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Introduction

EDU412 Principles of Educational Management is a 48@l, second semester
course. It is a two credit unit course for all €ot offering B.A (Ed), B.Sc (Ed)
Education. The course is also suitable faryoae who wants to learn about the
management of education at any level.

The course exposes you to an undeistgndof many of the concepts of
Educational management and its application the administration of educational
institutions. It will also assist school adisirators to be able to apply these
concepts to the tasks and roles that theyfopn as school heads and chief
executives in the education sector.

The course consists of sixteen units in éhmnodules and a course guide. The
course takes you through the meaningd abasic concepts in educational
administration, the development of admmisbn, leadership in educational
institutions, supervision of instruction, educatiblaw and control of education in

Nigeria, organization of ministries of educatidme functions of the state ministry

of education, the functions of the State nry Education Board (SPEB) and
other boards of education in Nigeria, school plampping and maintenance and

planning of school plant. So also the course tajai through school records, the

school time-table, school budget, discplinand the school - community
relationship.

This Course Guide tells you briefly what treourse is all about, what course
materials you will be using and how you lwivork your way through these
materials. It suggests some general guideforesthe amount of time you should

spend on each unit of the course for its successiubpletion.

The Course Guide also gives you some guidance ontytor-marked assignment
which will be available at the end of every uilihere are regular tutorial classes
that are linked to the course at designated cetltewmaghout the country. You are

advised to attend tutorial sessions at designastieclose to you.

What You Will Learn in this Course

The overall aim of EDU412:Principles of EducatioNMdnagement is to introduce

basic concepts of Educational management and atdqgrei with some important

skills needed for the application of knowledg# educational managementto the
day-to-day activities in educational organisations.

An understanding of this course is Vvital beeau$ servesas a framework for the
application of educational management knowledge administration and other
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activities in  educational in stitutions. Frontime-to-time, Educational
administrators need to make de cisions, whitly include interpretation of the

policies and programmes of government of the cguar they affect educational
institutions. During this course, you will learbaaut educational management as a

concept and the roles expected of EducatioAdministrators in applying these

concepts to daily school activities, such sshool records, education law and
control of education in Nigeria, functions dftate primary education board and

other boards in the education industry ingedia, school records and school
budgets.

The course willexpose you to an understamdirvarious types of management
support systems available for educational managkish can assist in arriving at

a decision without time wastage. Specific refeeewill be made to other uses of
educational management.

Course Aims

The aim of the course can be summarized as follawsrovide students with an
understanding of the concepts which underlite use of the knowledge of
educational management to enable educatiomhingstrators to evaluate the
appropriate usage of management techniques, analyze the influence of
educational management to educational organisationsto plan and manage the

available records in the school. The course alss & explain:

I. the meaning of Management and basic concejtseducational
administration;

il. the functions of school administrators andaligies of school
administrators;

lii.  the various types of school administrators;

iv.  the various types of leadership styles we have

V. the factors influencing the choice of leatgrstyle adopted by a school
leader;

vi.  the concept of supervision and inspection;

vii.  the history of supervision in Nigeria;

viii. the reasons why instructional supervisiomisiwust in Nigerian schools;

iX. the various forms of inspection;

X the challenges of supervision of instruction in &tig;

Xi the evolution of education laws in Nigeria;

xii  the functions of the Federal and States mirm@stof education in Nigeria;

xiii  the reasons for the establishment of Statm&ty Education Board

xiv  the functions of NUC, NCCE, and NBTE;

xv  the meaning of school plant, school magpiand
management of school plant;
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xvi  the principle s of school plant planning;

xvii  the stages in volved in the provision of schplant;

xviii - the solutions to the problem of school plamiintenance;

xix  the importance of school records;

xX  the reasons for keeping school records;

xXi  the various types of records kept in the s¢hoo

xXii  the importance of school time-table;

xxiii the meaning of a school budget andthuods of preparing
school budget;

xxiv the importance and challenges of school btidge

xxv  the meaning and causes of acts of indisciphneur schools;

xxvi ways of controlling the act of indiscipline the schools;

xxvii the roles of the school to the community dhd roles of the
community to the school

Course Objectives

To achieve the aims set out, the course sets lbwbjactives. Each unit also has
specific objectives at the beginning of thmit; you should read them carefully
before you start working through the unit. Yoay wantto refer tothem during
your study of the unit to check on your progré&su should also look at the unit

objectives after completing a unit. In doirgp, you will be sure that you have
followed the instructions in the unit.

Below are the wider objectives of the couras a whole. By meeting these

objectives, you should have achieved the aimsetturse.

On successful completion of the course, you shbaldble to:

. define management, administration, organizatiamd educational
administration;

. explain the functions of educational administration

. distinguish between management and educationalnggtnaition;

. explain the characteristics of organisation;

enumerate the principles of organisation
define leadership and leadership styles;
identify the various types of leadership es$ylthat can be adopted by
educational administrator;

. distinguish between supervision and inspection;
. define supervision of instruction and explain tlhegose of supervision of
inspection;
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explain the various forms of inspection we haaed the challenges facing
supervision of instruction ;

suggests solution to the identified challenges;

distinguish between law and rule; written amhwritten law and statutory
and customary laws

trace the history of education law in Nigeria;

distinguish between federal and state ministrydofoation;

draw the organogram of the federal and state mynigteducation;

explain the functions of the federal and state stipiof education;

explain the reason why SPEB is needed;

explain the importance of NUC, NCCE, and NBTE igéha;

trace the historical development of NUC in Nigeria;

define school plant, school mapping and managenfesthool plant;

give reasons why school plant must be maintained;

highlight the various types of school plant maimtece;

define school plant planning;

list the principles of school plant planning artle process of arriving at
logical school plant facilities;

mention the types of spaces expected to be provatest the school site;
explain the constraints militating against schoaintenance;

explain the meaning of a school record;

explain the reasons why records are kept in thedgh

mention the various records on the statutory amdstatutory lists;

list some vital records in the school and theirsuse

mention the usefulness of admission register;

define the school time-table;

mention the importance of the school time-table;

mention the various types of time-table;

highlight the guidelines to be followed in consting a school time-table;
explain the steps to be followed byhasd head to ensure school
effectiveness through effective school time-table;

distinguish between budget and school budget;

list the purpose of a school budget;

explain the various method to be followed preparation of a school
budget;

highlight the challenges facing the school heads preparing a workable
school budget;

define indiscipline;

mention some act of indiscipline among Nigerianlesicence;

discuss the various causes of indiscipline in Nageschools;

suggest what school heads can do to ensure diggiplischools;
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. give a brief definition of a school and a community
. list two types of communi ty;

. highlight the roles of community to the school,

. highlight the roles of school to the community ;

discuss the factors influencing the school comnyurglationship;

Working through this Course

To complete this course, you are required rémd all the studyunits in the study
material, read other related books and otheaterials provided by the National
Open University of Nigeria (NOUN). Each unhas self assessment practice
exercises, and at regular intervals in theurge, you are required to submit
assignments/exercises for assessment purposdge And of the course, is a final

examination. The course should take you ab@6t weeks in total to complete.

Below, you will find listed all the componentstbe course, what you have to do

and how you should allocate your time to each imnitrder to complete the course
successfully on time.

Units Titles of Work Number of
Weeks to
Qppnd

Module 1 THE CONCEPT OF ADMINISTR ATION AND
INSTRUCT I0ON

Units 1 Definition and Interpretation of |Basicl
Concepts

Unit 2 The Development of Administration 1

Unit 3 L eadership in Educational Institution 1

Unit 4 Supervision of Instruction (1) 1

Unit 5 Supervision of Instruction (2) 1

Module 2 EDUCATION LAWS AND SCHOOL PLANT

Unit 1 Education Law and Control o¢f 1
Education in Nigeria

Unit 2 Organisation of the Ministry of 1
Education

Unit 3 Functions of the State Primgry 1

Education Board and Other Bogrds of
Education/Commission in Nigeria

Unit 4 School Plant, Mapping and Maintenance 1
Unit 5 Planning of School Plant 1
1
Module 3 SCHOQOI RECORDS AND ADMINISSTRATION
Unit 1 | Schoal Recards ) | 1
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Unit 2 School Records (1) 1
Unit 3 The School Time- Table 1
Unit 4 The School Time-Table 1
Unit 5 Discipline and the Schopl 1
Administration
Unit 6 School — Communities Relationship
Total 16

Each study unit consists of one to two wgeekork, and includes introduction,
objectives, reading materials, exercisespnclusion, summary, tutor-marked
assignments (TMAs), references/further readings.In general, these
exercise/practice questions, test you on the nadgeyou have just covered and to
reinforce your understanding of the material®gether with the tutor- marked
assignments, these exercises will assist you achieving the stated learning
objectives of the individual units and of the caurs

Assessment

There are three aspects to the assessmentheofcourse; the first is the self
assessment/practice, the secondis the tutddemhaassignments; and the third is
the end of the semester written examination.

In tackling the assignments, you are advided be sincere in attempting the
exercises/practices; you are expected to aphly information, knowledge and
techniques gathered during the course. The assigsmaist be submitted to your

tutor for formal assessmentin accordance witle deadlines set by the authority
of the National Open of Nigeria (NOUN). Thwtor-marked assignments you
submit to your tutor will count for 30% of your &tcourse mark.

At the end of the course, you will need to sitddinal written examination of two
hours duration. This examination will alsounb for 70% of your total course
mark.

Tutor-Marked Assignment

You are to contact your study centre toollect the approved tutor marked
assignment for the semester. You are advisedattempt and submit all the tutor
marked assignments given to you at the study cehieebest three will be counted

for you. Each assignment counts 10% towards ydal ¢@urse mark.

Assignment questions/Practice Exercises for thdts in this course will be
contained in the Assignment Folder. You will be able to complete your
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assignments from the information and maler contained in  your reading,

references and study units. Howe ver, it is deldriball degree level education to
demonstrate that you have read and researchede widely than the required
minimum. Using other references will give yoa broader viewpoint and may
provide a deeper understanding of the course.

When you have completed each assignment, déentbgether with the TMA
(Tutor-Marked Assignment) form, to your studyentre manager/counselor who
will hand it over to the instructional fatator appointed for the course at the
study centre. Make sure that each assignnreaches your study centre on or
before the deadline set bythe authority ef tNational Open University Nigeria
(NOUN) which will be made known to wo through your study center
manager/counselor. If for any reason, you noancomplete your work on time,

contact your study centre manager/counseloforéethe assignment is due for
submission to discuss the possibility of an ex@mskextension will not be granted

after the due date except in exceptional circunt&sin

Final Examination and Grading

The final examination for EDU412 will be of two hrstduration and have a value

of 70% of the total course grade. The examinatidhcansist of questions, which
reflect the types of self-testing, practicaereises and tutor-marked assignments
you previously attempted. All areas of the courdebe assessed.

Use the time between finishing the last uamd sitting for the examination to
revise the entire course. You will find iiseful to review your self-tests, tutor-
marked assignments and the comments on them kefexamination. The final

examination covers information from all parts af ttourse.

How to Get the Most from this Course

In distance learning, the study units replace thiearsity lecturer. This is one of

the great advantages of distance learnifigu can read and work through
specially designed study materials at your owacepand at a time and place that
suit you best. Think of it as reading the lecturgtead of listening to a lecturer. In

the same way that a lecturer might set you sonairgdo do, the study unit will

tell you when to read other materials. Just astaier might give you an in-class
exercise, the study units provide exercises fortpado at appropriate time.

Each of the units follows a common format. Thetfitsm is an introduction to the
subject matter of the unit and how a palic unit is integrated with the other
units and the course as a whole.

Vii
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Nextis a set of learning objetives. These objectives let you know whatuyo
should be abletodoby thetemyou have completed the unit. You shoulse u
these objectives to guide your study. When you Hlignghed the unit you must go

back and check whether you have achieved the olgscif you make a habit of

doing this, you will significantly improve your chees of passing the course.

The main body of the unit guides you thtoughe required reading from other
sources. This will usually be either from a Reads®gtion of some other sources.

Self-assessment practices are intersperghtbughout the end of the units.
Working through these practices will help you thiage the objectives of the unit

and prepare you for the assignments and iestion. You should do each self-
assessment exercise as you come to it in the sty

There will also be numerous exercises given irsthdy units, work through these
when you come to them too.

The following is a practical strategy for nkmg through the course. If you run
into any trouble, telephone your facilitator or de&m e-mail which will be replied

in less than 72 hours. Remember that yawior's job is to assist you when you
need help, therefore do not hesitate to call akd/asr tutor to assist you.

. Read through this Course Guide thoroughly.

. Organise a study schedule. Refer to the Coursevi@vefor more details.
Note the time you are expected to spemd each unit and how the
assignments relate to the units. Importantormftion e.g. details of your
tutorials, and the date of the first day of the estar will be made available
through the studycentre. You need to gadlerthese information in one
place, such as your diary or a wall calendar. ¥rex method you choose
to use, you should decide on and write yiour own dates for working
through each unit of the course.

. Once you have created your own schedule, gerything you can to stick
to it. The major reason that students fal that they get behind with their
course work. If you get into difficulties thi your schedule, please keep
your tutor informed before it is too late for help.

. Turn to Unit | and read the introduction and thgeotives for the unit.

. Assemble the study materials. Information abouttwia need for a unit is
given in the'Overview" at the beginning of each unit; you will always need
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both the study unit you ar e working on and the on your references, on
your desk at the same tim e.

. Working through the unit. The content of thetuniself has been arranged
to provide a sequence for you to follow. As you kvthrough the units, you
will be instructed to read sections from yothvey sources. Use the unit to
guide your reading.

. Well before the relevant due date, check ryassignment file and make
sure you attend to the next required assignmergpkremind that you will
learn a lot by doing the assignments carefully.yTihave been designed to
help you meet the objectives of the course andetbee, will help you pass
the examination. Submit all assignment not latantthe due date.

. Review the objectives for each study unit; confirthat you have achieved
them. If you feel unsure about any of tlobjectives, review the study
material or consult your tutor.

. When you are confident that you have achieved &swthjectives, you can

then start on the next unit. Proceed unit by thmidugh the course and try
to face your study so that you keep yourself oredate.

. When you have submitted an assignment tor ystuudy centre for onward
submission to the facilitator to mark, dmtnwait for its return before
starting on the next unit. Keep to your estile. When the assignment is
returned, pay particular attention to your faatlir's comments, both on the
tutor-marked assignment form and also on twnments written on the
assignment. Consult your facilitator as soas possible if you have any
questions or problems.

. After completing the last unit, review the ucge and prepare yourself for
the final examination. Check that you havehieved the unit objectives
(listed at the beginning of each unit) and the sewbjectives (listed in the
course guide).

Facilitators/Tutors and Tutorials

There are tutorial/facilitation hours provideby the National Open University of
Nigeria (NOUN) in support of this course. You vbk notified of the dates, time

and location of this tutorials/facilitation,ogether with the names and telephone
number of your tutor/facilitator, as soon as yoel a@itocated a tutorial group.
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Your tutor/facilitator will mark and commentngour assignments, keep a close
watch on your progress and oany difficulties you might encounter and pawi
assistance to you during the course.u Yanust submit your tutor-marked
assignments to your tutor/facilitator well befohe due date. They will be marked

by your tutor/facilitator and returned to you asis@s possible. Do not hesitate to

contact your tutor by telephone, e-mail, or discus$oard if you need help. The

following might be circumstances in which you wofiltd help necessary.

Contact your tutor/facilitator if:

You do not understand any part of the study unithe assigned readings,

You have difficulty with the self-assessment exazcor

You have a question or problem with an assignmeuthave a question with your
tutor's/facilitator's comment on an assiggmh or with the grading of an
assignment.

You should try your best to attend the tutorialsifeation provided by the NOUN.

This is the only chance to have face-to-face cant@t your tutor/facilitator and

your mates and to ask questions which amswared instantly. To gain the
maximum benefit from course tutorials/facilibat, prepare a question list before
attending them. You will learn a lot from particippa in discussion actively.

Summary

EDU412 ( Principles of Educational Managemenihtends to introduce the
concepts and meaning of educational managemeimutoypon completion of this

course, you will be equipped with the basic krexmyge of the important concepts

of educational management and the importanfeeducational management to
educational administration.

You will be able to answer these kinds of questions

. What is Management?

. What are the functions of educational management?

. What are the challenges of Educational managemeigeria?
. What is supervision?

What are the nexus between supervision and ingpécti
What are the factors that influence the déeship styles adopted by any

leader?
. What are the challenges facing supervision in Nager
. What are the differences between civil and crimlaai?
. What are the functions of the Federal ministry dd@ation?

10
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. What are functions perfor med by SPEB in your $tate

. What are the reasons for t he establishment of Nlgeria?
. Mention the various types of school plant mainteean
. What is school plant?

What is school mapping?

What is management of school plant?

What are the processes of arriving at logical schtzmt facilities?
What are the constraints militating against scmaintenance?

List the principles of school plant planning?

What are the solutions to the problems of schambtpinaintenance?

° What are the reasons why school records are kegthyol heads?

* What is school time-table and its importance?

. What are the challenges facing the schoohdhén the preparation of a
. school budget?

. What is school — community relationship?

Indeed, the list of questions that you canswer is not limited to the above.

gain the most from this course you should try tplaphe principles and concepts
of Educational Management to the practice aafministration of educational
institutions.

11
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MODULE ONE

THE CONCEPT OF ADMINIST RATION AND
INSTRUCTION

UNIT 1
DEFINITION AND INTERPRETATION OF BASIC CONCEPTS

1.0 Introduction

2.0  Objectives

3.0 Main Contents
3.1  The Meaning of management
3.2  Meaning of Administration
3.3  The meaning of Educational Administration
3.4  Meaning of organisation
3.5  Classification of organisation
3.6  Characteristics of organisation
3.7  Principles of organisation

4.0 Conclusion

5.0 Summary

6.0  Tutor — Marked Assignment

7.0  Reference/Further Readings.

1.0 Introduction

Management is often described as a ubiquitous gdnedich is present in every aspect

of human endeavour. Whether in businedsspital, religion, or even at home,
management is indispensable. Therefore, maregens not only necessary, it is also
compulsory, as every organisation needs to be @tedr ruled or governed. The absence

of management in any organisation may not onlgt teaderailment of the objectives of

the organisation alone, it may also lead to breakdof law and order. It is in this regard

that Ogunsaju (1998) contended that managenibmmomes a crucial function in every
organised society, especially when there aoenptex assignments to be performed and
when two or more people are involved.
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2.0 Objectives

At the end of this unit, students should be able to
0] Define management
(i)  Distinguish between management and admigtisin
(i)  Explain what organization is

3.0 Main Contents
3.1 The Meaning of management

Everyone manages something, even if it ist jtleemselves, and their personal finances.
The essence of management is to achieve a gotila@ently as possible. One can also

plan for holiday by carefully planning how to spesery day and make better time and

get more out of the holiday. Management ise lilnvestment. Managers have resources

to plan with, their own time and talent as welhasnan and material resources. The goal

of management is to get the best return tbose resources by getting things done
efficiently and economically.

The term management means manythings to mpeople. In modern general saying,
the term management implies the process kyichw a cooperative group directs action
towards common goals. But to a modern industrialisthagement means “getting things

done through other people”. To the economist, mameent is just “one of the factors of

production”; to the sociologist, management “@ class or status system”. However, in
the modern organized context, management iesved as a social process which is
designed to ensure the cooperation, ppdiicin and involvement in the effective
achievement of a given objective.

Management, to Peter Drucker (1999), is an organstitutions, the organ that converts

a mob into an organization and human efforts imidggmance. Peretomode (1991) also

defines management as the performance of exealives, the carrying out of policies

or decisions to fulfil a purpose, and tle®ntrolling of the day-to-day running of an
organization. Nwadiani and Sokefun (1999) eive management as a process
concerned with creating, maintaining, stimulatiogntrolling and unifying (formally and

informally), organising human and material, enesgivith a unified system, designed to
accomplish pre-determined objective of the aaigation. Sherlekar (1984) defined
management as the guidance, leadership amdrotoof the efforts of a group toward
some common objectives. It is a social/iteomal and economic process involving a
sequence of coordinated events- planning, - -Rage 2 of 132organising,
coordinating and controlling or leading — in oréieuse available resources to achieve a
desired outcome in the fastest and most efficient. w From the foregoing, management

may be defined as a process of coordinatmgnan and material resources is order to
achieve an organisation’s objectives. It can aksedid that management is a process of

assessing and maintaining an environment imctw individuals working together in
groups, can accomplish pre-selected mission arettgs effectively and efficiency.
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The definition of management above has the follgwimplications:

1. Function: Management implies that managers have imet to perform within
organisations. Even though such functions mayy from one organisation to another,
the process involved is likely to be themsa Several authors like Henri Fayol, Elton
Mayo identified the five basic functions perf®d by management of all organizations

as planning, organising, directing, coordingtimnd controlling. Some scholars have

added budgeting, leading, communicating armlucating as other functions of the
manager.

2. Productivity: The essence of management is to produceis Ihterestingto note

that most of the enterprises whetherivape companies, government agencies, or
educational institutions (either profit or non -efitroriented) are set up to produce either

goods, product, people or services. The aliimobjective of a manager is to create

surplus.  Inraw economic term, this is referrémlas profit maximization. Management

therefore would want to use people and materiadg gfficiently to achieve this goal.

3. General Application Management applies to all kinds of organizatiowing to
the wide distribution of the enterprise which oticge includes all kinds of organisations
goal might vary, materials used could be diffel@m people within the organizatiomy

differ in age, sex, qualifications. Whatever the differences, the essence of management is

to put them into efficient and effective use. Tliere, management as an organized body

of knowledge provides clear insight as towhdo apply management techniques to
achieve organizational goals.

4. Applicable to all levels Managements applies to all levels of orpational life. It is
pertinent to observe that within each orgatn, there is a mapped out structure.
The
structure so to say depicts the organizationeerarchy. Both the structure and the
hierarchy therefore depend on individual respofisés and authorities to perform. The
performance of these therefore, at any level regumanagement.

Interestingly, not all groups believe thateyth need management, but it is undisputable
that management is essential in all organizewbperation as well as at all levels of
organization in an enterpéds

Self Assessment Exercise

From what you have learnt, what is the nmpanof management and what are its
implications to a manager?

3.2  Meaning of Administration

Administration is the abilty to mobilizehuman and material resources towards
achievement of organizational goals. Ogunsg]998) opines that administration is
concerned with a variety of tasks. Nwankw(l987) in his own view describes
administration as the careful and systematic agarant and use of human and material
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resources, situations and opportu nities felne achievement of specific objectives.
However, Campbell, Bridges & Ny strand (1984) ghrl main purpose of administration

in any organization is that of coordinating theoet of people towards the achievement

of its goals. Peretomode (1991) defines adnmatioen as the performance of executive

duties, the carrying out of policies or decisiom$ulfill a purpose, and the controlling of

the day-to-day running of an organisation.

From all the above, administration is a psescand it is sometimes used synonymously
with management. Beach (1975) corroborate therset by saying that administration

is a part of management which is concerned withrisillation and carrying out of the

procedures by which programmes, plans andetsr are laid down and communicated,

and the progress of activities regulated and cleeagainst them. Administration may be

defined as a process of coordinating humam anaterial resources in order to achieve
organisational goals.

3.3  Meaning of Educational Administration

The concept of educational administration may motdally different from what we are

familiar with in the concept of administratio In Nigeria, education at different levels
has its objectives as stated in the National Pait¥ducation, the most important of the

objectives that cut across all the levels education is teaching and learning. It the
function of the school to produce educated andjbténed human beings who would be

able to contribute positively to the developmenthef society.  This formed the opinion

of Olaniyi (2000) who describes school as a iadodnstitution which does not exist in a
vacuum. He said further that a school ismécro-community, existing within a macro-
community to mould the habits, interest, attds and feelings of children and transmit
from one generation to another. The school alsapeises certain personnel i.e. teaching

and non-teaching staff as well as the studentses&@ human resources in the school work

with some materials, such as instructional nmete equipment, and financial resources

in order to achieve the objectives of theho®l as stated in the National Policy on
Education (2004).

Administration is very germane to the realizatidth@ school’s objectives — indeed, the

success of the school system depends largely the administration of the school is
handled. The teachers, students, non-teacltaf and resources must be efficiently
arranged, monitored and controlled, so thlagytvould work harmoniously according to
(educational plan). Even the National Polion Education (2004) emphasizes the
success of the entire educational system on ppigening, efficient administration and

adequate funding. School administration is theg@se by which principles, methods and
practices of administration are applied inuaional institutions to establish, maintain
and develop such institutions in line withhet goals of the institutions. Akinwumi &
Jayeoba (2004) define school administration asc¢hentific organisation of human and

material resources and programmes available foragaun and using them systematically

and meticulously to achieve educational goals.
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Basically, educational administration implies thheaagement of the human and material
resources and programme available for educatiorcarefully using them systematically
for the achievement of educational objectives. Tédiscational administrator, whether in
the ministry of education, the schools board, a sthool is essentially the organiser, the
implementer of plans, policies and programmes mefamtachieving specific educational
objectives. The educational administrator megntribute, one way or the other, in
planning, policy — making and programme dasig, yet his major role rests with the
effective and efficient implementation of sughlans, policies and programmes for the
benefit of education. Viewed from this angleducational administration is concerned
with organization and implementation — it may b&egarized under broad areas of

i) Planning and Policy

i) Implementation
Although such a categorisation is essentialyte@ary and broad and these aspects of
management are closely tied, inseparable amlctive, it is possible to separate the
functions of administration from that of planningdgpolicy — making in education.  For
example the administrator at the ministry of ediacefessentially a planner and a policy
maker) is concerned with formulating general plang policies for education.

