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Introduction

EDA712: Practicum in Education Management is a first seemgsvo-
credit practical course. It is a compulsory coufee students in
Educational Administration and Planning Programme.

It will also be suitable as a “one-off” course famyone who does not
intend to complete the National Open UniversityNogeria (NOUN)
M.Ed. (Educational Administration and Planning) gnaamme but wants
to experience the practice of Educational Managémen

The course consists of two modules. The first evtech is the
theoretical module involves an introduction, stagamof objectives,
guidelines for the practicum, procedure for comneement of
practicum, writing the practicum report, winding the practicum and
end of practicum exercise. The second module stnsif practical
information that has to do with specific evaluatimnms, introduction
letter to an establishment, a sample of the logpaad other relevant
information.

This course guide tells you briefly what the coussabout, what course
materials you will be using, and how you can woduryway through

these materials. It suggests some general guideforethe amount of
time you are likely to spend in order to complétsuccessfully. It also
gives you some guidance on assessment procedure.

What You will Learn in this Course

The overall aim of EDA712, Practicum in Educatioargement, is to
expose the student to the experience and pra@maleciation of the
knowledge, principles and theories of manageméniring the period
of the practicum you will be faced with the reagiof what obtains in
the field for practising education managers. Youll wiave the

opportunity to put theory into practice, and beeatd evaluate your
performance based on the report that you write. tligy end of the
course (Practicum), you will understand and apptecimore the
relevance of the various theories, concepts, anuhciptes of

management that you have studied.

Course Aims
This course aims to give you an opportunity to pat practice,
experience, and applying your knowledge and iddasmanagement

principles.

This will be achieved by aiming to:
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(@) Introduce you to the world of practice

(b) Demonstrate how management theories can be apped
organizations

(c) Explain to you the differences in theories and riba&l world of
practice

(d) Give you an appreciation of possible future deveiept in the
field of management.

Course Objectives

To achieve the aims set above, the course setalbwdjectives. In
addition, each module has specific objectives whighalways included
at the beginning; you should read them before ytart svorking
through. You may want to refer to them during ypuactice to check
on your progress. You should always look at theecjes before and
towards the end of the practicum. In this way, gan be sure that you
have done what was required of you in the modules.

Set out below are the wider objectives of the oceuas a whole. By
meeting these objectives you should have achidvedolistic aims of
the course.

On successful completion of the course, you shoubé able to:

1.0 Explain the meaning of practicum and the purposesvhich it is
introduced.

2.0 Read and list the guidelines on practicum.

3.0 Describe the procedure for the commencement otiptag.

4.0 Identify the various functions expected of you dgrihe period
of practicum.

5.0 Demonstrate an acquisition of basic managementiptes and
practices.

6.0 lllustrate how the management principles were pralized and
subsequently reported.

7.0 Discuss management principles and pratices inggitly with
Chief Executive Officers (CEOs), Principals, Headd
departments and Supervisors.

Working through this Course

To complete this course you are required to readsthidy modules, and
other materials provided by National Open Univgrsiaf Nigeria

(NOUN). You will also need to undertake a practicton which you

need to identify an establishment relevant to theeds of your
programme. At some point in the course, you areexpect your

supervisors on assessment Vvisits.
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At the end of the course, you will need to subnptacticum report, and
a letter to certify your presence at the institatishere you practised.
The course should take you about 17 weeks in totabmplete. Below

you will find listed all the components of the csey what you have to
do and how you should allocate your time to eacliut®in order to

complete the course successfully on time.

Course Materials
Major components of the course are:

Course Guide

Study modules

Introduction letter to an establishment
Assignment File

Presentation schedule

b wWwNPEF

Study Units
Module 1  Theoretical Information on the Following

The meaning and purposes of practicum in Educdtdaaagement
Guidelines on the practicum exercise

Planning for the commencement of practicum

The first week of the practicum

Keeping a log book

Participant’s contribution to institutional managarh

Procedure for supervision

Report writing

The final days of practicum

Institutional response in practicum

Module 2  Practical Aspects Involving Documents Needl for the
Practicum

The first module is an indepth explanation of theaming and purposes
or relevance of the practicum exercise. The degaildelines and
instructions to be strictly adhered to are alsonegmated, the plans that
could be put in place for the actual commencemetiteopracticum and
the detail of the essential things to do in thstfiveek of the practicum.

The next aspect concerns the actual performandleeoparticipant and

the function of the supervisor in the success @& pinacticum. The
second module is a vital one that gives a compeherieedback of the

10
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two exercises (practicum) in the form of reporttimg, and gives an
institutional evaluation of the performance of gaticipants.

Each of the modules consists of specific objectida®ction for study,
reading materials and other sources. All these walp you to have an
understanding of what is expected of you duringafaeticum period.

The Assignment File

In this file you will find all the details of the avk you must submit to
your tutor for marking. The mark you obtain for skeexercises will
count towards the final work you obtain for thisicge.

Further information on assignment will be foundhe Assignment File
itself and later in this course Guide in the setbo assessment

The Presentation Schedule

The presentation schedule included in your couratenals gives you
the important dates for the semester for the camoplef tutor-marked
assignments, and for attending tutorials. Rementesubmit all your
assignments by the due date. You should guard stgailling behind in
your work.

Assessment

There are three aspects to the assessment ofursecé&irst, there is full
attendance at the practical venue, second, anai@iusupervision) of
the practicum exercise and lastly, the submissioa written report on
the practicum, by the student.

In tackling the assessment, you are expected tdy apformation,
knowledge, experiences and techniques gatheredgduhe course.
Your final report on the practicum must be subrditte your tutor for
formal assessment in accordance with the deadltageds in the
Presentation Scheduleand the Assignment File Your internal/in-
house supervisor will account for 20% of your ceummark. The
external supervision from NOUN will evaluate you f80% and the
final report submitted after the practicum periodl Wwe 50% of your
total course mark.

Tutor-Marked Assignment
Supervision will be carried out in two phases, dne the internal

supervisor, that is, the head of your establishnagilt the other by the
external supervisor who is from NOUN.

