. This handbook is
designed for members of elementary, community and primary school Boards of
Management, head teachers, in-service coordinators, teachers and elementary
trainers. It is a guide to help the BOM understand and perform their roles and
responsibilities to improve student learning.
This third edition has been revised to capture school learning improvement plan
(SLIP) and other reform initiatives to enhance the function of the Board of
Management.
The book provides information on:
• what the law, through the Education Act 1983, says a Board of Management
can do;
• how to implement these functions through careful school planning and
budgeting using the SLIP strategies and behaviour management policies in
schools
• how a Board of Management can work together with its Provincial and Local
Level Government, Church Agencies, Unions, Parents’ and Citizens’ Association,
teachers, student and the community.
As a result of the Education and Provincial and Local Level Government Reforms,
the community needs to play an even greater role in supporting their schools. With
the Universal Basic Education policy beginning in 2010, all children aged between
6 to 15 years must go to school. This means that more informed and better
educated Papua New Guinean parents are available in the future. SLIP
encourages parents and the school communities to take leading roles in
contributing their experiences, expertise and resources towards the development
of their local schools.
I commend this handbook to you.

DR. JOSEPH PAGELIO
Acting Secretary for Education
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Abbreviations
AIDS
BEDP
BMP
BoM
CCB
CES
DEO
DEP
DoE
ETI
HIV
JDPBPC
KISS
LLG
MP
MTDS
OBC
P&C
PEB
PEP
SGD
SLIP
SMART
SO
SRC
TSC
UBE
VCT

Acquired Immune Deficiency Syndrome
Basic Education Development Program
Behaviour Management Policy
Board of Management
Combined Cash Book
Church Education Secretary
District Education Officer
District Education Plan
Department of Education
Elementary Trainer Inspector
Human Immunodeficiency Virus
Joint District Planning and Budget Priorities Committee
Keep It Simple & Specific
Local-Level Government
Member of Parliament
Medium Term Development Strategy
Outcome Based Curriculum
Parents and Citizens Association
Provincial Education Board
Provincial Education Plan
Standards & Guidance Division
School Learning Improvement Plan
Specific, Measurable, Achievable, Realistic, Time frame
Standards Officers
Student Representative Council
Teaching Service Commission
Universal Basic Education
Voluntary Counselling and Testing
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Glossary
Accountability
Acquittal

Alternate
Board of
Management
Board of Survey
BoM Constitution
Budget
Collaboration
Community
Resources
Education Act
Eligibility
Ex-officio
External review
Good Governance
Internal review
JDPBPC
Leadership
Organic Law
Ownership
Parents’ and
Citizens’ Association
Provincial Education
Board
Public Finance
(Management) Act
Reconciliation
School learning
improvement plan
Self Reliance
Suspension
Sustain ability
Teaching Service
Commission
Termination
Transparency

Keeping accurate records of everything you do and being
able to explain your actions
The records (receipts) that show how school money was
used. Proper acquittals are needed to get future funding from
the government and AID donors
Backup members who can attend meetings when a member
is unable to attend the meeting.
Is established by the education agency that conducts the
school and is approved by the PEB.
Process whereby an asset is declared to be beyond
economical repair, or of no value.
A set of rules consistent with education laws that the BoM
prepares and follows.
The plan of how the school wants to spend the money that
the school expects to receive that year
Working together as a team
All the support that is available in the community, eg people
with special skills and natural resources.
It is a law developed to guide the implementation of education
in the country
Is qualified to be appointed to a position
An appointment based on a position, not on election
School’s three year report conducted by outside professional
assessor
Working together as a team so common goals are achieved
School’s own annual report on performance and
achievements
District committee responsible for Planning and Budgeting
Being sure, making sure and assuring others in achieving
quality education.
Is the national constitution of PNG specifically dealing with
decentralisation of education functions
Taking responsibility over school growth.
The parents, guardian of children and other interested
community members of the school.
A body that governs the educational matters in the province
A guideline for managing and use of public funds.
Being in agreement.
Improving all aspects of whole school management and
student learning.
Schools not depending on others to complete tasks
Required to leave a place of work or study for a set period of
time.
Continuously maintaining good practice
Employer of teachers
Required to leave a position or place of study permanently
Doing things in a way that everyone knows what you are
doing.
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INTRODUCTION
To function effectively every organisation must have a managing body. In our Local
Level Government (LLG) we elect ward councillors who meet together to make policies
and plan for everyone in the LLG. The didiman, aid post orderlies, teachers and
government officers then use those policies to implement the plans.
A school is an organisation with the members of the Board of oM setting broad school
policies and having management functions as outlined in section 5 of this handbook.
The Head teacher and teachers are the government staff to carry out the policies, and
implement the plans. It is important that the BoM makes sound decisions that will
benefit all the children in our community.

WHY IS THIS HANDBOOK NEEDED?
Papua New Guinea is a growing society. Village communities now have more and
more educated people. This means that more informed and educated Papua New
Guinean parents will be taking leading roles in contributing towards the development of
our local schools and communities. The decisions that we make will have a big impact
on our schools.
The community, through our school BoM, must now take an active role in making
decisions, planning, developing strategies and providing advice to assist our school’s
development. Clear plans need to be developed where we can work together in
maintaining and improving our school.
Our school must be seen as a unit responsible for its own planning, decision-making
and management. The BoM must clearly understand its role and responsibilities.
The education of a child is a shared responsibility. It starts at our homes with the
family; then with the wider community including the peer group, the school and the
church. From these sources the child learns his/her culture and traditions; knowledge
and skills needed for modern life; and can develop positive attitudes and character for
life.
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WHAT IS A BOARD OF MANAGEMENT?

A BoM is a school governing body which is established according to law by the
education agency that conducts the school and is approved by the Provincial
Education Board.

1.1

SUPPORTIVE ROLE

Section 62 of the Education Act recognises the supportive role BoMs can play in the
general welfare of our schools. A good supportive Board will ensure equal attention is
given to activities both inside and outside of the school.
Support will include:
•

ensuring good community participation in our schools;

•

supporting the Parents and Citizens Association (P&CA);

•

supporting BoM sub-committees (maintenance, curriculum, discipline, etc.);

•

supporting and implementing all decisions made by the BoM;

•

providing equal attention to the needs of our children in terms of up to date
curriculum materials, teachers’ resource books, sports and other educational
equipment; and

•

encouraging and supporting the P&CA to carry out fundraising activities,
maintenance on buildings and staff houses, etc.

1.2

GOOD GOVERNANCE: ACCOUNTABILITY, TRANSPARENCY

Education Acts recognise the importance of BoMs being responsible or accountable
for all money raised and spent in the school. Transparency or open decision making
will gain the trust and respect of the community.
Good governance means:
•

budgets comply with the Public Finance (Management) Act 1995 requirements

•

money is spent only on projects that have been planned, approved and budgeted
by the BoM

•

proper written records of all revenue and expenditure are kept

•

proper acquittals are made and submitted on time to the community, PEB,
District Education office, Church Agency and the standards officer

•

good reporting and consultative mechanisms in place, and

•

all the Board’s financial dealings and decision making processes are transparent.

1.3

SELF-RELIANCE

Papua New Guinea communities have a tradition of self-reliance. If a community
needs a new house or a new church the community works together to build the house
or church. There are many stories of what communities have achieved through
showing initiative and through hard work. There are many examples of aid posts,
schools, airstrips, and roads being built by communities, thus improving the quality of
life for the whole community.
2

Aid Posts, hospitals and schools do not belong to the government. They cannot be
sold. Schools belong to the people and are managed by community through the BOM
Self reliance or taking responsibility ourselves is very important in our schools. It is up
to each one of us to take responsibility for our schools and to see what we can do to
make our schools better, rather than waiting for someone else to do it for us.
Papua New Guinea is independent and the Education Department encourages
‘Prosperity through self reliance’. School BoMs should all follow this theme.

1.4

BOM ADVISORY ROLE

Education Acts1 do not state the advisory role that the BoM should play in schools.
Standards officers and other provincial education officials have specific roles and
responsibilities in monitoring teacher performance. However, the Secretary for
Education recommends that BoMs do take some responsibility to:
•

set education priorities in line with their respective school agencies;

•

advise the PEB of the future enrolment projections in their school. This helps the
PEB to allocate teachers to schools;

•

recommend staff to the PEB for appointment to their school. This should be done
in close consultation with the Standards Officer, Agency representatives and
district education officer;

•

recommend to the PEB the removal of a teacher if the teacher is not committed
to his/her duties while in the school, or has unexplained absences from the
school; and

•

ensure the removal from the payroll of teachers who are absent from the school
for long periods of time.

In elementary schools the BoM is required to:
•
propose names of suitable people in the community to become elementary
teachers. The teacher should speak the language the children speak;
•

select the language to be used in the classroom. This should be the language the
children already speak well. This can be Tok Pisin, Hiri Motu, the local Tok Ples
or any common language that all the children and the elementary teacher can
speak well; and

•

help decide what the children should learn.2
0
1

‘Education Acts’ refer to both Provincial Education Acts and the Education Act 1983

2 pg 17 NDOE Elementary Handbook
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1.5

BOM SUPPORT NETWORK

This is an example of the type of communication network that could be established to
help support BoM school improvement programs:

Advantages of Networking
1.
2.

3.

4.

5.

The school BoM can use networks to make submissions to the JDP&BPC.
School improvement plans can be consistent with the LLG, District and Ward
Council plans. Schools can take advantage of annual reviews if projects are not
implemented.
Involve members of the JDP&BPC in the school improvement planning and budget
processes. Then there will be a greater chance for support for the school's
submission.
The Organic Law reforms are there to improve delivery of services to the rural
areas. It calls for all organisations to work in partnership to improve basic health and
education services.
Networking with the LLG, private sector, church agencies and donor agencies will
help produce more realistic plans and budgets. This will also lead to greater support
from those agencies.

4
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ESTABLISHMENT OF THE BOM

Before any school is established a BoM must be set up by the community served by the
school and be approved by the PEB. Existing schools should ensure that their BoM has
current approval by the PEB.
An education agency shall establish a Board of Management for each preschool, elementary
school, community school, primary school and technical school conducted by it within the
National Education System.3
A single BoM may be used for different schools (elementary, community and primary) on
the same grounds such as a mission station. However, many elementary schools have
their own BoM so the Board members can assist with the community based curriculum.
This Act does not prevent one or more education agencies from establishing a single Board of
Management for a group of preschools, community schools, elementary schools, primary
schools or technical schools.4

3.

BOM CONSTITUTION5

The Secretary for Education recommends:
• that each BOM has its own approved constitution6
• that each BoM should prepare its own constitution and have it approved by the PEB

4.

BOM MEMBERSHIP

Many provinces have their own Provincial Education Acts. If there is no Provincial
Education Act then the Education Act 1983 applies. It is important that schools check
what the BoM membership requirements are for their own province. The Education Act
1983 states:
A Board of Management
(a) shall consist of:
(i) at least five members, broadly representative of the community served by; and
(ii) a teacher on the staff of; and
(iii) the Head teacher ex officio of pre-school, the elementary school, community school,
primary school or technical school; and
(b) shall include a direct representative or representatives of the education agency conducting
the pre-school, elementary school, community school, primary school or technical school7
As LLGs now have an important role in the maintenance and development of their
schools, many schools invite their ward councillor to be an ex officio member on the
BoM unless provided by law. In most Provincial Education Acts the LLG ward member is
also included in the membership of a BoM.8
As BoM community members must be broadly representative it is important that there is
suitable representation by women. As communities are 50% female all BoMs should aim
to have 30 - 50% female membership.
The national education system is a partnership involving both government and church
agencies. Each BoM needs to include agency representative/s, either government or
church, who live close to the school and are interested in the education of our children.
0

3

pg 35 Section 60-1 Education Act 1983
pg 35-36 Section 60-2 Education Act 1983
5
Section 79 (6) of the Education Act allows the governing body to determine procedures
6 A draft constitution is provided in Appendix B.
7 pg 36 Section 61-2 Education Act 1983
8 An LLG member is not included in the Educational Act 1983 as there is no LLG for the NCDC
4
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4.1

QUALIFICATIONS FOR MEMBERSHIP OF A BOM

The Act does not clearly indicate the qualification of potential members of BoMs.
The Secretary for Education recommends:

Community Representative:
•
•
•
•

permanent residents of the community the school serves and who are not on either
the teaching or ancillary staff of the school
respected members of the community
female representatives who are not wives of teachers of the school or male
representatives who are not husbands of teachers of the school9
members have a special interest in the education of the children and culture of the
local area the school serves

Education Agency Representative:
•

a mature person of good character and in good standing with the agency being
represented

•

a person the agency considers to have special interest in the education of the
children and will make valuable contributions to the life of the school

4.2

ALTERNATE MEMBERS

An alternate member10 is someone who takes the place of a permanent member in his or her
absence. For consistency and continuity, the use of alternate members should be kept to a
minimum. Alternate members for other positions on the BOM are discouraged. However,
should an alternate be required, advice should be sought from the agency and the PEB.
The Secretary for Education recommends:
That the only two positions on the BOM that may have an alternate member are the agency
conducting the schools and the teachers’ representative.

4.3

ELIGIBILITY OF MEMBERS

A person or member of the Board can become ineligible (disqualified) to continue to hold
office when the member:
•
is suffering from a mental disability (long-long);
•

has been convicted of a criminal or civil offence and put in prison;

•

does not meet any of the requirements outlined in 4.1 above or 4.5 below.

4.4

TERM OF OFFICE

The Education Act does not set a fixed term of office for BoM members. Periods of
appointment should be adequate to ensure stability and continuity.
The Secretary for Education recommends:
Community Representatives: three (3) consecutive years;
Head teacher: as long as he/she is Head teacher of the school;
Teacher Representative: one (1) year but may be re elected or nominated by the
teachers for a second term;
0
9

This is recommended by the Secretary so that there will not be any charges of nepotism or a conflict of
interest.
10
The provisions for alternative members for the PEB under section 35 of the National Education Act have
been applied for BOM members.
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Ward councillor:11 as long as he/she is an elected member serving in the LLG;
Agency Representative: as long as he/she is nominated by the agency.

