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SECRETARY’S MESSAGESECRETARY’S MESSAGESECRETARY’S MESSAGESECRETARY’S MESSAGE    
 

 
This school–based capacity building series of booklets is a step towards 

strengthening the management of primary schools. This series contains activities 

to strengthen the ability of community members, primary school Boards of 

Management (BoM), head teachers, inservice coordinators, and teachers to better 

carry out their responsibilities. The school-based activities in these booklets 

support and strengthen work-place skills and knowledge and help develop 

individual personal development. 

 

Teachers, Boards of Management and communities can decide which capacity 

building activities are needed and the approach they will use.  

 

Primary school teachers and school community members can use these capacity 

building activities for their personal and professional development. These capacity 

building activities can be undertaken by groups or individually. The Papua New 

Guinea Education Institute will provide accreditation to their students on the 

completion of assessment tasks. 

 

The capacity building activities in this booklet help you learn about: 

• How to promote community participation; 

• Community Meeting Procedures; 

• Community Facilitation.  

 

Active community participation will help strengthen our schools.  

 

I commend these activities to you. 

 

 

  

 

Dr Joseph Pagelio 

Secretary for Education 
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Community Participation 
  
 

The nine topics are:  
  

Topic Page 

1 How to promote participation – Why involve the community 
 

6 

2  How to promote participation – Involving women 
    

10 

3 How to promote participation – Community roles  
   

11  

4 Meeting Procedures – Efficient Meetings 
 

13 

5 Meeting Procedures – Teamwork      
 

15 

6 Meeting Procedures – Recording and Reporting    
 

17 

7 Community Facilitation – What is facilitation?    
 

22 

8 Community Facilitation – How to listen actively?    
 

27 

9 Community Facilitation – Good facilitation practices   
 

29 

   Evaluation Sheet                32 
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OVERVIEW 

School-Based Community Participation  capacity building activities 
 
Goal: These activities are designed to develop your skills in strengthening community participation 
in the management of your school. 
 
Rationale: These activities are intended to help you, as teachers and BoM members to strengthen the 
participation of the whole school community (men, women and youth) in the management of your 
school. It will do this through a series of studying readings, discussions, sharing results, debates and 
role plays. In this package there are nine activities that can be run as a cluster workshop or at 
individual schools. 
 
Content : In this booklet there are nine topics: 

1. How to promote participation – Why involve the community – 2 hrs 
2. How to promote participation – Involving women – 2 hrs 
3. How to promote participation – Community roles – 2 hrs 
4. Meeting Procedures – Efficient Meetings – 2 hrs 
5. Meeting Procedures – Teamwork – 1 hr 
6. Meeting Procedures – Record Keeping – 1 hr 
7. Community Facilitation – What is facilitation? – 1 hr 
8. Community Facilitation – How to listen actively? – 1 hr 
9. Community Facilitation – Good facilitation practices – 2 hrs 

Activities can be completed by an individual or a group. We suggest you work in pairs or small 
groups. 
 
Facilitator: If you have a large group, select one person to facilitate each topic. . 
 
Participants: The capacity building activities are for teachers, the HT, BoM members and interested 
P&C representatives in the school. 
 
Materials:  You will need the Community Participation Flipchart, butcher paper, marking pens to run 
these activities. 
Optional Materials:  ‘Community Participation in Basic Education, a ‘BOM Handbook’ ‘BOM 
Flipchart’  
 
Signposts: The capacity building activities use the following signposts: 
 

 work in pairs or groups (tok tok wantaim) 

 read the information in the book or flipchart (redim) 

 write a response (rait) 

There are model answers in the book 

Your answers are different so there are no model answers 
 
Assessment: Students enrolled in Diploma Education Primary Inservice (DEPI) studies can get 
credits if they submit their work to an assessor 
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Topic 1: Why involve the community? 
 
Aim: to help the BOM and other community leaders to encourage and promote participation of your 
community with the school. 
 
Outcome:  By the end of the activities you will have considered and practiced ways to promote 
participation in school decision making and especially participation of your women and youth.  
 
Materials: Community Participation Flipchart, butchers papers and markers.  
 
Content:   
This booklet pages 7- 9 
Community Participation Flipchart pages 2-6 
 
Optional Readings 
BOM Handbook sections 1.1, 1.3, 1.5, 10.1 & 10.2 (English) pages 2-5, 24 (Tok Pisin) pages 1-4, 23 
BOM Flipchart (English and Tok Pisin): pages 12-17; 34-37; 42-45   
 

����☺☺☺☺☺☺☺☺Exercise 1: Read and discuss this book pages 7-9 and the flipchart pages 2-6.  

☺☺☺☺☺☺☺☺����Exercise 2: Form small groups and discuss the following questions: 

1. What are some good ways the community can help your school be a better place for the 
children to learn and the teachers to teach? 

2. Explain how each of the 5 ‘D’s 1. Discover; 2. Dream; 3. Design; 4. Define; 5. Do It; help in 
making plans for your school. 

☺☺☺☺☺☺☺☺Exercise 3: Report to the whole group on the questions your group has discussed. Ask 
questions or share your opinions. 
 

☺☺☺☺☺☺☺☺Exercise 4: Role play in groups: Small groups, buzz groups, Going around the circle, find 
the storyteller. 

����Conclusion: Discuss: How was the level of participation?  Who talked?  Who didn't talk? 

How were the issues handled?  Did you cover all you needed to cover? What issues came up which 
will need attention in the next meeting? How can you improve your facilitation at the next meeting? 
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Reading:  
 

Five ‘D’s 

 

 

Why Involve the Community? 
The community sends their children to the school in order to get a service from the school.  But the 
community in general and the parents in particular really want their children educated in the best way 
possible. They want the teachers to do a good job and they want the school to be run well as a happy 
and healthy place for their children to learn.  The school can benefit a lot from having the input of the 
parents not just in school fees but in all sorts of way.     
 