11
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Supervision involves an observation of your adggitand performance,
and the basic information in your log book. Theeexal supervision
will come up at least two times before the expmatof the six weeks
practicum.

If for any reason you will not be available for sayision, contact your
supervisor or the Study Centre before the timehat the possibility of
an extension will be worked out.

Final Grading

For the purpose of the practicum, a written repolitbe submitted not
later than a week after the exercise will be fixaal it will have a value
of 50% of the total course grade. The report wélldxpected to follow
the format that has been laid down for the cour$ée final grading
covers information on all that happened duringptaeticum.

Course Marking Scheme

The following table lays out how the actual coursarking is broken down.

Table 1. Course Marking Scheme

Assessment Marks

Internal Supervision To account for 20% of coursekm

External Supervision To account for 30% of overadlurse
mark

Final Grading (Practicum50% of overall course mark

Report)

Total 100% of course marks

How to Get the Most from this Course

In distance learning, the study module replacesuttieersity lecturer.

This is one of the improved aspects of distancenieg; you can read
and work through specially designed study mateaalgour own pace,
and at a time and place that suits you best. Think as reading the
lecture instead of listening to a lecturer. In Hane way that a lecturer
might set you some readings to do, the study maogluildes you on how
to undertake the practical work (Practicum). Jasta lecturer might
give you an in-class exercise/orientation.

Just as a lecturer might give you in-class exergyeerr study units
follow a common format. The first item is an intumdion to the subject
matter of the unit and how a particular unit issgrated with the other
units and the course as a whole. Next is a seearining objectives.

12
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These objectives inform you about what you shoelcdble to do by the
time you have completed the unit. You should ussehobjectives to
guide your study. When you have finished the wuot) must go back
and check whether you have achieved the objectivegou make a
habit of doing this, you will significantly improvgour chances of
passing the course.

The following is a practical strategy for workingrough the course. If
you run into any trouble, telephone your tutor. Rerber that your
tutors’ job is to help you when you need help, ddw@sitate to call and
ask your tutor to provide it.

1. Read thi<Course Guidethoroughly

2. Organize a practicum schedule. Refer to thersmwverview’
for more details. Note the time you are expectedpend each
day and week and the assignment related to thetiquac
Important information, e.g. details on your supgiom, and the
date of the first day of the semester is availableu need to
gather together all this information in one plasach as your
diary or on a wall calendar. Whatever method yoooske to use
you should decide on and write in your own datesworking
through the course.

3. Once you have created your own practicum sckeddb
everything you can to stick to it. The major readioat students
fail is that they get behind with their course wafkyou get into
difficulties with your schedule, please let youtotuknow before
it is too late for help.

4, Turn to module 1 and read the introduction dreddbjectives for
the module.

5. Work through the module. The content of the nhediself has
been arranged to provide a sequence for you towolAs you
work through it, you will be instructed to read sees from other
sources. Use the module to guide your understanding

6. Keep an eye on the discussion board, up-toidédemation will
be continuously posted there.

7. Keep in mind that you will learn a lot by panpating in the
practicum, more so that it is a compulsory one,nstibyour
report no later than the due date.

13
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8. Review the objectives for each study moduleaiaficm that you
have achieved them. If you feel unsure about anythef
objectives, review the study materials or consalintutor.

9. When you are confident that you have achieveddutets
objectives you can then start on the new module.

10.  When you have been supervised pay particulantain to your
supervisor's comments, they will assist you to éoadead. Keep
to your schedule. Consult your tutor as soon a&sipte if you
have any questions or problems.

11. By the end of the practicum period, be prepdoedyour (final
grading) which centres on the comprehensive repbrithe
practicum activities.

Facilitators/Tutors and Tutorials

There are 8 hours of tutorials (Four-2-hour sesgipnovided in support
of this course. You will be notified of the datéisnes and location of
these tutorials, together with the name and phameber of your tutor,
as soon as you are allocated a tutorial group.

Your tutor will mark and comment on your assignmewep a close
watch on your progress and on any difficulties ywight encounter and
provide assistance to you during the course.

Do not hesitate to contact your tutor by telephamail, or discussion
board if you need help. The following might be aimtstances in which
you would find help necessary. Contact your tiftor

1. You do not understand any part of the study module

2. You have difficulty with the establishment or yaupervision

3 You have a question or problem with your tutors op@nt on an
assignment or with the grading of an assignment.

You should try your best to attend the tutorialsisTis the only chance
to have face to face contact with your tutor andeestions which are
answered instantly. You can raise any problem emeoed in the
course of your study. To gain the maximum benefdnmf course
tutorials, prepare a question list before attendivem, you will learn a
lot from participating in discussion actively.

Summary
EDA712 intends to acquaint you with the knowledge anccira of

educational management. Upon completing this couyea will be
equipped with the practical application and expexeof management

14
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principles and theories. You will be able to answeese kind of
guestions:

(1) What does practicum mean?

(2) What are the purposes for practicum in management?

(3) What are the major guidelines for any practicumesigmce?

(4) How would you plan for a practicum exercise?

(5)  What will happen during your first week of practic®

(6) How can you keep a log book?

(7)  What can you contribute to institutional managerfent

(8 How and why do you need supervision durning a pract

session?

(9) What do you do during the final days of your prein?

(10) What impact does institutional response have om poacticum
period?

Of course, the list of questions that you can anssvaot limited to the
above. To gain the most from this course, you shawyl to apply the
principles and adopt the guidelines that you haeenbtaught on
management and on worthy reports.

We wish you success with the course and hope thawwil find it both
interesting and useful. In the longer term, we hdpdas been a
memorable experience for you. We hope you enjoy ymguaintance
with the National Open University of Nigeria (NOUBhd we wish you
every success in the future.