Self Assessment Test
Distinguish between administration and school adstration.

3.4. The meaning of Organisation

Every human being belongs to one organizatmn the other. In Nigeria, government
workers spend one third of the day i.e. 8 hoursépkweekends) out of the 24 hours in

the organisation where he/she works for angdiv All over the world, groups of people
who share common interests tend to come togeth@atoand arrange for how they can

actualise such interests. Any such group pafople working together in a coordinated
manner to accomplish group results is knoas an organization. Organizations are not
new creations. The Pharaohs used organizationild the pyramids in Egypt; in modern

world, there are many organizations establisbectater for daily needs of the society.

The word ‘organization’” has as many nigbns as there are perhaps writers in
management. Scholars define the concept diffsr depending on individual
circumstance, experience and / or backgtoTo Frame and Horton (1996)
organizations are social constructs created dgogups in society to achieve specific
purposes by means of planned and coordinatddiitias. These activities involve using

human resources and other inanimate resouicesorder to achieve the aims of the
organization. Organisations most times are aatpo and they have definite purpose (s)

to achieve. They also has some types of struthatedelimit and define the behaviour of

their members.
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Schein (1972) defined an organisat ion as theomaticoordination of the activities of a
number of people for the achievement of some comexpficit purpose or goal, through
division of labour and functions, and through aduiehy of authority and responsibility.

From the foregoing an organisation could be satokta collection of human beings with

a common goal. It is a network of relatlips among individuals and activities; it
involves a process of executive function aimatl ensuring that resources, activities and
authority relationships are so coordinated to agheecommon goal. It can also be said

that organisation is a collection of people whoehanited together to pursue and achieve

a common aim through collective effort and the papbf resources.

Organisations are essential to modern life 8 number of cogent reasons. First,
organisations enable us to accomplish thingsich we cannot achieve as individuals.
Second, organisations help in providing contyoit knowledge through the keeping of

records, and third, they provide jobs oreess. Consequently, every modern man or
woman, for most of his/her life, is obliged to bajito one organisation or the other, be it

an age group, a town or ethnic union, d&ost or other educational institutions, a
religious or civic society, a branch of the armenrtés,

3.5. Classification of Organisations
Organisations may be classified into three types:

i. Formal Organisation this is type of organization that habeen
intentionally planned and structured in sueh way that its membership,

rights and obligations of members, degrees aothority, mode of operations

and activities are well defined and guided bg ladown rules and regulations
which are often documented and known to  membeétstmal organization in

the education industry includes Federal and Statéslies of Education and

their different parastatals. Others includ# iastitutions of higher learning

e.g. colleges of education, polytechniand universities, and secondary

schools, technical colleges and primary hosts. Formal  organisations

comprise groups of people with definitedentity, rules, authority and

responsibility.

In essence every formal organization is sgt for the explicit purpose of
achieving specific goals and can therefdre distinguished by its task,
position and authority relationships. Each form@anisation is characterised
by:

(1) a specific task or mission for which it ig&slished,

(i)  asingle executive head,

(i) a mechanism for planning and cooating the human and

materials resources available to it,
(iv)  arational decision making mechanism,
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(v)  the institutio n of documented rules and utagons for facilitating
and enhancin g discipline and common orgamisati behavioural
standard,

(viy the practice of stimulating and motivegi members for optimal
performance, and

(vii)  a structure with well defined positions, hatity relationships and
jobs.

Informal Organisation An informal organization is the set of obing
relationships and patterns of human interactiomishin a formal organization
which are not officially prescribed. These af®@imal groups which emerge
within the formal organisation with a desire totewi the interest of members

within the formal organization. Factors théd to the formation of informal

groups are the nature of work, the locatioh the staff, poor condition of
service, government/management insensitive torkevs needs etc. Examples

of informal organisations are trade union.esgure groups within the formal
group. To be a memberof an informal orgative, one needs to first be a
member of a formal organization. Unlike thHermal organizations, informal
organizations are usually flexible in thateyh rarely have clearly stipulated
and documented rules and regulations ¢ontrol their activites and
operations.

Since the emergence of informal organisations withe formal organisations
is inevitable, they constitute an integral gdrévery organisation. They are
therefore important in that they could both be lhers as well as harmful to
the host organisation. For example, sincey tiggow out of the informal
relationships and interactions among membetrsosa the structure of the
formal organisation, they can also assist in:
0] promoting cooperation among departmentst thhave indirect
points of official contact,
(i)  providing additional channel of commurticg though the
grapevine
(i) removing or correcting weakness in the fotrsi@ucture,
(iv)  getting work done,
(v) helping members to satisfy their social needts]
(vi)  providing emotional support for organizatiorembers.

It should be noted that informal organisationsldo have negative influences on
the formal organsation by:

(1) pursuing goals which are contrary to tlymal of the formal
organization,

(i)  participating in acts that can increaske time required to
complete formal organisational work, and

(i)  operating as a protective shield againstritenagement of the
formal organisation
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3.6

iii. Social Organisation- This group arises out of spontaneouslinige
without any hard and fast ru les of behaviour dreié are no clear cut objectives

or goals. This group comprises groups of ppeowith the same social interest.
Example of social organizations are group fdénds, landlord association in a
community, social clubs etc.

: Characteristics of Organisations

The following are some of the characteristics sthéeorganisations

Vi,

3.7.

Purpose, Objective or Gaal Organisations are set up to pursue certain
objectives, goals or purposes. This serves aallying point for all activities

of its members. Apart from serving aa common bond for unity,
goals/objectives are means of ensuring organisagoformance.

Task or Activity: There are jobs or tasks to be performed carried out.
Every organisation carries out a major task ofkind or the other that has a
relationship to it and is directed towards theigadion of its objectives/goals.

Resources: Organisations make use of human andturala resources to
transform raw materials into finished productsbiave the set goals. Human

materials in an organization include both lleti and non skilled workers or
teaching and non-teaching staff in educatiomadustries, while the material
resources include physical facilities, schogilant, instructional facilities,
laboratories, libraries, etc.

Division of Labour. There is a structure within which various tasksto be

executed by these interacting individuals/geoubased on the concept of
division of labour. For the achievement désired goals, division of labour
can be vertical or horizontal. It is verticwhen somebody preferably a
superior staff is appointed by the organizatimncoordinate group’s work. It

is horizontal if at least two people wotkgether to achieve the same
objectives.

Dependence on Environment/Community No organisation can survive
without the community. All organisations epgnd largely on external
environment both for the resources to used ahe consumers that would
consume the product/services rendered. Any orgaaizthat does not live in

harmony with the host environment/community wilidiit very difficult if not
impossible to survive.

Sub-Units There must be sub-units in form of departmettitgsions or units
which are responsible for specific objectivemd tasks. The activities of
various sub-units within the organization are weelbrdinated towards a pre-
determined goal.

Principles of Organisation
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There are some principles that are c ommon torgdrozations. They are highlighted and
discussed below:

i. Unity of Objective — to avoid conflict between the empglsy and
management staff of any organisation the objestofehe organisation must
be clearly defined. Any organisation that tgarto remain relevant in the
society, shall clearly define the objectiveand the recognition of these
objectives is given serious attention itarge and complex organisation
because one of the principal functionsf the chief executive of an
organisation is to coordinate activities, intei@stl assignment.

il. Stability — the policies and programmes of an organisatiostmot be a toy
in the hand of chief executives. There I tneed for continuity of the
organisation’s policies/programmes for a reasonknigth of time before it is
assessed. An organization that changes its pokcidprogrammes frequently
is an ineffective one.

iii. Flexibility — there is the need to allow simplicignd flexibility in an
organisation. It should be simple to make nianageable and it should be
flexible to pave way for quick decisions when thisrthe need to take urgent
decisions. The organisation policies should besdtat terms broad enough to
permit reasonable flexibility in management. Thig also allow policies that
have been in place a long time to be assessedanddessary amendment to
be made.

iv. Cooperation — for efficiency and effectiveness, there need for all the
members of the organisation to cooperate with ovo¢heer.  This cooperation
can be secured from organisation membeargluntarily or by force. If
cooperation is lacking in any organisationchsuorganisation will fold up in

short time.

V. Division of Labour - the policy of the organization should \pde for
maximum homogeneity in the major divisonof work. If there is
no

appropriate division of labour, cooperationdaroordination becomes very
difficult. For realistic division of labour, attéan must be given to individual
competences and interests.

Vi. Evaluation - the policies of the organization must lewaluated at regular
intervals to determine whether the objectives the organization are being
achieved or not. If yes, there is need for improgetrand if no, there is need
to adjust. An Organisation that does not evaluatpalicies and programmes
frequently may not be able to meet the currentlehgés.

4.0. Conclusion
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From what we have explained so far, managemsnta process of coordinating human

and material resources towards the achiem¢ of organisational goals while
administration is the ability to mobilizeresources towards the achievement of
organisational goals. The words management addinistration are sometimes used
synonymously because they mean the same thing.

5.0. Summary

In this unit, we have discussed theeaning of management, the meaning

of

administration, the meaning of educationadministration, and the meaning of
organisation. We also classified organigsationto formal, informal and social
organisations, we also discussed the charstiterand principles of organisation. The
principles discussed include: wunity of jedtives. stability, flexibility, cooperation
division of labour and evaluation.

6.0. Tutor marked assignment
® Distinguish between management and educatadaiinistration

(i) Explain the characteristics of organisation
(i)  Enumerate the principles of organisation.
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UNIT 2
THE DEVELO PMENT OF ADMINISTRAT ION

1.0 Introduction

2.0  Objectives

3.0 Main Contents

3.1  The development of Administration
3.1.1 Administration as an Art
3.1.2 Administration as a Science

3.2  Types of School Administrators

3.3  Functions of School Administrators

3.4  Qualities of a School Administrator

4.0 Conclusion

5.0 Summary

6.0  Tutor — Marked Assignment

7.0 Reference/Further Readings.

1.0 Introduction

Administration is one area where, because of issctend general applicability to every
organisation, competence is claimed by all and mesple therefore tend to rate it low.

This is one of the reasons why various wiggions whichtended not to recognise the
specialty and professionalism of admintsdira do not perform efficiently and
effectively. Even though all human beingsrrgaout administration in our daily lives,
there is still the need to be conversant with thieciples, procedures and practices which

make administration a profession.

11
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It is therefore a must forall who intent teecome administratorsin whatever form or
capacity to have a comprehensive k nowledge abeutistory, development, principles,
procedures and practices of administration whicmadern times has become scientific.

2.0 Objectives

At the end of this unit, students should be able to
(1) define administration
(i)  explain why administration could be a scierh@g an art
(i) highlight the functions of school administoas
(iv)  mention the qualities of school administrator

3.0 Main Content

Administration is often described as abiquitous concept which has been an
indispensable feature of human society for as bsgne can remember. It is presentin

every aspect of human endeavour. Whetherbursiness, hospital, religion, politics,

education or even at home, no one can dthout administration. As a result of this
administration is not only necessary, it is alsmpalsory because of the need to control

every organization. Miewald (1978) opined thatiministration is the means by which

formal goals are achieved through cooperative effaro Adams (1913), it is the capacit y

to coordinate many and often conflicting sbcienergies in a single organisation so

adroitly that they shall operate as a unity.

3.1 The Development of Administration

Over the years, different organizations anifertnt schools of thought have viewed
administration differently. Some viewed it @ practical exercise requiring no special
study or effort. Others feel that administrati@eadiscipline only exists in theory and in

the minds of people. Othersstill regard eusiration as a technology which requires
not only sound theory but also specialised primsf@nd techniques. It is not feasible for

us to pursue the arguments of the varioasnps here. But the major camps shall
be

examined. The camps are those who view it aswdrsaience.

3.1.1 Administration as an Art.

Those who view administration as an art évei that administration like art (painting,
drawing, sculpture, etc.) belongs to those who hlaeenatural gifts, traits or abilities for

it. This “trait” point of view holds thatonly those who have the in-born qualities
and

traits for the practice of the art of adisiering succeed as administrators. Therefore,
one becomes a good administrator not bynitge or the mastery of any special
techniques of administration but by pess® the essential in-born traits of
administration. As one prominent universitadministrator argue ‘the successful
administrator has skills which have not been reduoeorder and codified in textbooks.
Administration is an unqualified art. Thereforee bnly way to learn administration is to
administer’. This implies that good adminigtra are not trained in any educational

12
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institution, rather they are born adm inistratorBhe problems of organisations, therefore,

are how to identify and select good admiaters rather than how to train them.
However, recent developments and many studias administration tend to show that
“successful” administrators today need moranthinborn personality traits to manage
modern complex organisations. Obviously, thosbo have the in-born capabilities for
administration are blessed, but they, in additr@ed appropriate training and techniques

to properly utilize these natural traits in the rasdcomplex organisation/society.

3.1.2. Administration as a Science

The view that administration is a scienced anot art emanated from the conception

of

administration as a “technology” — a mattef applying administrative principles and
rules to the solution of management or organisatiproblems. Exponents of this view -

point, characterize the administrative pssx by such terms as human or
social

engineering, human management, resources optionizator just “management”. It was
argued that as a scientist, the administratord knev and apply the rules —the “Dos”

and “Don’ts” of administering.  Scientist admimgtors must know what action leads to
what result and what rule fits what action. Tho® viewed administration as a science
believe that administrators are made through séieeelection and training not through

in-born traits or hereditary factor.

Even the exponents of administration as a seierontributed more to the development
of administrative practice. It is clear that aitadministrative issues and problems can

be reduced to the rule of the thumb. Hence,dursently being argued rather than talk of
administration as a science, it may be betterlkoafathe science of administration.

3.2  Types of School Administrators

In Nigeria, there are three main categor@fs educational administrators; they are as
mentioned and discuss below:

(1) Local School/Primary Administrators This group consists of heads of
school and their assistants at the primasgcondary, teacher training and
technical schools. They are appointed as thd ekexutive of their schools.

At the primary schools, they are known #® headmaster/mistress and
assistant headmaster/mistress, while at theonslary school level, they are
known as the principals and the vice principalalso at the teacher’s training

and technical colleges. Both the assistanéad teacher/mistress and
vice/deputy principals assist the school head executing the enormous
administrative tasks.

(2) State and federal Ministry of Education Offais/Intermediary Level This
group comprises officials of state and federal stigiof education. They re
external bodies working for the ministry ofdueation to ensure that schools
comply with educational policy and curriculum sgtthe government. They
are intermediary between the government ahd $chool. They are Local

13
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Inspectorate  of Education (LIE) and Eatien Officers who monitor

activities of teachers at both the primargt asecondary schools, The LIE
monitors activities at the primary schools ilehthe education officers at
state/federal ministries of education monitaastivities at secondary schools,
teachers training and technical colleges

(3) Officials of Institutions of Higher Learning: This group comprises chief
executives in institutions of higher I@ag for example, colleges of
education, polytechnics, and universities. yTrhare known as Provost at the
College of Education, Rectors at the Polytechmd, dice-Chancellors at the
Universities. These are chief executives tbeir various institutions and are
appointed by the owner (usually the governmemcept the private owned
institutions) of the institutions. They are alssiated by their Deputies.

3.3 Functions of School Administrators

Obemeata (1984) referred to a school headams administrator who is responsible for
running a school and also responsible for poligyisiens, and determining the direction

and objectives ofthe school. The functiomofschool head, accordingto Obemeata, is
more than mere controlling the staff of tlehool, its finances and curriculum; it also
includes the management of resources towdhds achievement of educational goals.
Fadipe (1990) however, highlighted the jama functions of the school head as:
interpretation of policy, execution of siructional programmes and the selection,
induction and retention of personnel, and @ranston (2002), the duties of the school
administrators include: the demonstration of variety of management and leadership
abilities and, making complex decisions inllatmoration with other staff in the school.
The function of the school administrators couldsbemarized as follows:

0] production and management of resourcesm@n and materials)
needed to support organizations and its programe

(i)  supervision of instructional activities ingtschool system

(iif)  obtaining and training personnel

(iv)  providing leadership for curriculum

(v)  maintaining peaceful co-existence betwere school, the
community and the external agencies

(vi)  influencing staff behaviour

(vii)  discerning and influencing the developmehgoals and policies

(viii) evaluating the effectiveness and efitcy or otherwise of the
school

(ix) initiating work activities

(x) grouping the tasks into activities

(xi)  defining the task to be done

(xii)  taking remedial action if the objectives aret being met

(xiii) supplying incentives to stimulate produdtiv

3.4. Qualities of a School Administrator

14
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discuss some of the imperative qualities Wwhia school administrator must possess

COURSE GUIDE

order to achieve an efficient school administration

(i)

(ii)

(iii)

(iv)

v)

H/Shee must be tactical:the school administrator needed some tactics to
deal with the subordinates under his/her ctlireontrol in the school e.g.

the teaching and the non-teaching staff, a@hd superior office at the

ministry of education level whom the school he&l responsible to. He
must be tactical in dealing with the political ofiholders; he must not be
confrontational in his approach at any time.

He/She must be capable of making decisionsickly: the  school
administrators are confronted with many issues decide on, some or
many of which require urgent. He desideon personnel, circulars,
students and co-curricula matters on dailysidba He must be versed in
accurate facts and figures on issues relatinghodenrolment, student-

teacher ratio, drop-out rate, school facilities,edod must also be able to

cope with the daily tasks as the head of the dchoo

He/She must delegate responsibilities and avifies: the school head
has so many functions that he cannot sihghededly handle everything
alone. To avoid a vacuum, there is need attequately involve every
member of staff in the administrative adhinery of the school by
delegating various responsibilities backely authorities to avoid
unnecessary problems and avoidable delags. a matter of fact,
demaocratization of school administration shoulé ebcouraged as this is

an avenue for training future leaders/heads ofasho

He/She must be resourcefulithe school head must at all times be
looking for better way(s) of doing a partanu job. He/She must be
looking for new ways of working, tapping newdeas, suggestions and
must be willing to assist others with his/her wieat experience.

He/She must have good human relationghere is need for school head
to maintain peace and good relationship betvlee school and various

groups in the school as well as betwethe school and the host

community.

Other qualities expected of a school adminigtrate: high degree of enthusiasm, and
ability to command respect and confidence.

4.0. Conclusion

No organization be

without administration. The concept ‘adminiitR’ has been viewed differently y
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different school of thought. Some view it asam while some view it as a ‘science’.

Those that viewed it as an art believes that fgpaa to be a good administrator, he must

have the inbuilt qualities, trait, natural gift aodnatural abilities for it, while those who

viewed | as a science believes that goodnimidtrator are made through selection and
training, hey believes that administrator ameade through education and training not
through in-born or any form of hereditary factor.

5.0. Summary

In this unit, we have learnt that administna could be art or science. It is arthew
those who administer are those who have the in-oatities to lead without necessarily

going for leadership course in any educatiamstltution and administration could be a
science when those who administer are those \@h®scientifically selected and trained

in educational institution. We also discussedrious types of school administrators:
local/primary administrators, state/federal/imediary administrators, and officials of
institution of higher learning. So also wdsoa considered the functions of school
administrators as well as the qualities of schdohiaistrators.

6.0 Tutor-marked assignment

® Write short notes on three levels of school adriat®n in Nigeria.
(i)  What are the qualities of a good administrato
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1.0 Introduction.
In every organization, be it education or industing prime mover is the leadership. It is

the duty of the leader to see that he/she manhgewganization while at the same time
keeping the subordinate/followership happy,isiatd and motivated. In educational
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institutions, there are various levels ofadership; the headmaster is a leader at the
primary school level, the principal is aader at the secondary school level, while

provosts, rectors and vice-chancellors ateaders at the colleges of education,
polytechnics and the universities. So also tia local, states and federal government

levels, we have local inspectors of educatiommgssioners of education and ministers

of education as the leaders. It is therefomgperative for educational administrators to

equip themselves with leadership skills in pragionto assume positions of leadership

to enable them fashion out their own styles or nwdEleadership.

2.0 Objectives

At the end of this unit, students should be able to
0] Define leadership and leadership styles.
(i) Identify the various types of leadership stylin organisation.
(i)  Mention the best leadership style that astitutional administrator could
adopt and why?

3.0 Main Content

Leadership is an important aspect of nagement. The essence of leadership

IS

followership; in other words there can be no leskigr without followership. Leadership

is a process of influencing people by providinggmse, direction, and motivation while
operating to accomplish the mission and imimg the organization. Army (1973)
defines leadership as a means of getting people tehat you want them to do. It is the
means or method of achieving two ends: operatimngimproving.

In educational institutions, there must be a fagccemanage both the human and material
resources towards achieving educational goals.ofcefis needed in schools to guide the

activities of teaching, non-teaching stafdind students towards achievement of the
institution’s goals. Leadership provides the mekdforce. At the primary and secondary

levels of education, the force is provided thy headmaster/ headmistress and principal
while it is provided by provosts, rectors and vitencellors in the colleges of education,
polytechnics and universities respectively.

3.1 Leadership styles

Whether you are managing a team at workptagaing your sports team or leading a
major corporation, your leadership style is crutsayour success. Consciously or

subconsciously, you will no doubt use some leadestiyles. Leadership styles are the

manner and approach of providing direction, impletimg plans, and motivating people.

There are a number of different styles talérahip and management that are based on
different assumptions and theories. The styleitigividual leaders use will be based on

a combination of their beliefs, values, ampdeferences, as well as the organisational
culture and norms which will encourage some stgtes discourage others.

Self Assessment Exercise
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Mention and explain the various lea dership styt@sare used to.
3.1.1 Autocratic Leadership.

This is a leadership style in which a leadexerts high levels of power over his/her
employees. People within the team or employeegigea few opportunities for making

suggestions, even if these suggestions would be\aintage to the organisations interest.

This style is used when leaders tell their empleyekat they want them to do and how

they want it done, without getting the adviof their followers. Some people tend to

think of this style as a vehicle for yeflin using demeaning language, and leading by
threats and abusing their power.

Many people resent being treated like thigcause this leadership style often leads to
high levels of absenteeism, and high staffndver. Also, the team’s output does not
benefit from the creativity and experience oftedm members, so many of the benefits

of teamwork are lost. However, for some it and skilled jobs, this style can be
adopted and it remains effective whethe advantages of control outweigh the
disadvantages. The leader that adopts this sb@e dot consider the interest or views of

the employees but that of him/herselfona. He treats his/lher employees as
tools/machines that are there to be used to difeqierceived goals. He/She passes down

orders and has no feelings for them.

3.1.2 Bureaucratic Leadership

This type of leadership works ‘bythe bookensuring that their staff follow procedures
exactly the way it is written down. This ia very appropriate style for work involving
safety risks e.g. working with machinery wittoxic substances or at heights or where
large sums of money are involved e.g. cash-handimgther situations the inflexibilit y

and high levels of control exerted cademoralise staff, and can diminish the
organisation’s ability to react to changing extémiecumstances.

3.1.3 Charismatic Leadership

This leadership style is similar to a transformagilostyle; the leader injects huge doses of

enthusiasm into his or her employees andvésy energetic in driving others forward.
Charismatic leaders believe more in themselvesith#meir employees. This can create a

risk that a project or even an entire institutionght collapse if the leader were to leave.

In the eye of their followers, success isdtup with the presence of the charismatic
leader. As such a charismatic leader carries af litsponsibilities, and needs long-term

commitment from the followers.

3.1.4 Democratic or Participative Leadership
This style of leadership invites one or momembers of the team with him/her self to

make decision(s) (determine what to do and howotd)dor the organization. This style
does not only increase employees job satisfactipmvolving them in what is going on,
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but it also helps to develop people’s skillEmployees feel in control of their own
destiny, and so are motivated to wor k harder. s Bhjle is normally used when the leader
has part of the information, and the employee tasrgarts.

Note that a leader is not supposedto knewverything; this is whythe leader employs
knowledgeable and skillful employees. As partitipatakes time, this style can lead to

things happening more slowly than using autocmgieroach, but often the end result is

better. It can be most suitable where team worlsregsential, and where quality is more

important than speed to market or productivitysing this style is of mutual benefit and

allows the employees to become part of the teamatmudallows the leader to take better

decisions.

3.1.5 Laissez-Faire Leadership

Laissez-faire is a French phrase ‘non-interferendhe affairs of others’. This is used to

describe a leader who leaves his/her emptoyee get on with their work without his
interference. Laissez - faire leader allows the leyges to make decisions. However, the

leader is still responsible for decisions tthare made. This style can be effective tlie

leader monitors what is being achieved ar@mrounicates this back to his or her
team

regularly. It canalso be effective when emgpksare able to analyse the situation and
determine what needs to be done and how to deti. No leader can do everything, a

leader needs to set priorities and delegegetain tasks. Hence, it works for teams in
which the individuals are very experienced andestiself-starters.