4.5

VACATING OF OFFICE12

The Education Act does not clearly define the reasons for BoM members vacating office.
The Secretary for Education recommends that a member of the Board of
Management shall be considered to have vacated his/her office:
•
if he/she is mentally ill or has been convicted of an offence and put in prison;
•

if he/she is absent, except on leave granted by the BoM, from three consecutive
meetings of the Board;

•

if he/she resigns by writing to the Chairperson and the resignation is accepted
by the whole Board; and

•

if the agency requests termination of its representative's appointment.

4.6

ELECTION OF COMMUNITY REPRESENTATIVES

The Education Act does not set out how community representatives become members
of a Board. A variety of practices are found around the country. These can be through
elections, appointment by clans, election by the P&C, etc.
The Secretary for Education recommends that:
1. the community representatives be elected by the P&C if the school has one;
2. before the elections the P & C decides:
• how many community representatives will be on the board (at least five)
• how to ensure that an adequate number of women become members of the
board, (or reserving a number of positions for women so that they make up 3050% of the BOM membership)
3.
before the current BoM’s term expires, the BoM chairperson and Head teacher
shall call a meeting for the purpose of electing community representatives to the
school BoM
4.
at the meeting the Chairperson calls for nominations and records the
nominees’ names. A nominee must be seconded by another person. Nominated
persons must accept the nomination. Elections will be conducted by the Head
teacher or P&C chairperson as follows:
• displays the names of candidates in a clear place (e.g. community notice
board) for everyone to see;
• asks the candidates to introduce themselves;
• calls the candidates for each position and those present cast their votes either
once by a show of hands or through a secret ballot;
• ensures that each voter votes only once;
• invites one or two person(s) chosen by the chairperson to count the votes; and
announces the results of the elections at the end of the counting.
5. minutes of election results of the school’s Board be forwarded to the PEB
Chairperson for approval.

*An elected board has no power or authority until it is approved by
the PEB.
0

11

Provincial Education Acts may or may not include Ward councillors as BOM ex officio members
The Education Act provides guidelines for ‘Education Board’ members vacating office that can be used to
establish BOM procedural guidelines i.e. pg 23 Section 33-1,2,3 (a,b,c,d,e) Education Act 1983
12
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5. FUNCTIONS OF THE BOM
The functions of Boards of Management are listed in the Education Act. Schools
must check to see if there are any differences in their Provincial Education Act.
Under the Education Act (1995)
A BoM is immediately responsible within the limits of funds and other
resources available to it –
(a)
for the planning for, and the provision and maintenance of,
school
buildings, teachers’ houses and ancillary facilities as required; and
(b)
for ensuring adequate availability of housing for teachers; and
(c)
for the enrolment of pupils; and
(d)
within the general framework of policy established under this Act and
the philosophy of the education agency conducting the pre-school,
community school, elementary school, primary school or vocational
centre (i) for determining the aims and goals of that school or centre; and
(ii) for supervising the achievements of those aims and goals; and
(e)
for the making of rules for the discipline of students, including the
punishment by suspension, expulsion or the provision of work or
services; and
(f)
for the suspension or expulsion of students for breaches of rules made
in accordance with Paragraph (e); and
(g)
for such other matters in relation to the National Education System as
are prescribed by or under this Act or any other law relating to
education matters.13
In addition to the Education Act, the Secretary’s Circulars 1/2007 SLIP Guideline,
44/2009
SLIP internal review and 1/2010 SLIP external review address the participation of
Boards of Management in developing, implementing, reviewing and reporting SLIP
activities

0

13

Pgs 36-7 Section 62 1 Education Act 1983
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5.1 BOM ACTIVITIES
A good BoM, when it is aware of its functions, should address;
5.1 Outcome Based Curriculum- Student Learning Outcomes
• support the implementation of the OBC
• encourage the establishment of schools based curriculum committees
• improvise and purchase support curriculum materials
• support inclusive education and remedial learning initiatives
• implement Behaviour Management Policy to achieve positive student behaviour
and learning outcomes
5.2 Need Based Staff Professional Development
• provide finance and other support for staff professional internal and external
in-service training.
• encourage teachers towards improving their personal and career pathways
5.3 Management, Administration and Leadership
• determine the school’s catchment areas, villages and feeder schools
• determine the number of students coming into the school : 6 year old students
• entering EP; E2 students entering grade 3 from feeder elementary schools; and grade
6 students entering grade 7 from feeder community schools.( NB. all children six years
of age are eligible to enter EP)
• prepare enrolment projections to determine the number of students expected at the
school in future
• develop strategies to encourage all students to attend schools every day
• develop strategies to make sure students remain at the school and do not ‘drop out’ of
classes (NB. Half the students that enrol in school drop-out before grade 6)
5.4 Determine aims and goals of the school
• develop school and/or BoM constitutions ( See Appendix B )
• BoM chairperson report annually on how the BoM has carried out its constitution goals
and planned budget activities.
5.5 Develop and Supervise School Behaviour Management Policies
Create a peaceful, child friendly and conducive learning environment
• enforce the school rules in the school constitution ( See Appendix B)
• expel students who fail to follow the school rules (a BoM discipline committee could
be established).
5.6 Teacher Appraisal
• input towards teachers inspection and personal reports
5.7 Teacher Appointments
• make recommendation to PEB on teacher appointment
5.8 Infrastructure Maintenance and Development
• determine the school’s maintenance and new infrastructure development needs
• establish priorities and develop work implementation strategies for school
infrastructure and maintenance
• develop work implementation strategies or ways
• Carry out development and maintenance of school infrastructure within its own
financial and resource capacity
• supervise, monitor, report and review the progress of work (See Appendix SLIP C)
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5.9 Good Governance and Community Relations
• improve working relationship between BoM and P&C
• facilitate general P&C meetings
• facilitate awareness regarding
cross-cutting
issues (Gender,
HIV/Aids,
accountability/transparency, student behavioural management, UBE and other new
developments in education
• BoM ensure that community support, respect and provide a secure environment for
the teachers
• that BOM provide facilities and support for school curricular activities
5.10 Budget Allocation
• carry out schools’ finance and budgeting requirements (See Appendix D )
• assist the administration in planning of the schools’ budget requirements (using
SMART principles) – (See Appendix C)
• assist head teacher in collecting and controlling school fees
• ensure that acquittals are done on time and reported to appropriate stakeholders

6. BOM LEADERSHIP ROLES IN SLIP
SLIP is a process of improving the School. The BoM play an important role
in this collaborative school improvement and change process. It is about
Being Sure, Making Sure and Assuring Others in Achieving Quality
Education.

6.1 SLIP LEADERSHIP
• BoM members are important agents of change in the school and community
• school improvement is about how BoM members take on new ideas and use them to
improve. the management of the school
• affirm the focus areas and facilitate community involvement in improving the school
• along with head teacher; lead and manage a collaborative internal review process

6.2 BOM ROLE IN SLIP
• approve the final SLIP and then submit it for approval by the provincial education
advisor/assistant secretary or their nominated delegate
• be efficient in the use and deployment of scarce resources
• coordinate and strengthen staff, student, parent and community teamwork and
involvement
• raise public awareness of what schools are doing and how they plan to achieve
improved outcomes
• participate in the development and internal review of the SLIP
• communicate, progress and the achievements and the needs of the
• schools reported in the external review to the wider community
• ensure student learning and welfare needs are met.
10

7

MEETINGS AND PROCEDURES

7.1

MEETING PROCEDURES

The Act allows for schools to have their own constitution from which meeting
procedures and other relevant activities can be carried out.
Procedures of meetings:14
1. A governing body shall meet at least once in each school term and more often if
convened by the chairman by written notice to the members.
2. The Chairman shall, within one month after receiving a request from not less than three
members; convene a meeting of the Board.
3. At a meeting of the governing body:
a.
A quorum is 50% of their number of which the Chairperson shall be one; and
b.
All matters shall be decided by a majority of the votes of the members present and
voting; and
c.
The Chairperson has a deliberative and, in the event of an equality of votes on a
matter, also a casting vote.
4. The head of school shall appoint a Secretary to the governing body.
5. A governing body shall cause minutes of its proceedings to be kept and the Secretary
shall forward copies of the minutes to the education agency, the Departmental Head
and the Education Board.
6. Subject to this section, the procedures of a governing body shall be as determined by
the education agency with the approval of the Education Board or the National
Education Board, and otherwise as determined by the governing body.
The Secretary for Education recommends:
• an extra ordinary meeting will be held within one (1) month of being called;
• the Head teacher shall display a copy for BoM and community members; and copy the
minutes to the Chairperson of the PEB; the District Education Office for the standard
officers, the District Education Officer and District Manager to read; and
• minutes of the BoM meeting are distributed within ten days of the meeting.

0
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7.2

COMMITTEES AND DELEGATION BY BOM

The Education Act allows Boards of Management to have committees to carry
out some of their responsibilities.
A Board of Management shall lay down procedures of any committee
appointed. A Board of Management may, by instrument, delegate to a
committee of the Board all or any of its powers or functions. 15.
BoMs should encourage the formation of committees and delegate BoM
responsibilities. Therefore:
• the Board will approve a SLIP committee to oversee the planning, implementation
and the review processes of the SLIP program
• the Board may also appoint other committees that will help the school to run
smoothly and effectively such as maintenance, discipline, finance, curriculum, etc16
• the Chairperson of each committee shall be appointed by the BoM
• a Board needs to prepare written procedures for any committee. The committee

SHOULD
PERFORM
THE
DUTIES
REGULARLY REPORT BACK TO THE BOM
7.3

AND

ELECTION OF CHAIR PERSON & DEPUTY CHAIRPERSON

The Act recognises the important leadership role the Chairperson of a BoM
plays in providing the guidance required in the running of a school.
The Secretary for Education recommends that:
• a Chairperson of each BoM is elected by the board members in the first
meeting after an election, or when a Chairperson vacates the office;
• the members of the Board elect one of their members to be a Deputy
Chairperson of the Board; and
• when both the Chairperson and the Deputy are absent, the members elect
one of their members to chair a meeting.

7.4

TREASURER, SECRETARY

The BoM should elect a competent treasurer who may have basic accounting
skills from among members of the Board who is able to:
• represent the board in all financial
transactions of the school
• be a signatory to all school accounts
• however, the head teacher remains
the chief accountable officer

0
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pg 37 Section 62-3; 63 Education Act 1983
see the Draft Constitution in Appendix 2
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The BoM should elect a secretary to record all board meetings and proceedings in
a language that can be understood by all the community, e.g. Tok Pisin or the
local vernacular. Often the head teacher is elected secretary/executive officer.

7.5

HEAD TEACHERAS EX-OFFICIO MEMBER

The following should be noted by members regarding ex officio members to the BoM:
(i)
'ex officio' simply means that the Head teacher is automatically a member of
the BoM.
(ii)
It does not give him/her any special powers on the Board.
As an ex officio member, the Head teacher shall:
• be present at all meetings;
• be an adviser and consultant to the Board;
• take part in all voting; and
• advise the BoM on the correct expenditure of Government monies. NB. The Head
teacher is the school's chief accountable officer under the Public Finance
(Management) Act 1995, as amended.

7.6 THE BOM OFFICE BEARERS & THEIR ROLES
BoM Chairperson
• Chairs all BoM meetings,
• Provides leadership for successful planning and implementation of SLIP and
other school activities,
• Gives guidance on collection, allocation and expenditure of school funds,
• Takes joint responsibility (with Head teacher) for all financial affairs of the
school,
• Is a signatory to all financial transactions and expenditures,
• Liaises with the LLG and other funding agencies on school operational matters
and developmental funding assistance,
• Authorises expenditure, ensuring all expenditure is restricted to approved school
activities,
• Maintains good relations with the community and other institutions.

Treasurer
• Maintains proper records of all money coming in (revenues) and going out
(expenditures), and balance statements etc are well kept
♦ records each expense in the account book,
♦ records if an expense is for materials in the stock book,
♦ receives a written receipt or statement on all expenditure,
• Is a signatory to financial transactions,
• Makes sure money is spent only on planned projects.

Secretary
• Organises meetings through direction from the BoM Chairperson with assistance
of the Head teacher
• Keeps accurate minutes of each meeting,
• Works with the Head teacher to maintain files of BoM minutes, financial
records, documents and properties.
13

7.7 HOW THE HEAD TEACHER SUPPORTS THE BOM
The Head teacher is an ex officio member of the Board of Management and may be
elected as Executive Officer/Secretary to the Board. The Head teacher has
responsibilities under the Teaching Service Commission (TSC) Duty Statement and
the Public Finances (Management) Act 1995, as amended, to support the BoM.
RESPONSIBILITIES

Head
teacher

•

(Duty
Statement
TSC)

•
•
•
•
•

7.8

organises meetings through direction from the BoM Chairperson
with the assistance of the Secretary;
ensures that accurate minutes of each meeting are kept and
circulated (in the absence of an elected secretary);
maintains files of BoM minutes, financial records, documents and
properties;
is a signatory to all financial transactions;
acquits all money spent under the direction of the BoM; and
coordinates SLIP planning, implementation, evaluation and
reporting.