15
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MODULE 1 THE CONCEPT AND GUIDELINES FOR
THE PRACTICE OF PRACTICUM

CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
3.1 The Meaning and Purposes of Practicum
3.1.1 Guidelines for the practice of Practicum
3.1.2 Relationship with the Establishment
3.1.3 Procedure for Commencement of the Practicum
3.1.4 Commencement of the Practicum
3.1.5 Participants’ Contribution to the Practice of
Management
3.1.6 Supervision of Practicum
3.1.7 Writing the Practicum Report
3.1.8 Winding up the Practicum
3.1.9 End of Practicum Formalities
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

Practicum in Educational Management is a practioalse designed for
students who wish to obtain the Masters degree ducé&tional
Administration and Planning. It is designed to depein the students
the relevant skills that are required of them ie ttmanagement of
educational institutions in the executive capacity.

This course is one of the first semester coursestife 700 level
programme of M.Ed Educational Administration andrfliing, and it is
a compulsory course. It is expected that studeititde able to broaden
their knowledge of educational management when #reyexposed to
the practice and realities of various institutions.

In this module, you will be given all the theoralicnformation about
the practicum. Such information will include ttaldéwing:

. The meaning and purposes of practicum

. Guidelines for the practicum exercise

. Procedures for the commencement of the practicum
. Commencement of practicum

19
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. Participants’ contribution to the practice of magiagnt
. Writing the practicum report

. Supervision

. Winding up the practicum

. End of practicum formalities

2.0 OBJECTIVES

At the end of this module, you should be able to:

. explain the meaning of practicum and the purposesvhich it
was introduced,;

. read and list the guidelines on the practicum ageyc

. describe the procedure for the commencement ofipuac;

. identify the various functions expected of themiwlyithe period
of practicum,;

. demonstrate an acquisition of basic managementiplas and
practices;

. illustrate how the management principles were prakized and
subsequently reported;

. discuss management principles and practices ggeilly with
C.E.O, school principals, heads of departmentssapérvisors

. write a final report of their experiences during thracticum
period.

3.0 MAIN CONTENT

3.1 The Meaning and Purposes of Practicum in Educatioria
Management

Practicum is an activity that has to do with thagbice of acquiring
knowledge and skills in a particular field or dioie. In the case of
Educational Management, the practicum is organigedassist the
students to gain experience and also expose thdhetactual practice
of the numerous theories and concepts, skills amtiples that might
have been studied during the course work. It ierdfore, an
experiential  skill-building/perceptorship  course ineducational
management.

Students shall be acquainted with all aspects ahimdtration in
educational institutions. It will be an enrichirexperience for the
student in areas of leadership, decision — malpfayning, organizing,
staffing, coordination and possibly budgeting whéne need arises.
The practicum period will also assist the studemtekhibit some
personal  characteristics and  qualities expected @n

20
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Administrator/Manager. Such qualities include migu tactfulness,
intelligence, kindness, sympathy, honesty, beingnsuterate,
accommodating and impartial as the case may beudeSts are,
therefore, to observe, study and evaluate the éidned administrators/
managers in the establishments that they are w@akilegt the practicum
in their activities and also to promote the qualy educational
management in these establishments.

3.1.1 Guidelines for the Practicum Exercise in Educationh
Management

The practicum exercise will be carried out for aiqu of six weeks in
the semester. During this time the student is exggeto be in the
organization 5 days of the week and for a minimdr bours a day.

Type of Establishment or Organization: it is adklsathat students
should identify educational institutions such as:

Ministry of Education

Local Government Secretariat/Local Government EtioicaAuthority
(LGEA)

State Universal Basic Education Board (SUBEB)

Zonal Schools Board/Education Districts

Secondary Schools

Primary Schools

Technical Schools

Universities

Colleges of Education

Polytechnics

Other Education Agencies such as WAEC, NECO, NERDC]J,
NABTEB, NIEPA

and Private Schools with a population of not I&sst1,000 students.

3.1.2 Relationship with the Establishment

By training, an administrator is expected to beeptiwe, polite, diligent,
friendly, trustworthy, warm and tactful; this lisf human relations
practices is inexhaustible. Therefore, it is expédhat all these will
find expression with the relationship of the studeand the
establishment where the practicum will take pla&tudents are
expected to establish good rapport with their oigjanization) to make
their stay or period of practicum a fruitful ongll laws and regulations
governing the establishment are binding on suathestis.

21
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3.1.3 Procedure for the Commencement of the Practim

A formal letter of introduction will be made avdila to students from
the National Open University of Nigeria. The stwidéas a duty to
identify an establishment among the recommended  catdunal
institutions. When a participant has secured aepla an establishment,
he/she has to inform the Study Centre Manager ef thme of the
institution, the time/period he/she will be avai@aland other relevant
information.

The student should negotiate with the institutiond position that will
enable him/her to practise effectively. These taraporary positions
meant for the period of the practicum exercise.

Examples of such positions are:

Administrative Officer, Duty-Master, House Mistrédsaister, Form
Masters, Public Relations Officer, Vice-Princip@ljidance Counsellor,
Acting Head of Department, School Inspector, Secyetat staff
meetings, Examination Officer, Games Master/Misyesd so on.

3.1.4 Commencement of the Practicum

The first week of the practicum is usually refertedas the week of
orientation. The participant/student has to famiie himself/herself
with the establishment. It is expected that whengérticipant officially
reports to the Chief Executive of the institutiong/she will be
introduced to the top hierarchy of the establishimend to other
important and relevant units or divisions. Thened administrator
needs to go a step further by being friendly witle people in the
establishment. By so doing, he gets to learn morthe environment
and the different functions. This will assist thieident to be able to
identify an institutional need where he/she canfugse.

In the absence of any immediate need, the studentid be thinking of
any new innovation that could be introduced to hatprove the
establishment. Sometimes, the head of the edtafdist could assign a
problematic task to the student. This should b@& seea challenge and
an opportunity to gain experience and put into ficacthe many
concepts, skills, principles and theories of mansgyg that have been
studied. It is also expected that the student @athblish good rapport
with the institution and the staff to assist himtaob on the spot
information clarification of problems and expecietly being involved
in solving such problems.