The school belongs to everyone in the community. If everyone is involved in planning for the future 
of the school then everyone will be more likely to want to help build and look after it better in the 
future.  
 
If everyone in the community is involved in deciding how much money or other resources are 
needed, they will be more likely to pay.   Poor people as well as richer people must have a say in 
what the community can contribute and how they are going to do so.    
 
The community needs to be involved in the school in a range of ways.  The teachers and the BOM 
can think of lots of ways to have the parents and community involved.   If they are involved with 
small things then they are more likely to be involved in big events and when major repairs are 
required.  
 
In many communities decisions have been made in the past by a few big men or by outsiders.  Most 
of the villagers, especially women and minority groups, are left out and feel left out. 
 
One facilitator, on entering a village, was told by a village leader -  
I have been on the BOM since this school was built. We make all the decisions for the community. 
We do not need meetings with the parents and community.   I'll make the decisions.  
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You may have found a similar situation when you enter a village.  You may find that a few men 
control all the decisions and women and the poor are left out. 
 
Community management requires a new approach to decision-making.  One of your 
jobs is to help change things so that more people are involved in decision-making.  Decisions should 
NOT be made by 1 or 2 people.   
 
Your job is to help build a participatory process in which more people have a say in 
making decisions. The following pages will show you how to encourage everyone to participate. 
 
Many villagers would like to get more involved, but are often afraid to express themselves.  Many 
have grown up where they sat back and listened to the leaders do all the talking.  Your job is to help 
give them the confidence to speak out.   
 
Traditional leaders may at first want to stop you, since the old system gave them more power.  Your 
job will be to help the leaders see the value in letting everyone talk and contribute. 
 
 

Form GROUPS to get all involved 
 
 
Your main job is to get everyone involved.  In BEDP we always try to break the community up into 
at least three groups, Men, Women and Youth.   If the groups are too large then there will not be 
good participation in the group.   
Here are few extra techniques to maximize participation. 
 
SMALL GROUPS:   Many people feel shy to speak in a large group, but once they are in a small 
group they find it easier to talk. Small groups make it easier for people to share ideas and learn from 
each other.  It is good to have no more than 15 people in a group.   You can break up the groups so 
that there are a number of Men’s groups, Women’s groups and Youth groups.  If possible assign one 
team member to work with each group as a facilitator - or ask a question and get groups to discuss on 
their own.  You can use small groups to get each sector - women, men, and youth - to talk together. 
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BUZZ GROUPS:   Buzz groups are a facilitator’s SECRET WEAPON.  Buzz groups are "mini-
groups" made up of two people sitting alongside each other.  You can ask pairs to talk together 
without breaking up the meeting circle.  This is a good way of getting everyone to talk: it's hard to 
remain silent in a group of two people! 
 
GOING AROUND THE CIRCLE:  This is another method to get everyone talking.  It works 
well in small groups.  Ask an open question and then draw out one response from every participant, 
going around the circle.  Everybody gets a turn to say something and nobody interrupts while 
someone is talking. 
 
FIND THE STORY TELLERS:  In every group there are people who have things to say and 
there are people who do the talking.  It is important to try to get the story teller to tell their own story 
or if they are telling the story of another member of the group then encourage that person to also 
participate by referring the story back to them.  For example, you could say to the person whose story 
it really is: “Is that what really happened?”   or “What role did you play in this story?” 
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Topic 2: Involving women 
 
Aim: To help the BOM and other community leaders to encourage and promote participation of the 
whole community (men and women) with the school. 
 
Outcome:  By the end of the activities you will have considered and practiced ways to promote 
community participation in school decision making - especially the participation of women and youth 
who are often left out.  
 
Materials: Community Participation Flipchart, butchers paper and markers.   
Optional Materials: BOM Handbook, BOM Flipchart, Community Participation in Basic Education, 
‘Gender Equity in Schools A Resource Book for Teachers’ and the booklet ‘From Strength to 
Strength’ and the leaflet Gender Equity in Education Policy’. School Infrastructure Posters,  
 
Content:   
Community Participation Flipchart Pages 7-8 
Optional Readings: 
Gender Equity in Schools pp.2-4, 11-12 
From Strength to Strength pp.7-9 
BOM Flipchart (English and Tok Pisin) pages 36-37  
Gender Equity in Education Policy leaflet. 
 

����☺☺☺☺☺☺☺☺Exercise 1: Read and discuss the content information in the readings.  

☺☺☺☺☺☺☺☺����Exercise 2: Form two groups and discuss the question:  

‘Why involve women in Decision making’.    Talk about trust, seeing things from both sides, the role 
of women as carers of the children and knowing about the needs of children…talk about the need for 
women to meet privately /separately and how this could happen. 
 
One group discusses the position that women should be involved and the other group discusses the 
traditional position that women should not be part of public meetings and planning. 
  
DEBATE PREPARATION:  Each group spends some time working out 5 main points of their 
position and selects a speaker to present the 5 points to the whole group in a debate.  
  

☺☺☺☺☺☺☺☺Exercise 3:  DEBATE:  Form one large group to hear the two speakers present their 5 
points and then decide which position is going to be of most benefit to the school community. 
 

☺☺☺☺☺☺☺☺Exercise 4:  ROLE PLAY:  Prepare a role play of a community meeting that sidelines the 
women. An AID donor wants to know what the community needs. The men want a road and the 
women want a water supply. The role play has the donor arriving and shows how the men can 
dominate the meeting and not give the women a chance to express their views. 

����Conclusion: Discuss the best ways how women’s views can be properly considered during 

community meetings at your school.  
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Topic 3:  Community roles 
 
Aim: To help the BOM and other community leaders to encourage and promote participation of the 
whole community with the school. 
 
Outcome:  By the end of the activities you will have considered and practiced ways to promote 
participation in school decision making and especially the participation of women and youth.  
 
