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INTRODUCTION

EDU 412: Principles of Educational Management 498 level, second
semester course. It is a two credit unit courseafbstudents offering
Bachelor of Arts, Bachelor of Science in Educatidhe course is also
suitable for anyone who wants to learn about thenagament of
education at any level.

The course exposes you to an understanding of mofthne concepts of
educational management and its application in thiistration of
educational institutions. It will also assist schadministrators apply
these concepts to the tasks and roles that thégrpeas school heads
and chief executives in the education sector.

The course consists of sixteen units in three nexdahd a course guide.
The course takes you through the meaning and bamicepts in
educational administration, the development of adstiation,
leadership in educational institutions, supervisiom instruction,
educational law and control of education in Nigemaganisation of
ministries of education, the functions of the staieistry of education,
the functions of the State Primary Education Bo@BEB) and other
boards of education in Nigeria, school plant, magmnd maintenance
and planning of school plant. This course takes §fwough school
records, time-table, budget, discipline and scheol community
relationship.

This Course Guide tells you briefly what the couisell about, what
course materials you will be using and how you wutirk your way
through these materials. It suggests some genetidelgnes for the
amount of time you should spend on each unit of dberse for its
successful completion.

It also gives you some guidance on your tutor-maukgsignment which
will be available at the end of every unit. There aegular tutorial
classes that are linked to the course at desigrateters throughout the
country. You are advised to attend tutorial sess@mindesignated centre
close to you.

WHAT YOU WILL LEARN IN THIS COURSE

The overall aim of EDU 412: Principles of EducaibManagement is
to introduce basic concepts of educational managemed acquaint
you with some important skills needed for the aggilon of knowledge
of educational management to the day-to-day asvitn educational
organisations.
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An understanding of this course is vital becauseives as a framework
for the application of educational management keogé to
administration and other activities in educatiomadtitutions. From
time-to-time, educational administrators need t&kendecisions, which
may include interpretation of the policies and pargmes of
government of the country as they affect educatianatitutions.
During this course, you will learn about educatiomanagement as a
concept and the roles expected of educational aslrators in applying
these concepts to daily school activities, suchseakool records,
education law and control of education in Nigefizmctions of state
primary education board and other boards in the&thn industry in
Nigeria, school records and school budgets.

The course will expose you to an understanding afous types of
management support systems available for educhtmaaagers which
can assist in arriving at a decision without timastage. Specific
reference will be made to other uses of educatior@alagement.

COURSE AIMS

The aim of the course can be summarised as folltoysrovide students
with an understanding of the concepts which underthe use of the
knowledge of educational management to enable &doea

administrators to evaluate the appropriate usagemahagement
techniques, to analyse the influence of educationahagement to
educational organisations, and to plan and martegavailable records
in the school. The course also aims to explain:

. the meaning of management and basic concepts afagdnal
administration

. the functions of school administrators and quaitef school
administrators

. the various types of school administrators

. the various types of leadership styles we have

. the factors influencing the choice of leadershypesadopted by a
school leader

. the concept of supervision and inspection

. the history of supervision in Nigeria

. the reasons instructional supervision is a mustNigerian
schools;

. the various forms of inspection

. the challenges of supervision of instruction in &g

. the evolution of education laws in Nigeria

. the functions of the federal and states ministoksducation in
Nigeria
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. the reasons for the establishment of State Prinkaiycation
Board

. the functions of NUC, NCCE, and NBTE

. the meaning of school plant, school mapping andagement of
school plant

. the principles of school plant planning

. the stages involved in the provision of school plan

. the solutions to the problem of school plant maiatee

. the importance of school records

. the reasons for keeping school records

. the various types of records kept in schools

. the importance of school time-table

. the meaning of a school budget and methods of prepachool
budget

. the importance and challenges of school budget

. the meaning and causes of acts of indisciplinauimsghools

. ways of controlling the act of indiscipline in teehools

. the roles of the school to the community and thesrof the

community to the school.
COURSE OBJECTIVES

To achieve the aims set out, the course sets ¢wdnjaktives. Each unit
also has specific objectives at the beginning eftthit; you should read
them carefully before you start working through timét. You may want

to refer to them during your study of the unit teeck on your progress.
You should also look at the unit objectives aftempleting a unit. In

doing so, you will be sure that you have followhd tnstructions in the
unit.

Below are the wider objectives of the course ashalev By meeting
these objectives, you should have achieved the airtige course.