22
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Where it is possible, the student could share #mo@ of six weeks
among as many units as he/she desires to assksving a broader
experience and exposure. During the period ointateon, the student
has the opportunity to under-study the officers getl to know their
style of administration.

Keeping a Log Book: This is a very important adtivand it commences
immediately the practicum takes off. The studenéxpected to keep
this Log book in order to be able to record his/ihity activities in the

institution, whether favourable or otherwise fore tlsix weeks of

practicum.

3.1.5 Participants’ Contribution to the Practice of
Management

Apart from introducing new innovation, participargisould watch out
for these areas as a guide in writing or compilthgir reports and
experiences.

Students/pupils’ administration
Staffing

Curriculum management
Management of school facilities
Decision making process
Planning procedure

Human relations approach
Motivation practices
Leadership style and behaviour
10.  Supervision method

11. Routine works/duties

12. Records’ keeping

13. Staff evaluation

14. Student evaluation/examination
15. Institutional evaluation

16. Control and discipline method
17. Counselling services

18. Communication practices

19. Co-curricular activities

20.  Security and safety measures

©ooNOOA~WNE

3.1.6 Supervision of Practicum

This is an important aspect of the practicum eserciln order that the
institution, the student and the organizers offegramme benefit from
the practicum, it is imperative that an evaluatéxercise is carried out.
In this context, the tutor from the National Opemiérsity will visit the

23
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student on practicum at least twice. It is suggpkshat this visit should
come within the space of three weeks from the conwement of the

exercise when it is expected that the student wdiade stabilized

himself/herself. The second supervision could falkee during the 5th
or 6th week of the practicum exercise. The supgervis expected to
inspect the log book and based on report of daitywities, advise the

student in areas where there is need for improvemEne supervisor is
also expected to oversee the activities carriedbguhe student on the
day of the visit so as to practically assess theesit on the spot. All

such comments are meant to improve the activitesughout the

period. The student should make it a duty to keestipervisor at least
twice before the end of the practicum period. thirghe early weeks of
commencement and second in the latter weeks @Xéeeise. This is to
assist in solving any problem that the student wayfront. There is

also an internal assessment to be conducted byh#ael of the

institution, so that the student can have a fasessment, altogether.
There are two different forms designed specificédythe supervision;

forms A and B, for the external and internal susans respectively.

3.1.7 Writing the Practicum Report (Format)
This report is to be written by the student. kexpected to be a build-up

of all the events that took place during the sixkgeof the practicum
and to come up under the following sub-headings:

1. Introduction

2. Profile of the Organisation including instrumetestablishment
and its organisation of administration

3. Operational functions of the Organisation

4. Schedules on Attachment to reflect the majoistims under
which the student worked

5. Observations

6. Conclusion

7 Recommendation.

The report should be submitted in triplicate neédahan one week after
the end of the practicum period. The complete negbould be
processed and neatly bound.

3.1.8 Winding up the Practicum
Just as a familiarization/orientation process wasleutaken at the
beginning of the practicum exercise, it is also engpive to wind up the

practicum by going to the sections, or departmémtsmform the staff
members about the completion of the practicum.
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There should be an organised formal meeting with hlead of the
establishment, the heads of department and othisoeel where need
be. The student should be able to write an offrgport to formally end
the practicum exercise.

3.1.9 End of Practicum Formalities

At the end of the practicum period of six weeks timiversity will
appreciate a letter of certification from the eb&ment where the
student had the practicum.

Such a letter would be used as an official evideofc¢he student’'s
participation and attendance at the institution.

Also, at the end of the Practicum and its evalmatitbe Study Centre
Director is to forward the underlisted to the De&anhool of Education,
National Open University of Nigeria, HeadquarteYsctoria Island,
Lagos:

1. Log Book
2. Supervisors’ Report (Internal and External)
3. Student’s Report.

4.0 CONCLUSION

Management has become the central activity of amgrprise. It
determines the rate and quality of progress ottlterprise as well as its
effectiveness.

In more specific terms, and from the point of vietvwhat is usually
referred to as administrative process or managefueantion, it implies
directing, planning, programming, personnel and imgent
management, output and time control, the conductnegtings and
communication in all feasible directions.

Educational administration is important both asuenén activity and as
an intellectual discipline. Therefore, practicum ieducational
management is to provide prospective practitiongith some basic
tools in the field of administration.

Finally, it is necessary to state that educatiom&nagement and
educational administration are terms used intergbalbly, because the
processes of administration and management aréidely defined by
their functional elements.
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5.0 SUMMARY

In this module, we have been able to discuss theusaspects of the
theoretical background to the course on practicimeducational
management. We examined its meaning and purptseguidelines,

procedure, commencement, participation and corttobwf the student,
the place of supervision, and the writing of thagbicum report.

6.0 TUTOR-MARKED ASSIGNMENT

1. Give a comprehensive definition of practicum in eatonal
management.

2. Why is practicum a necessity in educational managg?n

3. Highlight the procedure involved in carrying out saiccessful
practicum exercise.

7.0 REFERENCES/FURTHER READING

Adesina Segun (1981). Some Aspects of School Mamagt. Lagos:
Educational Industries Nigeria Ltd.
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MODULE 2 UNDERSTANDING THE LOG BOOK AND
PRACTICUM EVALUATION FORMAT

CONTENTS

1.0 Introduction

2.0 Objectives

3.0 Main Content

3.1 Sample of a Log Book

3.1.1 Letter of Introduction to the Establishment
3.1.2 Evaluation form (A)
3.1.3 Evaluation form (B)

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

This is the second module for the course on Pratticn Educational
Management. In this module there is information the many
documents needed for the practicum exercise. Be@list of some of
the documents:

3.1 Sample of a Log Book
3.2  Letter of introduction to an establishment

3.3 Evaluation form (A) for the course tutors
3.4  Evaluation form (B) for the Head of establishment

2.0 OBJECTIVES
At the end of this module, you should be able to:

. read and understand the Log Book
. use the Log Book appropriately during the practiqerod.