Materials: Community Participation Flipchart, butchers paper and markers.   
Optional Materials:  BOM Handbook, BOM Flipchart, Community Participation in Basic Education 
Brochure, School Infrastructure Posters,  
 
Content:   
This book page 12 
Community Participation Flipchart Pages 9-12 
Optional Readings: Community Participation in Basic Education – whole book and especially pages 
3-5, 8-12 
BoM Handbook, Sections 1.5, 10.1 10.2 (English): pages 4 and 24 (Tok Pisin) pages 4 and 23 
BoM Flipchart (English and Tok Pisin) pages 42-45  
 

����☺☺☺☺☺☺☺☺Exercise 1: Read and discuss the content information as listed above.  

����☺☺☺☺☺☺☺☺Exercise 2: Form small groups and draws up a list of all the possible roles (or tasks) 

required by the school community. 
 

����☺☺☺☺☺☺☺☺Exercise 3: Form one large group. Share the list written up in the small groups, 

prioritise the roles (or tasks) and then work out how you can get this to happen.  The list could 
include:  
 

�Attend meeting to discuss problems and share successes 
�Meet annually to go through the 5 D process.  
�Make contacts with the technical / skilled people who could be asked to contribute.  
�Take part in routine repairs 
�Run a nutritious garden for the children to participate in.  
�Involve the clinic nurse or local health advisor in the school  

 

☺☺☺☺☺☺☺☺Exercise 4: Select participants to role play a good P&C meeting that deals with the list they 
prepared.  

����Conclusion: Check if all the items on your list were covered in the role play. 
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Reading:  
 

Form GROUPS to get all involved  
Your main job is to get everyone involved.  In BEDP we always try to break the community up into 
at least three groupings, Men, Women and Youth.   If the groups are too large then there will not be 
good participation in the group.   
Here are few extra techniques to maximize participation. 
 
SMALL GROUPS:   Many people feel shy to speak in a large group, but once they are in a small 
group they find it easier to talk. Small groups make it easier for people to share ideas and learn from 
each other.  It is good to have no more than 15 people in a group.   You can break up the groups so 
that they are a number of Men’s groups, Women’s groups and Youth groups.  If possible assign one 
team member to work with each group as a facilitator - or ask a question and get groups to discuss on 
their own.  You can use small groups to get each sector - women, men, and youth - to talk together. 
 

 
 
BUZZ GROUPS:   Buzz groups are a facilitator’s SECRET WEAPON.  Buzz groups are "mini-
groups" made up of two people sitting alongside each other.  You can ask pairs to talk together 
without breaking up the meeting circle.  This is a good way of getting everyone to talk: it's hard to 
remain silent in a group of two people! 
 
GOING AROUND THE CIRCLE:  This is another method to get everyone talking.  It works 
well in small groups.  Ask an open question and then draw out one response from every participant, 
going around the circle.  Everybody gets a turn to say something and nobody interrupts while 
someone is talking. 
 
FIND THE STORY TELLERS:  In every group there are people who have things to say and 
there are people who do the talking.  It is important to try to get the story teller to tell their own story 
or if they are telling the story of another member of the group then encourage that person to also 
participate by referring the story back to them.  For example, you could say to the person whose story 
it really is: “Is that what really happened?”   Or “What role did you play in this story?” 
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TOPIC 4:   Good Meetings 
 
Aim: To help the BOM and other community leaders to run effective meetings. 
 
Outcome:  By the end of the activities you will have considered and practiced procedures for 
meetings.  
 
Materials: Community Participation Flipchart, Butchers Paper and Markers.  
 

Content:   
This book page 14 
Community Participation Flipchart Pages 13-16 
Optional Reading: 
Community Participation in Basic Education 
BOM Handbook, Section 5 (English and Tok Pisin) pages 9-12 
BOM Flipchart (English and Tok Pisin) pages 30-31  
 

����☺☺☺☺☺☺☺☺���� Exercise 1. Read and discuss this book pg 14 and the Flipchart pgs 13-16. 

����☺☺☺☺☺☺☺☺����Exercise 2. Form small groups and discuss the question: What makes a good 

meeting?  
 

����☺☺☺☺☺☺☺☺����Exercise 3. In the whole group, draw up a list of all the things that can be done 

to make sure meetings are well run. 
 

☺☺☺☺☺☺☺☺Exercise 4. Form two groups. One group role plays a good BoM meeting, and the other 
group role plays a poor BoM meeting. 
 

����Conclusion: Discuss and prioritise what makes a good BoM meeting. 
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Reading 
 

Good Meetings 

Follow an agenda.  Introduce one topic at a time, ask people to give their ideas, and then ask for a 
decision.  Keep the discussion on topic. 
 
Set time limits.  Decide how much time you need for each topic and keep to this time limit.  But be 
flexible - some topics may need more time. 
 
Ask questions.  Use questions to draw out people's ideas on the problem and get agreement on the 
solution. 
 
Draw out ideas and information.  Getting all the facts and opinions into the open makes it easier to 
decide. 
 
Say in different ways that makes it clear.  Repeat a point in different words to make it clear and 
then check with the speaker - "What I hear you saying is...........……......  Is that what you mean?" 
 
Provide information.  Sometimes you need to provide information yourself to allow for realistic 
decision-making e.g. information on a technical option. 
 
Summarize.  Briefly state the major points to help people see what they have said - and make it 
easier to decide 
 
Push for a decision.  At the end of the discussion people should agree on what is to be done.  Restate 
the suggestions and ask for agreement.  Check that people actually agree. 
 
Plan for action.  Help people make a clear decision - WHO is to do WHAT and WHEN. Check that 
people know what they have promised to do and feel responsible for completing the task. 
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TOPIC 5:      Teamwork 
 
Aim: To help the BOM and other community leaders to help encourage people to work together as a 
team. 
 
Outcome:  By the end of the activities you will have discussed and identified different ways of 
working as a team.  
 