TEACHERS’ ROLE ON THE BOM

The Education Act requires that there be a teachers’ representative on the BoM.
Teachers are members of the community they serve and can promote the exchange
of information between the school, BoM, P&C and other interested members of the
community. The teachers’ representative will be able to help the BoM to:
•
•
•
•
•
•
•
•
•

•

understand the concerns and expectations of parents about the education of
their children;
understand the children’s backgrounds;
develop a shared understanding with parents over their children’s education;
share the problems of the children with the parents and learn to deal with
difficult parents calmly;
open the school to the parents and community. This will allow parents and
members of the community to become actively involved in school activities;
share the school resources and facilities with the community;
develop positive attitudes towards working cooperatively with parents and other
members of the community;
develop a close contact with the community and be responsive towards the
values and needs of the community; and
involve the BoM, parents and community in the development of their local
curriculum materials. In this way it will be easier for the teachers to seek
assistance from the community for ideas, practical skills and resources to help
them in their programs.
Lead with the SLIP programs in monitoring the implementation and report on
progressive outcomes
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8. FINANCIAL MANAGEMENT
MANAGEMENT
The Education Act 1995 requires BoMs to be accountable for funds made available
to them.
A Board of Management shall be accountable for any money made available to it
by the State, education authority, or the public, in the manner required by the
Head of Department responsible for financial matters, or as prescribed.17

THE FINANCIAL MANAGEMENT ACT
The Public Financial Management Act 1999 provides guidelines to those managing
funds so that you can spend and collect money according to procedures laid down
by the government.
The Act states that the Head teacher is the accountable financial officer. He or she
is given the responsibility of running the school accounts or school financial
records. The Education Act also requires that the Head teacher and the Board of
Management to be accountable for money made available to it by the state,
Education Authority, the public or other sources.
BoMs need to develop a budget policy. This will help ensure that the school spends
funds only on projects that have been planned, approved and budgeted for. Boards
will delegate to the Head teacher most administrative responsibilities. With this
delegated responsibility the Head teacher, the staff and the Board treasurer
should utilise all resources (human, materials, time, and finance) efficiently.
Boards will need to work closely with the Head teacher as he/she is the
accountable officer under the Public Finances (Management) Act 1995, as
amended.

8.1 ACCOUNTABLE OFFICER
The Head teacher is subject to the Public Finance Management Act 1999, and can be
charged if school funds are misused or mismanaged. He/she:
• is responsible for the collection or payment of all public monies in the school;
• runs the school’s accounts, which involves: revenue collection, raising of
requisitions after careful examination (ensuring funds are available), record
keeping and monthly financial reports for the BoM and PEB; and
• ensures resources are efficiently used

Public monies
The sources of funding classified as public money to BoMs can be from:
(a)
School fees
(b)
Public (fund raising activities)
(c)
Other school generated funds (funds raised through school
canteens, project fees, sales from agricultural produces etc)
(d)
District, LLG grants and funds,
(e)
Government – School Subsidies
(f)
Provincial Education Functional Grants
(g)
Donor grants
0
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8.2 SCHOOL ACCOUNTS
The Secretary for Education recommends:
• BoMs operate two cheque accounts:
- General Account for project fees and other incomes; and
- Subsidy account solely for national and provincial government subsidies
• BoMs should inform the PEB of the schools bank account numbers and
• the signatories to the account
• All BoMs accounts must be audited by the standard officer or DEA in Term 4.

8.3 SIGNATORIES TO THE SCHOOL ACCOUNTS
Schools should have three or four signatories, i.e.
1: Head teacher
2: BoM Chair person
3: BoM Treasurer
4: Agency representative
The recommended operation is that the Head teacher, BoM Chairperson and one other
sign each cheque. It is recommended that a BoM member (chairperson or treasurer)
accompany the Head teacher on important purchasing trips when the cost of item is not
known.

8.4 BUDGET
A budget is a useful tool to determine:
•
what funds the school already has;
•
what funds the school expects to receive from school fees, fund raising, national
and provincial grants etc;
•
what operational funds are needed;
•
what project funds need to be raised for;
•
what contingency funds the school should hold for emergencies.
Before a budget is drawn up, stake holders such as students, staff, P&C and the BoM
should have their inputs as to how they want the money to be spent on. Head teachers
are then required to prepare an annual school budget which has to be presented and
approved by the BoM. Head teachers should start preparing a budget with the BoM
treasurer in the third quarter of the year. This is when BoMs are required to submit the
proposed school fees for the following year for approval by the PEB.
•
•
•
•
•

When a budget is prepared the following questions must be asked and decisions
need to be made;
How much money is needed to operate the school?
Where will it come from?
What are the most cost effective expenditure options?
What priorities should be given to the various activities in the school plan?
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8.5 SETTING FEES
The Education Act recognizes the BoM’s role in setting fees paid by parents or guardian
of children attending schools. The Department of Education (DoE) prepares a
Secretary’s Circular and a Ministerial Statement on school fees. The PEB and the
Provincial Government, after considering national guidelines usually sets limits within
which fees are charged.
BoMs should submit for approval to the PEB the amount of fees they wish to charge. It is
important that the school’s submission is supported by a budget.
The fees paid by parents should be used to cover costs of:
• General maintenance of buildings, equipment, teaching aids and other facilities
• Provision of new buildings
• Curriculum materials
• Ancillary staff
School money should be used for the purpose for which it was collected.

8.6 FUND RAISING ACTIVITIES
The Education Act permits fund raising activities in schools. Funds raised should be
spent only for the benefit of the school. The school must not use the following fund
raising activities:
(a) Sale of alcohol, cigarettes, betel nuts and illicit drugs (marijuana);
(b) Gambling, lotteries, raffles, lucky tickets or other games of chance; or
(c) The provision of students as labourers to the general public.
A Board may engage in major fund raising activities only with PEB approval.

8.7 RECORDING, RECEIPTING AND COMBINED CASH BOOK
It is recommended that the accounts of the school be maintained in a Combined Cash
Book. The Combined Cash Book is in two parts;
(i) Cash Book
The cash book includes date, details of transactions, cheque number or deposit slip,
details of receipts or payments and a copy of the progressive balance, e.g.
DATE

PARTICULARS

CHQ/DS

RECEIPTS

1/3

BBF

8/3

School fees

DS5

9/3

Cancelled cheque

529

11/3

Steamships-timber

530

159

City Pharmacy-medicine

531

Fees Refund

532

3452

PAYMENTS

BALANCE
8,486

26

11938

26

90

11778

36

61

30

11717

06

100

00

11617

06

00

(ii) Item Analysis Section
The item analysis section includes receipt items and payment items. This section of the
Combined Cash Book will assist the Head teacher and the BoM Treasurer in monitoring
the progress of the school finances.
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All school income must be recorded in the Combined Cash Book, whether the school
receives the amount directly or it is deposited in the school account at the bank. All
school financial records are to be available for BoM members and any other community
member to examine at each of the BoM meetings.

8.8 BANK RECONCILIATIONS
To reconcile means to bring together in agreement. A bank reconciliation statement
compares the school’s records with the bank’s record of the accounts.
Bank reconciliation ensures:
• That you have made no mistakes in entering your payments and receipts in to the
CCB
• That the Bank did not accidentally deduct money from your school’s account
• Bank reconciliation statements are usually required to be carried out monthly
by a responsible officer.

8.9 FINANCIAL REPORTS
Monthly financial reports contain information about the use of money in the given month.
These reports will account for different income and expenditure. Head teachers are
responsible for preparing such reports at the end of each month.
As part of the financial transparency and accountability process, it is important that
copies are distributed to:
BOM chairperson and members, P&C chairperson, District Education Advisor,
Inspector/standard officer, CES, staff room notice board and the SRC.

8.10 HAND-OVER / TAKE-OVER ACCOUNTS
The hand-over/take-over of school accounts happens before the closure of the school
year or in the beginning of the new school year. The most effective method is for both
incoming and outgoing head teachers to be present together. This should ensure the
accounts are balanced when taken over by a new head teacher or new BoM.
It is important that the following takes place:
(a) All accounts be handed over to the incoming officer in the presence of the BoM
chairperson or head teacher at the first meeting of the new BoM;
(b) Both officers sign documents with the dates of the hand over;
(c) The person who takes over accepts the accounts and financial documents
(cheque book, bank statements, Combined Cash Book, etc); and
(d) When there is a discrepancy or a dispute, the matter should be referred to the
DEA or inspector/standard officer to carry out an investigation.

9. LIAISON WITH THE PROVINCIAL
PROVINCIAL AND LOCALLOCALLEVEL GOVERNMENTS
9.1

PARTNERS AND RESPONSIBILITIES

The operation and development of the National Education System is based on
partnership and close cooperation between the different levels of government, parents,
communities and education agencies such as churches and other non-government
organisations.
18

Under the Organic Law on Provincial and Local Level Governments, the National
Education Act, and provincial education acts, developing, operating and maintaining
schools must be catered for within provincial, district and local level government plans
and budgets, in close cooperation with communities, school governing bodies and
other non-government organisations.
Provincial governments must budget for
• teachers’ salaries and entitlements
• infrastructure maintenance and development in schools
• basic school supply
• support of SLIP processes
• teachers professional development
The National Education Plan 2005-2014, and various plans such as Vision 2050 and
UBE Plan set out a vision for the responsibilities for the various partners. These
responsibilities are in Annex F.
The Education Act recognises the important role the LLG has in supporting schools. The
Education Act 1983 states:

Subject to the provisions of the Local-level Governments Administration
Act 1997 and any provincial law relating to Local-level Government matters,
the functions of a Local-level Government in relation to the provincial
component of the National Education system area) to draw up plans for the establishment of schools in its area, and to
submit such plans to the Education Board with a list of suggested priorities
and a statement of the extent to which it is prepared and legally capable of
financing any program for the construction and maintenance of the
necessary buildings, teachers' houses and ancillary facilities; and
b)to give assistance to the erection and maintenance of school buildings,
teachers' houses and ancillary facilities in its area by education agencies;
and
c) at times agreed on between it and the governing body - to inspect or
have inspected on its behalf any school buildings, teachers' houses or
ancillary facilities in respect of which it has provided assistance;…..
d) if it so desires, with the consent of the Education Board and subject to
such conditions and limitations as the Board determines - to organize or
conduct adult education activities; and
e) if it so desires, to conduct and to be the education agency to conduct a
school within the National Education System; and
f) to advise and make recommendations to the Education Board on such
matters relating to education in the province or in the Local-level
Government area as are referred to it by the Board, and on such other
matters relating to education in the province or area as to it seem proper18

The Organic Law on Provincial and Local-Level Governments brought with it many
changes to the powers, structures, roles and responsibilities of national, provincial,
district and local-level Government. It is important for the BoMs to know about these
changes.
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LLGs can now draw up plans for the establishment of schools in their area, and
submit such plans to the PEB. An LLG can now prioritize work to be carried out
and state the extent to which it is prepared and legally capable of financing any
program for the construction and maintenance of school infrastructure and
support curriculum implementation.
The Act does not allow an LLG to exercise any powers or functions in relation to
the appointment, promotion, transfer, discipline, suspension, dismissal or
conditions of service of teachers in the LLG area. This is a matter for the TSC.

9.2 JOINT DISTRICT PLANNING AND BUDGET PRIORITIES
COMMITTEE (JDPBPC)
The JDPBPC’s responsibility is to:19
•

•
•
•

oversee, coordinate and make recommendations regarding overall district
planning, including budget priorities, before these are submitted to the provincial
and national Government
determine and control budget allocation priorities for LLGs in the district
approve LLG budgets for presentation to the Provincial Government, and
develop Five Year rolling district development plans and annual estimates, to be
reviewed annually.

Members of the Joint District Planning and Budget Priorities Committee
The membership consists of:
• Member of Parliament (MP) of the Open Electorate (Chairperson);
• Heads of LLGs in the district or their nominee; and
• Three other appointed members.
When the JDPBPC reviews LLG plans, it has the responsibility to make sure the plans
reflect the real needs and priorities of the people at the community level. The
Provincial Government and LLG now have greater powers over finance and decisionmaking for National Government grants.

0
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9.3 TYPES OF GRANTS
1. Provincial and Local-level Administration Grant—this is used for
administration purposes only.
2. Provincial Infrastructure Grant–this is used for social, economic, physical
and infrastructure activities according to provincial priorities.
3. Local-level Government and Village Services Grant—this is paid directly
into the rural LLG through the district or Treasury. This is used according to
the LLG priorities with roughly half going to Village and Social Services
(Health and Education) and the other half for land and physical infrastructure
development.
4. Town and Urban Grant—this is for the urban LLGs with roughly half for
Social Services and the other half to improve general city services.
5. District Support Grant— this is intended to fund priorities in the district plans
developed by the JDPBPC. This money should be used for health, education
and physical infrastructure projects.

9.4
•
•

•

HOW CAN SCHOOLS OBTAIN THESE FUNDS?
Schools and their respective BoMs need to work closely with
representatives from the LLGs.
The BoM, in close consultation with the LLG President, Ward Councillor,
LLG officers, the district education office, and the school
inspector/standards officer, prepare and submit proper school plans and
school budgets to the district JPBPC for their consideration. LLGs are
required to prepare a Five Year District Development Plans that include
SLIP and other plans for all the schools in their district.
The District Support Grants are mostly funded from the MP’s ‘Electoral’
support funds. All government functions and other non government
organisations within the district will compete for these funds. A realistic cost
effective budget and development plan will help justify the school’s
submission.
21

10 PARENTS’ AND CITIZENS’
CITIZENS’ ASSOCIATION
A P&CA is made up of parents of school children and other interested people from the
community. It is an association that is different from a BoM.
The Education Act allows for a P&C Association to be established:

Subject to any directions of the education agency, a Parents' and
Citizens' Association may, by arrangement with the controlling authority,
use the school buildings, grounds and facilities for holding fetes and
other activities for the benefit of the school, provided that teaching in the
school is not disrupted or interfered with.20

10.1 DIFFERENCES BETWEEN THE P&C AND THE BOM
P&C

BoM

Schools may have a P&C

Schools are required to have a BoM under the
Education Act
Has decision making powers

Does not have decision making
powers
Can be broadly representative
of the community

Is more narrowly representative of the
community but includes other stakeholders, e.g.
LLG, agency.