However, it is not a style to use in order to blastteers when things go wrong. Rather it

is a style to be used when you fully trust and hata& confidence in the people working
under you. Itcan be referred to as situatishere managers are not exerting sufficient
control over the employees. You should not be a@fuging this style but it must be used
wisely.

Self Assessment Exercise

Apart from the leadership styles you haveadrein this unit, mention other leadership
styles that we have.

3.1.6 People-Oriented Leadership or Relations-Origed Leadership

This style of leadership is the opposite tafsk-oriented leadership; people-oriented
leaders are totally focused, supporting, motivatind developing the employees or those

in the leaders’ team. This leadership enamsa participative decision — making which
leads to good team work and creative coHafian. However, if it is taken to the
extremes, it can lead to failure in achigvithe organizational goal. In practice, most
leaders do not usethis style alone. Whéarewill be used, it is advisable to combinie

with task-oriented style.
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3.1.7 Task-Oriented Leadership

A task-oriented leader focuses only on how to lgetjob done; this type of leader can be

quite autocratic. He or she will actively fide the work and the roles required by the
employees, and will also put structures in@laglan, organize and equally monitor the
work. Task-oriented leaders care less abdw tell-being of the employees; they are
more concerned with how to get the job done. ThE@ach can also suffer many of the

flaws of a leader that adopts autocratic styleeafiership. He will also have problem of

motivating staff as well as high rate of staff taver.

3.1.8 Transactional Leadership

This style of leadership starts with the npise that the employees agree to obey their
leader totally when they take wup thappointment. The ‘transaction’ is that eth
organization pays the employees, in return foeirt effort and compliance. As such, the

leader hasthe right to punish employees if th@ork does not meet the predetermined
standard. It isa process through which thekstasnd human dimensions of organization

are reconciled and integrated. Nwankwo (198@) sansactional leadership style is the

leadership style that is most populan iNigeria and it is resulting in highstaff
performance. This leader tries to match organiratioeeds with those of the employees

of the organization and strives to attain them.

The employees can do little to improvéheir job satisfaction under transactiona
leadership. The leader shows the emplbyesome measure of control of their
income/reward by using incentives that encouraga éNgher standards. Alternatively a

transactional leader could practice ‘managembmgt exception’ whereby rather than

reward better work, he or she would take corredist®on if the required standards were

not met.

3.1.9 Transformational Leadership

A leadership who employs this style of leatlg@ is a true leader who inspires the
employees with a shared vision of the future. Ti@mnsational leaders are highly visible,

and spend a lot of time communicating with the eygés. They do not necessarily lead

from the front, as theytend to delegatepwoesibility amongst their teams. In many
organizations, both transactional and trams&ional leaders are needed. The

transactional leaders ensure that routine worlkigdeliably while the transformational

leaders look after employee’s initiatives and add nalue.

3.1.9 Situational Leadership or Contingency Leadeship
A situational leader is a leader that addpe best leadership style or combination of
styles to every situation he/she is dealimgh, it also depends on the type of forces

involved between the followers, the leadend athe situation, the time available, the
relationships between employer and employees, lgvel of training of employees, the
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type of tasks and laws that establis h the orgéiniza A situational leader believes that
there is no single leadership style that suitsialations, the situation demands he type of
style to adopt.

Self Assessment Exercise
What are the factors that influence the choicesatiership style adopted by any leader?
3.2 Positive and Negative Approa ches

There is a difference in the ways leadempr@ach employees. Positive leaders use
rewards, such as praise, commendation, finhnoewards etc., to motivate employees,

while, negative leaders emphasize penaltigehe negative approach must be used
carefully due to its high cost on people’s moraldegative leaders are domineering and

superior with people. They believe the only way ¢t things done is through penalties,

such as threat, loss of job, days off withgoay, reprimand of employees etc. They
believe their authority is increased bfrightening everyone into higher levelf o
productivity. Yet what always happens whens tlapproach is wrongly used is fall in
employee’s morale, which of course leads to lowdalbin productivity.

However, it should be noted that most leadersmb strictly use one or another, but are
somewhere on a continuum ranging from exthempositive to extremely negative.
People who continuously work out of the nega approaches are bosses while those
who primarily work out of the positive are consiglérreal leaders.

4.0 Conclusion

Leadership has been defined asa method ofinggople to do what the leader wants
them to do. Headmasters/headmistress, ipalsc provost, rectors vice-chancellors,
commissioners, ministers are leaders of educatiostitutions at various levels. There is

no best style of leadership; the situation willestetine which style of leadership to adopt

or combination of styles — this is known aguational/contingency leadership style.
Though, we have many leadership styles which caadbet independently or combined

to suit situation a hand. Such styles udel autocratic, bureaucratic, charismatic,
democratic, laissez-faire, people — origntetask — oriented, transactional, and
transformational. A good leader should addeadership style(s) that can result in high
staff performance. He/she should also be able tohrthe need of the organisation with

the need of the employees and work out how thosdsieould be achieved.

5.0 Summary

In this unit, we have treated the meaniny I@adership as well as the meaning of
leadership styles. We also considered variodessthat a leader can adopt. In addition,

we also treated the two approaches that leader can adopt in approaching
their

employees. The first one is the positiveprapch which is use to motivate employees
such as rewards, praise, commendation, financiandas etc., and the second one is the

negative approach which isuse o punish thel@yees. Leaders that use the positive
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approach encourages employees an d are not domigeehile the leaders that adopt the
negative approach are domineering and bossgture this type of leader believes the
only way to get thing done is through penalties @adous forms of threat

6.0  Tutor- Marked Assignment

Mention and explain five leadership styles thairestitutional administrator could adopt.

7.0 References/Further Readings
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Introduction

unit, we are going to discuss the meaning school separately and the concept of

a community separately. After this, we are gomdiscuss the roles, of the school to the

commu

nity as well as the roles ofthe commututythe school. Finally, inthis unit we

are goingto discussthe various factors tlah encourage mutual relationship between
the school and the community.

3.0 Objectives

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

0] give brief definitions of ‘school’ and ‘commity’
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(i)  list the two ty pes of community
(iii)  highlight the roles of the school to the comnity
(iv)  highlight the roles of the community to thehsol
(V) discuss the factors influencing the school samity relationship
(vi)  explain ways of maintaining effective schaammunity relations.

3.0 Main Content

Anywhere in the world, where there is no peacerdltannot be peace of mind, people

cannot settle, cannot organise themselves im®aningful groups, because they will be
thinking of safety at all times, hence there canb®development. Let us look at what is

happening in Somalia, Liberia, Iran, Iraqg,c.etsince war broke out in those countries,
development ceased, because war and developmerde ha meeting point, they are two

parallel lines. Let us bring our mind back homéigeria; in some parts of the country

for some years now, there has been varitwsn of crisis. For instance, in the Niger-
Delta abduction, kidnapping, JTF attacks, aother forms of reprisal attacks has not
allowed for any meaningful development inthoseeas as people in those areas will be
running for safety of their lives and noasenable investor will dream of investing in
troubled areas.

For any school to function effectively, thfeme, there is need for cordial relationship
between the school and the host communithe Treason is not far fetched; the
school

depends on the community for its survival.

3.1.1 The concept of a school

School has been defined in various ways.cdn be said that school is any organised
educational institution where knowledge is traitted from the teachers to the learners.

School can also be defined as a social instituhanhtransmits the culture of the society

from one generation to another. We can define &reagent of socialization. Ottaway &

Smith (1980) defined school as a social ufotmally established by members of the
society for the purpose of developing theunger members of their society. Olaniyi
(2000) defined it as aformal agency of educasistablished by member of the macro-
community/society to mould the habits intesesattitudes and feelings of children and
transmit the societal norms, culture, value anditie from one generation to another.

A school is a formally established institution pypeopriate law and authorities where the

knowledge, attitudes, and skills required fboth personal and social development are
acquired. School is a place where peoplernleabout the past, present and project the
future of a society at large.

3.1.2 The Concept of a Community
Towns, cities, states and even the countmymse different communities. Community

however can be said to comprise groups of peogleglin a particular place who share
the same historical background, with commoconemic, cultural and social values.
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Mussazi (1982) defined community as a group eaige living in the same place, with
common value, history, bound to gether by tiplel economic, social, religious, and
kingship-ties. To Bray (1987), community B group of people who share the same
social, economic and cultural interests. Fronthelabove, community comprises people

who live together in a community and interactthvene another, share the same interest

and ideology. It can also be said that commusitygroup of people living together in

one place having common religion, race and sintylari attitudes or interests.

3.2  Types of Community
i. Rural Community

Rural communities are found in the rural agreor in thinly populated areas. Rural
community is a close unit which comprises mhers with strong ties and lives a
subsistence life. These groups of people aranélsenced by institutional or economic

activities because these are less pronounicedrural area where rural communities are
based.

il. Urban Community

Urban communities are found in the urbanasreor a densely populated area. The
community comprises number/group of people whave less in common with each

others withinthe same community with weak lieBhey are highly influenced by many

institutions in their socio-political and econonaictivities because the community where

they live (urban community) may highly industrigiwith presence and concentration of

political and economic activities.

Self- Assessment exercise.
Distinguish between a school and a community

3.3  Schools - Community Relationships

School- community relationship is cordial and miuitnteractions that exist between the

school and the community where the school is tliat This relationship assists both the

school and the community to achieve theit g®als in a healthy atmosphere. Bortner
(1972) defined school-community relationship pknned activies and a way through
which the school seek to learn about themmanity and interpret, when need be, the
purpose, programme, problems and needs of dtieool; and involve the community in
the planning, evaluating and management of sghalaties and progress.
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School - community relationship is a two—way intgi@n that exists between the school
and the community. The school can not exist iraisoh or independent of the communit y
because the community provides and prepales ibput into the school system. The
inputs from the community include educationabjectives and curriculum, students,
school personnel, funds and facilities; somf the inputs are residents of thef/in the
community. The inputs are processed tutput in the school through teaching,
assignments, exercises, research studies, rpadaand counseling etc. The output from
the school which consists of cultured, discigtin and productive individuals cannot be
consumed/retained by the school, but are senttoacthe community to contribute their

own contribution in various capacities based oraitguired knowledge from the school

to the development of the community. Where the aiistfrom the school perform below

the standard set by the community, the conityuinvestment on the school is not
worthwhile and vice versa.

Both the school and the community are interdepehdnd interrelated. The community

prepares the input (i.e. students) neededhdyschool for survival, the output from the
school (i.e. graduates) also comes batk the community and assists in various
capacities. For the school - community relahip to be peaceful, healthy, mutual,
cordial, worth while and productive; the sochoand the community must be willing to
assist each other to achieve their respectiveasds gn conducive and loving atmosphere,

where there is mutual trust, support and cooperatio

3.4 The Roles of the School to the Community
The following are the roles of the school to thetrmmmunity or the society at large.

1. Provision of Education.The school assisted the community to train thieliem

and young pupilson how to write basic ligvaumeracy. The curriculum used for the
children by the school lay emphasis on the neddbanblems of the community and on

how to assist the children contributes their quotdne development of the community.

2. Preservation of Community Culture.In the school also, the children are taught
the community norms, values culture, traditionjégsl Apart from teaching the children

all these, school also ensure its transmssfoom one generation for another. School

also carries out research to improve on good aikfithe community and to discourage

the children from the bad or anti social character.

3. Provision of Facilities for Community Use.The school provides and makes
available some school facilities for communityse when needed by the community.
Some of the facilities made available fore tttommunity are the school playing ground
(for community rallies, socials, religiousand other activities), school halls and
classrooms (for receptions and entertainmerds well as for adult and continuing
education classes’), school vans/buses (foriakooutings). = However there must be

some rules governing the use of the school fasliby the community to ensure proper

use
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4. Provision of Means of Livelihood to Members ofhe Community. The school
provides a means of livelihood to members tbe community by employing them as
teachers, administrative officers, day/nightamgis, drivers, cleaners, gardeners or any
other available position qualified for by themember of the community. The payment

received for the service (s) rendered to the dcdw@oused as a means of livelihood and
to cater for their own immediate and extended famil

5. Manpower Supply. There are various categories of manpowerdeeeby the
community to serve in the various sectors of tr@nemy, for example, Medical Doctors

to provide medical service, Lawyers to provide lesgavice, Bankers to provide banking

service, Teachers/Lectures to teach in schoolsnEats to serve in the engineering units

of the country, Computer Scientists taket car of the internet service andheot
information technology service of the countrgic. There are so many other services
needed to sustain the country which areviged by the school. Without these
manpower supplies in quality and quantity, ¢hecannot be any meaningful growth and
development ina country. The school providiese, after giving the required training
that makes them qualified and competent.

6. Assist in Community Development Programme/ServiceMembers of the school

play active role in some project embarked on byctramunity. The school students are
engaged in various projects embarked tleemmunity. Examples of community
development projects are — road constmct road maintenance, they also render
community service to the community where tkehools are situated, and they serve as
members of Road Safety Corps, Civil DeferGerps, Man-O-War, Red Cross Society
etc.

3.5 The Roles of the Community to the School

The community in appreciation of the role$ the school to the community and for
mutual co-existence performs the following funcida the school.

1. Provision of Funds The community generates funds for the devetognof the
school through special levies. Parent-Teacher Aason (PTA) levies, donation by old
students association, religious groups’, non-gavemt organization, philanthropist etc

2. Provision of Land. The community makes available landed propef&ther
freelyor at a reduced price) to erect sthstructure of various categories and alsg fo
gardening and farming purposes.

3. Maintenance of School Plant.Various artisan groups within the community
such as carpenters, bricklayers, mechanics, adsist in installation, maintenance and
repair of school physical facilities at a reducatéras at when needed and they are called

upon.

4. Provision of Facilities. The community provides physical facilitiesvhich
members of the school make use of. Examples gbtgsical facilities; provided by the
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community are public library, which assidtet student to pursue academic excellence,
community halls which are used by the schdoi teaching and learning and social

activities, hospitals and clinics which are usefiras aid in case of the need to refer to a

specialist or other hospitals.

5. Provision of Accommodation The community provides residential
accommodation to both the staff and the studefriise school. Most schools now have
no befitting accommodation for their staff or eavtheir students. This makes the school
and/or the staff concerned explores opponurof getting an accommodation in the
community where the school is situated or nearbgroanities.

6. Provision of Scholarship. The communities make provision for scholgrsho
brilliant or indigent brilliant students oroth of them depending on the fund available.
Some well meaning individuals (who appreciateuoation and educated citizens) within

the community, e.g. Philanthropists Religio groups, etc. also awards various
scholarship schemes to assist students withia community in primary, secondary or

institution of higher learning. The scholapshmay cover school fees, books, others or

all.

3.3. Factors Influencing School — Community Relationship

It is necessary for the school head to be familiéin the factors influencing the school-
community relationship to facilitate cordiaklationship between the school and the
community. Some of the factors are discussed below.

i. The Location of the School. The location of a school within the community goes

a long way in influencing the school - communiyationship. For example parents are
more likely to visit a school more frequgntif it is located at the heart/centre tie
community than if a school is located at the outsiithe community. A school that is

also attractive, safe, accessible with pasjunity for future expansion will enjoy
patronage bythe community members. Howeverthié location of the schoolis at the
outskirt of the town, the school head case uhis initiative/power to be organizing
meetings and activities which will be bringing mesrdof the community into the school

at regular intervals to see the school, know wiatschool has and school’'s needs.

il. Facilities Available. The type of facilities available in the schoollwiétermine

the level of cordial relationship the school reesifrom the community. For example, a
school that has a good hall for conferemeedding receptions, classroom for adult
education/extra mural studies, playground for comitgurallies and meetings and make

it available for community use at a subsdifower rate will enjoy more cordial
relationship between the school and the conityubecause, the community benefits
from the use of these facilities and will want doelationship to continue to be able to
continuing to enjoy the facilities, but he&re these facilities are not availabl®r
community use or available at expensive rate, stm®ol community relationship cannot

be/may not be as cordial as when those fadlitere available for community use at no
cost or at subsidized rate.
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il. Communication Effective communication between the schaoid the
community at all time will enable community membgrassist the school and give them
good advice. It is compulsory that the school head should integrate members of
the
community into the school system by giving thendfeack on school activities through
effective communication. The school heaghust communicate effectively with the
various governing/regulatory/voluntary agencieGoverning Board, PTA, and Old
Student Association members in the communiggularly. In a situation where there is
poor communication between the school and commuthié result is unhealthy or poor
school- community relationship.

V. Leadership Style. The type of leadership style adopted by the scheatl will go

a long way in enhancing positively or negativelg telationship between the school and

the community. For example, a school head thdbpts democratic leadership style will

enjoy better cordial school-community relationshiigcause he will be approachable and

listen to community view at all times thame school head that adopted
autocratic/laizzez-faire leadership style. This because, the school head that adopted
democratic leadership style will involve pempin his administration and consult with
them and other members of the community nded be, before arriving at major
decisions. This strengthens mutual understandibgdan the school and the community.
However the school head that adopts autecrédidership style does not consult with
people or community members before arriving atglens. He decides single- handedly

and enforce his opinion on people. This situati®ates a gap and distance between the
school and the community and also create suspigousonment. The school head that
adopted liazzez - faire is also the uncared typ® shows no concern for the work force

and the community will not also enjoy the full popt of the workers neither will he be

able to create/maintain cordial relationship leswthe school and the community. Itis
only the school head that adopts democratic lshger style that enjoys the full support
and maximum cooperation of the community.

V. Attitude of School Staff. The attitude/behaviour of the school head and staiff
toward the members of the community will either @mte their relationship or otherwise.

If the school head and the staff are adokessto and approachable, friendly and fair i
dealing with the members of the communitheré will be a cordial relationship, but if
they make themselves inaccessible and or unappmbksgtunfriendly to the members of

the community, the community will be hostile torthand confrontational because of the

type of attitude and behaviour they put apainst the community and this will not
enhance good/cordial relationship between thédowever, for the school to enjoy
cordial relationship with the community there is teed for the school head and the staff

to project good image of the school througteir own good attitude and behaviour
towards the community members.

Self Assessment Exercise

Why is it necessary for mutual relationships exist between the school and the
community?
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3.7 The Role of School Head in School - Community Rel@nship.
To achieve the set goals for schools, healtkjationship is a must between the school
and the community. Therefore, the school hesbds to ensure that there is love,
understanding, trust, mutual trust between theddutd the community. To ensure this,
the school head need to take the following measures

I He should establish a functional PTAThe head should make the PTA a
functional one rather than making it an imeo generating association alone. The
members be allowed to have a say/contribution the running of the school. For

example, they can be involved in the host promotion exercise, maintenance of
discipline in the school, school plant andanegement. If the school head can allow a
functional PTA, it will facilitate healthyrelationship between the school and the
community, but when he/she refuses to make théA Hiinctional, there is the likelihood

of having various crises between the school anddn@nunity.

il He should be accessibleThe school head must make himself accessible
members of the community such a the PTA chairmaottaer executive, the parent, the

chiefs, religious leaders and members of glddent association and other visitors that
may visit the school occasionally from the commynitThe school head must be a good

listener, nice, humble, and approachable, emthance and sustain healthy relationship
between the school and the community.

il He should involve members of the community in treheol activities Members

of the community where the schoolis locatedisinbe involved inthe school activities,
because the school is within the communibgnce the need for the school head to
involve the members of the community in the sctamtivities. For example, members of

the community should be allowed to play \atirole in the school's sporting activities
and socials such as: end of the year @gether, founder's day, christmas -carol,
valedictory service, and other social actbgti of the school. This type of involvement
will enhance cordial relationship between the sthod the community.

iv. He should make himself availableThe school head must make him/her self
available to the members of community, the pardig\ executives, old students group,

chiefs and religions leaders. He should not beype that administer in absence or have

a lot of bureaucratic procedures before he carebe By members of the community. A

school head that makes himself available at aksimill attend to the community needs

timely and he/she will enjoy the support and heatéiationship from the community

V. He should avoid realistic politics in the monunity: the school head and staff
members should avoid taking part in the politicahdties in the community to avoid bad

blood between the school and the community, tlebod head should ensure that he/she

do not represent any political party within the@alhto achieve some political goals. This

will enable the school head to be neural on alléssat all time.

4.0 Conclusion
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The school is a social unit formally establishechimmbers of the society to transmit the
societal culture to younger generation. Themmunity is a group of people living
together and sharing the same sociaton@mic and cultural interests. School -
community relationship is the type of relationsttipt exists between the school and the

society. There is need to ensure cordial and theetlationship between the school and

the community because none of the two can exisbiation and both will benefit more

if there is cordial relationship between them/hen there is no cordial relationship
between the school and the community, the sgoal the school will not be achieved as
expected and the community will not also enjoylibaefit expected from the school. For

the parties to enjoy themselves the school head emssire cordial relationship between

the school and the community by establishiag functional PTA, having good attitude
towards members of the community, being accesaitdeinvolving community members

in school activities.

5.0 Summary

Inthis unit we have discussed the meaningaofschool, a community, the two types of
communities, the meaning and need fooodg school-community relationship. We
discussed the roles of the school to the commuasitywell as the roles of the community

to the school. We also took a lookt dhe factors influencing school-community
relationship and the role of the school head ensuring cordial school-community
relationship.

6.0 Tutor marked assignment

i. What are the responsibilities of a school to thgt lkommunity?

il. Does the host community have any duty in the s¢hool

ii. The role of the school head cannot be @aimated in ensuring a peaceful co-
existence between the school and the communityddcagree and why?
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UNIT 5
SUPERVIS ION OF INSTRUCT ION (1)
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7.0 References/Further Readings.

1.0. Introduction

The primary objective of educational institutioes sp all over the country is to train and
teach the pupils the needed skills, societal n@nasvalues in preparation for adulthood

and membership of the larger society. Howeymu, would agree with me that there is
need to supervise the type of instruction de delivered in the classroom to make sure
that the right instruction is delivered to the tigleople at the right time.

Education is becoming more expensive day-in-day dearents are spending so much on

their wards; education and government is afgmending so much on the recurrent and
capital items in our educational institutions. ende the need to ensure that the financial
provisions for the system by government, paremtd,iadividuals are efficiently utilized

and accounted for. A venture like this whigé of such magnitude in terms of finance
must be appropriately monitored and controlleml ensure that it achieve its stated
objectives.

2.0 Objectives
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At the end of this unit, students sho uld be able t
0] define supervision
(i) define inspection
(i)  distinguish between supervision and inspatti
(iv)  define supervision of instruction
(v) explain the purpose of inspection and
(vi)  explain the various techniques of inspection.

3.0 Main Contents

The Nigerian government recognized theedneto monitor not only the

financial

management of the school, but also the tegchof students. Educationists at the
Ministries of Education both at the federal anddtage levels have set up quality control

divisions in their respective ministries to emsthat quality education is maintained. It

has been established that quality and stdndaould be maintained in the educational
institutions through regular inspection andntowous supervision of instruction in the
schools.

Supervision and inspection have been idedtifies very germane to the day-to-day
activities of educational institutions. Thesupervisor assesses and records the
performance of teachers, their ability andnsisiency in carrying out the classroom
activities and keeping of high quality record§he activities of supervisors include the
following: inspecting, monitoring, rating, sssting, recommending etc. All  these
activities if carried out by professional supsovs are aimed at improving instructional
delivery and quality of teaching in the eghimnal institutions. However, not all the
appointed supervisors by ministries of educatiedéfal and state levels) are trained, this

accounts for the reasons why the quality of workuwgervisors is very low.

3.1  Evolution of Supervisio n in Nigeria.

The introduction of Western education in Nigerialddoe traced back to 1842 when the
missionaries  established the first primargchool in Badagry. At this time, the
missionaries were responsible for supemgisi their own schools by the use
administrative supervision approach prevalemt tlsat time. During this period, the
Catechist was also used as teacher by tliesianaries while the layman in the
church

was used as supervisor or inspector of education.

However, in 1882, government started to destrate commitment to the standard of
education by appointing Red Metcalf Sunter as theMajesty’s Inspector of Schools of

the West Africa. In 1889, Henry Carr, was apped asthe Local Inspector of Schools
for Lagos colony. This further showed e thcommitment of government to the
improvement of the standard of education in Nigeria
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During the first quarter of the tw entietrentury, the inspectorate service got another
boost with the appointment of a Director of Edumatand three (3) Zonal Inspectors of

schools in order to improve the efficiencyarmffectiveness of school inspection. This
development was influenced by the prengili scientific management approach to
supervision. The regionalization of educatitny the McPherson constitution of 1954
gave birth to the establishment of Wmast Region Inspectorate Service.  This
inspectorate was able to make considerabl@adin on the educational standards of the
Western Region. In 1973, the federal gowemt through the federal ministry of
education established the federal inspectorditdsion within the ministry to supervise
the quality of instructional delivery in schools.

Since 1975, when the government took ovee f{rovision of education in Nigeria, the
same government is also responsible for ¢hgervisory function. The practice makes
the government a judge on its own case. Thergigoes at this time being government

agents were not taken serious because mbsthem were not professionally trained.
Gradually, supervision of instruction becameery weak and more ineffective and
generally degenerated to its present state.