Materials: Community Participation Flipchart, Butchers Paper and Markers. 
 

Content:  
This book page 16 
Community Participation Flipchart Pages 11-14 
Optional Readings: 
BOM Handbook Sections 5.6 – 5.8 (English and Tok Pisin) pages 11-12  
BOM Flipchart (English and Tok Pisin) pages 28-29 
 

����☺☺☺☺☺☺☺☺Exercise 1. Read and discuss this book page 16 and the flipchart pages 11-14. 
 

☺☺☺☺☺☺☺☺����Exercise 2. Form small groups and discuss the following questions: 

3. What are the advantages of working individually? 
4. What are the advantages of working as a team? 

 

����☺☺☺☺☺☺☺☺����Exercise 3. Form one large group to hear the reports from the small groups. 

Decide which style of working is best for a BoM. 
 

����☺☺☺☺☺☺☺☺Exercise 4. Form groups of 4-5 people. Discuss the topic ‘How our school can be 
improved.’  Practice the ‘How do you work as a TEAM?’ exercise on the following page. 
 

����Conclusion: Discuss the four review questions. 

• How was the level of participation?  Who talked?  Who didn't talk? 

• How were the issues handled?  Did you cover all you needed to cover? 

• What issues came up which will need attention in the next meeting? 

• How can you improve your facilitation at the next meeting? 
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Exercise.  
 

How do you work as a TEAM? 
 
You will work as a team.  Each person should have a role in running the meetings.   
Discuss this before you go to the community. 
 
Take turns in the lead role - let one team member start, then after a while have another team member 
take over.  
 
When you are not facilitating, observe the process and document what is said. You may see things 
that the lead facilitator cannot see because s/he is in the heart of the action. Listen carefully so you 
can take over without repeating what has already been said. 
 
Take over at appropriate points – 

• Help facilitator when s/he gets stuck about where to take the discussion. 
• Suggest a new question - or encourage shy people to contribute.  

• Provide a summary that helps people see what they have said. 

 
Give a signal to the main facilitator if you want to help out.   
 
Step in and take over by asking a question.  
 
Don't break the discussion by getting into a long talk with lead facilitator. 
 
At the end of the meeting sit together as a team and review what happened: 
 

• How was the level of participation?  Who talked?  Who didn't talk? 

• How were the issues handled?  Did you cover all you needed to cover? 

• What issues came up which will need attention in the next meeting? 

• How can you improve your facilitation at the next meeting? 
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TOPIC 6:   Recording and Reporting 
 
Aim: To help the BOM Secretary, Treasurer and Executive Officer keep good records of BoM 
meetings. 
 
Outcome:  By the end of the activities you will have practiced recording and reporting procedures 
for BoM meetings.  
 
Materials: Community Participation Flipchart, Butchers Paper and Markers 
 

Content:  
This book pages 18-21 
Community Participation Flipchart Pages 15-16 
Optional Reading: 
BOM Handbook 5.4, 5.5, 5.6, 8.3 (English) pages 11 and 18, (Tok Pisin) pages 10-11, 17-18 
BOM Flipchart (English and Tok Pisin) pages 20-25. 
 

����Exercise 1. Read and discuss the content information as listed above.    
 

☺☺☺☺☺☺☺☺����Exercise 2. Form small groups and discuss the following questions: 

1. Why is it important to have an agenda at the start of a BoM meeting? 
2. Why is it important that the BoM keep records of each BoM meeting? 
3. How can we improve our school’s BoM recording and reporting of BoM meetings? 

 

☺☺☺☺☺☺☺☺ Exercise 3. Form one large group to hear the reports from each group.  
 

����Conclusion: Decide how your own school’s BOM can operate more efficiently. 
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Reading.  
 

Sample BoM Agenda 
 
1. WelcomeWelcomeWelcomeWelcome - Chairperson 

2. Minutes of the previous meetingMinutes of the previous meetingMinutes of the previous meetingMinutes of the previous meeting - Chairperson 

3. Matters arising from the minutesMatters arising from the minutesMatters arising from the minutesMatters arising from the minutes - Chairperson 

4. CorrespondenceCorrespondenceCorrespondenceCorrespondence - Secretary 

5. Financial reportFinancial reportFinancial reportFinancial report - Treasurer 

6.6.6.6. BoM subBoM subBoM subBoM sub----committee reportscommittee reportscommittee reportscommittee reports    

6.1. Curriculum sub committee reportCurriculum sub committee reportCurriculum sub committee reportCurriculum sub committee report – Chairperson Curriculum sub committee (Health, 

Christian Education) 

6.2. Maintenance sub committee reportMaintenance sub committee reportMaintenance sub committee reportMaintenance sub committee report – Chairperson Maintenance sub committee 

6.3. Discipline sub committee reportDiscipline sub committee reportDiscipline sub committee reportDiscipline sub committee report – Chairperson Discipline sub committee 

6.4. Fund raisingFund raisingFund raisingFund raising – Chairperson Fund-raising sub committee (Treasurer) 

6.5. SportsSportsSportsSports and Students Clubs and Students Clubs and Students Clubs and Students Clubs – Chairperson Sports & Student Clubs sub committee 

6.6. Cultural activitiesCultural activitiesCultural activitiesCultural activities – Chairperson Cultural sub committee 

7. P&C ReportP&C ReportP&C ReportP&C Report – P&C Representative 

8. School School School School ReportReportReportReport – Head teacher and Teacher’s Rep 

9.9.9.9. AOBAOBAOBAOB        
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Sample BoM Minutes 
 
Venue:Venue:Venue:Venue: Giamon Primary School Library 
Time and Date:Time and Date:Time and Date:Time and Date: 5.00 p.m. June 10th 2007 
Present:Present:Present:Present: Mrs Boas (Chairperson) Mr Kuni, Ms Lufi (HT EO) Mr Bosman, (Agency Rep)  Ms Riatwel 
(Secretary), Mrs Kepul,(Treasurer) Mr Savetru, Mr Paitom, Mr Tufit, Mr Dustim (Teachers Rep) 
Absent:Absent:Absent:Absent: Mr Loman (LLG Rep)  
 
1. WelcomeWelcomeWelcomeWelcome – Mrs Boas, the chairperson welcomed everyone to the meeting and spoke how pleased with the 

school’s implementation of it’s school learning improvement plan (SLIP). 