10.2 WAYS THE BOM CAN WORK WITH THE P & C
It is important that a good understanding is established between the P&C and the
BoM so that the school improvement plan is implemented.
The two organisations can cooperate in carrying out programs in the school to improve
their students’ learning in the following ways:
•
•
•

•
•

endorse and support the P&C to do fund raising or other activities in the
school
encourage community participation to promote whole school improvement
establish co-operation with teachers, village leaders, church members,
youth groups etc to solve problems (refer to Behaviour Management Policy
= BMP)
provide the necessary security for the school facilities as well as their staff
and students
meet regularly to assist teachers to develop the local curriculum that the
community want the children to learn in their schools.
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10.3 P&C ROLE IN SLIP
•
•

create and support a conducive teaching and learning environment at the school.
work collaboratively with other stake holders in SLIP activities

BOM and P&C are there to serve the interest and well being of the children.
It is important that the two organisations work together following an agreed
process that is, in the school constitution

10.4 FUNCTIONS OF THE BOARD OF MANAGEMENT
Under the BMP policy number 7.1.1 - 7.3.8 “The responsibility of the school board”,
and under the current Education Act, 1983 (Consolidated to1995) and provincial
education acts that are in force, the school board is responsible for making school rules
and decisions about expulsion and suspension. The school boards have the
responsibility to:
1. Support a safe, healthy and well-managed school
2. Develop and supervise a school behaviour management policy
3. Decide carefully on student expulsions

10.5 SUSPENSION OF STUDENTS
Suspending involves excluding a student from participating in school for a set period
of time (up to 10 days). Suspension is only used by BOM or its delegate (HT/School
Disciplinarily Committee) to ensure the safety of other students or as a deterrent to
repeating the behaviour and to stop other students from same behaviour by
demonstrating the consequences. The school board should have a plan in place so
that the suspended student can keep up with school work and does not miss out on
important lessons (BMP 6.1.6/6.1.7).

10.6 EXPELLING STUDENTS
Expulsion for a first offence is only to be used in extreme cases. Repeated poor
behaviour can also lead to expulsion if a range of behaviour management strategies
have been exhausted.
Expulsion for first offence should only be used where a student’s behaviour:
1. has seriously harmed others,
2. threatened the safety of others,
3. seriously damaged school property.

11 SUSPENSION AND TERMINATION
11.1 SUSPENSION AND TERMINATION OF BOM
The Education Act21 provides that an education agency can request the PEB to
suspend the BoM of a school. The Education Agency cannot suspend the BoM.
• If a member of the community is concerned over the functioning of a BoM, he/she
should report to the DEO. DA, SO or Agency representative.
0
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• If any member of the BoM misappropriates funds, then the police or village courts
must deal with it using criminal procedures.
• The PEB shall investigate allegations within fifteen (15) days to decide whether to
suspend the Board.
• When a BoM is suspended by the PEB, the BoM automatically loses all its powers
including financial powers.
A BoM can be suspended or terminated if the PEB finds that the BoM is:
a)
careless, inefficient and is conducting business which is not in the interest of
the school; and
b) not carrying out its duties properly in line with the appropriate Acts, Ministerial
Policy Statements and Secretary’s Instructions.

In such cases, the Chairperson of the PEB can, by a written order to the Chairperson of
the BoM, suspend some or all of the powers and functions of the Board.
When a BoM is suspended, the PEB will appoint a person or persons acceptable to the
education agency to carry out the functions of the Board. This will continue until the
Board is reinstated or terminated.
The reinstatement of the BoM is decided by the PEB.
Where in the opinion of an Education Board, the affairs of a member school are being
mismanaged by its governing body or the governing body fails to comply with
requirements of or under this Act or any other law relating to education matters or
applying to the school, the Education Board may, by written notice to the education
agency conducting the school, suspend the governing body.
Where in the opinion of an education agency conducting a school, the affairs of a
member school are being mismanaged by its governing body or the governing body
fails to comply with requirements of or under this Act or any other law relating to
education matters or applying to the school, the education agency may request the
Education Board to suspend the governing body and where the Education Board is
satisfied that the request is justified it may, by written notice to the education agency,
suspend the governing body.
The education agency shall, within such time as the Education Board fixed or such
other time as the Board allows, reconstitute the governing body22

11.2 TERMINATION OF BOM MEMBERS
The Education Act does not clearly state how BoM members can be terminated.
The Secretary for Education recommends that:
A BoM shall have the power to terminate a member if the member:
• misconducts him/herself in office and brings shame to the BoM and the school;

• disregards the directives of this handbook and other established relevant rules; and
• undermines the reputation of the BoM;
0
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The decision to terminate a member shall be by two thirds majority vote of the
full BoM.
The Chairperson or Deputy shall, in writing, inform the terminated member of
the Board’s decision and also inform him/her of his/her right to appeal to the
PEB.
The PEB shall be informed in writing of any member’s termination with a copy
to the Standards Officer and District Education Officer or District
Administrator.

11.3 APPEALS AGAINST TERMINATION BY A MEMBER
• A terminated member can appeal against the BOM’s decision to the
chairperson of the PEB within 10 days from the date of receiving
the termination notice.
• The PEB will advise whether the appeal is upheld or not.

12. SUSPENSION OF CLASSES
Classes can be suspended by the PEB if there is:
(a)
a lack of community support; or
(b)

a threat to the health, welfare and safety of staff or students due to
(i) natural causes; or
(ii) civil disturbances; or

(c)

threats have been made to the staff or students; or

(d)

the school has failed to comply with a lawful direction given by an education
authority, the Education Board may order the suspension of teaching in the
affected school.23

These are also the grounds for a BoM to consider whether a
recommendation be prepared to the PEB for an individual student to
repeat a class.
•

This shall be done after careful consideration and must be done only on
genuine medical, security or social grounds.

•

BoMs should examine the student’s case before making a recommendation to
the PEB. This shall then be actioned after the PEB’s approval.

0

23

Pgs 48 Section 91-2a,b,c,d Education Act 1983
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A BoM may send classes home and MUST inform the Chairperson of the PEB
immediately of the decision.
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APPENDIX A:
HOW THE BOM CAN SUPPORT
SUPPORT CURRICULUM
DEVELOPMENT
1

INTRODUCTION

The community plays an important role in the development of the school
curriculum at the Elementary and Primary levels.
•

At the elementary level children will have three years of education in the
local language based on local community themes.

•

At the primary level the students continue to learn about their local
culture.

Teaching community ‘themes’ requires the assistance from the local
community. For example, in the subject ‘Community Living’ the students
learn the traditional skills of gardening, fishing, hunting and cooking. In the
subject 'Arts' the students learn traditional skills of acting, singing, playing
instruments, dancing, painting and carving.
Every community in PNG has special knowledge, skills and attitudes that it
considers important and wants its children to know. To teach these skills
the teacher needs the support and assistance of the BoM, parents and the
community at large.

2

THE BOM, COMMUNITY AND
AND THE SCHOOL

Schools are located within the community they serve. The BoM must make
sure that members of the community and the teachers are partners in
education. The BoM, school and community need to determine the vision
for their school. It should be a vision shared by the community in which
the school operates.
The BoM is a key player when it comes to the supervision and
administration of their school. The following two figures show the situation
before and after the implementation of the reform.

Fig 1 Situation before the education reform

In Figure 1, many schools are separated from the community. Schools exist
on their own with the community not knowing what the schools are doing.
As a result, the community does not feel that they are part of the school or
that they own the school or are in any way responsible for it.
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Fig 2 Present situation

With the Education Reform, the situation has now changed. Figure 2 shows
that the school is within the community and that the community owns the
school and accepts responsibility for it or is responsible for the school and
students.
Therefore, the role of the community is to:
• provide on-going support for the implementation of the Education
Reform and the National Education Plan and other educational
activities in the schools;
•

be a partner in education and be actively involved in the planning,
initiating, maintaining, and the expansion of their schools;

•

make sure children go to school and are in school every school day;

•

take an interest in the school and understand what is going on in the
classroom;

•

make sure that the community respects, supports and contributes to the
day to day development of the school;

•

build the relationship between the school, the BoM, the parents and
members of the wider community;

•

work with the school to discipline the children well; and

•

make education accessible to every school age child.

3

ACTIVITIES THE BOM CAN
CAN HELP WITHIN
DEVELOPMENT OF THE LOCAL
LOCAL CURRICULUM

Identify local people with the necessary knowledge, skills and experiences
to:
• help with curriculum development;
•

tell stories and legends from the area to the children;

•

teach popular songs sung in the community during special occasions, eg
good harvest season, during moka ceremonies in the Highlands, worship,
or during times of sorrow, etc.;

•

listen to the children read, tell stories or sing songs;

•

act out plays, dramas;

•

demonstrate simple crafts like making musical instruments, canoes,
bows and arrows, weaving mats, etc.;

•

produce materials for use in classes and for income;
28
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•

help write short stories and plays;

•

help keep plan and program local curriculum;

•

help identify ‘hidden’ curriculum;

•

share information about local history, eg how the lake came to be in the
area, rituals, initiation practices, bride price payment, compensation,
moka or how problems are solved in the local area;

•

demonstrate good gardening skills;

•

discuss aspects of safety and good health;

•

share attitudes, feelings and emotions, ie when you are sad, happy, hurt,
etc.;

•

help to teach children to play musical instruments, eg guitar, kundu,
flutes;

•

help with cooking projects like baking scones in drum ovens;

•

store all materials that can be re-used. eg cardboard, envelopes, art
paper, one sided printed paper, etc;24.

•

carry out a stock-take of all school curriculum materials at the end of
each term and at the start of the year25

•

plan to purchase additional curriculum materials that are needed;26

•

ensure that all curriculum materials are properly used and looked after;

•

identify any school item that is no longer working or being used;

•

make sure there is adequate secure storage space and shelving for all
the school curriculum materials and if not then help build one; and

•

set up a school library/resource centre where books and additional
teacher materials (maps, magazines, globes, sporting and science
equipment, etc) can be kept.

BoM members P&C can assist with these activities during maintenance
activities, as a special workshop, or act as a teacher’s aide in the classroom,
or during day-to-day discussion with the teachers.

4

HOW CAN Bo
BoM WORK TOGETHER?

BoMs can be organised to conduct joint planning or curriculum workshops
using the Common School Cluster Model below.
ADVANTAGES OF A CLUSTER
The overall objective of a cluster school model is to make sure advantaged
and disadvantaged schools located near to each other can come together to
share ideas and resources. This ensures disadvantaged schools are able to
benefit from ideas, learning materials, facilities, staff and resources from
advantaged schools.
0

24

National Policy for the Procurement, Storage and Distribution of Curriculum Materials DOE 2003
As above
26
As above. NB. The policy states that the DOE will provide an initial supply of prescribed
textbooks and teacher’s references free of charge and that the school will purchase additional
student and teacher materials. In emergencies, such as natural disasters, the DOE will also assist
with curriculum materials. Consumables are always the responsibility of the school.
25
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It saves costs in terms of travels to and from the provincial capitals for inservice, etc. This allows for strong local participation in decision making.
It ensures more BoM cooperation among the cluster schools.
It promotes involvement of the community in the development of the local
curriculum. BoMs can mobilise enrolment of children at the correct age.

A Common School Cluster Model
This shows Wapenamanda Primary School as a central meeting place where
BoM representatives can come together to discuss, share ideas and develop a
local curriculum to be used in their schools.

(Adapted from Elementary Cluster Management Workshop H/Book, 1998)

Wapenamanda Primary School becomes the central school to which the feeder
Elementary schools and their BoMs go for their cluster workshops. This must
be encouraged and supported. Funds for school based curriculum
development and inservice are vital.
Purpose of a BoM Cluster
The grouping of the BoMs from neighbouring schools will be good for:
• determining grades 3 and 7 enrolments,
• administrative and educational purposes,
• sharing available resources such as teaching and learning materials and
facilities,
• encouraging participation in local decision making,
• empower students, teachers and parents in decision making,
• engender interest in activities initiated,
• take ownership and sustain initiatives.
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APPENDIX B: A SCHOOL CONSTITUTION
An Example of an Elementary, Community or Primary School
Constitution
for

____________________________________________________________School
____________________________________________________________School

THIS BOARD OF MANAGEMENT
is established under the authority of the

THE NATIONAL EDUCATION ACT 1983
(consolidated to No. 13 of 1995)

SECTION 60 OF CHAPTER 163
or

THE _______________________ PROVINCIAL EDUCATION ACT

Date: ___________________
______________________
____________________

Note: Where a Provincial Education Act is in place, the provisions relating to the
Provincial component of the National Education System in the Education Act (Ch
163) do not apply in that province.
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DEFINITIONS
The Board
Board means

The Board of Management of _____________
Elementary/Community/Primary School

Community Representative means A representative elected as a member of the
Board of Management by the
community the school serves.
The School means

Elementary/Community/Primary School.

The Staff means

The teaching staff of the school.

The Agency means

The agency operating the school. That is Government,
Church
(Catholic,
Anglican,
United
Church,
Evangelical Lutheran, Gutnius Lutheran, Evangelical
Alliance.)

The Function means
means

The Functions of the Boards of Management

1.

NAME

The school in the community shall be known as __________________ Elementary/
Community/Primary School.

2.
•
•
•
•
•
•

NATIONAL AND SCHOOL IDENTITY
_______________ Provincial Flag.
PNG National Flag
_____________________ as a School Emblem.
School Uniform ________________________
PNG National Anthem
PNG National Pledge

3.

ALTERATIONS TO THE CONSTITUTION
This constitution may be altered only by the Board of Management, in consultation
with the Parents’ and Citizens’ Association.

4.

BOARD OF MANAGEMENT MEMBERSHIP
The _____________________ Elementary/Community/Primary School Board
of Management shall consist of:
(at least 5) _____________________ members, broadly representative of the
community in ____________________ and the neighbouring villages;
• a teacher on the staff of the school;
• the Head teacher, ex officio, of the school;
• a representative of the education agency; and
• a representative of the Local Level Government.
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5.