3.2  The Meaning of Supervisio n and Inspection

In the first instance, supervision is a conchpt t emanated from the American tradition

while the concept of inspection emanated frahe British tradition. Not only that,
supervision was a hand of assistance given frofassional colleague inthe process of
instructional delivery while inspection actie focused on school administration and
finding faults as well as what was wrongly donetliiy teachers in order to punish them.

Inspection can be defined as a process Vvmgl regular school visits to check that
everything in the school is satisfactory atitht the school rules and regulations are
obeyed bythe school head, teachers and rdtudwhile supervision canbe said to be a
process, facilitated by a supervisor, through whieh supervisor assists the school head,

teachers and the students, counsel each ,offlan with each other and rub minds
together on how to improve teaching and learningpénschool. Supervision can also be

said to be an interaction between at least twpledor the improvement of an activity.

School supervision is a process of bringing abaygrovement in instruction by working

with people who are working with pupils. 8wgsion in school is a process and
coordination of activities which is concerned thwthe teaching and improvement of the
teaching in the school.

Supervision and inspection are two differecincepts that have been used at various
times in management of education industry to mearsame thing.  But to some people

they still means different things. The schotad, teachers, students and the parents
view it from an angle at which each relatesth the supervision. To the school head,
supervision may be inquisition or fault findi exercise; to a teacher it may mean
challenge to his personality. Mbiti (1974)efided supervision as one of the basic
requirements of administration that concerselit with the tactics of efficiency and
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effective management of human and materedources. It is a wayto advise, guide,
refresh, encourage, stimulate, improve ancersee teachers with the hope of seeking
their cooperation in order that they may baccessful in the task of teaching and

classroom management.  According to Ghiselli (393dpervision involves directing the

work of others, organising and integrating atié¢ in order to ensure that the goals of

the group are achieved.

However, Okoro (1994) defines inspection asiastrument with which the government
through the ministry of education maintainke t necessary content with the schools,
teachers, pupils and the community ars® ensure that the system is working
satisfactorily. In this sense, inspection e be viewed as fulfilling a coordinating,
controlling, and communicating role as guandiaf educational standards. It seems
evident from both concepts that effective teaclsing learning can be developed within

the schools and that such development is essgrdielived from the control of the nexus

of connections among staff, pupils, parentsd aother stake holders within the school
community with a view to developing a positive teiag and learning environment.

Self Assessment Exercise.

0] Distinguish between supervision and inspection.
(i)  Trace the history of supervision of instruetiin Nigeria.

From all the above, supervision does not nmeaspection, because supervision is
fault finding exercise or inquisition but it meagsidance, assistance, support, sharing of

ideas by all those involved. It is a hefpovided by a professional supervisors te th
teachers and learners to realize their full poésiin school.

In modern day, we talk more of instructional supson or supervision of instruction in

our educational institutions. This concept: instional supervision is focused on how to

improve learning. The objective of superuisiof instruction is to improve the overall
teaching process and to ensure that effeckdericational services are rendered by the
teachersto the students. Supervision of instmuds carried out by those designated to

do so. Theyare known by different names iwi#ind outside the school system; some
are referred to as supervisors, some are callegtistgndents, principals, vice-principals,

heads of department, deans, provosts, rectorschiaecellors etc.

Supervision of instruction takes place in educatiamstitution which is a social system

with a number of interacting sub-systems. sEhesub-systems are the teaching sub-
system, the school management sub-system, cthenseling and co-curriculum sub-
systems etc. It can also be said that siglen of instruction is a professional,
continuous and cooperative exercise that covethalhspects of the life of a school. It

not

covers all the sub-systems of the school anfuences them. The main purpose of
influencing all the sub-systems in the schasl to ensure improvement in teaching-

learning situation and also to ensure quality teerhnd learning in the school.
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Ofoegbu (2004) defined instructional supeovis as a process of ascertaining that

teachers carry out the task of teachingto expected level, according to the stipulated
guidelines, which control the educational systenft is a way of persuading teachers to
desist from application of wrong teaching heets and procedures in instructional
delivery.  Supervision of instructional is eoncept that emphasises the improvement of
instructional delivery methods.

3.4. Purpose of Supervisio n of Instruction

The purpose of supervision of instruction is toswe that the right instruction is passed

to the students with the right method bye thight people at the right time.  This
will

influence the attainment of the major instroicéil and educational goals. Other reasons
for carrying out supervision of instruction in sofeare as follows:

0] assess and establish the performance of the teachise school,

(i) provide specific assistance to teachers wéficient teaching methods,

(i)  discover teachers with special teachinglskdind qualities in schools,

(iv)  ascertain and assess teachers classroom eraeag skills,

(v) provide level play ground for teachers groatid development,

(vi)  provide both knowledge and encouragemént young and inexperienced
teachers,

(vii) provide teachers with professional magagineurnals or references that
would enlighten, motivate and encourage théwmn be familiar with
changes in the instructional delivery methodologies

(viii) ensure the conformity of the dissegti teachers to the appropriate
instructional delivery methods through directiolegdership,

(ix) organize induction programme to newachers on various teaching
methods available and make available other statldpment programme
that should serve as incentives to improve incoemietteachers, and

(x) Assess the overall climate of the instiucavailable inthe school and
identify some of its most urgent needs.

Self Assessment Exercise.

0] Define instructional supervision
(i) Why is instructional supervision a must inr@ducational institutions?

3.5. Techniques of Supervisio n

There are various technigues of supervisioBefore any strategy can be applied by the
supervisor, the supervisor must respect the warthdignity of the supervisee. Modern

supervision is cooperative and is focused the aims and objectives of education,
instructional materials, methods of teachirggaff and students and the entire school
environment. It involves all those who are diwved and engaged inthe task of solving

the problems in the school and improving instiartti The following are the techniques

of supervision:
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0] Classroom Visitation and Observation Techne this is a live
systematic observation of a teacher at wofke supervisor visits the
classroom in an actual situation and obserhesv the teacher teaches,
manages and controls the students inthesrdas.. The supervisor that
adopts this technique focuses on planning @meparation of the lesson,
presentation of the lesson (teachers eyoicspeech and habit clarity,
appropriateness of language,), teacher andlests relationship, students
participation in the lesson, appropriateneds tlte instructional aids and
methods, classroom management, teachers pérgamal knowledge of
the subject content.

This technique has been recognized as a gmmtinique for supervision,
because it provides the supervisor the oppidst to see the teacher in
action

(ii) Inter-School/Teacher Visitation Technique: This technique involves
teacher(s) in a particular school visitingadeer(s) in another school and
observing them while teaching. Inter-schoakiteer visitation can either
be “inter-class visitation” or “inter-schoolisitation”. It is inter-class
visitation when teacher(s) in the same school gisdther teacher teaching
in another class within the same school, andis inter-school visitation
when teacher(s) in one school visit anotheacher in another school
teacher in the class.

Apart from the fact that this techniquenhances interaction among
teachers within and outside the school, aso assists the beginning
teachers to learn class management. It also hethsitte experienced and
in-experienced teachers to plan effectivelyd amake judicious use of
available resources. Inter-school visitation inesiypre-visitation planning

to bring about the desired results.

(i) Workshop Technique: The use of this technique involves orgamjzin
various workshops, seminars, conferences with fiaemf rubbing minds
together on current and other issues thatldcdead to improvement in
teaching and learning condition in the school. sTtechnique has recently
become a very useful tool and method of supemisiolt affords teachers
the opportunity to exchange ideas, foster dgaspirit and relationship
among professional colleagues and acquaihemt with the new and
special problems that they might be confronted witthe school. A good
workshop, seminar or conference is pldnneseveral weeks before
commencement and it mayrun into several days weeks depending on
the objective(s). A god degree of flexibility isgessary in the planning of
a workshop.
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Demonstration Technique This technique involves the presentation of
pre-arranged series o f events in form of teaching ‘master-teacher’ to a
group of teachers to see. This techniqee used to enhance individual
teachers’ growth and skill on the job. Th&ewers should be given
enough notice because of importance of atiecel and they should be
adequately involved in the exercise. This techaigjoould be realistic and
practicable. Video tapes and guided practice tsmlse used to  enhance

the effectiveness of this technique

Micro-Teaching Technique This technique is adopted when a teacher is
teaching a group less than the normal classroomalabpn with time that

is equally less than the normal 40 minutes forriode For example, if a

teacher is to teach a group of 5-10 stiglewithin 5-10 minutes, this
method is best suited. This method allows the rsigaer's and teachers to

identify, define, describe, point-out, highlighand re-try certain teaching
skills without the risk of teaching the actoklss and also witha period
that is less than 40 minutes. The methodesyiroom for immediate
feedback because the group involved is very simaize, and more so it
gives opportunity to student-teacher and super the opportunity to
watch and listen to his/her mistakes

To effectively use micro-teaching techniquéye tfollowing conditions

must be met:

(a) there should be a pre-conference meetaegween the would be
supervisee and supervisor to agree on tefmsat to be taught and
how it should be taught),

(b) there should be audio and visual equipmerd. tape, video recorder,
television, films etc.,

(c) there should be the actual teaching toliseved by the supervisor,
and

(d) there should be a post-conference meeting leetree supervisor and
supervisee, and the group to discuss on the stremgt weaknesses of
the supervisee.

Audio — Visual Technique This technique is becoming popular in recent
times; it involves the wuse of soundecardings through video tape,
computers, and media or filmto present ideatme or more listeners in

such a way as to assist in the developmehtskills. Class activities are
recorded and re-played too stimulate sclagsliscussion and improve
teacher's behaviour hence improvement in hiegc and learning
activities.

Guided Practice Technique: Peretomode (1995) referred to this
technique as the type that is sometimes assoaiatiednter-visitation and
observation. The technique stresses actual daihghe needed support
rather than mere talking independently. It madidate the need for skill
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development, and it may compliment a follow-wgztivity in which the
supervisee develops the teaching plan to umsethe class with direct
assistance and support from the supervisor.

4.0. Conclusion

The introduction of Western Education Idoube traced back o 1842 when
the

missionaries established thest rimary school in Badagry. At this time, ethCatechist
were used as teachers while layman in the chundbrpe supervisory duties. However,

since 1882, government started to demonst@enmitment to education standard by
appointing Inspector of Schools of the West Afrigad in 1889, Inspector of Schools for

Lagos colony was also appointed. This showhdt government was committed to
improvement of standard of education in Nigeria.

The inspectorate unit got another boos in the diuarter of the twentieth century when

government appointed a Director of Education anelet§3) Zonal Inspectors of schools;

this was also to improve the effectivenessd aefficiencies of school inspection. There

was also the establishment of Western Regiospectorate Service in 1954 to make
considerable impact on the education standafdhe Western Region, and in 1973 the
Federal Government established the Federapetisrate Division through the federal
ministry of education o supervise the quality aftinctional delivery in schools.

5.0 Summary.

In this unit, we have discussed the evolution @esuision in Nigeria, various meanings

of supervision, inspection, and supervision ioktruction. From our discussion in this
unit, supervision and inspection are two ef#ht concepts. Supervision from all the
various meanings given was a hand of asmistagiven to a professional colleague in
teaching exercise while inspection is a school adstration focused on faults finding in

order to ensure maintenance of standards. aM® discussed the various techniques of
supervision e.g. classroom, inter-visitationorkehops, demonstration etc. It should be
noted thatno single technique can be applieallicircumstances, because teachers and
teaching methods differ; so also do the studerdglaa classroom environments.

6.0  Tutor Marked Assignment.

® Distinguish between supervision of instruction amgpection.
(i)  Mention and discuss any five (5) techniquestta supervisor could adopt.
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1.0 Introduction

In the last unit, we discussed the evolutioh supervision in Nigeria which was

traced

back to 1842 when the missionaries establishefirdigorimary school in Badagry (CMS

primary school). During this time, it was ethmissionary that was responsible for
supervising their schools. In 1882, the gomeent appointed ‘Inspector of Schools of
West Africa’ and in 1889, local inspector &fthools was appointed for Lagos colony.
Since that time, supervision has had expoassin the Nigeria educational system. We
also discussed the meaning of supervision amspeiction, the purpose of supervision of
instruction and techniques of supervision. In thig we are going to discuss the various

types of supervision and the problems of supemigidNigeria.

2.0 Objectives
At the end of this unit, students should be able to

0] explain all the various forms of inspectiong(\lwave)
(i) identify the challenges facing supervision
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(i)  proffer solutions to the challengescing supervisors/instructional

Unlimited S a
supervision in Nigeri

3.0 Main Contents

Inspection as discussed in the last unit aisway to review the quality and quantity
of

educational inputs. Such input includes theigahd quantity of teachers, the quality

of instruction and the quality of its evalaatiprocedure. Educational inspection could

be described as a means by which the dduoeit system ensures that the education it
delivers will serve the purpose for which it isentled.

3.1  Meaning of a Supervisor

A supervisor can best be described by the natutleeoivork performed and the services

rendered, rather than according to any titleAdams and Dickey (1953) opined that a
supervisor may be a school head in a snsgftem, the building principal in a large
system, supervisor of a special field, such asiphlsducation, art or music, the director

of instruction in a country or city school systeire country or city school superintendent

or a helping teacher. Wiles and John (1975) positat a supervisor is a person formally

designated by the organisation to interact with imens of the teaching behaviour system

in order to improve the quality of learning by stats or students’ learning.

Ogunsaju (1978) defined supervisors as officerfop@ing supervisory duties. They are
mostly education officers working in the nsimy of education and charged with the
following responsibilities:

0] planning of school curricula,

(i) allocating funds and scholarships to detnts and needy student who
demonstrated eligibility through competitive aexination and Interview
administered by the ministry,

(i)  supervising teacher education and v@mien of textbooks and other
instructional materials, and

(iv)  occasionally visiting schools to see who effectively their curriculum
planning is working.

A supervisor could be said to be any pmitewmlly trained staff from the ministry of
education and within the school system whan cproffer advisory assistance to the
teachers for the purpose of improving learning

3.2  Qualities of a Good Supervisor
A supervisor in his own capacity is regarded instructional leader. He is expected to
perform certain functions and to fulfill thexpectations, aspirations, needs, and demand

of the society in which he/she operates. For @sigor to be successful, he/she needs to
possess certain qualities that will put him/herrati@se under his supervision:
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0] He/She must be true to his own ideas
(i)  He/She must be flexi ble
(i)  He/she must be loyal
(iv)  He/She must command respect
(v) He/She must be strong-willed
(vi)  He/She must be consistent
(vii)  He/She must be fair in dealings with otheople
(viii) He/She must be open-minded in making decisi
(ix)  He/She must respect others’ opinions
(x) He/She must be teachable
(xiy  He/She must be sincere, firm, and approaehabl
(xii)  He/She must be ready to help people soledr throblem

3.3  Types/Forms of Inspection
Below are the various forms of inspection that \&aeeh

0] Full General Inspection This form of inspection involves a
comprehensive assessment of all aspectsifef in a school. The
inspection will include the subjects taught, thaldication and adequacy
of teachers as well as adequacy of varisesources compared with the
established standards. For a full generalpeaoson to be successful, a
large team of inspectors must be put togethad this type of inspection
usually last up to four to five days dependinglmnumber of inspectors
that make up the inspection team.

Prior to the inspection, the school head ukhobe contacted to provide
information on: the list of the subjects dhe curriculum, staff subject
analysis, a copyof the current class tinablet, individual teacher's time
table showing the teacher’s period and class, ksaffvith their ranks and

gualifications and a copy of school dailyutinoe. The information
supplied based on the requestabove will enable inspectorate division

to choose the right inspectors to formtheante The team should have a
team leader who should notbe lower in ramtthe school head of the
school to be inspected and a reporting ictspe who would produce the
final inspection report.

(i) Routine Inspection This type of inspection is carried oub tetermine
the adequacy of school facilities. It isa tsiganized to familiarize the
inspectors to the day-to-day activities/manag@mof the school. The
inspectors at the end of the visit repom ¢the staff situation (whether
under/over staff, or over/under utilizedith regard to approved
standard/quota, the number in post, vacandigs subjects (if available),
absentees, enrolment and attendance, drop-emtjronmental sanitation,
the school records.
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(i)  Follow-Up Inspection This is a type of inspection carried out a yafser
the full general inspection had taken plac&his is a repeat visit to find
out how the suggestions or recommendationeméat the school during
the full general inspection have been effectethis type of inspection is
regarded as the on-the-spot assessment to wéesther the action taken
during the full inspection is achieving the desireslults.

(iv) Special Inspection: This is the type of inspection that is @ out on
special or specific problem identified by disciplig or specific education
committee. Cases inspected by inspectors spacial investigation visits
range from minor cases of students didmnce, principal/teacher’s
administrative mismanagement to serious cades financial
mismanagement/mis-appropriation, rape, studemdt, robbery, arson,
examination malpractice, immoral sex act and so on.

(v) Recognition Inspection:  This is a special inspection carried t doy
inspectors to assess the number of subjectsedffen a school as well as
the number of human and material resourceailadle in the school for
purpose of accreditation by appropriate bod@s external examinations
bodies like West African Examination Colin (WAEC), National
Examination Council (NECO). The inspectordll wassess the available
laboratories and other expected infrastructulextbooks, the number of
teaching and non-teaching staff by grade, seualification, and years of
cognate experience. All these will assist the sthothe accreditation of
courses in the school or recognition by the extesramination bodies

Self Assessment exercise
Highlight the various challenges facing supervissbimstruction in Nigeria.
3.4  Challenges of Supervisio n of Instruction in Nige.

It is pertinent to also discussthe challengicing supervision of instructionin Nigeria
since supervision is a vital tool in enhagcithe standard and maintaining quality in
Nigerian schools. Aot of problems hinder smmon of instruction, but we are going

to discuss the most fundamental ones.

0] The dearth of qualified and trained personnelMost
of the personnel used as supervisors of instruation
most states in Nigeria do not have the pre-reasisit
teachers qualification and experience.

(i) Inadequate funds for supervision of instruction Funding

has been a major challenge facing not only sugervis
of instruction but also education in general. @kailable
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fund to the inspectorate unit in the ministry dtieation is
not sufficient to carry out the enormous task gitethem.
It is becoming increasingly impossible for inspeate unit
of the education ministries to service and repahicles
needed for supervision exercises and even to pgy du
tour allowance (DTA) of supervisors where need be.

Lack of relevant supervisory competenciesNigerian
supervisors of education are deficient in relesuptervisory
skills because there is no

pre-professional or pre-practice training for thpervisors.
School heads need to be trained in order to actjugre
relevant skills for performing the supervisory ¢tions.

Styles of supervision adopted by supervisorsSome supervisors

still adopt autocratic, fault-finding styles of pection. This makes

the school head and teachers become apprebensithis set of

supervisors always assumes mastery of the sulgedtexpect the

teacherto be subservient to hem. They asstinad supervisors

have the knowledge and regard the teachersingrior workers
who should take instruction from them withoguestioning; this

will always breed disdain and contempt insteadoafperation.

Low teachers’ morale: School supervisors, school heads and the
supervisees do not receive corresponding archmincentive to
enable them to be totally committed to théibs. The general
belief by Nigerians is that teaching professiis of low esteem.
More than half of the teachers on the job are bigidheir time to

get alternative employment and opt out ofckéng because they
are dissatisfied with the job. It is difficultffeuch a teacher with

the mind set that teaching is a steppistone to be totally
committed to their job and this couldyreatly have negative
influence on their teaching, thereby making sugemivork more

tedious.

Inadequate transport facilities Supervisors of education have
often complained of inability to cover mositf their areas of
operation. This is compounded by inaccessibibf some areas
e.g. riverine, nomadic and rural areas whehools are located.
The problem of transportation cannot be sdpdr from poor
funding of the inspectorate unit in the miny of education and
the state of all Nigerian roads.

Pre-occupation of school head with adnstrative duties

School heads are sometimes occupied with radirative duties
to the extent that they have no time for acadegadérship. They
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are more occ upied with obtaining information frdme ministry of
education; attend parent teachers’ associatioeetings,

maintaining community — school relationship #ie detriment of

supervision of instruction which is one ofieir primary duties.

School heads prefer to travel most time bseaof self-gain in

traveling. This situation makes them toe the gfithe situation in

their schools.

(viii)  Attitude of ministry of education officials During the colonial
and post colonial era, funding of sdeoowas based on the
submitted reports by the supervisors efducation about the
development of the schools. Funding schoals contemporary
times does not depend on school performaimceexaminations.
Supervisor’s report is now worthless at thanistry because the
reports are not being taken seriously by the istrinof education
officials in the recent past as they were in thewmial period.

(ix)  Policy instability: This has to do with frequent change
educational policy without adequate knowledge efghpervisors
which often leads to confusion or uncertainty. Shpervisors are
not carried along when policies affecting eation are to be
changed/amended For example, change ohootc calendar,
abolition and re-establishment of bodies like NPEKQlition and
re-introduction of private universities etc.

In addition to all the above discussed probleimsiet are so many other problems facing
instructional supervision in schools. They aaémost inaccessible in areas that include:
the location of the schools, inadequate dataer utilization of facilities, religious dn
political problems. These in addition seras serious constraints to supervision in the
Nigerian educational system.

4.0 Conclusion

The need for supervision is pertinent to tgeowth and development of Nigerian
education.  This is the main reason why Nigeriavegnment should pay more attention

to supervision. The challenges of supervision the morale of its agents should be
seriously addressed. The supervisors shouldefibe from regular in-service training in
form workshops, seminars, conferences, anderottelevant short and long term courses
that would expose the supervisors to increasedtefémess and efficiency in supervision
exercise.

5.0 Summary

In this unit, we have explained the varioferms of inspection we have, they are:

full
general, routine, special, advisory, recognitiand follow-up inspection. We also
discussed some of the problems facing supervisidfigeria.  The following problems
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are also discussed in the unit: the dearthgoilified supervisors, inadequate funding,
lack of relevant supervisory compet encies, stgtispted by supervisors, pre-occupation

of school head, attitude of ministry oflueation officials, policy instability and
enrolment, the location of the school, inadequate,dver - utilized facilities, religious

and political problems.

6.0  Tutor marked assignment

® List and explain five forms of inspection

(ii) Identify any five challenges facing of supeary function in Nigeria and suggest
possible solutions to them.
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1.0 Introduction
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For any organisation or institution ( educationabtherwise) to be established, managed

and perform effectively, there must be guiding pipes in form of rules and regulations

guiding the activities of such an organisatior institution. These rules and regulations
may be in form of taboos/customs/trad$io depending on the practices of
the

community where the institution is situated. Ityn@so be in form of constitutional laws

made by relevant government agencies. If ethes no law, there will be no need to
prosecute offender(s). The essence of promulgédimg for educational institutions is to

guide the activities of the operators in thestsgn to ensure that, it all falls within the
framework of the whole community.

Management of educational institution is a compéesk for administrations because the
industry (education) is the largest employer oblatin Nigeria as well as in other parts
of the world and all other sectors depend on edlucatdustry for survival. As a result of
these, it is imperative to have some set rulesra@gdlations guiding the operations of the
industry and the operators.

2.0 Objectives.

At the end of the lesson, students should be able t
I Define law as a concept
il. Distinguish between law and rule
iii. Distinguish between written and unwritten law
iv. Distinguish between statutory and customawsla
V. Trace the history of education low from 188289

3.0 Main Content

Law can either be written or unwritten. i$ written when those rules and regulations
guiding the conducts and operations of a soeegywritten down and people recognise

that, it is binding on them and sanctionsuld be imposed by appropriate authority if
such rules and regulations are violated. Buten the rules and regulation guiding the
operations of a society are not written downd the people also recognise that it is
binding on them with appropriate sanding viblated, it is unwritten law. Law could
either be statutory or customary. Statutory lavesthe laws created by statute or acts of

parliaments or the legislature arm of govesntn Legislative arm of government is the
one saddled with the responsibility of makidgws. Customarylaws on the other hand
are the laws, derivable from the customs and imaditof a society over a period of time

but these customs and traditions must be knownecanized by the constitution of the

land.

There is a difference between rules and laws.<9Raille regulations or ordinances which

are statements of general norms. Rules are mattetBresident, Governors, Ministers,

Commissions, and Chief Executives of instilné/parastatals without passing through

the legislative arm of government. But gase of law, it must be passed through the
legislature arm of the government before it carob®e operative and recognized as the
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law of the land. No single executive /chief exegeittan enact a law; it must pass through

legislative process. Decree is another tygfe law; it is a law made by the supreme
military authority of a country during mila administration. Laws made by State
Military Governors are referred to as edicts.

3.1  Definition of law

The term law has been defined differently Different authors. Some perceive it as a
system of rules which all citizens of that coumryst obey. This means that the law of a

country is superior to the citizens of the counthether written or unwritten as long as it

is the law of the country. Elias (1962) defined kasva rule laid down for the guidance of

an intelligent being by an intelligent beingaving power over him and Renter (1970)
opines that law comprises all rules and arrangénrecognized by the law courts From

the above, law can be defined as a ruleditew or unwritten recognized by the courts.
However, law can also be a discipline or coursgtadly in higher institutions of learning,

just as we have courses like: education, medieingineering, pharmacy etc. it may also

be a profession. But in this unit, the term lasthis one used for the proper regulation of

a society by appropriate authority.