2. Minutes of the previous meetingMinutes of the previous meetingMinutes of the previous meetingMinutes of the previous meeting – Mrs Boas then asked everyone to read the minutes of the previous 

meeting held on the 21st April 2007. She asked if there were any corrections. There were none. Motion 

1: That the minutes 21/4/07 be accepted moved Mr Kuni, seconded Ms Lufi carried  

3. Matters arising from the minutesMatters arising from the minutesMatters arising from the minutesMatters arising from the minutes – Mrs Boas went through each of the action items. Ie. 

3.1. action 1:action 1:action 1:action 1: That the Treasurer spend K136.00 on office supplies: This has been done 

3.2. action 2:action 2:action 2:action 2: That the Headteacher carry out a survey of the number of girls who have dropped out of 

school this year, with the reasons why. The Headteacher will report on this in his report. 

3.3. action 3:action 3:action 3:action 3: That the Finance Sub-committee collect all outstanding school fees. The Treasurer will 

report on this in her report. 

3.4. action 4:action 4:action 4:action 4: That the Maintenance Sub-committee obtain quotes for materials a new girls toilet 

block as listed in the school’s 3 Year School Infrastructure Development Plan (3 Yr SIDP&SLIP)  

Mr Bosnam will report on this in the Maintenance sub-committee report. 

3.5. action 5:action 5:action 5:action 5: That the school grounds be made available for the inter village sports carnival. The 

grounds were used for the inter village sports carnival held on the 10-11th May. It was a most 

successful day. 

4. CorrespondenceCorrespondenceCorrespondenceCorrespondence – The Secretary, Ms Riatwel reported that she had received 2 letters. i.e. 

4.1. The 1st letter dated the 13th May from the President of the Inter village sports committee thanking 

the school 

4.2. The 2nd letter from the Primary Inspector informing that she will be carrying out an advisory 

visit on the 3-4th July and that she would also like to meet with the BoM and P&C while she is at 

the school. 

4.3. The 3rd letter from Mr and Mrs Longwe asking for an extension of time to pay the school fees for 

their five children. 

5. Financial reportFinancial reportFinancial reportFinancial report – The treasurer, Mrs Kepul tabled the school financial report for the 2nd quarter. She 

advised the meeting that:  

5.1. the school has a balance of K34,288.53.  
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5.2. there is still K2,350.00 outstanding on school fees. Action 1:Action 1:Action 1:Action 1: That the Treasurer send final 

warning letters to each of the parents and asking them each to explain why the fees have not been 

paid, and to indicate when they would be paid. 

5.3. She reminded everyone of the School fete being held by the P&C to be held on the 12th August. She 

reported that the P&C were preparing this fund-raising activity.  

6.6.6.6. BoM subBoM subBoM subBoM sub----committee reportscommittee reportscommittee reportscommittee reports    

6.1. Curriculum sub committee reportCurriculum sub committee reportCurriculum sub committee reportCurriculum sub committee report – Mr Savetru, the chairperson Curriculum sub committee 

reported that: 

6.1.1. the Health Promoting School Program was going well and that the toilets were being used 

much better by the young children after the training workshop. 

6.1.2. the instructor from the local church has not attended the school for the past three weeks. 

Action 2:Action 2:Action 2:Action 2: that a letter be sent to Pastor Sprit asking why he had been absent. Moved: Mrs 

Kepul seconded Mrs Riatwel carried  

6.1.3. Mr and Mrs Bubu told village legends about animals to the Grade 4 students last week. 

6.2. Maintenance sub committee reportMaintenance sub committee reportMaintenance sub committee reportMaintenance sub committee report – Mr Bosman, Chairperson Maintenance sub committee 

advised the meeting that he had two quotes for materials for the new girls toilet block. The first 

quote was for K7,560.00 from Ah Choo and Sons Pty Ltd and the second quote was for 

K9,845.00 from Plumbing and Electrical Supplies Pty Ltd. He advised the meeting that the 

quality of the materials was the same from both suppliers. Action 3: that the school purchase the 

materials for the new girls toilet from Ah Choo and Sons Pty Ltd. Moved: Mrs Kepul seconded 

Mrs Boas carried 

6.3. Discipline sub committee reportDiscipline sub committee reportDiscipline sub committee reportDiscipline sub committee report – Mr Paitom, the Chairperson of the Discipline sub committee 

reported that only two cases had been referred to his committee. Ie. 

6.3.1. Joseph John had been chasing the girls on the softball court. The committee had given him a 

warning and had informed his parents; 

6.3.2. Meri Lam had run away from school after recess five times. The committee had asked Meri 

Lam’s parents to report to the committee where she went when she left school, and to make 

sure that she stays in school in future.    

6.4. Fund raisingFund raisingFund raisingFund raising – Mrs Kepul, the chairperson of Fund-raising sub committee reported that the school 

had received K537.00 from fund raising activities since April. The mothers club had raised 

K225.00 from selling lunches, and the sale of school garden products had raised K312.00. She 

asked everyone to support the P&C school fete and to provide items to be sold. 

6.5. Sports and Students ClubsSports and Students ClubsSports and Students ClubsSports and Students Clubs – Mr Tufit, the chairperson of the Sports & Student Clubs sub 

committee reported that after the success of the recent inter-village sports carnival they had asked 
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him if the school would be happy to have another carnival during the Independence long weekend. 