QUALIFICATION
QUALIFICATION FOR MEMBERSHIP
Any person of good leadership qualities who is:
• eighteen (18) years of age or more, and
• resident in the community served by the school.
is entitled to stand as a candidate for election to the Board as a community
representative.

6.
VOTING
VOTING POWERS/RIGHTS
• Parents or guardians whose child attends the School shall vote for the
community representative.
• The teachers’ representative shall be nominated by the teachers of the school.
• The agency representative shall be nominated by the Agency.
• The chairperson, deputy chairperson, secretary and treasurer shall each be
voted for by the BoM members.

7.
•
•

•

TERMS OF OFFICE
Each member of the Board of Management shall hold office for a period of _______ years from the date of appointment.
A member vacating the office by transferring out of the residential area the
school serves, death or resignation shall be replaced through consultation with
the Parents and Citizen Association and be approved by the Provincial
Education Board.
Members shall resign from the Board by writing a letter of resignation to the
Board of Management (BoM).

A member of the Board shall be considered to have vacated his/her office:
• if he/she becomes a mentally ill or has been convicted of an offence and put in
prison;
• if he/she is absent, except on leave granted by the BoM, from three consecutive
meetings of the Board;
• if he/she resigns by writing to the Chairperson and the resignation is accepted
by the whole Board; and
• if the agency responsible requests termination of its representative's
appointment.
8.
MEETINGS
There shall be four (4) meetings held in a year. (One meeting per term)
• Additional meetings can be called for by any Board Member.
• All Board of Management members shall attend all meetings. A quorum is
more than half the members of the Board including the Chairperson.
• Any member who misses a meeting shall explain the reasons to the Board by
letter.
• Any member who misses a meeting without a good reason shall face expulsion
or suspension in consultation with the P&C.
• Any member who fails to attend three (3) consecutive meetings shall forfeit
their membership.
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9.

FUNCTIONS OF THE BOARD
(Ref. Education Act 1983)
The Board of Management is immediately responsible within the limit of

funds and other resources available
available to it for the provision of good education to
their students through:
planning and providing for the maintenance of school buildings, teachers’ houses
and ancillary facilities as required;
ensuring the availability of adequate housing for teachers;
ensuring the availability of adequate curriculum materials for learning and
teaching;
planning and budgeting for staff development (SMR);
active participation in the school Behaviour Management Policy;
ensure all school age children are in school (UBE);
the transfer of students into the school, where the number of students exceeds
the number of places available;
determining the aims and goals for the school, and for supervising the
achievements of these aims and goals;
the making of rules for the discipline of students including the punishment by
suspension, expulsion or the provision of work or services;
the suspension or expulsion of students for breaches of rules;
setting and collecting of fees; approval of the school budget; and being
accountable for any money made available to the school;
recommending staff to the PEB for appointment to the school, and the removal of
a teacher if he/she are not committed to his/her duties;
such matters in relation to the National Education System as prescribed by or
under the National and Provincial Education Acts;
any other functions and responsibilities relevant to the points above.

•
•
•
•
•
•
•
•
•
•
•
•
•
•

10.

FEES AND CHARGES27

Project fees shall be paid in week _______ of the commencement of each school
year.
• An extension of ________ weeks shall be allowed for current students.
• Parents shall arrange with the Head teacher for further extension dates or
payment in kind.
• The Board determines the appropriate action after the extension date expires.

•

11. PROJECT FEES
•
•
•
•
•

A fee of K________ per child set by the Board shall be paid in the month of
_____________.
Parents failing to do so shall arrange a date with the Board, not exceeding the
month ending ______________.
The Board shall decide the penalty a day after the expiry date.
All fees collected shall be deposited in the BoM General School Account, and cash
be deposited into the bank.
A written report of all monies collected and spent shall be presented to quarterly
P&C meetings by the treasurer and the Head teacher.

0

27

The PEB has the power to set conditions for fees and these need to be referred to each year.
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•
•
•
•
•

12.
•
•
•
•

Legal action will be taken against any BoM member who misappropriates school
funds.
An annual financial report shall be prepared and presented to the BoM. Failure
to do this shall be referred to the PEB for their appropriate action.
All spending shall maintain supportive receipts and documents as evidence.
The borrowing of any monies from project fees or the P&C is not permitted to
anybody.
Any breach of this policy shall be referred to the PEB for appropriate legal action
by the Provincial Government.

BUILDINGS:
BUILDINGS: Infrastructure (include bullet
bullet points on for other buildings)
Any teacher of the school who is unable to provide his/her own accommodation
shall be provided with housing at the school.
The Head teacher shall allocate houses to teachers.
Other Educational personnel may occupy any vacant houses after consulting the
Principal Education Adviser and the Head teacher.
Rental payments shall be paid to the Board of Management fortnightly, if the
Board owns the house.

13.

BOM SUPPORT OF PARENTS AND CITIZEN ASSOCIATION
The BOM shall assist the P&C Association to:
• use the school buildings, grounds and other facilities for holding fund raising
and other activities for the benefit of the school provided that teaching in the
school is not disrupted or interfered with.
• maintain school buildings, school-owned teachers’ houses, etc.
• provide services to the school for the benefit of students’ learning and safety.
• use school buildings for religious lessons and inservice; and
• set up a maintenance working committee headed by a project coordinator.

14.

SCHOOL RULES: Refer to Behaviour Management Policy
All students shall remember that disruptive behaviour is detrimental to the school
and will not be accepted. Students shall not:
• steal from teachers, friends or from the school;
• fight with others in or out of the school;
• use obscene language either toward teachers or other students;
• damage school property;
• have very close boy/girl relationship within the school.

* All schools must have School Rules in line with the school Behaviour

with
Management Policy, w
ith clear procedures and sanctions, and; must
be a public document. This section of the constitution will make
reference to that school rule. The disciplinary procedures cannot be
exercised on the basis of section 14 of the BoM constitution.*
15.

DISCIPLINARY
DISCIPLINARY PROCEDURES
Disruptive behaviour may result in a child going through the following
procedure:
• the child will first receive counselling provided by the Head teacher, deputy,
senior teachers or teachers in the presence of their parents.
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• the child will be given a first written and verbal warning,
• the child will be given a second written and verbal warning;
• then the BoM will suspend the child and send the parents a letter outlining the
reasons for the suspension;
• then if there is a repetition of the offence the child will be terminated with copies
of the two warnings; the BoM suspension letter and the BoM termination letter
being sent to the PEB.
• The student will then leave the school, but is able to appeal to the PEB, and if
successful will be re-instated at the school.
• Parents shall be responsible for any damage or stolen school properties.

16.

•
•
•
•

SCHOOL PHILOSOPHY: Vision & Mission
___________________ Elementary/Community/Primary School is a
place full of harmony and joy where children shall enjoy a healthy
learning atmosphere. This school:
prepares a child to become a total human being: culturally, spiritually,
socially, intellectually and physically.
respects co-operative teaching methods as the most rewarding experience for
teachers’ and students’ learning.
believes in the teachers’ demonstrating the fairest examples to develop
tolerance, obedience and establish positive attitudes in their students.
believes in the teachers’ establishing open communication with parents for
better understanding of students.

17.

SCHOOL GOAL: Vision & Mission
The success of the school is measured against providing quality education to all
children in the school catchment area.
• All students will be in comfortable healthy classrooms with adequate water
and toilets.
• The school will have good learning materials.
• All teachers will be provided with suitable teacher housing.
• All teachers will demonstrate their commitment to students learning by
regular attendance and ethical behaviour.
• Students will follow the school rules as set by the BoM.

18.
•
•
•
•

CURRICULUM: Learning Outcomes
All nationally prescribed subjects shall meet their time allocations.
All community based subjects shall meet their time allocations.
Religious Education shall be given one hour in the timetable.
All lessons shall be well prepared and checked by the supervisors before
being taught.

19. GENDER EQUITY: Equal Participation
Participation.
articipation.
•
•
•
•

All School BoMs will have a fair representation of women on the board.
The schools will implement the Gender Equity policy.
The BoM, teachers and the P&CA will protect girls from harassment and
bullying by boys and others members of the school.
All girls will come to school and continue schooling.
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•
•
•

20.

The BoM will develop infrastructure facilities that cater for all girls needs.
Rules will be developed to protect girls from harassment, violence and other
forms of physical abuse.
All school learning materials are distributed equally and fairly between boys
and girls.

HIV and AIDS

The National Education Policy on HIV and AIDS, Principle 15 calls for the
importance of maintaining consultation and partnership with parents and other
members of the school community. Therefore, the BOM should establish
partnerships with teachers and the whole school community to:
• Provide information on prevention and counselling serbvices for students;
• Support improved access to information and per education
• Facilitate access to appropriate support and referral services e.g
availability of VCT clinics
• Manage and sustain partnership for benefit of its responses to HIV and
AIDS

APPENDIX C: SCHOOL PLAN
BoM plans can be in areas of the expansion of enrolment, infrastructure
maintenance and development. Planning in itself is important and involves a lot of
processes that a Board should be familiar with. Planning has many uses. Plans can
be used by a BoM as a guide to:
•

ensure the schools aims and objectives are achieved;

•

to ensure children are in school in future years;

•

determine school priorities and budget for them;

•

plan for the school’s growth, ie expansion in terms of new classrooms, teachers’
houses and other ancillary facilities like sports fields, agriculture gardens, etc;

•

secure funds from the Local Level Government (LLG), Ward Councils, the
Provincial Government or donor agencies.

When drawing up plans for a school, it is important to make sure they are consistent
with the requirements of the Provincial Education Plans as advised by the District
Education Office or the District Administrator.
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School plans help BoMs to:
• look at new changes needed to bring their school into line with new
government policies and meet community needs,
• improve the curriculum,
• plan its financial expenditure wisely,
• make realistic decisions,
• develop good policies,
• develop short term and long term goals,
• keep good records,
• judge the effectiveness of school policies.

1. PLANNING CYCLE
This is an example of a planning cycle process that can be used when making
school plans:

a.

Identify school’s needs

Ask, 'Where are we now?'
Boards need to identify the school’s progress as well as problems and develop a
school profile. Then it is possible to develop solutions and strategies to address
any issues.
b.

Set Goals

Ask, 'What are we trying to achieve?'
Boards then set short term and long term objectives or goals for the year
c.

Make a Plan
Plan

Ask, 'How are we going to achieve these objectives?'
Boards list the necessary steps to be taken and the resources needed to achieve
the objectives. This becomes the School Learning Improvement Plan.
Do the work
Take action 'Let’s do

it!'
This is when the plans are
carried out.
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e.

Check your plans
Ask, 'How do we know if we have been successful?'
Boards decide how to check that the work is on target and that it is being
done properly.

2. School Planning Process
School cluster or focus groups:
2.1. Identify challenges that the school has successfully overcome. List key
challenges, eg. How your school was started. List current challenges.
2.2. State how past challenges were successfully overcome, and list the
successes that have taken place at your school, eg how the school was built.
List ideas to solve current issues.
2.3. Discuss and form a ‘dream’ or ‘vision’ of what you would like your school
to be like and prepare a list of what is needed to make your shared dream
come true. This list is your school plan. The school plan may be:
a) short term (for this year),
b) long term (for over the next five years)
The school plans should also include:
a) what will be done,
b) what resources of such as labour, materials, money, tools and
equipment will be needed,
c) what funds will be needed,
d) when the work will be started and when it will be finished.

3. Planning Principles
While planning, make sure there is:
• involvement – everyone is willing to give a hand.
• consultation – everyone is willing to listen to each other until common
agreement is reached.
• participation – all plans are made with active participation and full knowledge
of the community.
• empowerment – responsibilities must be established through shared
leadership, full community participation (men and women) and ownership by
all the community.

4. Some
Some Points about Planning
•
•
•
•
•
•
•
•

Planning is a continuous cycle.
Planning is best done by those who will be involved and will make the plan
work. These are the people who will suffer if the plan does not work.
The plan must include local knowledge. Plans often fail if local knowledge is
not included.
The plan must not be complicated. You must make plans that can be
understood and simple to follow. KISS (Keep It Simple & Specific)
Plans help you to be clear about: Why you want to do things? When you want to
do it? How you are going to do it?
If your plan looks too big, break it up into small parts so that it can be easily
implemented.
A plan must have a clear goal. You must know what you want and know how to
get it.
For your goals to be useful, they must be SMART.
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5. PLANNING FOR STUDENT ENROLMENT
Every year the Board of Management must sit down to make plans for the
enrolment of students for their school. This will depend on the population of the
‘catchment’ villages. If there is a high birth rate in the catchment villages a lot of
students may need to be enrolled in the school. It is important that the BoM knows
the population of school age children in their community as well as possible
movement of people into their area. With UBE all children aged 6 to 15 years old
must be in school.
HOW WILL THE BOM KNOW THE ENROLMENT FOR EACH YEAR?
Each Ward Councillor is required to keep a village book with the births of all
children born in the village. This provides valuable information for the BoM. If
your Ward Councillor is not keeping a village book, conduct a survey of all the
children in the school catchment area and record their date of birth.
• Arrange the children from one year old to five years old. All the five year olds
are going to be six years old the following year which makes them eligible to be
enrolled into an Elementary Prep class.
• For communities that do not have elementary schools, arrange your children
from one year old to six years old. All the six year olds are eligible to be
enrolled into a Grade One class.
A school enrolment survey form may include the following:
Village:

Date of survey:
Gender

Father’s
Name:

Mother’s
Name:

Child’s
Name:

M

F

Born
this
year

Make sure every house is surveyed.
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Born
last
year

Born
two
years
ago

Born
three
years
ago

Born
four
years
ago

Born
five
years
ago

Born
six
years
ago

AGE

ENROLMENT PROJECTION
This is when you work out what your school enrolment will be for the next three
years. Take Sirunki Community School as an example.
Sirunki Community School Enrolment Projection from Year 2005 – 2008

Grades / Year

2005

2006

2007

2008

1

45

45

**

**

2

40

44

44

**

3

40

39

43

43

4

38

39

38

42

5

35

37

38

37

6

36

34

36

37

7

**

**

33

35

**
6
234
6

**
6
238
6

**
6
232
6

32
6
226
6

8
No. of Classes:
No. of Students:
No. of Teachers:

From the class projection made above, you now have the following information
available:
1. Teacher ratio of 1:45
2. Total enrolment per year
3. Number of teachers required per year
4. The year you drop your Grade: 1 is 2007
5. The year that Elementary Prep classes in feeder elementary schools
commence is 2006
6. The year you take on Grade: 7 is 2007
7. Whether or not the school needs new infrastructure.
Note:
• A 2% wastage is also included in the class projection. (transfers, illness,
etc.) i.e. approximately one student per class.
• This 2 % wastage won’t apply to elementary grades.