3.0 MAIN CONTENT
3.1 Sample of a Log Book
3.2 Letter of Introduction to the Establishment

3.3  Evaluation form (A)
3.4  Evaluation form (B)
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4.0 CONCLUSION

This second module is used as an information mottul@cquaint the

student with all the needed items for a successfiglagement in the
practicum exercise. It is advisable that studebtsin the introduction

letters to be presented to the establishment af ¢theice, and possibly

get a response. It is also important that a studkatld possess a log
book obtainable from the university. All theseoefé are meant to assist
the student and the institution to fulfill its alpitions to the course.

5.0 SUMMARY
We have been able to provide you with all the ratevutems necessary

for the commencement of the practicum in EducatiMenagement, as
specified in module II.

6.0 TUTOR-MARKED ASSIGNMENT

1. Distinguish between practicum log book and evatuatorm.

2. What are the nexus between weekly progress chdrgzeduation
form.

7.0 REFERENCES/FURTHER READING

Adesina, S. (1981). Some Aspects of School Managénhagos:
Educational Industries Nigeria Ltd.
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National Open University of Nigeria,
Lagos

STUDENTS PRACTICUM IN EDUCATIONAL MANAGEMENT

PRACTICUM LOG BOOK
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PRACTICUM LOG BOOK

a.

30

This book is to assist the student to keep recoftlse practicum.
It will show the institution and departments or tanihich the
student has worked and the period of time spendmel details
of the student.

The daily administrative/managerial activities aarout during
the practicum period are to be recorded and kejpbgate.

The student is expected to present the log-bookthe
organisation-based internal supervisor/administraémd the
University (external) supervisor for assessmentaftents and
progress.

Both the organisation-based internal supervisoriaidinator and
the University supervisor are expected to make cenimin
relevant sections of the log-book.

The student is expected to submit the log-bookisthar Study
Centre Coordinator, together with his/her final ap not later
than a week after the end of the Practicum Exercise
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STUDENT'S DETAILS

1 NAME OF STUDENT ...
2 MATRICULATION NUMBER ...,
3 PROGRAMME/COURSE OF STUDY ......ccviiiiiiiiiiie e,
4 ACADEMIC YEAR OF PRACTICUM ...
5 PLACE OF ATTACHMENT FOR PRACTICUM ..................
6 NAME OF INTERNAL SUPERVISOR..........cccooiin
7 NAME OF EXTERNAL SUPERVISOR..........cccoiiiiiins

Passport
Photograph

(ID. NUMBER)
OR

MATRICULATION NUMBER
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1
WEEKLY PROGRESS CHART: WEEK NO ...............
DATE ADMINISTRATIVE / ADMINISTRATIVE /
MANAGERIAL MANAGERIAL
ACTIVITIES ACTIVITIES
OBSERVED UNDERTAKEN
MONDAY
TUESDAY
WEDNESDAY
THURSDAY
FRIDAY
SUMMARY
General Comment by Student ...,

StUAENT'S SIGNATUIE ...ttt e e e e e e e e e

Comment by the organisation-based supervisor/agdiréor .............
I =10 0 P
Signature and Date: .......oooiiiiiiiii i
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SCHOOL OF EDUCATION
NATIONAL OPEN UNIVERSITY OF NIGERIA, LAGOS

MODULE 2

PRACTICUM EVALUATION FORM (B) FOR ORGANISATION-
BASED INTERNAL SUPERVISOR

1. NamMe Of StUAENT . ... oo e e e e e e e,

2. Matriculation No

3. Programme/Course of StUdY .......coovviiiiiiiiiii e,

4. Academic Year (of Practicum)

5. Place of Attachment for Practicum

ASSESSMENT
Scores
SIN Evaluation Criteria 3 Remarks
1. Attendance/Punctuality
2. Mastery of Administrative
Skills
3. Cognitive Skills
4, Human Relations
5. Innovative Contributions
Total
GeneEral CoOMMENT: ...t e e e e e e e e e e

Name of Internal Supervisor

Signature and Date

33



EDA712 PRACTICUM IN EDUCATION MANAGEMENT

SCHOOL OF EDUCATION
NATIONAL OPEN UNIVERSITY OF NIGERIA LAGOS

PRACTICUM EVALUATION FORM (A) FOR COURSE
TUTORS/EXTERNAL SUPERVISOR

1. NAME Of STUACNT . .ottt et e e e e e e e e e
2. MatriCUIAtioN NO... ..o e e e

3. Programme/Course of Study .......coovviiiiiiiiiiii e,

4. Academic Year (0f Practicum)..........cocovviviiiiiiiiniiiinneen,
5. Place of Attachment for Practicum ...............c.ccoiiiinnnn.
ASSESSMENT
Scores
S/N Evaluation Criteria 1 2 Remarks
1. Attendance/Punctuality
2. Personality: Composure, Neatness /
Dressing
3. Participation: Level of Commitment
4, Human Relations: Friendly, warm,
considerate, polite and cooperative
5. Emotional Stability
6. Mental Alertness
7. Mastery of Administrative Skills
8. Effective Use of Log Book
9. Major Contribution
10. | Any New Innovation
Total
General CommMEeNt: ... e
Name of External SUPErVISOr .........coviie i
Signature and Date..........coooiii i
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School of Education
National Open University of
Nigeria
14/16 Ahmadu Bello Way
Victoria Island

Lagos

Dear Sir/Madam
LETTER OF INTRODUCTION TO YOUR ESTABLISHMENT

The bearer of this letter Mr./Mrs. .......coooiiiiiiiiii e sa

post-graduate student in the School of EducatiothefNational Open
University of Nigeria. As part of the requiremerits the award of
M.Ed Educational Administration and Planning, tihedent is expected
to attend a practicum period of six weeks to expose/her to the
practice of educational management.

We shall be grateful if your institution will obkgto engage the student
for this period of time.

Thank you in anticipation of your cooperation.