ActionActionActionAction 3 3 3 3: : : : that the school provide its sports facilities to be used for the Independence inter-village 

sports carnival . moved Mr Tufit seconded Mr Bosman carried 

6.6. Cultural activitiesCultural activitiesCultural activitiesCultural activities – Mrs Woble, the chairperson of the cultural sub committee presented a school 

plan of what each class wished to do for the Independence celebrations on Thursday the 15th 

September. Action 4Action 4Action 4Action 4:::: That the Independence School Cultural Plan be approved moved: Mrs Kepul, 

seconded: Mr Tufit carried 

7. P&C ReportP&C ReportP&C ReportP&C Report – The P&C Representative, Mr Kuni reported that all was underway for the P&C school fete. 

He reported that the last P&C meeting minutes were on the school noticeboard and that there was 

nothing that needed the BoM’s to tend to. 

8. School ReportSchool ReportSchool ReportSchool Report – The Headteacher, Ms Lufi and the Teacher’s Rep, Mr Dustim reported: 

8.1. The Headteacher, Ms Lufi presented the girls attendance survey. She advised the BoM that since 

the AGE program had started at the school, the girls attendance had improved. She said that she 

believed it was the awareness program that was carried out that had helped parents undertand the 

importance of girls having a good education. 

8.2. Mr Dustim raised a concern of the teachers. He advised that the two teachers who lived at the back 

of the school were concerned about pigs entering their gardens. Action 5:Action 5:Action 5:Action 5: That the maintenance 

sub-committee fix the school fence so that pigs could not longer enter. Moved: Mr Kuni seconded 

Ms Lufi carried 

9. AOB There was no other business 

The meeting closed at 6.30 pm. 
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  Topic 7: Community Facilitation 
 
 
Aim: To help the BOM and other community leaders engage in good facilitation practices. 
 
 
Outcome:  By the end of the activities you will have considered and practiced ways to facilitate 
group meetings involving the community or sections of the community such as the Parents and 
Citizens Association, Women’s groups, Men’s groups or Youth groups 
 
 
Materials: Community Participation Flipchart, Butchers Paper and Markers.  
 
 
Content:   
This book pages 23-26 
Community Participation Flipchart pages 17-22 
Optional Readings: 
Community Participation in Basic Education, pages 3-5 
BOM Handbook, Sections 1.4, 1.5 (English and Tok Pisin) pages 3-4 
 
 

����☺☺☺☺☺☺☺☺Exercise 1: Read and discuss this book pages 23-26 and the flipchart pages 17-22.    
 

☺☺☺☺☺☺☺☺����Exercise 2: Individually read the Facilitator’s Checklist page 25 of this book and 

give yourself a √- ☺ or ? - � or X - � for each point on the checklist. 
 

☺☺☺☺☺☺☺☺Exercise 3: Draw up a chart of the most important points to remember when involving 
community members in school activities. 

����Conclusion: Display the chart in the school office. 
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Reading:  

Why Facilitation? 
Many villagers would like to get more involved, but are often afraid to express themselves.  Many 
have grown up in an atmosphere where they sat back and listened to the leaders do all the talking.  
Your job is to help them gain the confidence to speak out.   
 
Traditional leaders may at first want to stop you, since the old system gave them more power.  Your 
job will be to help the leaders see the value in letting everyone talk and contribute. 
 

What does a facilitator do?  
You have two main jobs as a facilitator: 
 
1.   To guide the discussion so that the community get RESULTS i.e. solve problems, decide, 

and plan for action. 
 
2.   To encourage PARTICIPATION  - a process of discussion and decision-making in which 

everyone gets involved, respected, and listened to.  
 
"RESULTS"  and "PARTICIPATION"  are both important.  You will need to pay attention to both 
of these things when you are facilitating. 
 

Do! 

 

 
� Respect that community have ideas, experience, and ability. 

� Accept that they have a right to make their own decisions. 

� Help them to think, decide, plan, and act on their own. 

� Get them to trust their own ideas and ability. 

� Encourage them to take responsibility. 

� Be friendly, tolerant, patient, and supportive. 
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Don’t! 

 
� See yourself as the expert, the only person with ideas and experience. 

� Try to solve problems and make decisions for the community.  

� Impose your own ideas and solutions on community. 

� Criticise, condemn, or make fun of people's ideas.  

� Make people dependent on your advice. 

� Talk - talk - talk - talk - talk - talk - talk - talk - talk - talk!  

 

What is Your  Attitude?  

 
We are the experts, we know far more than the villagers do.  They are ignorant and just 
don't understand.  So our job is to tell them. 
 
This is a bad attitude.  If you make yourself superior and talk down to the community, they won't 
like it.  Remember - villagers may be illiterate, but they are not ignorant.  They are capable of good 
analysis and decisions. 
 
You set the climate for participation.  If you respect people and show them you believe in them, you 
will be successful in getting them to talk and make good decisions.  If, however, you have no 
confidence in them, you will end up telling them what to do and hijacking the decision-making 
process. 

Do you treat the community like children? 
In the old system government as the PARENT did all the decision-making and planning to provide 
communities with water - but communities (CHILD) cared very little about the facilities.  Under the 
new system communities (ADULT) have to take responsibility and make decisions on their own. 
 
If you act like a PARENT towards communities, you can expect a CHILD-like response from them. 
They will depend on you to solve their problems and make decisions.  If, on the other hand, you 
maintain ADULT to ADULT relationships, you can expect adult behaviour from them.  They will 
take responsibility, solve their own problems and make their own decisions. 
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A CHECKLIST FOR FACILITATORS  

 
Rate yourself.  How are YOU doing on each of these points? 
	 Are you friendly, positive, supportive, and energetic? 

	 Are you well prepared and well organised? 

	 Do you make everyone feel welcome and part of the group? 

	 Do you respect everyone's ideas and the community's decisions?  

	 Do you treat people as equals? 

	 Are you open to criticism and learning from others?  

	 Are you gender aware?  Do you encourage women to have more say in decision-making? 