INFRASTRUCTURE DEVELOPMENT GUIDELINE
For this example, we will take a single strand Community School that has been
approved in the Provincial Education Plan to be upgraded to a Primary School. If
elementary schools have been established the school may not need any new
infrastructure as it can use the Grades 1&2 classrooms for Grades 7&8.
1. Buildings:
• 1 X double Classrooms – renovate the Grade 1 and 2 classrooms
• 2 X teachers’ houses – renovate two teachers’ houses
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• 4 x students’ toilets – relocate the pit toilets
• 2 x teachers’ toilets – pump out the septic toilets.
When these are ready, the school is ready to take on board Grades 7 and 8.
2. Physical Planning:
Physical planning includes the general physical out look of the school. This will
include the following:
• where to put new classrooms,
• where to put new teachers houses,
• where is the best place to put the teachers and student toilet facilities so that
there is privacy for the female students,
• where to put a library or resource centre,
• where is the best place for the Assembly ground,
• where additional flower gardens and foot paths can be made,
• where to put new sports fields.
Note:
Maximum usage of the school ground is required. A sketch map of the school area
should be made showing where the physical developments should be located.

For more ideas, please consult the National Infrastructure Guidelines. Your school
should have a copy of this resource book.
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APPENDIX D: SCHOOL BUDGET
1

What is a school budget?

The school budget is a financial plan of action which contains estimates of income
and forecasts of expenditure for 12 calendar months from January to December. It
is an important part of the School plan.

2

Purpose of the school budget

The purpose of the school budget is to:
(a)

make sure school funds are used for the correct purposes,

(b)

show how the school plan is to be funded,

(c)

distribute funds so that school policies can be implemented,

(d)

control finances and enable a balanced sheet to be audited and certified,

(e)

inform the school community of how the funds contributed to the school are
intended to be used and have been used,

(f)

stop unnecessary, unplanned spending.

3

A school budget should have an:

(a)
Income Statement:
Statement the income statement contains a breakdown by source of
the expected income for the year. Income can be from two major sources:
• Government - National, Provincial or Local Level which includes grants
and subsidies.
• Community – parent’s contributions, local business, church or through
donations or NGO aid grants.
(b)
Expenditure Statement:
Statement the expenditure statement is a breakdown of
expected expenditure for the next year. It is prepared using budget submissions
and evaluations from the school senior staff.
It is important that the current and past financial records are examined to ensure
any outstanding accounts and debts from previous years are taken into account
when preparing the expenditure statement.

4

Preparing a school financial policy

Before a school budget is prepared, a key policy area to be determined by the
Board of Management (BoM) will be the school financial policy. The financial
policy will be very important in determining the success of school planning. The
financial policy should clearly state items that school funds can be spent on (e.g.
school materials) and items that school funds can not be spent on (eg loans to
teachers or BoM members, entertainment, community labour or travel and
accommodation.)
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5

Practices to be considered when budgeting.

(a)

Budget Research

Senior staff should assist the Head teacher and BoM treasurer in preparing
the school budget. They should:
•

review the previous budget;

•

examine at their respective functions; and

•

submit forecasts of expenditure required for the following year.

An estimate of the income to be received in the following year should be used
to help the senior staff prepare realistic forecasts for their expenditure.
Note - a large portion of funds will come from government subsidies while the
LLG may also provide grants. School fees and fundraising activities will also
provide important funding for the school.
(b) Drawing on Past Experience
Budget estimates must be based on real figures whenever possible. If
amounts have to be estimated, the amounts must be realistic. Using the
actual funds received and spent in the previous year is a valuable guide. The
previous year's cash book and financial reports should be used in determining
forecasts.

Remember, well kept financial records make budgeting easier
(c)

Use of Labour

Some items found in the budget plans may not need actual money to pay for
them. Such things like maintenance of buildings (replacing kunai roof, old
blind walls), sports fields or others where parental labour is provided
throughout the year. This valuable contribution should be highlighted in the
school's constitution and financial policy.
(d)

Setting Priorities and Analysing Information

In the budget, the total expenditure must be less than or equal (balance) the
total income and savings. Under no circumstances must the total expenditure
exceed the school’s income.
It is important when preparing expenditure to check that funds allocated for
certain activities are in line with the government (Provincial, Local Level
Government, Agency) policy. It is also important to check that the funds are
spent only on activities that the funds have been provided for, e.g. funds
provided by the LLG for school building maintenance should not be spent on
purchasing text books.
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6

Characteristics of a good budget
The school budget must:
(a)

reflect the school plan,

(b)

be simple and easy to follow,

(c)

be informative,

(d)

be accepted by staff and parents,

(e)

provide realistic and accurate figures for each source of income,

(f)

reflect the expenditure needs as identified through the policy
process,

(g)

be used to carry forward balances for the following year,

(h)

be ratified by the BoM.

Many schools suffer criticisms for their often ‘lazy’ attitude to financial
planning and how budget information is determined. Many planners carry
out the practice of preparing a budget by taking last year’s expenditure and
adding a percentage to that figure. If this is done, it is unlikely that resources
will be used where they are needed, because it assumes that the needs within
the schools are not changing.
A better way is to start with the results which the management wants to
achieve for the school. It is better to ask:
•

what is really needed to achieve these results? and

•

what priority should it have against the funds needed to achieve results in
other areas?
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APPENDIX E: School Banking Advice for BoMs
This advice is for the Head teacher and BoM members when the Schools Census form
is being completed.
1.

If the school BoM has a bank account and the signatories on the account are
still correct then fill in the account details in the appropriate section on the
School Census form. No further action is needed.

2.

If the school BoM has a bank account but the signatories need to be changed.
Please complete:
Attachment 1: letter to the bank.
Attachment 2: an acceptable referee declaration for each signatory applicant.
If there are three signatories to the account, three acceptable referee
declaration pages will need to be completed. Two referees will need to sign
each page. Referees can be a Head teacher, School Inspector, DEA, bank
manager, accountant, lawyer, PNGDF soldier, doctor, dentist, Judge, Member
of Parliament, LLG councillor, Minister or Pastor, or Policeman in charge of a
police station.
Attachment 3: A copy of the minutes of the BOM meeting that appointed the
new BoM members and the recommendation that they be the signatories to the
BoM account.

•
•

•

These pages should be stapled together and forwarded to:
The Manager,
BSP Bank, Waigani Drive Branch
PO Box 169 Waigani NCD
and the account details will be upgraded at the relevant provincial branch.
3. If the school doesn’t have a bank account please assist the Head teacher and
the Board of Management to hold a meeting to appoint signatories to a
school BoM account. A cheque account is recommended. If your school BoM
has a constitution then tick the relevant box. Then fill out the following forms:
• Attachment 4: Bank of South Pacific Customer Record Card
• Attachment 2: an acceptable referee declaration for each signatory
applicant. If there are three signatories to the account, three acceptable
referee declaration pages will need to be completed. Two referees will need
to sign each page.
• Attachment 3: A copy of the minutes of the BoM meeting that appointed the
new BoM members and recommended that they be the signatories to the
BoM account.
These three pages should be stapled together and forwarded to:
The Manager,
BSP Bank, Waigani Drive
PO BOX 169 Waigani NCD
and the account details are upgraded at the relevant provincial branch.
Additional copies of the bank forms can be obtained from local BSP branches.
Only original card ‘customer record card’ BSP Bank forms should be used.
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Attachment 1: letter to the bank:
Change the underlined sections to match your current school
information.
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Attachment 2
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Appendix F: National Education Plan 2005-2014
Elementary and Primary
Responsibilities
The National Education Plan sets a vision for improvement in the following areas.
Elementary School Responsibilities28
Parents and community will be responsible for:
• Ensuring that all boys and girls enrol and attend school
• Infrastructure and maintenance
• Participating in Parents and Citizens activities
• The recommendation of teachers for training
School Boards of Management will be responsible for:
• The completion of the School Planner
• Planning for infrastructure requirements in close consultation with the
Ward Councillor
• The development of locally-based curriculum materials and the
implementation of a locally-based curriculum
• Playing a role in the appraisal of teachers29
Local-level governments will be responsible for:
• Budgeting for maintenance and establishment grants for new elementary
schools
District administrations will be responsible for:
• The completion and endorsement of District Education Plans and
implementation schedules
• Liaising with local-level governments to ensure budget provision is made
for establishment grants
Provincial governments will be responsible for:
• The completion and endorsement of Provincial Education Plans
• The allocation of elementary establishments between districts
• The appointment of teachers
The National Government will be responsible for:
• The payment of teacher salaries
• The training of elementary school teachers
• Curriculum development and development of orthographies
• The provision of supervisory services
• The provision of opportunities for the professional development of teachers
• The allocation of new classes to each province
• The provision and distribution of basic school supplies
• Providing technical assistance in the areas of planning, managements and
legal matters

0

28
29

pg 50 National Education Plan 2005-2014 DOE 2005
Procedures being developed to begin in 2006
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Primary School Responsibilities30
Parents and community will be responsible for:
• The payment of parental contributions in cash or kind
• Infrastructure and maintenance
• Participating in Parents and Citizens activities
School Boards of Management will be responsible for:
• The completion of the School Plans
• Planning for infrastructure requirements
• Playing a role in the appraisal of teachers31
Local-level governments will be responsible for:
• Budgeting for maintenance and new infrastructure as per endorsed
plans
District administrations will be responsible for:
• The completion and endorsement of District Education Plans
• Liaising with local-level governments to ensure budget provision is
made for maintenance and infrastructure
Provincial governments will be responsible for:
• The completion and endorsement of Provincial Education Plans
• The creation of necessary teaching positions
• The appointment of teachers
The National Government will be responsible for:
• The payment of teacher salaries
• Pre-service training of primary school teachers
• Curriculum development
• The provision of inspectoral services
• The provision of opportunities for teacher development
• The allocation of teachers and new classes to provinces
• The development of policy relating to school subsidies
• Providing technical assistance in the areas of planning and
management

0

30
31

pg 59 National Education Plan 2005-2014 DOE 2005
procedures are being developed to begin in 2006
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Appendix G: Leadership
The BOM provides leadership through SLIP in the following ways:
• Awareness
• Planning
• Implementation
• Internal and External Review
Sustain SLIP outcomes through:
1 Effective Planning and Management
• SLIP development and implementation
• Establishing School and BOM constitutions
• Providing an effective strategy to manage and monitor school assets
.
2 Good Governance- accountability and transparency
• ensure that the maintaining and management of school funds comply with Public
Finance (Management) Act, 1995 requirements
• transparency in collecting, using and reporting of school funds
• ensure acquittals are done immediately and information send to P&CA, PEA, and
agency on time.
• ensure that monthly, quarterly and annual financial records are well kept.
• carry out awareness on cross-cutting issues – HIV Aids to students, teachers and
community members
• ensure more female take up leadership roles
• review school rules to meet national behaviour management policy requirements
• other education developments (universal basic education)
3 Supportive Roles
• link the school communities with the school and it’s activities
• regular reporting of the progress of SLIP implementation to the parents and
citizens (P&CA)
• effectively implementing BoM decisions and resolutions
• support students learning needs
• support teachers’ personal and professional development needs.
• support schools senior staff in the implementation of Supervision and
Management Reform (SMR) activities.
• support schools fundraising activities
• encourage and support P&C with the maintenance and new infra-structure
development
4 Advisory Roles
• establish school priorities, school vision and set goals
• establish statistics for enrolment projections for the schools
• make recommendations to PEB for teachers appointments and removal
• involve in School Based Teachers Appraisal (SBTA) through contributions in
teacher personal and inspection reports
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•

advise the community on teacher selection, language of instruction and related
curriculum matters for elementary schools

5 Networking
• Regular consultation with PDOE on school matters
• liaise and make development submissions to the Ward Development
Committees (WDC) and Joint District Planning and Budget Priority
Committees (JDPBPC)
• involve church agencies, business houses, donors to help produce
realistic plans and budgets.