On successful completion of the course, you shbaldble to:

. define management, administration, organisationexthgtational
administration

. explain the functions of educational administration

. distinguish between management and educationalnéstnaition

. explain the characteristics of organisation

. enumerate the principles of organisation

. define leadership and leadership styles

. identify the various types of leadership styled tten be adopted
by educational administrator

. distinguish between supervision and inspection

Vi
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. define supervision of instruction and explain therpmse of
supervision of inspection

. explain the various forms of inspection we have &hé
challenges facing supervision of instruction

. suggests solutions to the identified challenges

. distinguish between law and rule; written and utten law, and
statutory and customary laws

. trace the history of education law in Nigeria

. distinguish between federal and state ministrycdofoation

. draw the organogram of the federal and state miesstof
education

. explain the functions of the federal and state stiyi of
education

. explain why SPEB is needed
. explain the importance of NUC, NCCE, and NBTE imgélia

. trace the historical development of NUC in Nigeria

. define school plant, school mapping and managemiesthool
plant

. give reasons why school plant must be maintained

. highlight the various types of school plant maiatece

. define school plant planning

. list the principles of school plant planning ane throcess of

arriving at logical school plant facilities
. mention the types of spaces expected to be proviciedt the

school site

. explain the constraints militating against schoalmtenance

. explain the meaning of a school record

. explain the reasons why records are kept in schools

. mention the various records on the statutory anakstatutory
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 by a school heashsure school
effectiveness through effective school time-table

. distinguish between budget and school budget

. list the purpose of a school budget

. explain the various methods to be followed in prapan of a

school budget

Vii
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. highlight the challenges facing school heads inpaneg a
workable school budget

. define indiscipline

. mention some acts of indiscipline among Nigeriaolestence

. discuss the various causes of indiscipline in Nayeschools

. suggest what school heads can do to ensure diseiplischools

. give a brief definition of a school and a community

. list two types of communities

. highlight the roles of community to the school

. highlight the roles of school to the community

. discuss the factors influencing the school comnyunit
relationship.

WORKING THROUGH THIS COURSE

To complete this course, you are required to rdatha study units in

the study material, related books and materialsiged by the National

Open University of Nigeria (NOUN). Each unit hadf sessessment
exercises, and at regular intervals in the couyse, are required to
submit assignments/exercises for assessment pgrplisthe end of the
course, is a final examination. The course shoalke tyou about 16
weeks to complete. Below, you will find listed #ie components of the
course, what you have to do and how you shoulctaiéoyour time to

each unit in order to complete the course succigsfu

Each study unit consists of one to two weeks wahkd includes

introduction, objectives, reading materials, exa¥sj conclusion,
summary, tutor-marked assignments (TMASs), refersffiggher

readings. In general, these exercise/practicetignestest you on the
materials you have just covered and reinforce ymaerstanding of the
materials. Together with the Tutor-Marked Assigntegthese exercises
will assist you in achieving the stated learningjeotives of the

individual units and of the course.

STUDY UNITS
The study units in this course are as follows:

Modulel The Concept Of Administration And Instruction

Unit 1 Definition and Interpretation of Basic Cemts
Unit 2 The Development of Administration

Unit 3 Leadership in Educational Institution

Unit 4 School — Community Relations

viii
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Unit 5 Supervision of Instruction 1
Unit 6 Supervision of Instruction 2

Module2 Education LawsAnd School Plant

Unit 1 Education Law and Control of Education iig&tia

Unit 2 Organisation of the Ministry of Education

Unit 3 Functions of the State Primary Education f8lcend Other
Boards of Education/Commission in Nigeria

Unit 4 School Plant, Mapping and Maintenance

Unit 5 Planning of School Plant

Module3 School Records And Administration

Unit 1 School Records 1

Unit 2 School Records 2

Unit 3 School Time-Table

Unit 4 School Budget

Unit 5 Discipline and the School Administration
ASSESSMENT

There are three aspects to the assessment of tingecohe first is the
self assessment/exercises, the second is the Maiked Assignments;
and the third is the end of the semester writtemeration.

In tackling the assignments, you are advised tsiheere in attempting
the exercises/practices; you are expected to appdy information,
knowledge and techniques gathered during the cotifs® assignments
must be submitted to your tutor for formal assesd¢nn@ accordance
with the deadlines set by the authority of the dizdl Open of Nigeria
(NOUN). The Tutor-Marked Assignments you submityour tutor will
count for 30 per cent of your total course mark.

At the end of the course, you will need to sit forfinal written
examination of two hours duration. This examinatiah also count for
70 per cent of your total course mark.

TUTOR-MARKED ASSIGNMENTS

You are to contact your study centre to collect #pproved tutor
marked assignment for the semester. You are adisedtempt and
submit all the Tutor-Marked Assignments given tauyat the study
centre, the best three will be counted for you.hEassignment counts
10 per cent towards your total course mark.
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Assignment questions/practice exercises for thesunithis course will
be contained in thdssignment FolderYou will be able to complete
your assignments from the information and mategailstained in your
reading, references and study units. However,degrable in all degree
level education to demonstrate that you have readrasearched more
than the required minimum. Using other referencé$ give you a
broader viewpoint and may provide a deeper undwistig of the
course.