	 Do you speak clearly and simply – yet avoid the “talking disease”? 

	 Do you equalize participation - drawing out the silent/shy and controlling the talkative?  

	 Do you encourage a spirit of openness and constructive criticism? 

	 Do you encourage people to identify problems and work out realistic solutions? 

	 Are you a good listener?  Do you listen carefully, show you are interested, rephrase what 

people say, and ask follow-up questions? 

	 Are you a good observer?  Do you look for signs of tiredness or boredom and respond 

appropriately? 

	 Do you check for understanding, energy level, or agreement - " What did he mean?" " How 

are you feeling?"  " Do you agree with what he said?" 

	 Do you praise and encourage?  Do you build up individual and community self-

confidence? 

	 Do you use different methods to maintain interest - e.g. different sizes of groups, different 

activities (e.g. discussion, pictures, drama). 

	 Are you a good time manager?  Do you check how much time each activity takes, watch 

the time and set a good pace for group? 

	 Are you flexible?  Are you open to changing the programme to fit the circumstances? 

	 Are you open to “getting out of the driver’s seat”?  Do you allow the community to “take 

the wheel” and manage?   

	 Do you leave participants "in action" - motivated to meet and act on their own without 

depending on you? 



24 

It is hard for some teachers to become facilitators because of the different roles a 

teacher and a facilitator carry out. Eg: 

The difference between a teacher and a facilitator  
Learning 
situation 

A teacher: A facilitator: 

Role in relation to 
participants 

• has authority over 
the learners 

• is equal to the 
participants 

Information 
giving and 
gathering 

• gives information • encourages the sharing 
of information by 
everyone 

Planning the 
activities 

• works it out 
lesson activities 
beforehand and 
presents the 
activities to the 
students 

• helps the participants 
to plan the activities 

Partnerships • works alone • works as a partner 
Authority • has the authority • makes sure that the 

participants have the 
authority 

Decision making  • has the 
responsibility to 
make decisions 

• makes sure that the 
participants have the 
responsibility to make 
decisions 

Respect • expects students 
to respect him/her 

• respects the 
participants  

Assessment, 
monitoring and 
evaluation 

• provides what is 
required by senior 
teacher 

• listens to the views of 
the participants who 
assess the activity. 
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Topic 8: How to listen actively 
 
 
Aim: To help the BOM and other community leaders engage in good facilitation practices. 
 
Outcome:  By the end of the activities you will have considered and practiced ways to facilitate 
group meetings involving the community or sections of the community such as the Parents and 
Citizens Association, Women’s groups, Men’s groups or Youth groups. 
 
Materials: Community Participation Flipchart, Butchers Paper and Markers.  
 
Content:   
This book page 28 
Community Participation Flipchart pages 23-26 
Optional Readings:  
Community Participation in Basic Education pages 3-5 
BOM Handbook, Sections 1.4, 1.5 (English and Tok Pisin) pages 3-4 
 
 

����☺☺☺☺☺☺☺☺Exercise 1: Read and discuss this book page 28 and the flipchart pages 23-26.   

☺☺☺☺☺☺☺☺����Exercise 2: Form two groups to discuss the difference between a group participant 

who has the ‘talking disease’ and one who ‘listens actively’. 
 
1. List all the attributes of a participant who has ‘talking disease’. 
2. List all the attributes of a participant who ‘listens actively’ 

 

☺☺☺☺☺☺☺☺Exercise 3: Each group plans a role play of a group discussion where both participant types 
are displayed and present the role play to the whole group. 
 

����Conclusion: Reflect on why it is important to be a good active listener 
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Reading:  
 

Do you have the “talking disease”? 
 

 
 
				  Do you do all the talking in your meetings? 
				  Do you try to solve all the problems for the community? 
 
If so - you have “TALKING DISEASE” .  Don't worry - many field workers suffer from the same 
disease.  God gave us 2 ears and only 1 mouth, but we all love to use our mouth more than our ears! 
 
How to get a cure?  Your aim is to get the villagers talking, rather than you.  And the way to do it is 
to ask questions and LISTEN ACTIVELY. 
 
Listening is as important as asking questions.  It is only by listening that we can know what our next 
question will be. 

How to listen actively 
 

• Listening builds participation.  Listening makes people feel you appreciate what they 
have to say and builds up their confidence. 
 

• But most of us are poor listeners.  We think we listen, but often we only hear part of 
what is said, or become so focused on what we want to say in reply that we don't hear 
what is said. 

 
• To listen effectively, give each speaker your full attention.  Use your eyes and body 

to show your interest.  
 

• Nod your head and use words to encourage people to continue to talk "Yes", "I 
see", "and then?" 

• Rephrase what the speaker says in your own words to show her you value what she 
has said. 
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Topic 9:     Good facilitation Practices 
 
Aim: To help the BOM and other community leaders engage in good facilitation practices. 
 
Outcome:  By the end of the activities you will have considered and practiced ways to facilitate 
group meetings involving the community or sections of the community such as the Parents and 
Citizens Association, Women’s groups, Men’s groups or Youth groups 
 
Materials: Community Participation Flipchart, Butchers Paper and Markers.  
 
Content:   
This book pages 30-31 
Community Participation Flipchart pages 25-28 
Optional Reading: 
Community Participation in Basic Education – whole book and especially pages 14-18 
 

����☺☺☺☺☺☺☺☺����Exercise 1: Read and discuss the content information as listed above. 

 ☺☺☺☺☺☺☺☺ Exercise 2: Form into groups of three.  Each person chooses one of three roles to fill – the 
speaker, the listener, the disrupter. The speaker and listener face each other to talk, the disrupter can 
move around. The speaker is asked to describe to the listener, a time when they felt like their 
contribution to the school community was valued. The disrupter is asked to try to disrupt this 
discussion in any non-violent manner.  
 