Law has two main branches, civil and criminal. Ciaws are those applied to settle civil

cases such as: disputes between private idodils, between individual and businesses
and between business, in this category wee héaw of torts, family law, land law, and
law of contract. Criminal laws on the other hanel #nose laws applied to settle criminal

cases. Criminal cases are wrongs committedinsy community, state or individual

property.
3.2 Law in Nigerian Traditional Education

Traditional education in Nigerian is the educatidnich each community handed over to

the succeeding generations; this is differérdm the western education or the formal
education. Nigeria comprises various commusitieith different cultures and ethnic
groups. Nigerian children who do not have the oppuoty to have the western education

or quranic education only enjoy the tradiibneducation. Traditional education is not
obtained from the four- walls of a classrqonh is obtainable from the
parents/communities.

The main objective of either formal/western or itiadal education is to assist the child

to grow into a functional member of the famalyd society. A child hasthe right to be
exposed to basic education; basic education isagidacfor living in conformity with the

norms and values of the society. For trad@ti@ducation; parents, various members of

the family (nuclear and extended) located withiem $hme compound, household and his
neighbour-hood are the child's teachers. If parson is referred to as uneducated in a
society, it is an insult on that person and theilfabrecame it is assumed that the parents

did not fulfill their obligation by not prading the basic education for the child tite
right time. Every child in the traditional educatis also exposed to some occupational
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trading in form apprenticeship to en able him tquae an occupation to maintain himself
and his family at the appropriate tim e in the fatu

In the traditional education, the environmertdisty reinforced the value of acceptance.
The principle of seniority within the traditial society strengthens the principle of
authority and responsibility in the societiPeople in a society are not only familiav t
cooperative efforts, they also have divergent viévesclarify issues on divergent views,

elders in the society were looked on to hwitinquestioning obedience by the younger
ones. As soon as a child is born, thecgss of education started and continued into
adulthood until death. A child derives knowledigem observation, customs, traditional

beliefs and religious tenets. During the slavedrexh, parents reserved the rights to sell

into slavery, they can also administer coapopunishment without Ilimit, and theft was
seen as an offence that should be visitedth wiapital punishment. Every child in
the

traditional education must be corrected by thider children and members of the
extended family and if the child refuses correctimorporal punishment can be applied

At this time, disobedience and other forms of iniibne acts were rare among children
because of the method/sways of administermgiishment. The whole community as
well as the parents is teacher who can also punisimd child.

3.3. Evolution of Education Laws in Nigeria

The history of education laws in Nigeria kbube traced to 1882 when the first
educational ordinance was enacted. The 188@ucation ordinance was the first
education official law made by the colonial mastarbligeria. The ordinance makes the

following provisions:

1. establishment of a general board of educdtibpnLagos colony made up
of the governor as the chairman and membefrsthe state executive
council as members and other four nominees bydakergment,

2. that the general education is empowered ie tand fire local education
boards which were meant only to advise tpeneral education board on
the needs and areaswhere new schools arébetestablished, conditions
for granting certificate to teachers and smindition for schools to be
gualified for government grant-in aids,

3. that there shall be one inspector of schools fost\¥drican colonies and
three assistant inspectors to be based iago$, Sierra Leone and Gold
Coast,

4. that there shall be both the governmentissionary and community

primary schools, and

5. that the school curriculum should include satge like Reading, Writing,
Arithmetic Domestic Science, English Language, étisand Geography.
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3.4 Educa tion Ordinance o f 1887

Up to 1886, Lagos colony was administered by timeeseolonial authority that governed

the Gold Coast colony. But from 1886, Lagos @wild Coast colonies were separated,;

Lagos now became a separate colony and a proteetditas led to the attention given to

the problems and prospects of educational developmeéNigeria. It was this event that

led to enactment of the second education ordinent887. Fafunwa (1974) opined that,

this was technically the first education oafice to be enacted for Nigeria; the 1882
education ordinance was for the British West Afnicalonies in which Lagos was one.

The 1887 ordinance provided that:
1. a board of education be established for Lagos gatomprising the Governor as
the chairman, members of house of legislature dmer dour Governor nominee,

2. the board established shall assist schoolh wgrants and scholarship awards to
pupils, and

3. the board shall establish conditions for granticigogarship to pupils. Among the
conditions set were that:

a. schools must have a manager with power toalmdefire,

teachers and also be accountable to schools amcfalanatters,
teachers must be qualified and certified,

schools academic performance in public examainahust be good
schools must be open for inspection,

school must be for all children irrespectivehair religion or
ethnic background and no religious education magiiten to
students without the parent background, and

cooo

f. school curriculum must include: Reading, WigtiArithmetic,
English, Needlework, History and Geography.

3.5 Educa tion Ordinance o f 1908

In Nigeria, the Northern protectorate was estabtisim 1899 and in 1906 the colonies of

Lagos and Southern Nigeria were merged. Bubr to this merger, in 1908, the
Department of Education was created for the newitgon protectorate of Nigeria. This

department was responsible for production of edoicaiodes to oversee the education

need, expansion and management of educatitheinSouthern protectorate. The 1908
education ordnance focused on the Southgrotectorate and also provided the
following;

i. that there shall be a department of educationercttony,

il. that there shall be a director of education to ditba department of
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education who would be re sponsible tothe guweon education matters only,

Unlimited and

ii. that there shall also be superintendentscbbsls.

The establishment of a separate department efducation for Southern protectorate was
major development in the history of Nigeriaducation because prior to this time,
education had been administered from the Govermfiice when need be.  No specific

department was designated to oversee the actiiitithe® education department then. The

establishment of the department of edoecatchanged the scenario. Training was
organised for some officers who were givessponsibility to plan, co-ordinate, and

control and supervise the educational devetopgmin the merged Lagos colony and
Southern protectorate and the head gave accotim stewardship in the ministry to the

governor. This resulted in greater efficieneynd accountability in the management of
education.

Self Assessment Exercise
® Distinguish between written and unwritten laws
(i)  There is no difference between civil law agriminal law. Do you agree?

3.6 Educa tion Ordinance a nd Code of 1916 and 1926

The amalgamation of the Southern and Northerotectorates came up in 1914 by Sir
Frederick Lugard who was also appointed Bevernment - General for Nigerian

territory by the British Government. Lugardvas aware of the gap in educational
development between the Southern and hsort Nigeria and the importance of
education to development of the people ahd nhation at large. He devoted special

attention to the formulation of education ippl and its implementation. After a few

months of assumption of office, Luggard proposedw guidelines for grant-in-aids to

missionary schools, because the 1914 educationasrcke was criticized by the colonial

master’s office in London and leaders of the uasimissionary groups in Nigeria. Other

provisions of the 1916 education ordnance were:

i. grants - in aid to the mission for running the noisary schools should
be increased and inspection of schools should lve nfeequent,

il. Christian Religion should not be taught in schdotsited in the
muslims communities in the Northern Nigeria,

iii. schools located in the rural areas shouldheagriculture and Local
Crafts, and

iv. no interference among the various agenciegluad in education and
there should be cooperation among these agencies.

53



Unlimited

EDU412 COURSE GUIDE

The 1916 education ordinance resulted the improvement of efficiency

and

effectiveness of school manageme nt and Ishger better teaching staff quality, and
higher pupils’ academic performance. But the omdagawas not without critics. It was

said that the ordinance focused mainly on missipaeahools which were located mostly

in the Southern Nigeria. It also contained nothimgridge the education gap between the

Southern and Northern Nigeria.

In 1922, the Phelps - Stokes Commission publishegart on education in Africa, this

report spurred the British government to picEl a memorandum on education in its
territories in 1925. However, in 1926, there wasducation ordinance to respond to the

Phelps - Stokes Commission’s recommendatiofise ordinance addressed the issue of
school management, staffing and supervisi@s observed by Phelps - Stokes
commission. It was spell-out in the ordinanteat a person needed to be a registered
teacher before he could be hired to teanh any school in the Southern Nigeria.
The

ordinance also mandated voluntary agencies cammunities to take approval from the
director of education as well as the boarddofoation before establishing new schools.
This measure was to check the estabksit of sub-standard schools within
the

protectorate.

The ordinance also expantiated the functions ahudies of supervisors and inspectors of
education. The work of the supervisors amdpeéctors assumed a different dimension
because their reports notonly improved theadamic standard and performance;it also
assisted the Board/Director of Education in @émgwat vital decisions on education. The
ordinance also put in place stringent coodgi for teachers to be employed; it also
stipulated the minimum salaries that shouldp&d to any registered teachers in all the
government or government assisted schools.s TH®26 ordinance therefore, became the
first education ordinance that enhanced thatus of teaching profession and made
teaching attractive to the qualified teachers.

Self-Assessment Exercise
Trace the history of Nigerian Education Law fron8280 1926.

4.0 Conclusion

Law can be a discipline/or course of studyimstitutions of higher learning, and it can
also be used for proper regulation of a d$pdig appropriate authority. Civil laws are
applied to settle civil cases while criminal lawe applied to settle criminal cases in the

society. The history of education law coule traced back to 1882 when the first
education ordinance was made for the entgtish colonies to 1926 when education
ordinance was made for the Southern and Mortprotectorate after the amalgamation
of Southern and Northern protectorate in Nigeria.

5.0 Summary

In this unit, we have discussed the histbriceevelopment of education laws in Nigeria
from 1882 when the first education officah was made by the colonial master (i.e.
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British). The 1882 ordinance was meant foe tlentire British West African colonies,
while the 1887 ordinance was the fi rst one forexiig. The education ordinance of 1908

was for the Lagos colonies and Southern protatdo after their merger in 1906. This

ordinance was focused on that new Southeregtorate whichwas a landmark inthe

history of education in Nigeria, because thisdinance stipulated and established a

separate department (department of education)drsee education ministry. However,

the 1916 and 1926 ordinances were made fdBdlthern and Northern protectorates

after the amalgamation of the duo in 1914 by SadFck Lord Lugard who became the

first Governor - General of the Southern and Narthidigeria. The education ordinances

made various provisions for education at one timga® other.

6.0  Tutor — Marked Assignment

Trace the historical development of education lawWigeria from 1887-1926.
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1.0 Introduction

In this unit, we are going to discuss tleganisational structure of the ministries of
education in Nigeria (federal and state). We wi#badiscuss the functions of federal and

state ministries of education. The various depantsithat make up the federal ministry

of education and other agencies under it will dlsdooked into.

2.0 Objectives

At the end of this unit, you should be able to:
0] Distinguish deliver federal ministry and staténistry of education
(i) Draw organogram of federal ministry of eduoat
(i)  Explain the functions of the federal minigtof education
(iv)  Draw the organisational structure of stateistry of education
(v) Explain the functions of the state ministryeafucation

3.0 Main Content

Education in Nigeria is on the concurrent listtod Nigerian constitution. Apart from the
concurrent list, there are also the exclusive amdidual lists. All items on the exclusive

list are exclusively under the total controf the federal government, for example: the
Nigerian Police Force, the Nigerian Army: he NigariCustom Services etc the Nigerian

Prison Service. While residual list is madg of those items that are under the total
control of the state government, the stamveghnments are solely responsible for the
provision, controlling and funding of itemsn othe residual list at their various states,
because the law has given the state governmestaheory right to do so.
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However, educationis one of the items on thencurrent list. This meansit is to be
jointly provided by both the federal and state goweents. In the process, if there is any

clash, the position of the federal government tgkesedent. Federal government owns,
controlled, financed and operates federal @&y schools and institutions of higher
learning i.e. Federal Secondary Schools, Federiétgss of Education, Federal Colleges

of Agriculture, Federal Polytechnics, and FRatleUniversities etc. So also the state
government owns, controlled, financed and afgerthe state owned secondary schools,
state owned colleges of education, state dwmpelytechnics, state owned colleges of
agriculture and state universities. These insthgi(secondary and institutions of higher

learning at state levels) are owned, manag@thnced and controlled by the state
government. However the Primary Basic Educatigrasided by the local government

through the primary school.

3.1  The Structure of the Federal Ministry of Education:

Federal ministry of education is the organfefderal government that is responsible for
the administration, financing and controlling oé ttederal government-owned education

institutions both at the secondary and highestitutional levels. There are vertical and
horizontal flows of authority and responsibility them ministry of education. This will

be seen in the hierarchical structure.

The ministry is headed by a minister of educatibilo is nominated for appointment by

the president subjectto the approval of theddal Assembly in a civilian government

or approval of the supreme military council in ailitary government. At the ministry of
education there are seasoned educational &irators and civil servants who work
directly or indirectly with the minister in variousipacities. The ministry comprises eight
different departments and several agencies.

The departments are:

i Personnel

il. Finance

iii. Planning Research and Statistics

iv. Primary and Secondary

V. Post Secondary and Higher education
Vi Technology and Science

vii.  Inspectorate

viii.  Education Support Service

Some of the agencies under the supervision of thestry of education are:
i. The National Council of Education (NCE)
il. The Join Consultative Committee on Education (JCCE)
iii. The Nigerian Educational Research and Dewvelept Council (NERDC)
iv The National Teachers Institution (NTI)
% Joins Admission and Matriculation Board (JAMB)
vi The National Universities Commission (NUC)
vii.  The National Board for Technical EducationrBRE)
viii  The National Commission for Colleges of Edtioa (NCCE)
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3.1.1 Organisational Structure/Chart/Organogram of the Federal Ministry of
Education.

Figure 1 below is the hierarchical structure/oramigation chart of the federal ministry of
education in Nigeria

Figure 1.
Minister of Education (ME)
y
Permanent Secretary
(PS)

l l l ’
Director Director Director Director
Administration Schools Higher Inspectorate

& & (D)
Policy Education Education
(DAP) Support (DHE)

(DSES)
It can be observed from figure 1 that artho flows downward from the ME = PS

DAP, DSESS, DHE & D1. However, horizontallat®nship exists between DAP =
SESS = DHE = D1, because these personnel operte seame level and are headed by
officers of the same cadre i.e. director.

3.2 Functions of the Federal Ministry of Education
The functions of the federal ministry of educatsoe discussed below:

1. Formulation of National Policy on Education

The federal government through the federahnistrty of education lays down broad
general education policies covering the variougetspof education in the country. These

policies are handed over to various statemisimes of education through the state
government to implement. The federal ministof education draws a bench mark for
some educational programmes at certain levelgheegninimum O’level qualification(s)
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to be possessed by candidates be fore beitigitted into the colleges of education,
polytechnics and universities.

i) Funding o f Educational Institutions/Agencies

The federal ministry of education solely ficas all the educational institutions owned
by the federal government (i.e. the fale unity schools popularly called federal
government colleges, the federal colleges edlucation, federal polytechnics and federal
universities). The federal ministry of eduoati finances federal colleges of education
through the National Commission for College$ Education (NCCE), also the ministry
finances the federal polytechnics through tNational Board for Technical Education
(NBTE) and finances the federal univéesit through the National Universities
Commission (NUC). The federal ministry of educatéso funds some special agencies

and institutions under it such as Nigerian EdocaResearch and Development Council
(NERDC). The National Teachers Institute (NTihe National Council on Education
(NCE) etc.

i) Provision of Statistical Data

Another major role of the federal ministryf @ducation is the collection, collation and
publication of students’ enrolment statisticdhta. This assist the government to make
necessary budgetary allocation to schools,ehdivst hand information about the total
number of students in the each school and all theecountry.  Educational information

is disseminated throughout the country througéwsletter, statistical digest, pamphlets,
journals and periodicals. All educational planslzaeed on the statistics provided by the

federal ministry of education.

iv) Quiality Control

The federal ministry of education formulates gehguédelines and bench mark aimed at
ensuring educational standards both at thee stand federal levels. The guideline and
benchmark set are complied with by both thmtes and federal government-owned
institutions throughout the country.

V) Development of Syllabuses/Curricula r

The federal ministry of education in conjuant with other relevant agencies/bodies
develops uniform curricula and syllabuses fase by all educational institutions in
Nigerian. The syllabuses/curricula developed d@nded to state for implementation in
the state owned schools.

Vi) Provision of Consultancy Services

In addition to all the above functions, tHederal ministry of education also provides

advisory sand consultancy services to schoaisthe state levels and other interested
organisations requiring educational informatioradvice.
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el  Self- Assessment Exercise

Apart from all the functions of feral ministry oflecation discussed above think of more
functions of federal ministry of education

3.3  The State Ministries of Education

As at now, Nigeria is made up of 36 statsd the Federal Capital Territory (FCT)
Abuja. All the states have their respective estainistries of education. This means that

there are 36 states ministry of education Nigeria, apart from the federal ministry of
education. The state ministries of edocat are the organs of state
government

responsible for the administration, financirapd controlling of the state government
owned educational institutions both at thecoselary school and higher institutional
levels.

The state ministry of education is headed #&ycommissioner for education who is
nominated by the Executive Governor subject ta#tification of the legislative arm of
government at the state level (in Nigeria, itallexd the House of Assembly). Apart from

the commissioner for education, there areo at®asoned educational administrations
(Permanent Secretaries, Directors), and cBdrvants that work in his ministry of
education who manage the affairs of various divisjalirectorates, units and sections of

the ministry. There are some statutory managemagencies under the state ministry of
education e.g. Secondary School's Managemeoard (SSMB), the State Education
Commission (SEC), and the Teaching Service ComarniggiSC).

3.3.1 Structure/Orgnogram of State Ministry of Edication
Figure 2 below is the organogram of thetestaninistry of education in Nigeria. There

may be differences in the nomenclature dependingiaies, but a typical organogram of
the state ministry of education looks like this
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Fig. 2
Commissioner for Education
State Education Board
v
Y
Dir&ctor Direct _ _
(Policy and (Inspectorat Director Director
Planning) e and (School (Higher
standards) Management Education)
)

From the above, as we have in the federahistry of education, authority flows
downward while responsibility flow upward. There aiso line authority relationships at
the state ministry of education as we have ate¢derfal level.

Self — Assessment exercise

What are the differences between the orgamogrof the federal ministry of education
and state ministry of Education?

3.4  Functions of the State Ministry of Education in Nigeria.

I. Implementation of Educational Policies

The state governments through the state triggs of education implement national
educational policies formulated by the fedeigdvernment through federal ministry of
education. State ministries formulate educatiopolicies, based on the broad national
policies on education set by the feddergovernment through federal ministry of
education.

(ii) Funding o f Educational Institutions/Agencies

The state ministry of education is the sdleancier of all the educational institutions

owned by the state. The ministry is respaasifor recurrent and capital expenses on
monthly, quarterly or yearly basis. Capitakpenses are money expended on site
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acquisition, construction of school buildings, guement of equipment and machinery.

The state ministry of education also finances taaitory education agencies under the
ministry. Some of the agencies are: TeachiBgrvice Commission, State Education
Commission, Secondary Management Board ort FRrsmary Schools Management
Board.

i) Coordination of Educational Activities

The state ministries of education also cowmtd educational activities within the states
because of their leadership positions. They aéstsure that different parts of the school

system and the people within it work harroosly. The state ministry of education

streamlines the structure of the state edwtat system to avoid multiple control,

direction and management. In some states, hage post primary school management

board or the secondary education manageméoard at zonal levels to monitor
educational activities within the zone andpom bock to the parent body i.e. the state
ministry of education

iv) Provision of Statistical Data

This is another vital role of the state ministryeofucation. The ministry collects, collates

and make available data onadmission, enrdlmemop-out and other relevant data that
will assist the state government in making adégpreparation on planning for smooth
operation of educational system at the state lev&lailability of correct data will enable

the government to make adequate plan and vice versa

V) Regulations of Admissio n into Schools

The States ministries of education provideggulation that guide the admission of
student’s into the state owned schools as welluaest transfers and withdrawals

Vi) Quiality Control

It is reasonable to argue that one of the most itapbfunctions of the state ministry of
education is the maintenance of educationstandards. The ministry inspects and
supervise both the administrative and instainctomponents of the school and ensures

that it meets the set standard

vii)  Formulation of Educational Policies
Based on the broad educational provision and mexctvithin the context of the policies
from the federal ministry of education, thetate ministry of education formulates state

education policies which are included in the staducation laws and cover every aspect
of educational provisions and practices at thedéatel.
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viii)  Recruitment and Paymentof Teachers/Other
Staff

The statutory agencies in the state ministly education e.g. Post-primary Education
Board, Teaching Service Commission as thee cazay be, are responsible for the
recruitment of teachersinto the state owneatlicational institution. The board also sees

to the payment of teachers, and other staff salame allowances as at when due.

4.0 Conclusion

From this unit, you have leant that educatic a service provided by both federal and
state governments in Nigeria. Federal governmentiges education through the federal

government owned educational institutions efgderal government colleges, federal
technical colleges, and federal colleges dfucation, federal polytechnics and federal
universities. These institutions are financadd controlled by the federal government
through federal ministry of education whicls headed by a minister appointed by the
president based on the approval of the natioAssembly in a democratic government.
State governments also provide educatitimrough the state owned educational
institutions.  All the state owned educationistitutions are controlled and financed by
the state government through the state mynigif education which is headed by a
commissioner for education who is appointey the executive Governor of the state
based on the approval of the State House of Assembl

5.0 Summary

In this unit, we have discussed the concurrentrasidiual list and that the concurrent list

contains items to be jointly provided by Hbothe federal and state governments’ e.g.
education, the residual list contain itemslelso reserved for the federal government to
provide e.g. Nigeria Police Force etc. we alsouwdised the functions of federal and state

ministries of education and structure of both #getral and state ministries of education.

It was pointed out that the federal ministof education is headed by a minister of
education while the state ministry of ediwa is headed by a commissioner for
education

6.0  Tutor Marked Assignment

1. Draw the organogram of the ministry of educatioyair state
2. Explain in full, the various functions performedatstate ministry of education of
your state

7.0 Reference

Ajayi, . IT_& Oni J.O (1992). A Functional pproach to School Organisation and
Management, ljebu-ode: Triumph Books.

Bedeian, A.G. & Zamnuto, F.R. (1991). Orgation Theory and Design, New York:
American Books.
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UNIT 3

Unlimited
- FUNCTIONS OF STATE PRIMARY EDUCA TION BOARD AND EDU CAT ION
COMMISSION S IN NIGERIA

1.0 Introduction

2.0  Objectives

3.0 Main Content

3.1 Reasons for the establishment of state prifadncation Board
3.2 National Universities Commission (NUC)

3.2.1 Function of the National Universities Comsios (NUC)
3.3  National Commission for Colleges of Educa(iN€CE)
3.3.1 Reasons for Establishment of NCCE

3.4  National Board for Technical Education (NBTE)
3.4.1 Reasons for the Establishment of NBTE

4.0 Conclusion

5.0 Summary

6.0  Tutor- Marked Assignment

7.0 References/Further Readings.

1.0 Introduction

In the last unit, our discussion was on the rfaldend states ministries of education and
we are able to see that education is providedobly the federal and state governments.

At the federal government level, education usder the federal ministry of education
which is headed by a minister who is appointegthle president subject to the approval

of the National Assembly. So also at thatestlevel, education is under the ministry of
education, but this ministry at the state levelheaded by a commissioner appointed by

the executive governor subject to the approvahefdtate House of Assembly.

In the unit, we are going to discuss the emthivlent and the functions of state primary
education board (SPEB) as well as the various casions that we have in the ministry
of education at federal level.

2.0. Objectives

At the end of this unit, students should be able to
0] explain the reasons why SPEB is needed
(i) explain the important of NUC.
(i) distinguish between NUC, NCCE and NBTE
(iv)  trace the historical development of NUC irghiia.
(v) mention the reasons for the establishment®TEL
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3.0 Main Content

The state primary education board (SPEB) wasabéished for each state of the federal
republic of Nigeria by the federal government bgrée 96 of 1993. It was established to

oversee the activities and management of gmimschool education in their respective
states. There are thirty-seven (37) statemd@si Education Board offices in Nigeria, it
comprises one (1) in the thirty-six (36) states and (1) at the FCT.

3.1  Functions of State Primary Educat ion Board (SPEB)
The following are some of the functions for theabishment of SPEB in Nigeria
(1) Management of Primary Schools Level

The statutory role of SPEB is to manage te@mary schoolsinthe state. This is done
through co-ordination and supervision of tipeimary schools and its activities. Needed
assistance is rendered by SPEB to primary schoaleeded areas discovered during the
supervisory visit to assist the schools and teactoeachieve the school’s objectives.

(i)  Appo intment of Staff

SPEB is responsible for the appointment, promogiod discipline of teaching and non-
teaching staff on grade levels 07 and above. Theddg also responsible for transfer of
teachers within the state and inter-state transfer.

(i)  Disbursement of Fund

SPEB disburses fund provided to it from bathe federal and state government to pay
teachers and other supporting staff saladesl allowances. SPEB also embarks on
capital projects in the primary schools (Bumgy of classroom building, administrative
blocks, library etc)

(iv) Supervisio n of Institutions

SPEB carries out supervisory duty either on routiagis, advisory basis, full-time basis
special basis or follow-up basis, with thetention to improve the instruction, and
maintain high standards of instruction in npary schools and to ensure that primary
schools are run in accordance with the laid dovgulegions.