Study Centre Director
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MODULE 1 THE CONCEPT AND GUIDELINES FOR
THE PRACTICE OF PRACTICUM

CONTENTS

8.0 Introduction

9.0 Objectives

10.0 Main Content

10.1 The Meaning and Purposes of Practicum
10.1.1Guidelines for the practice of Practicum
10.1.2Relationship with the Establishment
10.1.3Procedure for Commencement of the Practicum
10.1.4Commencement of the Practicum
10.1.5Participants’ Contribution to the Practice of
Management

10.1.6Supervision of Practicum
10.1.7Writing the Practicum Report
10.1.8Winding up the Practicum
10.1.9End of Practicum Formalities

11.0 Conclusion

12.0 Summary

13.0 Tutor-Marked Assignment

14.0 References/Further Reading

8.0 INTRODUCTION

Practicum in Educational Management is a practioalse designed for
students who wish to obtain the Masters degree ducé&tional
Administration and Planning. It is designed to depein the students
the relevant skills that are required of them ie ttmanagement of
educational institutions in the executive capacity.

This course is one of the first semester coursestife 700 level
programme of M.Ed Educational Administration andrfliing, and it is
a compulsory course. It is expected that studeititde able to broaden
their knowledge of educational management when #reyexposed to
the practice and realities of various institutions.

In this module, you will be given all the theoralicnformation about
the practicum. Such information will include ttaldéwing:

. The meaning and purposes of practicum

. Guidelines for the practicum exercise

. Procedures for the commencement of the practicum
. Commencement of practicum
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. Participants’ contribution to the practice of magiagnt
. Writing the practicum report

. Supervision

. Winding up the practicum

. End of practicum formalities

9.0 OBJECTIVES

At the end of this module, you should be able to:

. explain the meaning of practicum and the purposesvhich it
was introduced,;

. read and list the guidelines on the practicum ageyc

. describe the procedure for the commencement ofipuac;

. identify the various functions expected of themilyithe period
of practicum,;

. demonstrate an acquisition of basic managementiplas and
practices;

. illustrate how the management principles were prakized and
subsequently reported;

. discuss management principles and practices géellly with
C.E.O, school principals, heads of departmentssapérvisors

. write a final report of their experiences during thracticum
period.

10.0 MAIN CONTENT

10.1 The Meaning and Purposes of Practicum in Educatiora
Management

Practicum is an activity that has to do with thagbice of acquiring
knowledge and skills in a particular field or dioie. In the case of
Educational Management, the practicum is organigedassist the
students to gain experience and also expose thdhetactual practice
of the numerous theories and concepts, skills amtiples that might
have been studied during the course work. It ierdfore, an
experiential  skill-building/perceptorship  course ineducational
management.

Students shall be acquainted with all aspects ahimdtration in
educational institutions. It will be an enrichirexperience for the
student in areas of leadership, decision — malpfayning, organizing,
staffing, coordination and possibly budgeting whéne need arises.
The practicum period will also assist the studemtekhibit some
personal  characteristics and  qualities expected @n
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Administrator/Manager. Such qualities include migu tactfulness,
intelligence, kindness, sympathy, honesty, beingnsuterate,
accommodating and impartial as the case may beudeSts are,
therefore, to observe, study and evaluate the éidned administrators/
managers in the establishments that they are wakilegt the practicum
in their activities and also to promote the qualy educational
management in these establishments.

10.1.1Guidelines for the Practicum Exercise in Educationh
Management

The practicum exercise will be carried out for aiqu of six weeks in
the semester. During this time the student is exggeto be in the
organization 5 days of the week and for a minimd bours a day.

Type of Establishment or Organization: it is adklsathat students
should identify educational institutions such as:

Ministry of Education

Local Government Secretariat/Local Government EtioicaAuthority
(LGEA)

State Universal Basic Education Board (SUBEB)

Zonal Schools Board/Education Districts

Secondary Schools

Primary Schools

Technical Schools

Universities

Colleges of Education

Polytechnics

Other Education Agencies such as WAEC, NECO, NERDC]J,
NABTEB, NIEPA

and Private Schools with a population of not I&sst1,000 students.

10.1.Relationship with the Establishment

By training, an administrator is expected to beeptiwe, polite, diligent,
friendly, trustworthy, warm and tactful; this lisf human relations
practices is inexhaustible. Therefore, it is expédhat all these will
find expression with the relationship of the studeand the
establishment where the practicum will take pla&tudents are
expected to establish good rapport with their oigjanization) to make
their stay or period of practicum a fruitful ongll laws and regulations
governing the establishment are binding on suathestis.
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3.1.3 Procedure for the Commencement of the Practim

A formal letter of introduction will be made avdila to students from
the National Open University of Nigeria. The stwidéas a duty to
identify an establishment among the recommended  catdunal
institutions. When a participant has secured aepla an establishment,
he/she has to inform the Study Centre Manager ef thme of the
institution, the time/period he/she will be avai@aland other relevant
information.

The student should negotiate with the institutiond position that will
enable him/her to practise effectively. These taraporary positions
meant for the period of the practicum exercise.

Examples of such positions are:

Administrative Officer, Duty-Master, House Mistrédsaister, Form
Masters, Public Relations Officer, Vice-Princip@ljidance Counsellor,
Acting Head of Department, School Inspector, Secyetat staff
meetings, Examination Officer, Games Master/Misyesd so on.

3.1.6 Commencement of the Practicum

The first week of the practicum is usually refertedas the week of
orientation. The participant/student has to famiie himself/herself
with the establishment. It is expected that whengérticipant officially
reports to the Chief Executive of the institutiong/she will be
introduced to the top hierarchy of the establishimend to other
important and relevant units or divisions. Thened administrator
needs to go a step further by being friendly witle people in the
establishment. By so doing, he gets to learn morthe environment
and the different functions. This will assist thieident to be able to
identify an institutional need where he/she canfugse.