After two minutes change roles. Then again after two more minutes, as it is essential for you to have 
the opportunity to play all three roles. Everybody should know what it feels like to disrupt and to be 
disrupted. 

 

☺☺☺☺☺☺☺☺���� Exercise 3: Form the large group again and reflect on how they felt. ‘What was it 

like to be a disrupter or to be disrupted?’ ‘Did you find it difficult to disrupt the conversation?’ 
List on butcher’s paper the different types of disruption that was experienced (eg: dominance; 
rigidity; interruptions [answers/questions]; joking; rudeness; silence; taking over with enthusiasm; 
physical distraction by fidgeting. 
 
 

����Conclusion: Participants Suggest ways to deal with disruptions and write these on a 

separate piece of butcher’s paper. 
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Reading: 
 

 

What do you do if.....? 

 
People seem confused:  Sometimes people may not understand your question for 
discussion and there is total silence.  Rephrase the question.  If they are still confused, give an 
example of what you are looking for.   

 
Someone talks too much: You can avoid eye contact with the person, so he has no 
recognition to speak.  If this fails, say politely but firmly - "We really appreciate your ideas, 
but let's give others a chance to speak." 

 
People are silent:  To get everyone talking, use buzz groups or break into small groups.   

 
People look bored:   You will have to judge whether it is time to get a decision and move on, 
or whether a short break is needed.  Taking a break will give people more energy.  

 
Discussion goes off track: Praise the point and relate it to another topic, e.g. "That's an 
important point.  When we move to topic A we will make use of it”.  

 
Discussion is too general:  People often make general comments e.g. "The pump site is bad."  
Ask them to be more specific or give an example.  

 
People argue:  Disagreement is not bad.  It only becomes a problem when it becomes an 
argument and people begin to repeat their points.  To deal with it clarify points of 
disagreement.  Then ask others to give their views.   
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How do you solve problems? 
 

In some of your communities you will run into problems e.g. problems between leaders or groups 
within the community or strong disagreement on issues.   
There is nothing wrong with problems.  But they should be solved.  If you ignore them, they may 
bring more problems.   
 

 
 
What can you do? 
 
Avoid problems that are not related to your work - e.g. conflict between political parties. Ask the 
District Councillor or another neutral person to help deal with this type of problem. 
 
Help solve problems related to your work.  For example the community may disagree on how to 
collect money or where to site a new facility.  To deal with these problems, you should: 
 
Recognise that there is a problem.  Don't ignore it or tell people there is no problem.  Acknowledge 
it. 
 
State both sides of the argument and invite speakers to talk for each.  
 
If people are not listening to the other side of the argument, ask each side to summarize the other's 
argument.    
 
Get people to look at the strengths and weaknesses of each position and come to an agreement.  
Try to create a situation where there is no loser!   
 
Summarize and ask for decision. 
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Evaluation: ‘Board of Management roles and responsibilities’ 

School-based capacity building activity evaluation sheet:  
Number of men attending: ________________ Number of women attending: _____________  
School: _______________________________District: _________________________________ 
Province: _____________________________ Date: ___________________________________    
       
The facilitator should ask participants to complete this evaluation sheet together at the end of 
the activities. Please hand this collective evaluation sheet to your school inspector. NB. If you 
are a DEPI student you should also submit a copy of this page to your assessor with your 
assessment tasks. 
 
1. What did you find most valuable about this capacity building activity? 
_________________________________________________________________________________
_________________________________________________________________________________ 
 
2. How relevant was the capacity building activity? – please tick and add comments if you wish. 
Very poor Poor Good Excellent 
    
Comments:________________________________________________________________________
_________________________________________________________________________________ 
 
3. Was the content at the right level for all the participants?  
 
Very poor Poor Good Excellent 
    
Comments:________________________________________________________________________
_________________________________________________________________________________ 
 
4. Was the Language at the right level? 
 
Very poor Poor Good Excellent 
    
Comments:________________________________________________________________________
_________________________________________________________________________________ 
 
5. How suitable were the materials and handouts used in the activities? 
 
Very poor Poor Good Excellent 
    
Comments:________________________________________________________________________
_________________________________________________________________________________ 
 
6. What suggestions do you have for improving this capacity building activity? 
-
Comments:________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 
 



31 

Example of a completed evaluation sheet 





Evaluation: ‘Board of Management roles and responsibilities’ 

School-based capacity building activity evaluation sheet:  
Number of men attending: ______7_____    Number of women attending: ___8____   
School: _______Giamon PS___________District: __Wopa_________________  
Province: _____Northern Highlands______ Date: ______23/05/2007____________   
       
The facilitator should ask all participants to complete this evaluation sheet together at the end 
of the activities. Please hand this collective evaluation sheet to your school inspector. NB. If you 
are a DEPI student you should also submit a copy of this page to your assessor with your 
assessment tasks. 
 
7. What did you find most valuable about this capacity building activity? We realised that our 
school BoM was not following the correct procedures and we have taken action to fix up the 
problems. 

 
8. How relevant was the capacity building activity? – please tick and add comments if you wish. 
Very poor Poor Good Excellent 
  M5  F4 M2  F4 
Comments: It was very relevant as no-one had told our community what the Education Act laws 
were about the Board of Management. 
 
9. Was the content at the right level for all the participants?  
 
Very poor Poor Good Excellent 
  M3 F6 M4 F2 
Comments:We all understood the different activities. The facilitator explained anything we were 
not sure about. 
 
10. Was the Language at the right level? 
 
Very poor Poor Good Excellent 
   M7 F8 
Comments: We used tok Pisin for all the activities so everyone understood. 
 
11. How suitable were the materials and handouts used in the activities? 
 
Very poor Poor Good Excellent 
  M3 F6 M4 F2 
Comments: The booklet was easy to follow, and everyone enjoyed the BOM Flipchart. 
 
12. What suggestions do you have for improving this capacity building activity? 
Comments: We would like to have more time to do follow-up activities. 
 

 