Self Assessment Exercise
What are the other functions performed by SPEBtdpam the ones discussed above?
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3.2 National Universities Commission (NUC)

As fallout of Sir Eric Ashby Commission report oigler education in 1962, NUC was
established in that same year. However between 4882 ow the university system has
undergone three developmental phases.

The first phase was between 1962 -1968 when NUCawmsst of the Federal Cabinet. It

was an administrative department at this time anés$ headed by Head of Department

(HOD) to advice the prime minister on universitgtbers. At this time, the membership

was comprised of twelve (12) non-academic membermind this time, there were three

regional universities (Ahmadu Bello Universityaria, University of Nigeria, Nsukka,
and University of Ife, now Obafemi Awolowo Warsity), and two federal universities
(University of Lagos and University of Ibadan) ifgHria.

The second phase was between 1968 -1974induthis period NUC still remained an
advisory body, but the membership was expandedseventeen (17) comprising twelve
(12) non-academic and five (5) academic membergnDuhis time, University of Benin

was established; this increased the total numbenivkrsity in Nigeria to six.

The third phase was from 1974 to date. This phastl be regarded as statutory phase

because, it was during this period that NUC wasmistatutory powers, on the"2pril

1974. Since then, NUC as been empowered piogrstaff, discuss and reward staff,
and was given definite roles to play. NUG@Gcreased its staff strength and created
professional departments and committees amtesithen NUC had been one of the
statutory agencies of the Federal Ministry of Ediara

3.2.1 Functions of National Universities Commissio

Below are some of the functions of the NUC:

0] Co-coordinating the entire activities in aligeéria universities,

(i) harmonizing and co-ordinating the developmeiniNigeria universities to
meet the national goals,

(i)  advising the government on the financial deef the universities,

(iv)  distribution of fund to then Universitiesvhen such is made available by
the government,

(v) setting the minimum, benchmark for Nigerianvensities,

(vi)  ensuring compliance of the Universities te thinimum bench mark set,

(vii) collecting, collating, analysing and stw data collected from Nigerian
Universities for use in advising the governmentlmneed to expand the
existing universities or establish new ones,

(vii) setting standards to be followed in estabing universities in Nigeria,

(ix) issue operating license to Nigerian univéesit

(x) accrediting courses in Nigerian universities,

(xiy participating in universities annual es#te hearings to determine the
financial need of the universities, and
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(xii) keeping of accurate and up-to-date ficial records for all local and
foreign transactions.

3.3 National Commission for Colleges of Education (NCCE

Increase in school enrolment occasioned by Fexleral Government Universal Primary
Education Scheme introduced in 1974, brought abcatcity of qualified teachers. This

situation forced the federal government to Oeectly involved in teachers training
programme for the first time by providing ildings (classroom and administrative),
equipment, teachers salaries, bursary awamdssttidents-teachers in the department of
education in Nigerian Universities, Colleges of Ealion and Teacher Training Colleges.

The product of teacher training colleges needeldrigducation, for them to be qualified

to teach in secondary schools, this led inorease in demand for higher education in
education discipline. As a result of thisetieeen 1979 -1983, more Colleges of
Education was established all around tleuntry which created problems and
necessitated a national body to serve asckome and to coordinate activities at the
Colleges of Education in the country. Thiteed to the establishment of National
Commission for Colleges of Education as one ofadpencies under the Federal Ministry

of Education in 1989 by Act No.3 of the constitatiof the Federal Republic of Nigeria.

3.3.1.1 Functions of National Commission for Colleges of @ication(NCCE)

The following are among the functions of thidational Commission for Colleges of
Education (NCCE):

0] to coordinate the activities of allColleges of Education and other
institution of higher learning offering tders education other than
universities,

(i)  to advise the federal government throughMiegister of Education on all
the aspects of teacher education outside the Usiileer and Polytechnics,

(i)  to make recommendations to the governmentnaiters affecting teachers
education,

(iv)  to manage the financial affairs of the cole@f education,

(v) to develop scheme of National Certifioati for the various products of
Colleges of Education,

(vi)  to collect, analyse and publish informati@tating to teacher’s education,

(vii)  to set bench mark for Colleges of Education,

(viii) to accredit courses in Nigeria Collegeskafucation, and

(ix) receive grants from the federal governnamd allocate them to colleges
of education according to the laid down formula.

Self-Assessment Exercise
Distinguish  between the National Univeesti Commission (NUC) and National
Commission for Colleges of Education (NCCE) andrthenctions.
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3.4  National Board for Technical Education (NBTE)

The National Board for Technical Education wésstly established by Decree No.7 of
1977 but it was later reconstituted by way of adment Decree No.8 of 1993. It was
established to develop and manage technical #echnological education in Nigeria.
This board was one of the agencies of federal Ministry of Education to oversee
institutions offering technical and technologglated courses in Nigeria. National
Universities Commission (NUC) was put in dace to monitor teaching and learning
activities in Nigerian Universities, NationaCommission for Colleges of Education

(NCCE) monitors teaching and learning in the Cakegf Education. National Board for

Technical Education (NBTE) was however established monitor teaching and learning

in Polytechnics and Technical institutions in Niger

3.4.1 Functions of National Board for Technical Edcation (NBTE)

NBTE was established to perform some statutorysy@enong which we are to:

0] coordinate all aspects of technical awmdcational education outside the
universities in Nigeria,

(i) make recommendations on the national poliegassary for the training of
craftsman and skilled manpower in technical andational courses,

(i)  advise the federal government on issuegtirgeto all aspects of technical
and vocational education outside the University,

(iv)  set minimum bench mark for Nigerian Polyteidsn

(v) make recommendation based on the availabke atathe need to establish
new polytechnics or expand facilities in the exigtpolytechnics,

(vi) reviewthe terms and conditions of seeviof personnel in polytechnics
and make recommendation to the federal Government,

(vi) assess the financial needs of polytéchnand technical institutions and
advise the government appropriately, and

(viii) act as channeling agents by channelingzalérnal aids to polytechnics.

4.0 Conclusion

The State Primary Education Board (SPEB) was astedul by decree 96 of 1993 of the

Federal Republic of Nigeria to oversee thetivdies of primary schools in Nigeria.

SPEB has 37 offices in the country, oneiceffeach in a state and one at the federal
Capital Territory (FCT) Abuja. There are alsther commissions established by the

federal ministry of education to serve vasiodunctions, such commissions apart from
SPEB are NUC, NCCE, and NBTE. These comuomssi perform various regulatory
functions in their various capacities.

5.0 Summary
In this unit, we have discussed the reastwehind the establishment of State Primary

Education Boards and the number of SPEB Nigeria; we equally discussed other
commissions/boards under the federal ministry aicaton. Commissions discussed are
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National Universities Commission (NUC), NCCE, anBTE and we are able to see the
various roles played by these com missions/boaréssure that there is improvement in
educational system at large.

6.0 Tutor-Marked Assignment

® Justify the need for the establishment o€ tNational Universities Commission
(NUC) in Nigeria.

(i) Primary School in Nigeria can survive witidstate Primary Education Board.
Do you agree?

7.0 References/Further Reading

Ezeocha, P.A. (1990): Educational Administratiod &menning. Nsukka: Optional
Computer Solution.

Ogunu, M. (2000): Introduction to Educational Maeagent. Benin City: Mbogun
Publishers

Olagboye A.A (2004): Introduction to Education Mgeeaent. Ibadan: Daily Graphics
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UNIT 4
PLANNING OF SCHOOL PLANT

1.0 Introduction

2.0  Objectives

3.0  Main Objectives

3.1  Planning of school plant

3.2  Principles of school plant planning

3.3  Stages involved in the provision of schoohpla
3.4  Type of spaces on school site

3.5 Problems of school plant maintenance
4.0 Summary

5.0 Conclusion

6.0  Tutor-marked Assignment

7.0 References/Further Readings

1.0 Introduction

In the last unit, we have discussed the meanirsglobol plant. ~We learnt that it is made

up of all physical facilities which include bdihgs, equipments, furniture, and vehicles

etc. We also looked at the meaning of ethwpping as a process of identifying and
estimating educational institutions requiraise and identify the communities and
locations for new schools

In this unit however, we shall be looking at theamiag of planning of school plant, the

principles of planning school plant and the guidedi to be followed in arriving at logical

effective school plant facilities. We shallalsbe looking at the varioustypes of spaces
expected at the school site, the problems ofdghiants maintenance and the solutions

to the various problems associated with schooltplan

2.0 Objectives.

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

® Define school plant planning.

(ii) List the principles of school plant planning.

(iv)  Mention the types of spaces expected to beiged for at the school site.

3.0 Main content

3.1 Planning o f School Plant

School plant isthe process of identifying, etfg and acquiring a suitable site for the

school to be located, erecting appropriate physicattures that will assist in achieving
the educational goals/objectives. The planning ggsdnvolves citing, construction, and
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provision of recreation spaces for t he achievernéatlucational goals/objectives. Itis a
comprehensive process in which a suitable sg chosen and adequate buildings are
designed with the aim of satisfying the educatioredds of the students.

Essentially, school buildings are designe meet the educational programme
requirements and satisfy the students andthé&ea physical and emotional needs. The
quality of instruction given to the students hgt teacher depends on the type of school

building and the learning environment. This tise reason whyit is emphasized that the
school building should be adequately considlerplanned effectively and executed
thoroughly to allow for effective teaching and leiag.

3.2  Stages Involved in the Provision of School Plant

The provision of adequate and appropriateodchplant is one of the most important
responsibilities of school of school admirastrs. To ensure that the school plant is
relevant, adequate and efficient, the following(éixstages should be observed:

i Stage of adequate survey of needs
ii Stage of wise educational planning.
iii Stage of choice of site.

iv Stage of architectural planning.
v Stage of prudent financial planning.
Vi Stage of efficient plant construction.

The stages can be in form ofa model (sgg 1). Each of these stages has its

peculiar

characteristics and requires specialists freime ministry of education, school architects,
educational consultants, accountants, arfte tengineers. The model shows the
interrelationship of the stages involved in tipeocurement of school buildings and  after
the laststage i.e. building construction, gbes backto the surveyto find out if theie
need for new project or expansion of the existing.o

Eioura 1
=gtHe—

Survunyvy nanda > CAdieatinnal Plannina > Choice-of citn
TUT VO LLAYAYA".>] uououiurTari |u|||||||U TTUTO O UT Ot
A A
Building Financial Planning Architectural

Construction Plannlng

Adapted from Adeboyeje (1994)
3.3  Type of Spaces on School Site

There are five (5) major spaces necessarythenschool site to enable it carry onthe
effective activities of teaching and learning.
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Instructional Spaces. These are spaces set aside for studemtsreteive
instruction; they include classrooms, auilitm, gymnasium, library,
laboratory workshops, arts room, music room, mutfjese rooms and all

other rooms set aside for students to receive ilginstruction.

Administrative Spaces These are spaces set aside for admiivgtra
offices of the school administrators, other staéimiers office (academic
and non-academic), school counselor’s office, aalth centres.

Circulation Spaces: These are spaces meant to occupy corridisby,
staircases, and other spaces where studentsareate

Spaces for Convenience These are spaces designed for toilets,
bathrooms, cafeteria, kitchen, dormitories, custodiheds and stores.

Accessories: These are spaces meant for car parkslaxation and
football/tennis field, volleyball court and tenrasvn.

3.4 Challenges of School Plant Maintenance

Several

challenges are militating against eropnaintenance of school plant. These

account for the reasons why the school fagditiare not what it used to be. Among the
challenges, we have:

Financial Constraints

This problem is very common is the primary andcoselary schools. The

head at these levels of education are glarby the controlling and
regulatory body with fund to maintain school glaviost of them are not

even given imprests. This makes it verymbarsome to procure or
maintain the essential equipment and structureeteby the schools.

Misuse of School Physical Facilities

Some members of the school make use of physiciitieecin the school

very carelessly, because of the impression theg ti@at itis government

property. This is often common with the wajtbthe students and staff
make use of the toilets, lecture rooms, aliles, furniture, fittings, and
other school facilities.

Mismanagement of Maintenance Funds and Materials

School administrators in Nigeria mostly dot nspend the allocation for
maintenance appropriately. Money allocated foaintenance is either
used for personal purposes or on things otherrantenance. Left over
materials most times are not cared for; they asmdbned after use.
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Lack of Dedication on the Part of Custodians

The custodians are those in charge of thaintenance of the physical
facilities in the school. The attitude of the culéms to work is very poor.

Some of them are absent from work hewt reasons. They lack
maintenance culture. Incessant power failurel ébureaucratic procedure
involved in getting order are other excusgisen by the custodians for
failing to take proper care of the school plant.

3.6  Solutions to the Challenges of School Plant Maintemce

With the present economic situation, the schooliathtnators are not sure of the amount

of money to be received from the governmerst imprest or for maintenance. The
following strategies could be adopted to desith the challenges of school plant
maintenance.

Community Participation: The need to seek the support of the
community where the school is locatedh isolving school plant
maintenance problem should not be overlooké&tlis is because the
community needs must have been considered gindn priority at the
initial  plant planning for the school. Mbers of the community
especially members of Parents Teachers Assaciafl®TA) of the school
should be actively involved in solving therolplems of school plant
maintenance. The professionals/artisans amoingm e.g. carpenters,
bricklayers, plumbers, etc should be co-optesl at when needed in the
various committees for professional advice or nepai

Creation of AwarenessThe government at local, state and federal levels,
educational administrators, curriculum plaisne should embark  on
enlightement campaign through the media on the tepdperly use and
maintain the school plants.

Setting up of Special CommitteesThese committees should be set up by

the school administrators at the beginning tbe term. The committees
will be in charge of maintaining and carrying oaydorm of repair on the

existing physical structures in the school.

Regular School Inspection/Supervision: Regular school inspection by
the school head or ministry of education | wassist in detecting the
problems on any of the school plant which if neaggaction are taken to

remedy them early will prevent total breakdowrtheff school plant

Provision of Adequate Funds: Government/Supervisory agencies should

make available to the institutional adistimtors adequate funds to
maintain school plant in schools. If thgovernment does not make
available adequate fund the existing schotntp can not be adequately

maintained or utilized. Most of the physicahcifities in our schools are
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lying idle and have b roken down because of inadtgfunds to maintain
them.

4.0 Conclusion

The provision of adequate and appropriateoachplant is one of the most important
responsibilities of the school head. School bogdiare designed to meet the educational

programme requirements and to satisfy both theipalyand emotional needs of both the

teachers and learners. For this reason, amhy more, school building should be
adequately considered and planned effegtivel allow for effective teaching and
learning. There are five major spacesnst(uctional, administrative, circulation,
convenience and accessories spaces) that musbyidest on the school site to enable it

carry on effective teaching and learning. ldeer, there are also some challenges

militating against school plant maintenance.

5.0 Summary

In this wunit, we have considered whdahe school planning is all about. It

is a

comprehensive process in which a suitable londti chosen and adequate buildings is
designed with the intension of satisfying theaadional needs of a community. So also

we examined the basic principles to be followedheh good school plant planning can

be done as highlighted by UNESCO (1982). Tihasic guidelines in the process of
arriving at logical school plant facilities eve also mentioned. We also discussed the
various stages involved in the provision of schahts as well as the various spaces that

needed to be provided for on the schook.siVarious problems facing school plant
maintenance such as financial constraintssntranagement, misuse of school plant
facilities etc are discussed as well as the soistto the identified problems.

6.0 Tutor-Marked Assignment
What are the factors militating against proper neaiance of school plant in Nigeria?

7.0 References/Further Readings

Adeboyeje, R.A (1994). Management of School Physteailities Ibadan:
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Adeboyeje R.A (1999). ‘A practical approach to effee utilization and
maintenance of physical facilities in secondaryosthin educational planning &
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UNIT 5

SCHOOL PLANT AND MAINTENANCE

1.0 Introduction

2.0  Objectives

3.0 Main Content

3.1  Meaning of school plant

3.2  Management/Maintenance of school plant
3.3  Types of school plant maintenance.

4.0 Conclusion

5.0 Summary

6.0. Tutor marked assignment

7.0 References/Further Reading

1.0 Introduction

In this unit, we are going to look at the conce@ahool plant, and how to maintain the
school facilities. Adequate and appropriate sclptants are indispensable in educational

process. Proper maintenance of school plant is¢heols will not only boost the morale

of teachers and students. It will also ensuh@t the objectives of the school system are
achieved.

2.0 Objectives

At the end of this unit, students should be able to

0] Define school plant.

(i) Explain/state the meaning of school plant agement.

(i)  Give reasons why school plant must be mairge.

(iv)  Briefly describe the various types of schplant maintenance

3.0 Main Contents

Education is an industry that also makes usenafnan, material and financial resources
like the production industry. The school plais the physical facilities available in eth

school; this can be likened to the capitalprioduction industry. There is no gainsaying
that school plants are necessary ingredieotsards achievement of effective teaching-

learning activities. As a result of this, ther@éed to ensure availability of school plant

and it should be maximally utilized and ntained by school administrators and their
staff. Adaralegbe (1983) observed that, inspstteports over the years have indicated

that there is abundant evidence of a cat@o@f inadequacies in the provision and

judicious use of school buildings and instructiomaterials.

The proportion of increase in students populatioNigeria schools at all levels year-in
year-out is much higher than the proportion of@ase in the provision of school plant.
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Government has not considered the need to expapdtan place new school plant in the
some proportion to student population growffhis has led to over-utilization of the
existing school plant because of the pressure em.th

3.1 Meaning of School Plant

The term ‘school plant’ embraces all physicstructures and infrastructural facilities in
the school premises such as the classroonidirigs, hostels, halls, offices, libraries,
laboratories, instructional materials roomorkshops, and equipment used for
educational use towards achievement of eduwdti goals. Olagboye (1998) refers to

school plant as school physical facilities whicblude buildings, equipment, machinery,

vehicles, books, electrical infrastructure améhter supply. Durosaro (1998) opines that
school plant embraces both permanent and -gemianent structures on the school
premises as well as means of transport, teachinigmegnt and even the cleaner’s tools.

To Fadipe (1998), school plants are the rmrsgemable materials in the school for the
promotion of teaching of teaching-learning haties. Adeboyeje (2000) defines school
plant as the physical facilities withinthehsol which are basic materials that must be
available and considered to be able to achieveltjectives of the school.

The availability of these facilities (in quay and quality) determines the quality of
instruction and students performance inthe akhointernally and externally conducted
examinations. To Olutola (2000), school pla@mnbraces both permanent and semi-
permanent structures as well as items sush machines, laboratory equipment, the
chalkboard and the teachers’ tools.

Self Assessment Exercise

From all the definitions provided above, thofk an appropriate definition of your own
for the term ‘school plant’.

From all the definitions above, school plaotvers all facilities required to facilitate
teaching and learning. School plant can als® said to include; buildings (classrooms,
hostels, libraries, laboratories, assembly hatlmiaistrative blocks, staff quarters where

available), equipment (laboratory and whdgs equipment , sporting equipment,
instructional teaching materials, typewriters cand computers, printers), machinery
(duplicating and secretarial machines, wbdps machines and tools), furniture
(classroom and office furniture, hostels asmthff quarters furniture), vehicles (official
vehicles for school head and principal officerthe school, school bus, water tankers),

books (text-books, stationeries, library ok&), electrical infrastructure (overhead
electrical conductor lines, meters genpgati sets, air conditioners, fans and rothe
electrical fittings) and water supply infragtture (public water extensionto the school,
bore holes, deep well, water tanks, eithesedu for teaching and learning or to support
those activities.
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3.2 Management/Maintenanceof School Plant

School plants or school physical faahti are essential aspect of educational
administration. Effective and efficient teadpinand learning may not be achieved if

schools are wrongly located, or if the daems are not well constructed or if the
equipment available are over-utilized, unddized or are not well maintained.
Management of school plant is a process dnpngto meet the need of the school in

terms of physical facilities, maintaining andeeking such facilities in good condition at

alltimes so that the faciliies canbe usadat when needed for teaching and learning.
Adeboyeje (1994) posited that efficient managenoésthool plant is a must to make the

school a pleasant, safe and comfortable placénéattivities of the community. One of

the important duties of institutional administrai®the maintenance of the school plant.

Maintenance of school plant is an importaagpect of school administration. It is the
activities embarked upon by the school administsato ensure that school plant remain

in the same state, the activities ineludrepairs, servicing, painting, greasingtc.
Maintenance can also be those activities putplace to keep and restore the original
condition of an item. When activities such asarep servicing, painting, etc., are putin

placeto keep or restorethe original conditd anitem, the item is being maintained.
Maintenance of school plant therefore implids®e process of or any other activities that
involve repairs, servicing, painting, etc amwhich is been carried out on any of the
components of school plant in an attempt keep or restore it back to the original
condition and more importantly to ensure that #tesl plants are in good shape.

The aim of maintenance of school plant is to enshaé it remains in the best condition

for educational instruction at all times. Mil (1965) observed that construction of new
block of classroom and other buildings and alterato the existing buildings are not the

whole housing effort; it also involves theontnuing operation and maintenance of the
school plant. It is therefore necessary for scladohinistrators to have the knowledge of

operating and maintaining school plants. Sthptant maintenance requires maximum
cooperation and hard work from the officiatd ministry of education, the school
administrator, the school staff (academind a non-academic), the students and the
community where the school is located.

3.3 Types of School Plant Maintenance
Maintenance services of school plant may take &mlyeofollowing forms:

0] Preventive and Predictive Maintenancethis form of maintenance is
aimed at preventing the occurrence of tobmeakdowns of school plants
available for use. It is also aimed at prdging situations which can put
parts of the school plant out of ugeamples of services under
preventive maintenance are timely and reguarvicing of vehicles,
generating sets, duplicating machines, cuttingtieges, periodic repair and
painting of classroom building and other schooldings.
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(i) Corrective and Hnergency Maintenance: this type of repair is a
spontaneous repair c arried out atthe apjateptime. For example, the
timely rectification of electrical faults in thetsmol buildings will prevent
the possibility of any fire outbreak. Other acieg that could be grouped
under this are: replacing leaking pipes, replatiad plugs, or cleaning of
the plugs on time.

(i)  Breakdown Maintenancethis type of maintenance is otherwise known as
emergency maintenance; it is that maintenaticat aimed at rectifies
breakdowns in any component of the school plarmtvtilves preparation
for a possible but unpredictable breakdown of sthtamt by procuring in
advance spare parts that will be needed in calseeakdown. Breakdown
maintenance is the maintenance carried ouér athe breakdowns of the
school plant which will require heavy mongtaroutlay.
Ineffective/inefficient preventive maintenanceadls to total breakdown
and invariably breakdown maintenance.

(iv) Running Maintenance this type of maintenance is otherwise knows
regular maintenance which is carried out when tbchool plant is still in
use. For example the repair carried out on thedaenerating set in the
day while the lesson is going on and before it bél needed at night, the
repair is completed, and the repair/servicing daméhe school van during
the school lesson period and before the studeateardy to be taken back
to their various homes/bus stop, thepaire is over. This type of
maintenance is referred to as running maintenance.

(v) Shutdown Maintenance: This type of maintenance is carried out yonl
when the operations of the school have betsed or postponed or
suspended for a given period oftime to cartrythe maintenance work.

This type of maintenance is carried out when a magrk/repair is to be

done in a classroom. For example, if a dsiarm damages a classroom
block or if a building collapse in the school, thechool may be shut for a

specific period of time to carry out majoepair on the dilapidated
building occasioned by storm.

4.0 Conclusion

The achievement of the overall goals and objectfesiucation revolves around

the ability of the learners to utilize the variaysportunities offered by the school

and its environment. It is not just imperati that the school should have a
functional school plant, it is equally very impartdahat each school plant be well
maintained to improve students’ academic perforraanc
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5.0 Summary

In this unit, we are able to see that sthplant embraces all infrastructural
facilities in the school premises. It could alsoskad to mean both permanent and
semi-permanent structures on the school pesmighich also include machines,
vehicles, and instructional materials. Variowsays of maintaining school plant

was discussed as well as the various types of spltent maintenance

6.0 Tutor-Marked Assignment

0] Give a brief definition of school plant.
(i) Briefly discuss fire (5) types of school ptamaintenance.
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MODULE THREE

SCHOOL RECORDS AND
ADMINISSTR ATION

UNIT 1
SCHOOL RECORDS

1.0 Introduction

2.0 Objectives
3.0 Main Contents
3.1 Meaning of School Records
3.2 Meaning of Record Keeping
3.3 Reasons for Keeping School Records
3.4 Classification of School Records
4.0 Conclusion
5.0 Summary
6.0 Tutor — Marked Assignment
7.0 References/Further Readings.

1.0 Introduction

Record keeping is vital for the proper functianof any system, be it private or public.
The school system is not an exemption. Effecigaehing and learning can be achieved

if proper school records are kept and these reamaeffectively utilized. Information is

a perishable commodity; hence human beings twaveely on written document to store

ideas and impressions. One of the major challeimgesr school system today is record

keeping. Information has to be documented farriuse and reference purpose, hence

the need to keep school records. Records iadéspensable to a progressive society,
whether for government, in schools or any othewrgies.