In the absence of any immediate need, the studentid be thinking of

any new innovation that could be introduced to hatprove the

establishment. Sometimes, the head of the edtafdist could assign a
problematic task to the student. This should b@& seea challenge and
an opportunity to gain experience and put into ficacthe many

concepts, skills, principles and theories of mansgyg that have been
studied. It is also expected that the student @athblish good rapport
with the institution and the staff to assist himtaob on the spot

information clarification of problems and expecietly being involved

in solving such problems.
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Where it is possible, the student could share #mo@ of six weeks
among as many units as he/she desires to assksving a broader
experience and exposure. During the period ointateon, the student
has the opportunity to under-study the officers getl to know their
style of administration.

Keeping a Log Book: This is a very important adtivand it commences
immediately the practicum takes off. The studenéxpected to keep
this Log book in order to be able to record his/ihity activities in the

institution, whether favourable or otherwise fore tlsix weeks of

practicum.

3.1.7 Participants’ Contribution to the Practice of
Management

Apart from introducing new innovation, participargisould watch out
for these areas as a guide in writing or compilthgir reports and
experiences.

21.  Students/pupils’ administration
22. Staffing

23.  Curriculum management

24. Management of school facilities
25. Decision making process

26. Planning procedure

27. Human relations approach

28. Motivation practices

29. Leadership style and behaviour
30. Supervision method

31. Routine works/duties

32. Records’ keeping

33. Staff evaluation

34. Student evaluation/examination
35. Institutional evaluation

36. Control and discipline method
37. Counselling services

38. Communication practices

39. Co-curricular activities

40. Security and safety measures

3.1.6 Supervision of Practicum
This is an important aspect of the practicum eserciln order that the
institution, the student and the organizers offegramme benefit from

the practicum, it is imperative that an evaluatéxercise is carried out.
In this context, the tutor from the National Opemiérsity will visit the
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student on practicum at least twice. It is suggpkshat this visit should
come within the space of three weeks from the conuement of the

exercise when it is expected that the student wdiade stabilized

himself/herself. The second supervision could falkee during the 5th
or 6th week of the practicum exercise. The sugervis expected to
inspect the log book and based on report of daitywities, advise the

student in areas where there is need for improvemEne supervisor is
also expected to oversee the activities carriedbguhe student on the
day of the visit so as to practically assess theesit on the spot. All

such comments are meant to improve the activitesughout the

period. The student should make it a duty to keestipervisor at least
twice before the end of the practicum period. thirgshe early weeks of
commencement and second in the latter weeks @Xéeeise. This is to
assist in solving any problem that the student wayfront. There is

also an internal assessment to be conducted byh#ael of the

institution, so that the student can have a fasessment, altogether.
There are two different forms designed specificédythe supervision;

forms A and B, for the external and internal susans respectively.

3.1.7 Writing the Practicum Report (Format)
This report is to be written by the student. kexpected to be a build-up

of all the events that took place during the sixkgeof the practicum
and to come up under the following sub-headings:

1. Introduction

2. Profile of the Organisation including instrumetestablishment
and its organisation of administration

3. Operational functions of the Organisation

4. Schedules on Attachment to reflect the majoistims under
which the student worked

5. Observations

6. Conclusion

7 Recommendation.

The report should be submitted in triplicate neédahan one week after
the end of the practicum period. The complete negbould be
processed and neatly bound.

3.1.8 Winding up the Practicum
Just as a familiarization/orientation process wasleutaken at the
beginning of the practicum exercise, it is also engpive to wind up the

practicum by going to the sections, or departmémtsmform the staff
members about the completion of the practicum.
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There should be an organised formal meeting with hlead of the
establishment, the heads of department and othisoeel where need
be. The student should be able to write an offrgport to formally end
the practicum exercise.

3.1.1CEnd of Practicum Formalities

At the end of the practicum period of six weeks timiversity will
appreciate a letter of certification from the eb&ment where the
student had the practicum.

Such a letter would be used as an official evideofc¢he student’'s
participation and attendance at the institution.

Also, at the end of the Practicum and its evalmttbe Study Centre
Director is to forward the underlisted to the De&anhool of Education,
National Open University of Nigeria, Headquarte¥sctoria Island,
Lagos:

1. Log Book
2. Supervisors’ Report (Internal and External)
3. Student’s Report.

11.0 CONCLUSION

Management has become the central activity of amgrprise. It
determines the rate and quality of progress ottiterprise as well as its
effectiveness.

In more specific terms, and from the point of vietvwhat is usually
referred to as administrative process or managefuention, it implies
directing, planning, programming, personnel and imgent
management, output and time control, the conductnegtings and
communication in all feasible directions.

Educational administration is important both asuenén activity and as
an intellectual discipline. Therefore, practicum ieducational
management is to provide prospective practitiongith some basic
tools in the field of administration.

Finally, it is necessary to state that educatiom&nagement and
educational administration are terms used intergbalbly, because the
processes of administration and management aréidely defined by
their functional elements.
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12.0 SUMMARY

In this module, we have been able to discuss theusaspects of the
theoretical background to the course on practicimeducational
management. We examined its meaning and purptseguidelines,

procedure, commencement, participation and corttobwf the student,
the place of supervision, and the writing of thagbicum report.

13.0 TUTOR-MARKED ASSIGNMENT

4. Give a comprehensive definition of practicum in eational
management.

5. Why is practicum a necessity in educational managgn

6. Highlight the procedure involved in carrying out saiccessful
practicum exercise.

14.0 REFERENCES/FURTHER READING

Adesina Segun (1981). Some Aspects of School Mamagt. Lagos:
Educational Industries Nigeria Ltd.
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MODULE 2 UNDERSTANDING THE LOG BOOK AND
PRACTICUM EVALUATION FORMAT

CONTENTS

8.0 Introduction

9.0 Objectives

10.0 Main Content

10.1 Sample of a Log Book

10.1.1Letter of Introduction to the Establishment
10.1.2Evaluation form (A)
10.1.3Evaluation form (B)

11.0 Conclusion

12.0 Summary

13.0 Tutor-Marked Assignment

14.0 References/Further Reading

2.0 INTRODUCTION

This is the second module for the course on Pratticn Educational
Management. In this module there is information the many
documents needed for the practicum exercise. Be@list of some of
the documents:

3.5 Sample of a Log Book
3.6 Letter of introduction to an establishment

3.7 Evaluation form (A) for the course tutors
3.8 Evaluation form (B) for the Head of establishment

2.0 OBJECTIVES
At the end of this module, you should be able to:

. read and understand the Log Book
. use the Log Book appropriately during the practiqerod.