Appendix H: School Learning Improvement Plan
Processes
School Learning Improvement Plan SLIP

The key outcome for SLIP is improved student performance.
Reasons why the initiative was undertaken

The purpose of School Learning Improvement Planning (SLIP) is to
improve student performance through improved classroom practice, better
whole school management, and better allocation of resources.
Many schools have at some time produced school development plans but
these have failed for various reasons – they are planned by only one
person or a small group, they are too expensive, or development tasks are
not properly supervised. However, SLIPs are more effective because:
(i) they involve staff, student, parent and community teamwork
(ii) they are a low cost activity based only on the existing funding available
from all sources in any given year, and
(iii) progress and achievement are regularly communicated to the wider
public. The engagement of community support is seen as crucial to the
drive to raise standards of student learning.
Components of the initiative

A School Learning Improvement Plan is a statement of:
(i) focus areas – the key things which the school wants to change or
improve;
ii) strategies – how these things are to be achieved; and
(iii) outcomes – what the impacts will be to improve the quality of
education for the students. A SLIP should be achieved through the use of
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resources available to the school; and the SLIP process provides a
purposeful and efficient way for any school to improve.
The components of SLIP are:
• A context statement that explains the current situation of the school because
this will help shape focus areas for improvement and planning priorities on the
SLIP.
• A school mission statement that outlines the shared beliefs about what is
desirable and important for the school community – why the school exists, who
the school provides services for, and what services are provided.
• A vision statement that outlines what the school community wishes to achieve
through implementing their SLIP. In other words, what they would like to
achieve within a three-to five-year time frame.
• An overview of the school’s identified priority areas for major growth and
improvement over the next three years. The overview includes objectives,
strategies and outcomes that can be verified. Outcomes need to be stated so
that their achievement is easily recognizable.
• One-year action plans – more detailed descriptions of the strategies to be
implemented to achieve the objectives as stated in the three-year plan. They
will detail what will be done, when it will be done and by whom, the resources to
be used, indicators of success during implementation, and the how data will be
gathered to demonstrate and prove that the stated outcomes have been
achieved.
The characteristics of SLIP are:
• Planning is a collaborative effort involving the staff, students, parents,
community, and other education stakeholders with a shared vision and mission
statement. School leaders, students and staff are engaged in professional
dialogue with one another and with standards officers.
• SLIPs vary according to the size and complexity of individual schools.
• Manageable and achievable objectives are set for each year of the threeyear plan, and these reflect the priorities of the school and the Department of
Education. Schools should select between one and three objectives from each
of six distinct focus areas.
• Focus Areas for improvement are identified and a three-year time horizon is set
with annual action plans.
• SLIP Focus Areas are:
• Student Learning Outcome Improvement (Curriculum)
• Need Based Staff Professional Development
• Management and Administration
• Infrastructure Maintenance and Development
• Good Governance and Community Relationship
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• Budget Allocation to Support the Improvement Agenda
• A limited number of achievable targets are set with clearly stated and
measurable outcomes. There is agreement on action to be taken, by
whom, how and when, with performance indicators to measure progress.
• Regular monitoring and evaluation takes place and includes an annual
internal review of the school’s planning guidelines, processes, and progress.
Regular progress reports culminate in an annual report on achievement of
outcomes, a document presented to the school community. Public community
awareness of the SLIP process and progress is raised.
• Internal reviews to be conducted by the school community are an integral
part of the SLIP process. They will take place annually and include an annual
report to the community about the school’s achievements as measured
against plan targets. Internal review guidelines have been developed for
consistency of standards.
• External reviews will provide quality assurance on the standard of work of
the teachers and school management, and the standard of student learning
outcomes; the external review will also quality assure the school’s own
internal review process. Each school will be externally reviewed every three
years, preferably by a team comprising standards officers and a peer head
teacher. External review guidelines will be developed to ensure consistency
across all schools; for each external review a report will be written and
presented to the community at a public meeting with copies forwarded to the
Standards Division across the region, the PEA for attention and action and
other relevant partners.
Planning and Implementation Steps
BOM need to know what they have to do to plan, implement and review
SLIP as part of their responsibilities in their respective schools. The five
basic steps are briefly listed below to guide in the whole SLIP processes.
Detailed information can be obtained from Secretary’s Circulars 01/2007,
44/2009 and 01/2010 with the guidelines attached to them.

1. Awareness is the first step
• This is done by an external person like the SSO, SO or Guidance Officer (if it is the
first time for SLIP) at teachers staff meeting, BOM/BOG and P&CA meetings,
Church service and any other meetings where the community is together.
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• The whole school community does the awareness on themselves about what is
contained in the internal and/or external review reports for the purpose
understanding and planning for implementation.
• Can use all forms of correspondences as awareness as well as print and electronic
media where appropriate.

2. Planning is the second step
• Collaboratively the school community identifies the school needs in the
respective groups using the SLIP need identification process in the first year, or
• Consider the recommendations from the internal and the external review reports
or any major policy changes or initiatives from outside the school environment
• According to the school priorities or recommendations complete the three year
SLIP in the first year and an annual action plan for implementation in the same
year.
• At the end of all the internal and the external reviews add the third year to the
three year SLIP before the annual action plan is done.
• SGD officers thoroughly check the three year SLIP and the annual action plan
against the SLIP Approval Guidelines and request the PEA or his /delegate to
approve SLIP for implementation
3. Implementation is the third step
• After the approval by the PEA or his/her delegate, the school actions the annual
action plan as per the details
• Monitor regularly for the progress before the coming internal or external reviews
• Plan and look forward to the internal or the external reviews
• Consult the standards officer and others where assistance is required
4. Internal Review and reporting is the fourth step
• The school community must be aware and make sure that all the SLIP files and
documents are ready for checking while reviewing for writing the report
• Collaboratively check if the school has followed the steps in the awareness stage
• Collaboratively check if the school has followed the steps in the planning stage
• Collaboratively check if the school has followed the steps in the implementation
stage as per the action plan for the year
• The Head Teacher writes the report using the format/template provided with the
school community
• Get the BOM/BOG to endorse the report in a formal meeting
• Distribute the report to all the members of the school community, district and
education offices and other partners.
5. External Review and reporting is the fifth step
• Schools to coordinate the coming external review with the SSO or the SO to include
the external review task in the school improvement itinerary.
• The school community must be aware and make sure that all the SLIP files and
documents are ready for checking while reviewing for writing the external report
• The external review team will check if the school has followed the steps in the
awareness stage
• The external review team will check if the school has followed the steps in the
planning stage
• The external review team will check if the school has followed the steps in the
implementation stage according to the action plan.
• The external review team will check if the school has followed the steps in the
internal review stage and also check the internal review report written
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• The team leader and the members write the report using the format/template
provided
• Present the report to the whole school community by the external
assessors/reviewers on the same review week
• Head Teachers to get the BOM/BOG to endorse the report in a formal meeting.
• Circulate the report as widely as possible to all the partners

Appendix I: Behaviour Management Policy
Behaviour Management Policy for the National Education System of Papua New
Guinea
The Department of Education is determined to support schools to effectively manage
student behaviour. This policy provides the foundation for ways in which stakeholders
can work together to guide and improve student behaviour. It also sets out a framework
to assist schools in resolving those student issues that require disciplinary actions.
School behaviour management is more than just school rules, codes of conduct,
punishments and counselling. It also involves effective classroom management, a
safe working environment, praise and rewards, clear communication,
participation by all stakeholders, life skills training, sharing best practice,
assertive discipline, good planning and well trained and well supported
professional teachers. Effective behaviour management is a whole school
approach and reduces the potential for poor and antisocial behaviour to occur by
developing the social, emotional and behavioural skills of students.
Functions of the Board of Management (pg 66)
Under the BMP policy number 7.1.1-7.3.8 “The responsibility of the school board”,and under the current Education Act, 1983 (Consolidated to1995) and provincial
education acts that are in force, the school board is responsible for making school rules
and decisions about expulsion and suspension. The school boards have the
responsibility to:
1 Support a safe, healthy and well-behaved school
1.1 Make sure that all students and teachers work in a safe, healthy and peaceful
environment with adequate resources for learning.
1.2 Create a peaceful, effective working relationship between the school and the
parents/guardians and community regarding student behaviour.
1.3 Appoint male and female school based counsellors, if applicable.
2 Develop and supervise a school behaviour management policy
2.1

Write and regularly review the school’s behaviour management policy and
ensure it is in line with this policy. Behaviour Management Policy for the National
Education System of Papua New Guinea.(BMP pg 56-59)

2.2

Ensure students, parents, guardians and teachers are involved in the writing of
the school’s behaviour management policy and that every stakeholder
understands the purpose and procedures

2.3

Approve the school’s behaviour management policy and arrange for review by
the school’s standards officer as part of the SLIP.
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2.4

Support and supervise the implementation of the school’s behaviour
management policy.
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3

Decide carefully on student expulsions

3.1

Ensure all students have the opportunity for learning. Expulsion is the last resort
and is to be used only for serious offences. It can also be used for repeated
disruptive behaviour when counselling and other sanctions and strategies have
been exhausted.

3.2

Ensure students are not expelled for pregnancy (refer to pg 36 BMP guide)

3.3

Delegate disciplinary powers to suspend students for a stated length of time to the
head teacher, who must immediately report any suspension to the chair of the
school board or the chair of the discipline committee.

3.4

Delegate disciplinary powers to a school board disciplinary committee, if
necessary. The school board or its delegated committee makes decisions on
expulsions.

3.5

Ensure equal representation of men and women on the school board or disciplinary
committee for making decisions about student expulsion. The board must also
ensure any member of the board who has conflicts of interests withdraw for
expulsion decisions.

3.6

Give a fair, detailed, prompt and impartial hearing within the ten days of
suspension to students and parents/ guardians in cases of expulsion.

3.7

Ensure all concerned parties have a fair opportunity to represent themselves when
the board meets to discuss a possible expulsion. The student concerned can ask
for an observer to accompany them during the meeting.

3.8

Keep an accurate written record of expulsion decisions made by the board and
immediately report these to the Provincial Education Board and the Provincial
Disciplinary Appeals Committee.

Attachments
Attachment 1: The Combined Cash Book
SCHOOL:__________________________________

MONTH:__________________ YEAR:_______________ REPORT NO:____________

The Combined Cash Book is of two main parts, being the (i) Cash Book and (ii) The Item Analysis Section.
With in these two main parts are other little parts that help with up to date and accurate book keeping.
Doing “LITTLE & OFTEN” is the way forward and this really assists with the end of the month reconciliation.

A: THE COMBINED CASH BOOK- CCB
It is a must that the accounts of the school are maintained in the CCB. The CCB is composed of two main
parts.
(i) “The Cash Book” shows the date, particulars of transactions, cheque number, deposit slip, values of receipts &
payments and the progressive balance.
(ii) “The Item Analysis” shows the receipt & payment items under the votes they appear in the budget. No new vote
should appear in the item analysis that is not part of an approved budget by the BOM/BOG
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DATE

PARTICULARS

CHEQUE
(CHQ)
DEPOSIT (DS)

RECEIPTS

PAYMENTS

RUNNING
BALANCE

A

B

C

D

E

F

500.00

3, 000.00
250.00
2, 750.00

01/08/10
02/08/10
05/08/10

Balance Brought Forward (BBF)
Parental School Fee Payment
Stationery Materials - Theodist

DS 1/10

250.00

765

A: Date: record of day & month the transaction takes place.
B: Particulars: brief details of transactions.
C: Chq / DS: for recording cheque number (only the last 3 digits of the 6 digits & deposit number.
D: Receipts: for recording all money received.
E: Payments: for recording all money spent.
F: Running balance: shows money remaining after every transaction.
B: THE IMPORTANCE OF KEEPING AN UP TO DATE AND ACCURATE COMBINED CASH BOOK
DATE

PARTICULARS

CHEQUE
(CHQ)
DEPOSIT (DS)

RECEIPTS

PAYMENTS

BBF

RUNNING
BALANCE

(A) 6,000.00

TOTAL

(B) 600.00

© 2 100.00

(D) K4,
500.00

If the CCB is accurately kept the balance brought forward plus receipts minus total
payments should be the same as the running balance. This is simply remembered using the
simple formula below.
(i) A + B – C = D (6,000.00 + 600.00 – 2,100.00 = K4, 500.00
C: THE ITEM ANALYSIS SECTION
Without the “Item Analysis Section, all transactions will just come under the receipts column and payments column of
the “Cash Book” section of the CCB. With the item Analysis Section, it gives a clear analysis break down or picture of
where monies are coming from as receipts and were they are actually being spent as payments. This monitors the
implementation of the school budget to ensure that nothing is spent on unbudgeted and approved items.

RECEIPTS
PARENTA
L FEES

PRO
GOV
SUBSID
Y

NAT
GOV
SUBSID
Y

PAYMENTS
PROJECT
S

DEVLOPMEN
T
PROGRAM

SUBJECT
S

STATIONERIE
S

BUILDIN
G
MAINT

1, 000.00
100.00

5, 000.00
6,245.00

3, 550.00

150.00

4, 000.00
3, 015.00

200.00
250.00
K 700.00

1, 700.00

8, 500.00
K6,
245.00

K8,
500.00

K3, 015.00

K5, 000.00
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K4, 000.00

K2, 700.00

K3,
550.00

Attachment 2: Reconciliation
What is it?
• To reconcile means “to bring into agreement”. You are literally checking your entries of both receipts
and payments and if the amounts on the running balance in the CCB are still the same as the running
balance of the bank statement.
• You are duty bound as the accountable officer to do bank reconciliation at the end of every month.
Keeping all sections of your CCB accurately and up to date will make your reconciliation a lot easier.
• When doing reconciliation it is a good practice that you are left undisturbed.

How to reconcile: There are two ways of activating reconciliation.
 Starting with the Bank Statement towards the CCB.
 Starting with the CCB towards the Bank statement.
 It is normally the easiest when you are working from the Bank Statement towards the CCB.
 The Head teacher must make sure he obtains the Bank Statement as soon as possible at the end of
every month.
 With out the Bank Statement reconciliation can not be done.

Examples of Reconciliation
1: After checking your entries in the CCB against the Bank Statement, you found out that the
following deposits and withdrawals are yet to appear in the Bank Statement, thus these have to be
added and subtracted in the manner shown below.
Bank reconciliation Statement for the month of March 2010
1: Insert Final Balance from Bank Statement (A)
2: List deposits made not shown in Bank Statement (B)

K3, 850.00
500.00
2,500.00
1,500.00

3: Add B to A

A+B=C
8,350.00

4: List withdrawals not shown on Bank statement

Total
5: Subtract D from C

350.50
2,100.00
2,049.50
4,500.00

D
C- D=E

K3, 850.00

Balance E (K3, 850.00) is reconciled with CCB (K3, 850.00) after subtracting D (4,500) from C (8,350).