2.0 Objectives
At the end of this unit, students should be able to
0] explain the meaning of a school record
(i)  explain reasons why records are kept by sthdministrators
(iif)  distinguish between statutory and non-statytrecords in a school
(iv)  mention the various school’s records.

3.0 Main Content
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The complexity of administration of educationaistitutions brought about by the
explosion in students population at all levedf our education (i.e. primary school,
secondary school and institutions of higher Hewy) and the need to keep accurate and
up-to-date information about the school and thdestts makes it unavoidable for school

administrators to be exposed to ways and meahsiaking their job less stressful. One

way to do this isto knowwhat a school recors, how it can be kept safely and how it

can be retrieved easily.

3.1 Meaning of School Records

School records could be explained to be acuchent through which information is
transmitted within the school system and betwbe school and other stake holders in

the education sector. Such document may be in &retters, reports, pictures, minutes,

maps, forms, films, microfiche and soft copy. Sahecords could be many and varied.

They are to be kept by the generalafy schools staff members, head teachers
(headmasters/headmistress at the primary schex@l and principals at the secondary
school levels) bursars, heads of departments, cwiails etc.

Mbiti (1974) defined school records as thecords that comprises all books, files and
other documents containing information relatingvttat goes on in the school, who is in

the school as well as what types of property tehool owns. Eleanor (1984) describes

school records as a document through which infaonas transmitted. However in the

opinion of Akinyemi & Sanni (1999), schoolecords document accurate information
about the history, activities, students list, ststf past and present events or happenings,

among others of a school.

Self Assessment Exercise

From the knowledge you have justacquired oatwla schoolrecord is. Give a precise
definition of your own of what a school record is.

3.2  Meaning of Record Keeping

A record is the detailed and meticulous accouranyfphenomenon. It can be set down

permanently in writing ona flat plate, filnstrip, computer flash/hard disk or any other
form that is permanent. A record serves as a mafr@rauthentic evidence of a fact or

event. A record if well preserved lasts froome generation to another. Records are
collected and stored by different people foiffedent reasons. Record keeping is the art,

habit or practice of keeping information oactf in such a wayor manner that it can be
retrieved when needed. The gate man in some kchawee visitor's book, which could

include time-in and time-out book. The store kedy@es an inventory of items in and out

of store i.e. records showing who collecthat? What is left and what need to be
replaced?
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Keeping of school records should b e seen as aspeisable aspect of effective school
management and a way to preserve the traditiomeo$¢hool, culture and image. This is
because; school records are where all the neceis$amation about the teachers, pupils

and all activities being done in the school aretkepherefore, record keeping should not

be seen as an undue imposition by the Rinioof Education or any other external
agencies. If we believe in the frailty aohan, we must also acknowledge the fact that
human memory needs to be supplemented with acaweteds.

The school like any other organisation has its o®aords, which are kept for its efficient
management. The class teacher has his own ret¢bedsubject teacher has his/hers, the

heads of departments have theirs, the vicecipal academic and administration have
theirs etc. The practice nowadays is torestschool records in soft copy or
computer

memory for easy retrieval and accuracy. This webthf keeping records in soft copy or

in computer memory is not common in our oselary schools because most of the
schools are located in the rural areas where theeyet to adopt the computer culture due

to lack of funds and facilities. As a riéswf these, our emphasis will be more tme
manual storage of school records.

The use of documents in school managemerg imareased as a result of increasing
in

students’ enrolment. Parents are all concerméth education industry nowadays and
tend to be more serious with a school wéetlpublic or private, that has its
business

properly documented. Akinwumi & Jaiyeoba (200define record keeping as the
processes and systems which an institutionmaividual staff member puts in place for
compiling information.

3.3 Reasons for Keeping School Records

Q) Record keeping in a school helps theadhdeacher to give all necessary
information about the school, staff and psiplo any inspector from the
Ministry of Education or any other regulatory body,

2 Record keeping plays a very crucial role ia life of the students because
after leaving the school to further his ber studies, the institution of
higher learning may request for any inforimati about his/her previous
school.

3) It enables the parents to know the quarhnce of their children. The
parents may ask the school administrator tabthe record which shows
the performance of their children,

(4) Apart from students’ academic performandgg, also helps the parents to
get adequate information about the childrédrow regular and punctual
they are in the school and the general behaviours,

(5) Record keeping helps the government throughstny of education to get
adequate information about the school, and
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(6) Without relevant re cords, the development satheme of work, lesson
notes, and curriculum cannot be easy as rdecmf past years will be
helpful in these processes. There may dieo problems and confusion
when compiling students’ results.

Self Assessment Exercise
Apart from the above reasons for keeping schoards; pause and think of more

reasons for keeping school records.

Other reasons why school records are kept are;
(7) to ensure strict compliance with the requireta education law,

(8) for planning and budgetary purposes,
(9) to save school from unnecessary embarrasSjaedtegal tussle,)

(10) to provide useful information notnlp for members of the school
community but also for members of the publiemployers of labour,
researchers and government,

(11) to aid administrative decision making andogfhcy in the school, and

(12) to enable the teacher know something abaupinpil and through this, be
in a better position to assist him/her academicatigrally, socially and in
addition to be able to predict his hédour and provide needed
information to whoever may need it.

From all the above, it could be concluddaatt “no comprehensive record, no efficient
management” as records are life wires of any schmaslagement. Every teacher or head

teacher should therefore cultivate a goodongckeeping culture, because if the records

are kept for a long time, it makes the schoaeldieew school headsto have knowledge
about what has happened inthe school in piast/before his arrival as the school head,
and also enables him/her to make prediction.

3.5 Classification of School Records

There are countless numbers of records aoo$cimust keep subject to the level of
affluence, tradition and status of the school. d8tinecords are conventionally classified

into two broad categories.

A. Statutory Records

B. Non-Statutory Records

A. Statutory Records
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These are documents stipulated by the Educationdfdie state. They are mandatory
records which must be kept by each school. THeviirig statutory records must be kept
and maintained by each school and made ablail for inspection whenever they are

demanded.

I A certificate of registration, letter of approvalather such document such
as law, decree, edict, and gazette publishedngylegal authority for the
establishment of the school,

i. The log book,

iii. Admission progress and withdrawal register

iv. Class attendance register

V. Class dairies

Vi. Corporal punishment book

vii.  School time-table

viii.  National curriculum

iX. Examination syllabus and individual subje@diing syllabus

X. Scheme of work

Xi. The education law

xii.  The National Policy on Education

xiii.  Staff time book

xiv.  Students testimonial and transfer certifidadek

XV. Stores and Inventory records including allaaiplant and equipment

Xvi.  School prospectus

xvii. Site plan, showing evidence of survesegistration and extent of the
school card

xviii. School budget

xix.  School audit file/book

xx.  Staff records

xxi.  Continuous assessment book/file

xxii.  Individual students file

xxiii.  Visitors book

xxiv. Board of governor’s records

xxv. P.T.A. records

xxvi. School annual report file

xxvii.  List of approved textbooks

xxviii. Teachers’ class/attendance registers

xxix. Teachers’ lesson notes

xxx.  Staff minute book

xxxi. Staff movement book

xxxii.  Students’ honour roll including school peots

xxxiii. School inspection file

B. Non-Statutory Records
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They are equally important records but not mangatofFhey are kept to assist the school
head and or officers delegated by him ire tbay-to-day management of the school's
affairs. The list of such supportive records arexhaustive but salient ones include:

I. Records of physical development

il. Schools’ management board/committee records

ii. Staff registers showing the current staft liscluding personal details of each staff
especially the registration number, qualificatiothvadates, subject specialization,
and date of employment, deployment and currentysala

iv. Staff and students’ clubs and societies

V. School sports

Vi. Mark book for each class

vii.  Record of work book

viii.  Staff instruction book/internal circular &l

IX. Inventory of school library books

X. Daily roster

Xi. Fees register

xii. ~ Account records including the cash bookank reconciliation/statement, staff

advances, auditor’s reports, impress book and deafovouchers.

Self Assessment Exercise
Distinguish between Statutory Records and non-statirRecords.

4.0 Conclusion

In conclusion, school administrations are woderstand reasons why the need for safe
record keeping is a must. They also need to utadetshe differences between statutory

and non-statutory records and what they are meant fGood understanding of statutory

and non-statutory records by the school he@ll enable the school head to know the
implication of keeping record safely

5.0 Summary

In this unit, we have beenable to seethatord keeping is an essential instrument for
effective school management, and that schamiords are documents through which
information is transmitted. We also looked at tb@sons for keeping school records and

types of records.

6.0  Tutor-Marked Assignment
® Do you agree that record keeping is a mirmst educational institution? Support
your position.

(ii) Distinguish between statutory and noatstory records. Give at least 10
examples of each.
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1.0 Introduction

In the last unit, we started discussion school records. We defined a record as
a

detailed account of any phenomenon and statedfléstrecord keeping is an art and a

habit that a good school head should cudivaWe also discussed the importance of

keeping school records. Effective and efficierwbre keeping is important for successful

school management. School records were alategorized into statutory and non-

statutory records.

2.0 Objectives

At the end of this unit, students should be able to

I list some vital records in the school

il. explain the use of the vital records listed

ii. highlight the usefulness of admission regisinly .

3.0 Main content.

3.1 Types of Records Kept in School
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The area of school record keeping i s one in whiateaucracy is exemplified. Education

laws specify that schools school keep sonweuchents. Apart from the requirement,
school records are a source of information on eetyaof sources and interests. It is not

possible to discuss in details the procedure aheewa all he statutory and non- statutory

records in schools, efforts would be focused orvita records kept in the school.

I The Log Book-The book is a document containing the oc@hensive
information about an institution, its estabiieent and equipment. It is a
historical record of events that havegnificant effect on schools’
activities. It is similar to ‘Black Box’ inan aircraft which records all
activities, discussions, and problems in the aftaturing a flight. In case
of an accident/air crash, the black-box I tmain source of tapping
information. It is also similar to personal diariesotor vehicle log books
where details of movements and repairs amdtew. Events happening
within the immediate environment of the sdhocapable of influencing
the school life, should be adequately recordetiénsthool log book. The
type of events that are recorded inthe log bookide: change of staff,
date of vacation and resumption, mid- term datemeration dates, visits
by important people, special occasionsd arunctions, workshops,
sandwich, seminar course attended by teacherstsamgfanspectors when
they visited the school and so on.

il. The Admission Register this is a book that shows thre particularshef t
registration of pupils enrolled in a particulahsol. The book indicates a
complete list of all pupils admitted eachawyewith the following details:
age, date of enrolment, class into Whicadmitted, previous school,
progression in the school, year of withdrawal/legvindicating reason (s)
and the certificate number. Other informatiam the admission register
are: registration numbers, names in full wisurname written first, sex,
date of birth, address of the parents or guardi@imee we have to respect
the cultural and religious sensitivities of theudents in our schools, their
state of origin and religion affiliation dhld also be entered in the
admission register.

The admission register serves as the historicalrdeat or reference with

detailed records of every child who was atedi into the school right
form the year it was founded. It is also reference book for tracing the
entry, progress and exit of any student admittéal the school. From the
admission register, reliable data which may be edddr the planning and
management of the educational system at Iteal, state and federal
levels.

i Attendance Register- this is a book in which the presence or absefnce
pupils in a school is recorded on a da#lgib. It is marked twice a
day
(morning and afternoon) to show pupils atem@® in school. There is a
column in the register which shows whether thedcbdmes to the school
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or absent from the sc hool. Attendance registeblesahe school authority

to keep track of the p upils more so, that whatéagapens to pupils during

school hours is the major responsibility of theaghThe register enables

the teacher to observe the behavioural traith@pupils e.g. punctuality,

lateness, absence/truancy. Data needed rbgearchers, educational
planners and officials of the ministry of edtion can be obtained from
the register and it serves as a valid evidensave the school from a lot

of embarrassment in case of a legal tussle.

Staff Record - this is arecord that shows the current sthgt as well as
their personal details, the teacher's redistna number, qualifications,
subject specialization, date of employment/ogplent and the current
salary scale.

Record of Work (Diaryy this is a record that shows the teacher’s pfan o

work in each subject area and the actual work eal/ereekly, and this is

recorded at the end of each week. The d$chwmad is expected to check
and be certain that all entries are colyeanade. It helps the new
teacher(s) to know the topics taught and from wheteke over.

Staff Meeting Minute Book - this is a record of every formal meeting of

the staff under the chairmanship of the ethbead. In this book, the
discussion and decisions of the staff are alwayemrand it is kept with

the secretary appointed by the members of staff.

Education Law: - it is a document which contains the edacatilaw
obtained from the ministry of education. ¢ontains the objectives and
policies of government on education and etioical procedures. This
document spells out regulations guiding thenagement of the schools

and education in general.

School time-table - this is a comprehensive outlinef dhe school
schedules for the week. Subjects for eachoflayhe week are stipulated
in the time-table and period for each subject ajguears, so also the time

for break. This is usually in the schookall teacher's office so that the
head teacher or any other supervisor can at aglamaw what subject is

being/to be taught in any class and which teachtr ieach/teaching it at

that time.

Self Assessment Exercise
Mention other records that school keeps.

Other books are as follows:
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Continuous Assessment Cumulative Record:- this is a record of students
performance in vario us continuous assessmentdasisd out during the
course, each year or session. These scores aptadrcumulatively.

Terminal Record Card  this is a record where all the assessmentiseof
students are recorded either weekly or fohilyg or quarterly according
to (what the head of the school wants) the schealEy.

Visitor's Book: -this is a book that contains information aboutamgnt

visitors to the school. An important visitas presented with the book
during his visitto the school to enter usudily date, and purpose of his
visit, some comments on his visit or impr@ss about the school and
suggestion if any for improvement. Apart fromportant
visitor's/personalities from the society, ministfyeducation officials who

come to the school for important assignments lilspéction of the school

could also fill the visitor's book.

Teachers Lesson Note- this is the most important record kepy Ihe
teacher. It is sometimes called ‘teachersnpamion’. Every teacher is
expected to prepare notes for the entire less@hédlas to teach in all the

classes. This may be on a daily or weekly basiss the duty of the head

teacher or his delegates to ensure that such amesgell prepared and in

line with the approved scheme of work. If therariy record which must

be properly prepared and kept very well, it islésson note because it is

an indicator of a possible successful cldssson. Familiarity  with
textbooks and many years of teaching expeeiemannot be a justifiable
reason for not writing a lesson note. A lessate i®the only convincing

evidence that the teacher has given adequate thaadh consideration to

what he/she is teaching. It is therefore; impeeathat every teacher must

have his/her lesson notes and make it dilailefor inspection by the

school head/delegates and other appropriaigthories as may be
demanded.

Stock Book: - this is a book containing a record of mate and other
equipment supplied or bought by the schodrhe school stock includes
materials such as: duplicating paper, ink, padcigmens, typing sheets,

which are constantly being used in the school.

Time-Book:- this is a book where teachers attendance is shiaalnding

the arrival and departure time. It is kept to nimnihe time of arrival and

departure of eachteacher. The book showud filed by all members of
staff twice daily. The head teacher or apg@s should rule-off at an
agreed time so that anybody signing belove tluled-line is late for that
day. The name of teacher who is absent couldseritten down when

the school closes.
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xv.  Teachers MovemerBook: - thisis a book where teachers’ movements
every day are record ed to enable the school ageanentto monitor the
movement of teachers during each working daythe book is usually
placed in the principal’s office; it should be ditl by any teacher who has
obtained permission to go out.

4.0 Conclusion

School record keeping is a compulsory process. o@slare required to keep records on

all children, staff to monitor their academiogth and development skills and abilities,
progress made in the school, class managenaedt performance amongst other things.
Good record keeping will lead to efficiernd effective school management with
effective teaching and learning process.

5.0 Summary.

In this unit, we have discussed record keepinglmsls and we have identified the vital
records in school and have also discussed themmong those records discussed are: the
log-book, admission register, staff record, reaafrd/ork, staff meeting minute book, etc.
6.0 Tutor Marked Assignment

Mention and discuss ten (10) vital records thattrbaskept in the school and why?
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1.0 Introduction

It is very necessary for a school to have a tinidetahis will enable the school to plan in
order to ensure orderliness and decorum amongé#uhérs and students. There must be

time for every subject in the school. Teachersolesse guided by the school time- table.

In this unit, we are going to define the schowigitable, the importance of school time-

table, the guidelines to be followed in domgting school time-table and steps to be
followed by the school head in order to ensurecéife utilization of time through a well

planned time-table.

2.0 Objectives
At the end of this unit, students should be able to

0] define school time- table
(i) mention the importance of school time —table
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(i)  mention the types of time table
(iv)  highlight the guideli nes to be followed inrmstructing a school time-table

3.0 Main Content

Time is a precious resource in the schaobl;must be managed well along with
other

resources to achieve the school goals. A good $tteaal must be able to plan the school

time table and ensure compliance to it. &heare instances where some school head
complain of non-working time-table:  This is besauhe school head or those in charge

are not well guided by basic principle of time-t&bl

3.1  Meaning of School Time- Table

School time- table is one of the important resomthich a school is required to keep. It

regulates the teaching and learning activitieshe school. A school time- table can be
defined as a schedule prepared bythe schoahagement indicating the subjects to be
taught per day and per week, the time allocatee@dch subject as well as the number of
periods per subject, per day and per week ai particular school. Obi (2001) defines
school time-table as a plan of action in whithe subjects of the school curriculum are
distributed over the teaching periods of tekehool day of the weeks that make up the
terms and academic sessions.

A school time-table can also be defined as a sdbeficlassroom teaching by subjects

per period, per day, designed by a committge group of people usually time-table
committee appointed by the school authority quide and to regulate the teaching
activities in the school. A normal schooimé&- table is usually divided into eight (8)
periods per day and for five days (i.e. Monday &yjdn a week with each period last for

40 minutes. There is always an allowance for stuodtlong breaks. The short break lasts

for about 10 minutes and usually it is betwg&@m®0am -10.10am while the long break

lasts for about 30 minutes and it is usually betwe® 30am- 12.00pm. The short break is

meant for the pupils to stretch their musded urinate while the long break is fdnet

pupils to take their refreshment that wasught from home or bought at the school
canteen. However, in some schools, there is @miybreak period and it istagged long

break but it will be for forty minutes between 1daPn-12noon.

3.2  Types of time-table
There are three main types of time —table

® General Time-Table: this comprises the whole school time-tabtbe various
classes and various levels drawn for the schoal tgsignated staff or committee under

the supervision of the school head. It is usudiwn and displayed in the office of the

school head and/the assistant.  General thivle- is a comprehensive time-table that
consists of all the time-tables of the differersisses of the school.
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(ii) Class Time-Table: this type of time-table is meant for a particulatass, it is
extracted from the general time table andis usually drawn/displayed on the wall,
besides the class chalkboard or in a conspicu@e® ph a particular class.
(i) Individual Time-Table:this is a time-table prepared by individual student

to guide his or her personal reading andrnleg perday, per week. It is

usually prepared by very few students.
3.4 Importance of School Time-Table
The following are the reasons why timetable is &timua school organization:
i it assists the teachers to know what subject, witmat and which class to teach,

ii. it assists the students to know which bocksd other learning materials to take
along to school daily,

ii. it assists the students to know when particular lesson will be taught and

who
will teach it,

iv. it eliminates possible clashes in th&eaching schedules, thereby preventing
unhealthy rivalry among the teachers in the school,

V. it ensures maximum utilization of time resms available for subject teaching
and learning,

vi it assists in the implementation of curriculum thgh  well planned teaching and
learning activities,

Vil it makers it possible to bring togethehe school subjects and other resources
human (teachers), physical facilities (claser®p and other supporting facilities
to achieve the goals of the school, and

viii. it reminds the students of the assigmin which could have been ordinarily be

forgotten and when to submit the assignment.
3.4  Guidelines for Construction of a School Time-Table

The school head must be guided by some guideinesnstructing a school time-table,

so also the officer/group of people/committee wdiare in charge of the school time.  If

the time-table is to serve the intended pseg, the following guidelines must be
followed:

Allocation of Periods: periods should be allocated to subjects dase their
importance. For example English Language avidthematics are allocated the
highest numeric periods in the week when compaiiédather subjects because
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these are the basic necessary subjects @mmerequisites for any institution of
higher learning admission re quirement. The twgestib feature on the time-table

almost everyday. In addition subject(s) that nequfedtical sessions are allocated

double periods on the time table (i.e. 80 migute allow for effective practical

exercise with the lesson. For example subjectsHike-Art, Agricultural Science.

Home Economics, Technical Drawing

il. Scheduling of the Subjects:the nature of the subject will determine when it wi
feature on the time-table. Subjects that ndall concentration and that involve
calculation such as Mathematic and PrincipleAatfounts should feature in the
mornings on the time-table, so also subjedts wpractical that must be done on
the field/in the farm such as Physical & alle Education and Agricultural
Science are better in the mornings than afternduervihe weather becomes hot.
However, subjects that require less calculagioth mental concentration such as
some humanities subjects (Economics, CommeBoeial Studies, Literature in
English, Christian/Islamic Religion Studies, etande taught in the afternoons.

iii. Lengths of the Period: the age of the students and the natureth&f subject
should be considered to in determining whetlger subject will be for a period or
double period per day and the number ofesimsuch a subject will appear in
a
week. However the standard time for a periatd the primary school level is
35minutes while it is 40 minutes at the secondahpsl level. Double period at
the primary school is 70 minutes while it B0 minutes at the secondary school
level.

Self Assessment Exercise

i. What is a school time-table?

il. Identify the three types of time-table you know

iii. Apart from the above- listed guidelines in the ¢nndion of a school time- table
which other guidelines do we have to follow?

Other guidelines are:

iv. Arrangement of the Subjectsithe nature of the subjects should be taketo
consideration when drawing the time-tabl&Subjects that require practical
sessions such as Woodwork, Typewriting, Home Ecacgrand Fine Art should
not be fixed close to some subjects thafuire physical activities such as
Physical & Health Education and Agriculture praatic

V. Break Period:there is government regulation guiding the brepdriod. This is
the standard practice and should not be devidtedn by any school or the time-
table committee. It is mandatory to obserae break session of about 20-30
minutes before the commencement of aftern@@ssion. This should be noted
when drawing the school time-table.
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3.5

Available Spacethe availa ble space inform of classroom, Hatwies, library

etc. should be considered bythe time-tabtammittee at the construction stage.
The space determines the number of students tass can contain. When there

are enough and adequate spaces in the classwmonatory, library, etc the task

of the time-table committee becomes easied a&ffective/working time-table

could be constructed in such a situationntha a school that is having the
challenge of space. In such a school there wibh\®r crowded classrooms which

will have negative effect on teaching and learrahthe subject.

Availability of Teaching Staff: the number of the teaching staff in a school must

be considered when constructing a schooile-tiable. This will be used to
determine the school student-teacher rafi8TR) as well as the teachers’
workload. Ifthe number of teachers required teach a subject is adequate, this
could facilitate efficiency because the teachavdl not be overloaded with extra

class without any form of incentive as we havea sthool where the number of

teachers needed to teacha subject is iomrifi To ensure effective time-table,

there must be adequate number of teachiradgf $or each subject on the time-
table.

Availability of Supporting Facilities: availability of supporting facilities should

be taken into consideration when preparing tschool time table. Supporting
facilities such as non-teaching personnel, elattrievater, generator, etc. These

supporting facilities are very important inssesting in the maintenance and
security of the school and especially in the teaghnd learning of subjects that

requires laboratory practical. In a situatiavhere these supporting facilities are
not available or inadequate, it may be i if not impossible to teach these
practical subjects effectively as it may appeathantime table.

Number of Available Subjects in the Schoothe total numbers of subjects on
offer by the school will determine how thegre allocated in the time-table and
their frequencies. A compulsory subject foxample at the school and class
levels must be identified and be given piyorif the teachers that are to teach
them are available. This will also determine tliegguency and time.

Time-Table and Schoo | Effectiveness

The aims and objectives of preparing a time-talbde school isto ensure that all
the activities scheduled on the time table ardeduout as expected and effective

teaching and learning take place. When tisis achieved in a school, every staff
both teaching and non-teaching are said to dfiective. For a school head to
achieve this, he/she must take the following stepte/She must:

ensure compliance with government directives arnidgmin regard to the school
time-table

ensure that every teacher conducts his lesios@seduled on the time-table,
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iii. supervise instructional activities of the teachersnsure that they adopt the right
teaching method,
iv. ensure that every teacher makes the optimum u$e sichool resources,
V. ensure amicable resolution of clashes in the tabéetbetween teachers,
Vi put in place time-table monitoring committee that ensure strict adherence to

the school time-table,

Vii. make the school environment conducive for teachimg)learning, and
Viil. maintain discipline among staff and students.
4.0 Conclusion

An effective school head must be able to plan &ingrand acceptable time-table for the
school. For subjects to be taught at thghtritime there must be a time-table which i
prepared by the school head/appointed comefgteup. Time table is a schedule of
classroom teaching by subjects, per gderioper day, designed by the time-table
committee to guide teaching activities in the s¢h®o ensure that all teaching activities

come up as at when scheduled, there is need todtave-table and when the aims and

objectives of preparing the school time taldee achieved, the school is said to be
effective and if otherwise.