8.0 MAIN CONTENT
8.1 Sample of a Log Book
3.2 Letter of Introduction to the Establishment

3.3  Evaluation form (A)
3.4  Evaluation form (B)
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9.0 CONCLUSION

This second module is used as an information mottul@cquaint the

student with all the needed items for a successfiglagement in the
practicum exercise. It is advisable that studebtsin the introduction

letters to be presented to the establishment af ¢theice, and possibly

get a response. It is also important that a studkatld possess a log
book obtainable from the university. All theseoefé are meant to assist
the student and the institution to fulfill its alpitions to the course.

10.0 SUMMARY

We have been able to provide you with all the ratevutems necessary
for the commencement of the practicum in EducatiMenagement, as
specified in module II.

11.0 TUTOR-MARKED ASSIGNMENT

3. Distinguish between practicum log book and evatuatorm.

4. What are the nexus between weekly progress chdrgzeduation
form.

12.0 REFERENCES/FURTHER READING

Adesina, S. (1981). Some Aspects of School Managénhagos:
Educational Industries Nigeria Ltd.
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National Open University of Nigeria,
Lagos

STUDENTS PRACTICUM IN EDUCATIONAL MANAGEMENT

PRACTICUM LOG BOOK
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PRACTICUM LOG BOOK

f.

50

This book is to assist the student to keep recoftlse practicum.
It will show the institution and departments or tanihich the
student has worked and the period of time spentémel details
of the student.

The daily administrative/managerial activities aarout during
the practicum period are to be recorded and ke gate.

The student is expected to present the log-bookthe
organisation-based internal supervisor/administraémd the
University (external) supervisor for assessmentaftents and
progress.

Both the organisation-based internal supervisoriaidinator and
the University supervisor are expected to make cenimin
relevant sections of the log-book.

The student is expected to submit the log-bookisthar Study
Centre Coordinator, together with his/her final ap not later
than a week after the end of the Practicum Exercise
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STUDENT'S DETAILS

1 NAME OF STUDENT ...
2 MATRICULATION NUMBER ...,
3 PROGRAMME/COURSE OF STUDY ..o
4 ACADEMIC YEAR OF PRACTICUM ...
5 PLACE OF ATTACHMENT FOR PRACTICUM ..................
6 NAME OF INTERNAL SUPERVISOR...........cooiiin
7 NAME OF EXTERNAL SUPERVISOR.........ccccoiiiiiiins

Passport
Photograph

(ID. NUMBER)
OR

MATRICULATION NUMBER
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1
WEEKLY PROGRESS CHART: WEEK NO ...............
DATE ADMINISTRATIVE / ADMINISTRATIVE /
MANAGERIAL MANAGERIAL
ACTIVITIES ACTIVITIES
OBSERVED UNDERTAKEN
MONDAY
TUESDAY
WEDNESDAY
THURSDAY
FRIDAY
SUMMARY
General Comment by Student ...,

StUAENT'S SIGNATUIE ...ttt e e e e e e e e e

Comment by the organisation-based supervisor/agdiréor .............
I =10 0 P
Signature and Date: .......oooiiiiiiiii i
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PRACTICUM EVALUATION FORM (B) FOR ORGANISATION-
BASED INTERNAL SUPERVISOR

1. NamMe Of StUAENTL . ... oo e e e e e e

2. Matriculation No

3. Programme/Course of StUdY .......coovviiiiiiiiiii e,

4. Academic Year (of Practicum)

5. Place of Attachment for Practicum

ASSESSMENT
Scores
SIN Evaluation Criteria 3 Remarks
1. Attendance/Punctuality
2. Mastery of Administrative
Skills
3. Cognitive Skills
4, Human Relations
5. Innovative Contributions
Total
GeneEral CoOMMENT: ...t e e e e e e e e e e

Name of Internal Supervisor

Signature and Date
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SCHOOL OF EDUCATION
NATIONAL OPEN UNIVERSITY OF NIGERIA LAGOS

PRACTICUM EVALUATION FORM (A) FOR COURSE
TUTORS/EXTERNAL SUPERVISOR

1. NAME Of STUACNT . .ottt et e e e e e e e e e
2. MatriCUIAtioN NO... ..o e e e

3. Programme/Course of Study .......coovviiiiiiiiiiii e,

4. Academic Year (0f Practicum)..........cooovviiiiiiiiiiniininneen,
5. Place of Attachment for Practicum ...............c.ccoiiiinnnn.
ASSESSMENT
Scores
S/N Evaluation Criteria 1 2 Remarks
1. Attendance/Punctuality
2. Personality: Composure, Neatness /
Dressing
3. Participation: Level of Commitment
4, Human Relations: Friendly, warm,
considerate, polite and cooperative
5. Emotional Stability
6. Mental Alertness
7. Mastery of Administrative Skills
8. Effective Use of Log Book
9. Major Contribution
10. | Any New Innovation
Total
General CommMEeNt: ... e
Name of External SUPErVISOr .........coviie i
Signature and Date..........coooiii i
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EDA712 MODULE 2

School of Education
National Open University of
Nigeria
14/16 Ahmadu Bello Way
Victoria Island

Lagos

Dear Sir/Madam
LETTER OF INTRODUCTION TO YOUR ESTABLISHMENT

The bearer of this letter Mr./Mrs. .......coooiiiiiiiiii e sa

post-graduate student in the School of EducatiothefNational Open
University of Nigeria. As part of the requiremerits the award of
M.Ed Educational Administration and Planning, tihedent is expected
to attend a practicum period of six weeks to expose/her to the
practice of educational management.

We shall be grateful if your institution will obkgto engage the student
for this period of time.

Thank you in anticipation of your cooperation.

Study Centre Director
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