2: After checking your entries in the CCB against the Bank Statement, you found out that the
following withdrawals are yet to appear in the Bank Statement, thus these have to be subtracted
from your CCB.


Balance as per Bank statement:



Balance as per CCB: K8, 350.00

Less withdrawals (-)

350.50
2,100.00
2, 049.00
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K3,850.00

7,999.50
5,899.50
3, 850.00

Therefore the two, (i) Bank statement and the (ii) CCB have now reconciled / come into
agreement.

3: After checking your entries in the CCB against the Bank Statement, you found out that the
following “direct deposits and bank interest” have been done and therefore appear in the Bank
Statement, thus these have to be added to your CCB to come into agreement with the Bank
Statement.
 Balance as per Bank Statement
 Balance as per CCB K 9,050.00
 Adjustments - Deposits (+)
50.00

K10,550.00

200.00
270.00
260.00
270.00
230.00
200.00
20.00

Interest

9,100.00
9,300.00
9,570.00
9,830.00
10,100.00
10,330.00
10,530.00
10,550.00

The Bank Statement & the CCB have reconciled.

Attachment 3: Monthly Financial Summary Report
NATIONAL DEPARTMENT OF EDUCATION
SUPERVISIO AND MANAGEMENT REFORM
SCHOOL MONTHLY FINANCIAL RETURN SUMMARY FORM

SCHOOL: _______________________
REPORT NO: ____________________

BOG A/C NO:
BANK:
BRANCH:

FINANCIAL REPORT FOR THE MONTH
OF____________________________YEAR_______________________________
A: Revenue for this month:
K_________________________
1: Total Deposited:
2: Fees Collected:
3: Other Sources:
4: Receipt & Reconciliation done:

K______________________________
K______________________________
K______________________________
Yes / No

B: Expenditure for this month:
K_________________________

Comments:……………………………………………………………………………………………………………………………
…..
…………………………………………………………………………………………………………………………………………
……..…
…………………………………………………………………………………………………………………………………………
……..…
…………………………………………………………………………………………………………………………………………
…..……
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C: Annual Budget:
K_______________________________
D: Progressive Revenue to date for the Year:
K_______________________________
E: Progressive Expenditure to date for the Year: K ______________________________
Comments:……………………………………………………………………………………………………………………………
……..
…………………………………………………………………………………………………………………………………………
……..
…………………………………………………………………………………………………………………………………………
……..
…………………………………………………………………………………………………………………………………………
……..
F: Reconciled CCB Bank Balance:
G: IBD / Savings:
H: Cash on Hand:
I: Total Cash Asset:

K_______________________________
K_______________________________
K_______________________________
K_______________________________

Comments:
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………
………
…………………………………………………………………………………………………………………………………………
………
…………………………………………………………………………………………………………………………………………

Sign:…………………………………………………………..
Date:………………………………….
Head teacher

Copies: All BOM members, Provincial Education Advisor, SPA –Primary, District Education Officer, Standards Officer,
Staff & Students
Notice Boards.
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Attachment 4: Monthly Financial Return Budget
Analysis
NATIONAL DEPARTMENT OF EDUCATION
SUPERVISIO AND MANAGEMENT REFORM
SCHOOL FINANCIAL RETURN BUDGET ANALYSIS FORM
SCHOOL: ____________________________________________________
REPORT NO: ____________

MONTH: __________________ YEAR: _______________

To be completed with the school monthly financial returns summary form. The budget items must conform
to the approved school budget items and be applied in the CCB.

INCOME
ITEM
NO

1
2
3
4
5
6
7

BUDGET ITEMS

PROGRESSIVE
INCOME

INCOME THIS
MONTH

TOTAL RECEIPTS
FOR THE YEAR
TO DATE

ANNUAL
BUDGET

BUDGET
PROGRESS

Parental School Fees
component
National Government
Subsidy
Provincial Government
Subsidy
Project Fees
Donations
Others

EXPENDITURE
ITEM
NO
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17

18
19

BUDGET ITEMS

PROGRESSIVE
EXPENDITURE

EXPENDITURE
FOR THIS
MONTH

SLIP Program
Subjects
Stationeries
Building Maintenance
Building Development
Ground Maintenance
Capital Equipment
Administration
Utilities
Examinations
Administration
General Administration
School Fees Refund
General Refunds
Debt Servicing
BOM & Staff Function
Transportation
Special Events (Book
Wk)
Ancillary Staff Wages
Sporting Events
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TOTAL
EXPENDITURE
FOR THE YEAR
TO DATE

ANNUAL
BUDGET

BUDGET
PROGRESS

20

Others
TOTAL DIFFERENCE

Sign:…………………………………………………………..
Date:………………………………….
Head teacher
Copies: All BOM members, Provincial Education Advisor, SPA –Primary, District Education Officer, Standards Officer,
Staff & Students

Attachment 5: Monthly Financial Returns Summary
SCHOOL:___________________________________

MONTH:__________________ YEAR:_______________ REPORT NO:____________

All cash must be receipted and deposited into the school account. It is an offence under the financial
Management Act (1999) as amended to use public money without issuing an official receipt and to use
cash without depositing in a legal account.
Receipt Book
Receipt Number
Total amount (K)
Reference Class
From
To
3A
3B
3C
3D
3E
3F
Grade 3 Total
4A
4B
4C
4D
4E
4F
Grade 4 Total
5A
5B
5C
5D
5E
Grade 5 Total
6A
6B
6C
6D
6E
Grade 6 Total
7A

7B
7C
7D
7E
Grade 7 Total
8A
8B
8C
8D
8E
Grade 8 Total
Grand Total:

K

Sign:…………………………………………………………..
Date:………………………………….
Head teacher
Copies: All BOM members, Provincial Education Advisor, SPA –Primary, District Education Officer, Standards Officer,
Staff & Students Notice Boards.

65

Attachment 6: Sample
Management Policy

Primary

School

Behaviour

Behaviour Management Policy for Giamon Primary School
Introduction
Giamon Primary School Behaviour Management Policy promotes a safe and healthy
learning environment for all our students. We value the right of every child to have
education that will help them to be responsible citizens of our country. Our school policy
follows the Department of Education guidelines.
Vision statement
We believe in Integral Human Development through making a healthy, happy, safe and
fair learning environment for all children and teachers.
We believe in high achievements, personal development and respect for all members of
our school community. We want a school where all children learn self control and self
discipline. We believe it is better to praise and reward good behaviour. Our students will
be well behaved, safe and happy learners.
Aim of the policy
To develop a safe, healthy, friendly atmosphere in the classroom and the school where
the child can learn well and teachers can teach effectively.
To provide guidelines for everyone in the school on how to improve behaviour and deal
with misbehaviour.
Who will implement our policy?
Our policy covers all students, all teachers, parents and guardians, the head teacher and
the board of management.
Students’ rights
All students have the right to education.
All students have the right to be treated fairly with courtesy, respect and consideration.
All students have the right to learn without disruption and play safely.
All students have the right to work and play in a safe school.
All students have the right to qualified and dedicated teachers who treat them fairly and
teach them well.
57
Student responsibilities
Learn, work and play cooperatively.
Treat each other with respect.
Resolve problems and disagreements calmly, sensibly and fairly.
Move and play safely inside and outside school ground.
Comply with school rules.
Be self disciplined when travelling between school and home, for example, not engaging
in antisocial behaviour.
Responsibilities of teachers/school administration & board of management
Behave professionally in and out of the classroom
Ensure that behaviour of the school community is always safe
Listen and respect opinions of others
Respect school properties, take care of own belongs and ask permission to use or
borrow the school resources
Reward good behaviour and achievements by students
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Deal fairly and consistently with poor behaviour in line with the school rules and the
school's behaviour management policy
Be committed to ensuring that teaching is of the highest possible standard.
Create a school environment that that enables every member of the school community
to achieve their maximum potential.
Responsibilities of the school board of management
Endorse good behaviour management policy
Ensure sufficient resource materials are available to implement the school's behaviour
management policy
Ensure that classroom and staff houses are provided
Coordinate BOM and P & C meeting
Reward good teachers
Maintain classrooms and school buildings.
Responsibilities of parents
Provide food, water, shelter, clothing, love and care at home
Pay school fees
Support school activities
Attend P & C meetings
Attend consultations with teachers.
Strategies
The behaviour management policy will be implemented by the school administration by:
clearly communicating the policy to students, teachers, ancillary staff, parents and
guardians through awareness; developing classroom rules, school wide rewards and
consequences consistent with national behaviour management principles and
responsibilities; maintaining accurate records of significant disciplinary actions, including
suspensions and expulsions; provision of support and counselling to students as
required.
Disciplinary procedures
When required, disciplinary action will be taken and sanctions for disruptive behaviour or
serious offences will be given to students. Sanctions will depend on the seriousness of
the offence and/or repetition of poor behaviour without improvement.
• Warnings given
• Facing the school administration
• Loss of privileges
• Poor behaviour report
• Application of sanctions (detention, carrying out tasks in school)
• Signing contracts
• Interview with parent/guardians
• Repairing or paying for damages
• Suspension
• Expulsion
The following methods will be used to communicate with parents about disruptive
behaviour and application of sanctions:
• Homework diaries
• Notes from class teacher
• Poor behaviour report
• Formal letter from head teacher
• Telephone call and/or personal communication
• Attendance at interview in cases of suspension and expulsion
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Counselling will be used in conjunction with sanctions to provide students an
opportunity to change their behaviour and to help students address any personal
problems that may be contributing to their poor behaviour.
Communication
This behaviour management policy will be communicated to all teachers, parents and
school community by: orientation to staff, student and parents beginning of every school
year, regular communication with standards officers from DoE, teachers and parents
periodically, professionals like police, NGOs, health officers etc will be invited on student
welfare including anti-social behaviour problems.
Budget
The school board will allocate a budget for the school behaviour management policy,
publications, rewards and other unforeseen miscellaneous costs at the commencement
of the school year. The budget will be available for any member of the school community
to view.
Evaluation
The school's behaviour management policy should be reviewed every year. All members
of the school community, including students, parents, community members, teachers,
head teacher, school board will be involved in the review of the policy.

Attachment 7: Effective School
Effective Schools
Factors associated with effective schools.
School plans are based on what constitute effective schools. Effectiveness
is linked to quality but both are difficult to define. However, effective
schools generally share common characteristics including:
•
•
•
•
•
•
•
•
•
•
•
•

Good management, good governance and transparency in financial management
A welcoming and neat environment
The provision of basic facilities
High expectations for student achievement
Head teachers and teachers who work hard to improve learning and teaching
Well trained teachers
Opportunities for teachers to engage in training and development activities
Teachers who use practices that encourage active student learning
Plenty of time for teaching and learning
A well developed curriculum
Sufficient materials for students
Community participation.

Understanding what makes a school effective will assist schools to develop
School Learning Improvement Plans.
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Attachment 8: SLIP Three Year Plan
A suggested format for documenting a Three Year SLIP Plan

School Learning Improvement Plan 2011 – 2013
2013
Focus Area

2010 Outcomes

2011 Outcomes

2012 Outcomes

Curriculum (Student Learning Improvement
Outcome)
Staff Development Plan
Management and Administration
Infrastructure Development
School Governance and Community Relationships
Budget
Budget allocation

Principal/Head teacher: ____________________________________________________.........................

Date: ______________________

Board Chairperson: __________________________________________________________________________

Date: _______________________

Provincial Education Advisor / Delegate: ______________________________________________________

Date: ……………………………………….

Attachment 9: SLIP Annual Action Plan
A suggested format for a SLIP Annual Action Plan
Outcome to
be Achieved

What we will
do (Strategy)

When we will do it?

Resources to be used Who will do
– remember time as
it?
well as Kina
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Indicators of
successobservable,
measurable

Review
process to
gather the
data to make
the
judgements

Attachment 10: National Song, National Pledge, Prayer & SLIP Song
NATIONAL SONG

NATIONAL PLEDGE

PRAYER

O arise all you sons of this land
Let us sing of our joy to be free
Praising God and rejoicing to be
Papua New Guinea
Shout our name from the mountains
to seas
Papua New Guinea
Let us raise our voices and proclaim
Papua New Guinea

We the people of Papua New Guinea
Pledge ourselves, united in one nation
We pay homage to our cultural
heritage
The source of our strength
We pledge to build a democratic
society
Based on justice, equality, respect and
prosperity for our people
We pledge to stand together as
One people, One nation
One country
God bless Papua New Guinea

Almighty and Eternal Father,
We thank you and praise you.
For the infinite love and mercy,
You rain down blessings upon
mankind,
in spite of their faults and failings.
Bless our nation PNG, and her
people.
We are pilgrims on our way to
freedom,
with good news for all we meet.
Help us travel lightly, travel
together.
Learn as we go, we are disciples,
The mission is urgent,
The journey is long.
Help us travel with authority, fearing
no one.
We are apostles,
Opponents of evil.
Let the cross be our compass, love
be our sign.
To lean upon your great strength,
Trustfully and to wait patiently and
serenely
For the unfolding of Your Will.
Amen

Now give thanks to the good Lord
above
For his kindness, his wisdom and love
For this land of our fathers so free
Papua New Guinea
Shout again for the whole world to
hear
Papua New Guinea
We’re independent and we’re free
Papua New Guinea
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SLIP Song
MOVING WITH THE SLIP
1. Development is for every person
Contribution brings development
SLIP can change the place you live
and work
CHORUS
Moving with the SLIP program
Moving with changes
Moving, working
Moving with the SLIP
2. SLIP programme brings
development
Implementation is for school
Thank you SLIP for the way out
You can make the learning possible
3. Education is for every boy and
girl
It’s our right to be in school
Thank you mum and daddy for the
privilege
Teachers make the learning
possible