5.0 Summary

In this unit, we have discussed the meanifg time-table and have highlighted and
discussed the various types of time-tableenegal time-table, classroom time-table and
individual time-table. We also discussed the ingroee of school time-table in a school

organisation, and the guidelines that must fodowed to come up with acceptable and
effective school time-table. Finally, in thignit, we discussed time -table and school
effectiveness as well as the various steppat tcould be taken to by the school head t
ensure that the objectives of preparing the sctima-table is achieved.

6.0  Tutor —marked assignment

i. Explain the concept of school time-table asthte the reasons for preparing a
time-table for school

il. Mention and explain the various guidelines for ¢angion of an effective school
time-table.
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Introduction

In this unit, we are going to look at the meanih@ budget as well as the meaning of a
school budget; we will also explain the purpossealfool budget. The various methods
of preparing school budget will also be examinethis unit. We will equally examine
the importance of preparing a school budget ankl &dhe various challenges facing the
proper preparation and implementation of a schadpbet in Nigeria

2.0

Objectives

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

0] Distinguish between budget and school budget

(i) List the purpose of a school budget

(i)  Explain the various methods that could bejigd in the preparation of a
school budget
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(iv)  Highlight the challen ges facing the schoe&ls in the preparing a

workable school bud get.

3.0 Main Content

The three major financial functions in educationudgeting, accounting and auditing are

separate, discrete operations, but they ameetheless closely interrelated. They are
required activities in providing reliable fiscafanmation, guidance and accountability in

the use of allocated fund. Budgeting is a proeeskplan for determining how money is

to be raised and spent, as well as documenthe budget — developed and approved
during the budgeting process. Money is organisetspent according to an accounting

system, using a general ledger that standardizé#ssgeending category and accounts for

its use. Auditing however, is a formal offfimal inspection of organisations books of
account.

3.1 Meaning of a Budget

Every reasonable individual and organisation airdhe world plans for the present and

future. Part of the plan is to forecast how muchnaividual/organisation would realize

over a period of time as well as how mutth be expended. Forecast of income to be
realised and expended is known as budget. Busligetitemized summary of estimated

or intended expenditure for a given periobbng with proposals for financing them. A
budget is a two-way proposal i.e. proposal on ine@md proposal on expenditure. This

is why budgeting is given special attention in gday life, because no organisation can

perform without income generation and expemdit At least, every organisation must
source/generate the salaries of its work force.

Budget can also be said to be an analytical firrdustatement of income and expenditure

for a specific period of time. It can aldoe said that it is a systematic plan fbre
expenditure of a usually fixed resource, suab money or time during a given period.
From this point of view time can also begarded asone ofthe resourcesthat must be
budgeted for just like we budgeted for moneBudget could be deficit, surplus or
balanced. It could be deficit when the prambsexpenditure is more thanthe proposed
income, but when the proposed income is more themptoposed expenditure, the budget

is surplus. However, when the proposed ireoeqguals the proposed expenditure, it is
referred to as balanced budget

Self Assessment Exercise
Now that we have knowledge of what a budget is,y@anthink of what a school budget
is?

3.2  Meaning of School Budget

Hartman (1999), defined school budget as a “workiag” for the successful operation
of state and local schools and a significant opputy to plan the mission, improve their
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operations, and achieve their educat ional objestivTo Clabaugh (1988), school budget

is a financial blueprint for the opera tion of g@&hool for the fiscal year. Musaazi (1982),

in his own view perceived school budget asfimancial plan through which educational
objectives are being implemented and trardlaieto reality. Edem (1987) posited that
school budget is a statement which describes howuseducational objectives outlined

for the year or another stated period aoe be achieved. To Adesina (1981),
school

budget is an outline of the plan for financing sithool programme for a given period

In a more technical term, school budgés a statement of the total education
programmes for a given unit, as well as estimate of resources to carry out the
programme and the revenues needed to cover thpseditures. The various definitions

show that school budget is concerned wittocgdures of funding a school system to
accomplish its pre-determined objectives ower period of time. It is an estimated
financial standard meant to guide the ad#isitof a school administrator toward the
attainment of the aims and objectives of the schgsiem in the financial year.  School

budget like budgets of the Ilocal goweents, state governments and the federal
government usually cover a period of one year.e bBidget reveals the expected income

and intended expenditure for a school. Schadbbt is usually prepared by the school

head though the duty may be delegated to the bafshe school.

Preparation of a school budget is neither a one-affair nor one-department affair. All

the departments of the school must be invohiadhe preparation of the school budget.

The school head has to collect information on vegiactivities and the financial needs of

each unit from the units head and heads departments so as to incorporate it int@ th

draft of the school budget. Ina large schoalpudget committee may be appointed by

the head of the school to review the vaiodepartmental demands and make sure that
they are in line with the school objectivednvolvement of a committee/staff in budget
preparation ensures better budgeting and will sésee as encouragement to the staff as

well as cooperation of the staff when theddet is to b implemented. A school head
should not monopolize the preparation of ehosl budget in order for the budget to
incorporate the needs of the various departmerttsea$chool.

Budget could be vertical or horizontal. Audget that includes the various income

and

expenditure estimates by line item, function, abgkct in a given fiscal year is known as

a vertical budget, but when the budget includesent estimates for a given fiscal year
compared to prior audited income and expengit and a projection of costs, it is
horizontal budget.

3.3. Purpose of a School Budget
The following are some of the reasons why thetheseed to prepare a school budget:

0] to forecast the activities, services and prograsywhich the appropriate
school governing body/council has approved fonagiperiod,

(i)  toreveal the anticipated revenue for a gipeniod and the source’
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(i)  to show the details o f the intended expéumdis for the school for a given
period,

(iv) to control the official financial actiwes of the school head be it at the
primary, secondary and tertiary institution levels.

(V) to reduce to the bearest minimum theelleof wastages or reckless
spending of approved funds for various educatitamilities in the school,
and

(vi) to reveal other contributions and pressuneshe budget that are expected
during the given period.

Methods of Preparing a School Budget

There are various methods of preparing schbotget, some of which are discussed
below:

0] Line—Item Budgeting/Traditional Method

This is a method whereby specific items of revese expenditure are listed on
line-by-line basis. In this type of budgetinproposed revenue and expenditure
are done in tabular forms showing the dedailitems for the budgeted year and
one or two previous years. This method waloeach unit to continue with the
implementation of existing projects because itaskward-looking in preparation

and it is based on certain increase or edmgr in the amounts granted for the
preceding year (s). This method makes the praparanhd auditing of budgeting

easy and guards against misappropriation widg. However, it is lengthy to
prepare, it is not good for planning or managenemd, does not relate to specific

projects, because the functions of the experd are not explained. For
example, teachers’ salaries are a budget-itene but it will not explain which
teachers, at which schools, teaching which typstwdents.

(i) Zero-Based Budgeting (ZBB) Method

This method of budgeting was popular in the 195@5¥60s. However, unlike

the line-item budgeting, it does not takegrieance of the previous year(s)
budget. It began with the assumption that theasickystem starts out every year

on a “clean slate”. It puts each programme undgeveevery year and its cost is

computed from the scratch as if theogmmme never existed. With this
assumption, every unit has to justify its experéisuannually by relating all costs

to system goals and objectives to prevertitrary spending. This  method
enables school head to allocate resourcesprigrammes based on importance.
Nevertheless, the method is very expensivemfdeément and could make some
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school administrators exagg erate the benefitebpmjects in order to have them

(i)  Performance Budgeting Method

This method of budgeting emphasises the pwdoce of the work to be done.
There are ways of measuring the achievement &f paagramme. It is possible

to ascertain performance based on each unit of wofor example, when budget

is to be for the construction of a block olassroom, performance budgeting

method would not only show the total amount of nyoteebe spent on the whole

block, but it would also show the amount be spent on foundation, setting of
blocks, roofing, plastering, wiring, plumbin painting etc. This  budgeting

method is very informative and makes it dasycontrol school spending, but it
requires elaborate accounting, data proogssand a lot of paper work.
Inflationary rate could also be a treat to this moeit

(iv)  Programme Budgeting Method

When this method is used to prepare schootiget, all the programmes to be
executed are provided for, but it wil beepared according to the functions,
programmes and activities of each unit/departmettie school. This means that

the school budget will be classified accogdino the various unit/department in
the school.  For example, in school, we have (dgtsmrtments like Business and
Vocational, Science and Technology, Languadirts, Humanities, Bursary,
Expenditure and Control, General Administrati@ic. Programme  budgeting
method will reveal how funds are distributédr various programmes in the
units/departments in the school.  This methodcesdhe goals and objectives of

the school system into specific operations aheé method to accomplish them is
determined. However, the type of management irdtion system required may

take several years to be developed, thereby, dejdlie take-off.

(v) Programme-Planning-Budgeting Systems (PPBS)

This is a new method of preparing schoolgatd it requires the school head to
spell out or identify the goals and objectives sthool in measurable terms, lay

out alternatives to achieve the stated goafribute cost to each alternative,
analyse the costs implication, then selectd ahe best method for achieving the
goals, and then build the budget around the selegigon, and finally feed data

back to adjust the cost to results.  This methad fivst used by the U.S Defense

Department during the Vietnam War; it seefeeater efficiency by attaching
spending to particular programmes. The methethbles schools to eliminate
costly programmes that can waste resources, ithalps the school administrator

to identify and define the goals and objectivethefschool, on the basis of which

appropriate programmes are designed to ‘aehisuch goals and objectives.
However, while this method sounds ideal, ist too complex for developing
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countries such as Nigeria w here there is inadeqiata to plan with and shortage
of skilled manpower

Self Assessment Exercise
Mention and explain the various methods akppring a school budget. Which one
would you as a school head prefer?

3.5 Importance of School Budget

The role of school budget in administration of haad cannot be overestimated. Some
of the importances of the school budget are libtddw:

® School budget is an instrument of planningd acontrol in the school system
because it specifies the financial proced through which the goals and
objectives of the school system can be achieved.

(i) School budget also serves as an instrumenbofrol because it is an established
standard against which performance of the schatésy is evaluated.

(i)  School budget makes it easier to asier the extent to which the school has
achieved its aims and objectives through immgletation of various programmes
budgeted for in a year.

(iv) School budget also reveals possible inghdf the schoolto implement/achieve
some of the programmes budgeted for as this wabknappropriate action to be
taken to ensure its implementation/achievemertierftiture.

(V) School budget encourages teamwork amohg s$taff as they work together to
achieve common goals and objectives.

(vi) School budget also enhances the cootidimaof the activities of the school by
giving financial direction to the various acties being carried out by the school
for the purpose of achieving the aims and objestafethe school system.

3.6  Challenges of School Budget in Nigeria

There are various challenges facing the preparatiwhimplementation of school budget.
Some of them are identified and explained below:

(i) Lack of Accurate Satistical Data.  In order to make a working budget by the
school, there must be available accurate datastfggajects and budgets. In
some schools, these records are not propkdgt while they are not even
available in some schools. This makes ifficdit for school heads to make
accurate financial projection for the @oh programmes, and with this
problem preparation and implementation of budget school is difficult.
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Political Instability. Th e unstable political environment and policeswell

as lack of continuity in all government policiasNigeria give room to poor
economy. This lead to reduction in allocatdriunds to the public schools
which have adverse effect on the preparataord implementation of the
school budget

Inflation.  This is a situation whereby too much monbyys fewer goods;
inflation is a persistent fall inthe purcimgs power of citizens of a country.

This situation makes the preparation and impleatent of school budget so

difficult in Nigeria where the accurate rate ofiation cannot be ascertained.

As a result of this, some budgeted projeotay not be implemented due to
rising cost of materials. This makes theeparation of school budget faulty

and makes the implementation very difficult.

Dependence on Government Grants. The largest part of revenue for public
school's in Nigeria comes from the governmemthile very insignificant
financial resources come from other sources amdriatly generated revenue.
Government gives both recurrent and capitaperditures to public schools.
Whenever, there is a delay in the allocation, thelémentation of the budget

becomes so difficult to the extent that sdhoat times are grounded, and in
Nigeria nowadays, government allocation is unpietie, especially with the

trend of economic situation in the world, es prices of oil which is the
major source of revenue for Nigeria is fuating. This and other problems
had reduced school budget to a mere paperk vand no more a working
budget.

Insincere School Heads.  Most of the school heads in Nigeria are notesie,

and are greedy, most of the times; they misappatethe allocated funds and

also commit other forms of indisciplineuce as embezzlement in their
schools. This will jeopardize the attainmeot objectives of the school
system as contained in the school budget.

Lack of Orientation for School Heads. Most of the school heads are not given
induction training on assumption of headslppsition. They only use their
residual knowledge gained when assisting th&hool head to prepare their
budget when they eventually become the schad.he To those who do not
assist before assuming headship position, this&iaus threat. Most school

heads give this function to their bursars or ottedegated staffs; this practice

does not give room for realistic budgeting.

Conclusion

Budget has been defined as an analytical finhataégement of income and expenditure

period.

for a specific period of time. It can aldse said that it is a systematic plan for
the
expenditure of a wusually fixed resource, suadh money or time during a given

However, a school budget is a statement of thé eédiacational programmes for a given
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unit, as well asan estimate of res ources ctory out the programme and the revenues
needed to cover those expenditures. Budgets used to forecast and reveal the
anticipated revenue for a given period and #wmurce, to control the official financial
activities of the school head among others

5.0 Summary

In this unit, we have discussed the meaningudet as well asthe meaning of school
budget, and we can see that budget may fdve either the whole country, or an
organisation, but the school budget is a budgenirfeaa school. However, whether a

budget or a school budget, it is specifically farperiod of one year. We also looked at

the purpose for preparing a school budget ek wasthe various methods that could be
adopted for preparing a budget. We also éxaan the various challenges facing the
preparation and implementation of budget.

6.0 Tutor-Marked Assignment
0] Define a school budget.
(i) Explain the various challenges facinghaol administrators in the
preparation of a school budget and suggest possifigions.
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UNIT 5
DISCIPLINE AND SCHOOL ADMIISTRAT ION
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1.0 Introduction

Discipline in Nigerian schools has long been aneghat is of main concern not only to

the government at all levels but also to educatiprectitioners (private and public). The

parents are also not left out when the eissf discipline in school is brought up for

discussion. To a very large extent, good scho@siaually known for their high level of
discipline among their students. The frequentuoence of students’ unrest in Nigerian
Universities, Polytechnics and Colleges of Educetioa reflection of the level to which
discipline has degenerated.

It should be noted that vyear-in year-opgople change with time. Students

influenced by their peers and immediate environmerithe type of influence in students

life is manifested in their relationship wibhools and environment. Discipline during
the pre-colonial era, is not the same with te@me during the colonial era and even not

the same at the immediate post-colonial era and now

2.0 Objectives
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At the end of this unit, stude nts should be able t
()  define discipline.
(D) mention some acts of indiscipline among teeadary school students.
(i)  discuss the various causes of indisciplinéNigerian schools.
(iv)  suggest what school head can do to ensuciptliiee in schools.

3.0 Main Contents

Oniyama and Oniyama (2002), posited that rablpmatic child is the one who cannot
adjust to the socially acceptable norms ahaviour and consequently disrupts his/her

own personal academic progress, the il@rnefforts of his/her classmates and
interpersonal relations. Thus problematic deitd denote children with unacceptable

behaviour. Theyare found in many schools various levels influencing other students
negatively and constituting a major source of waorgll educators.

The citizens of the country are governed by tlagvs of the land. These laws also affect

all agencies, whether government, inter-minigke parastatals or education for the
purpose of promoting peace, justice and equifg. dvident that the purpose of law is to

ensure orderliness inthe society. So also #ohool system needs a conducive teaching
and learning environment that is peaceful ait times for a functional and productive
school work.

3.1 Meaning of Discipline

The word ‘discipline’ is derived from the Latinowd ‘discipulus’ which means to learn.

It means group of people are bound by rudesl regulations towards attainment of a
common goals. The term discipline is construeddifierent forms such as; discipline as

punishment, discipline as control, as trainingnd as learning. Umukoro (1997) posited

that discipline is training or learning by an inidival to attain self-control, self-will, self-

direction to act in a proper or right mannat the right time and place without being
deceived or forced to do so. Idoghor (2001) opthasdiscipline implies procedure and

rules, which lead a child to manage his/her behasigatterns by self in order to be able

to act ina socially acceptable manner. Olgghq2004) has also posited that discipline

may be considered as the readiness andtyabili students and teachers to respect the
constituted authority, observe and obey schodes and regulations, and to maintain a
high standard of behaviour necessary for #mooth running of the teaching - learning

process.

Discipline as conceived by various authorsggests, it is an internal state of the
mind

where in an individual thinks and acts in thepgamo manner anytime, anywhere, without

anybody urging him/her to do so. This is agairike discipline that comes forcefully by

an external factor so that the individual carriestbe intended behaviour. The first form

of discipline is the positive type of didaoiye, while the second form of discipline
resulted from external control or force is the rizgetype of discipline. The willingness

of the students to obey school laws andulegigns is absent in the second form.
Therefore that type of discipline is not desieafilhe best form of discipline advocated
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for the school is self control that lea ds to gbetiaviour without any external force. It is
this type of discipline that can fost er stabilitythe schools thereby paving the way for
gualitative education.

3.2 Meaning of Indiscipline

Indiscipline is the direct opposite of didoip i.e. lack of discipline. Dittimiya (1995
defines indiscipline as any act that does not confo the societal value and norms. Otu

(1995) also defines it as unruly acts and behasjaagts of lawlessness and disobedience

to school rules and regulations.

From the above, it can be inferred that indiscipliefers to behaviours which are capable

of impeding the achievement of the goals set fsiitutions. In other words, indiscipline

is a violation of school rules and regulatio Indiscipline is capable of obstructinge th
smooth and orderly functioning of the @uh system. It can be summarized that
indiscipline is any form of mis-behaviour which thiedent can display in the following

ways; general disobedient to constituted aittho destruction of school property, poor
attitude to learning, abuse of seniority, iomed behaviour, drug abuse, stealing,

lateness, truancy, dirtiness, quarrelsome, ofeabusive language, rudeness etc as the
forms of indiscipline are inexhaustible. isadpline can also be said to be
the

unwillingness of students and or teaches to resheatonstituted authority, observe, and

obey school rules and regulations, and to mairitegh standard of behaviour conducive

to teaching learning process and essentialte $mooth ruling of the school to achieve
the educational objective with ease. It can alsedié that an act of indiscipline is when

the students and or teachers refused to obey lih& sua code of behaviour set aside by a
constituted authority within the educational systrhool.

Self-Assessment Test
0] Distinguish between discipline and indiscigin
(i)  Highlight 15 types of indiscipline common secondary school students

3.3  The Purpose of School Discipline

1. To facilitate and enhance the attainment of thdsgoithe school,

2. to create a conducive teaching and learning enwieo,

3. to produce cultured citizens who will have pest for themselves and others in
the society,

4. to help individuals to do the right thing all thené without any compulsion,

5. to produce loyal and respectful citizens,

6. to help student to develop and have respect focahstituted authority, and
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7. to facilitate the creation of a disciplined societlyere people of various interests
learn free and apply the nor ms and values ofgbeiety.

3.4  Causes of Indiscipline in Schools

There are many factors responsible for indise acts among the students in the
schools. The behaviour of the students uguadiflects the society in which they are
brought up. Since theyare products of trexiety, they mostly exhibit and share in its
values and belief. The causes of indiscipline handchools are therefore traceable to the

parents at home, the headmaster/headmistressompatli the teachers in the school the

peer group, the government and the general public.

1. The Parents

Many parents have abandoned the responsibilityaking care of their children. Some
parents have little or no time for the dheh who are left in the care of house p$iel
hence many of these children pick up the behawbtine house helps which they exhibit

in schools. Many parents are not disciplined tm terms of moral behaviour. Some of
them embezzle money in their various places of wordll various lies in their places of

work. Everybody knows it is easier to cofad behaviours than good ones. As the
children watch their parents’ bad behaviotiney practise them and with time they
become perfect at putting up such bad behaviours.

(i)  The School Staff

The attitude of teachers to work, tessh appearance (i.e. dressing) and
illicit

relationship with students, failure to prepare folass work/lesson, teachers involvement

in examination malpractices, cultism, illegathool fees collection/other fees, poor
learning environment and the like breed indiscgplamong the students.

(i)  The School Head

The inability of the school head master/mistressprincipal to provide or influence or
have a say in the provision of adequateilifies, employment of qualified staff,
encouragement to teachers, and admission oflests with poor academic standard into
schools may degenerate into various acts ingfiscipline on the part of the students
whenever there is need to show their disagreemigintseme of the policies of the school

head.

(iv)  The Peer Group

Once a child is of school-going age, hel/stigends more time with peers outside the
family where the child is exposed to various pressidrom the peers and with this, there

is the possibility that the child may be mnoinfluenced by the peer's character where
he/she spends most of the time than home where ofdke child’s active time is spent,

because the peers are in the same age brackethiuth The pressure from the peers as
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well as students characteristics play s a strolggimoshaping children’s behaviour. Some

peers have formed gangs who recruit neesb from among children who
have
experienced adjustment problems at school aatd home. Gangs/peers often create
problems for schools by using drugs, encouraginterce among their members and b y
participating in illegal acts.

(v)  The Government

Frequent change of government’s educational psliggeor funding, lack of sustainable

plans, distorted value system, corruption, eratement, favoritism, nepotism, records
alteration and all negative actions by  gomeent agencies, office holders, and mass
media, breed indiscipline among the students amt¢he society as a whole. The policy

that affects the principle and practice ofeadion in Nigeria seemto lack consistency.
Different administrations always come out with dif#nt policies instead of consolidating

the existing ones. This inconsistency doed paly affect teachers’ morale and it also
affects students’ interest and wastes their tifkeequent strikes as a result of inconsistent

police waste human and material resources whinlats® lead to students’ protests and
demonstration.

Self Assessment Exercise
Why is it that indiscipline is on the increase amdiigerian adolescents?

3.5 How to Control Indiscipline in the Schools

Indiscipline is an act that can better beevpnted than corrected. The following pre-
cautions are necessary to prevent occurrence @aaerence of indiscipline acts among
the students in schools.

I Basic Managerial Skill — The school head should acquire basic
managerial skill through training, and semsnato improve the technical
skills of the school head as well as toprove the knowledge of school
head administrative techniques, and proceduresorder to foster and
enhance discipline in school.

. Appointment of Dedicated Trained Teachers Dedicated professional
trained teachers are those with professional coenpetwho can bring the
desired level of professionalism into teachifny ensuring that students
comply with the laid down rules and regwas and ensure that -culprits
are brought to book.

iii. School Head Should Leading by Example Indiscipline can be reduced
in schools when the school heads and other stafflrees are disciplined
and those who are not disciplined among them shoeiietady to lose the
right of forcing others to be disciplined.
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iv. Prioritize Student Welfare — The school management must give high
priority to the welfa re of the students bywpding health centres, sports
facilities, conducive learning environment, ®&mt regular electricity and
meet with the students on regular basis to knolweir heeds, and let them
know why some of their demands may not be metyf an

V. Establishment of Guidance and Counseling Sersi— This service will
promote discipline in schools because tleervice will assist the
maladjusted students in the areas in otiemal, social and personal
adjustments. This will reduce frequent disgipline acts among the
students.

Vi Teaching of Moral and Religious Studies- In schools where we have
moral and religion education, more emphasiwukl be laid on it and
where there is none, it should be introducddhis will instill the fear of
God in the students, draw them more closer to @nond,make them more
obedient than before

vii.  Establishment of Parent — Teachers AssociatieThis is a forum where
the school head can brief the parents and guardissisdents on various
acts of indiscipline found among theudsint and issues related to
disciplinary matters could also be discussed. Tdrism will allow parents
and the school staff to join teach together enforce discipline on the
students.

4.0 Conclusion

To achieve self control, there is need tehdwe according to the laid down rules

and

regulations in school setting. Everyone in a giseaiety needs to take part in the act of

discipline and discipline should not be seen asgative force and fire fighting activities.

It should be a habit in the home, classroamd even in the society. Parents should be
disciplined and be good models to theghildren, the society should equally
be

disciplined; bribery and corruption at variodsvels should be checked so that children
will not imitate this bad habit from our generaticince the students are the product of

the society and leaders of tomorrow. If NMigeis to progress and advance into a
developed nation, then our present youths nauslistiplined. The home should lay the
foundation, the school builds on it and this is§ferred into the society where they will

eventually function as disciplined adults.

5.0 Summary
In this unit, we have discussed the act of diseghnd indiscipline. Discipline has been
viewed as training by an individual to attain sgift and to act in the right manner at the

right time and place, without being forced to dw, while indiscipline is the opposite of
discipline. Examples of acts of indisciplineund among the children in schools are
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mentioned; the causes and what ca n be donevergradiscipline among the students
have also mentioned and discussed.

6.0  Tutor Marked Assignment (TMA)

Identify various reasons why the act of &ofpline is more pronounced in Nigerian
educational institution than the act of discipline.
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