When you have completed each assignment, sendethter with the
TMA (Tutor-Marked Assignment) form, to your studyentre
manager/counsellor who will hand it over to thernastional facilitator
appointed for the course at the study centre. Msalee that each
assignment reaches your study centre on or befiereléadline set by
the authority of the National Open University Nige(NOUN) which
will be made known to you through your study center
manager/counsellor. If for any reason, you canoobglete your work
on time, contact your study centre manager/coumsddefore the
assignment is due for submission to discuss thesilpbsy of an
extension. Extension will not be granted after thee date except in
exceptional circumstances.

FINAL EXAMINATION AND GRADING

The final examination for EDU 412 will be of two ims’ duration and
have a value of 70 per cent of the total courselegrdhe examination
will consist of questions, which reflect the typdsself-testing, practice
exercises and tutor-marked assignments you prdyi@isempted. All

areas of the course will be assessed.

Use the time between finishing the last unit antting for the

examination to revise the entire course. You wiltfit useful to review
your self-tests, Tutor-Marked Assignments and tbements on them
before the examination. The final examination ceviaformation from

all parts of the course.

HOW TO GET THE MOST FROM THIS COURSE

In distance learning, the study units replace thigarsity lecturer. This

is one of the great advantages of distance learnMog can read and
work through specially designed study materialgaatr own pace, and
at a time and place that suit you best. Think @fsireading the lecture
instead of listening to a lecturer. In the same Wet a lecturer might

set you some reading to do, the study unit will yelu when to read

other materials. Just as a lecturer might give ammin-class exercise, the
study units provide exercises for you to do at appate time.

X
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Each of the units follows a common format. Thetfitem is an
introduction to the subject matter of the unit dvegdv a particular unit is
integrated with other units and the course as davho

Next is a set of learning objectives. These obyestiet you know what
you should be able to do by the time you have ceteglthe unit. You
should use these objectives to guide your studyeMjlou have finished
the unit you must go back and check whether yole heshieved the
objectives. If you make a habit of doing this, yaill significantly
improve your chances of passing the course.

The main body of the unit guides you through trguned reading from
other sources. This will usually be either froneading section of some
other sources.

Self-assessment practices are interspersed thratghe end of the
units. Working through these practices will helpuyto achieve the
objectives of the unit and prepare you for the gassents and
examination. You should do each self-assessmemtisgeas you come
to it in the study unit.

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

The following is a practical strategy for workingrough the course. If
you run into any trouble, telephone your facilitaty send an e-mail
which will be replied in less than 72 hours. Rementhat your tutor’s
job is to assist you when you need help, thereflor@ot hesitate to call
and ask your tutor to assist you.

. Read through this Course Guide thoroughly.

. Organise a study schedule. Refer to the Course vi@verfor
more details. Note the time you are expected tomcme each
unit and how the assignments relate to the unitgpoftant
information e.g. details of your tutorials, and tege of the first
day of the semester will be made available throthgh study
centre. You need to gather all these informatiorome place,
such as your diary or a wall calendar. Whateverhogtyou
choose to use, you should decide on and write ur ga/n dates
for working through each unit of the course.

. Once you have created your own schedule, do evegyylou can

to stick to it. The major reason students fail hattthey get
behind with their course work. If you get into difilties with

Xi
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Xii

your schedule, please keep your tutor informed reeibis too
late for help.

Turn to unit 1, read the introduction and the otwes for the
unit.

Assemble the study materials. Information abouttwioa need
for a unit is given in théOverview” at the beginning of each
unit; you will always need both the study unit yame working on
and the one on your references, on your desk ataime time.

Working through the unit. The content of the utself has been
arranged to provide a sequence for you to follow.y&u work
through the units, you will be instructed to reatt®ns from
your other sources. Use the unit to guide yourirgad

Well before the relevant due date, check your assant file and
make sure you attend to the next required assighrieep in
mind that you will learn a lot by doing the assigmts carefully.
They have been designed to help you meet the olgscof the
course and, therefore, will help you pass the eratian. Submit
all assignments not later than the due date.

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

When you are confident that you have achieved a'suni
objectives, you can then start on the next unibc®ed unit by
unit through the course and try to face your stadythat you
keep yourself on schedule.

When you have submitted an assignment to your stadjre for
onward submission to the facilitator to mark, da wait for its
return before starting on the next unit. Keep tairyschedule.
When the assignment is returned, pay particulanatin to your
facilitator's comments, both on the tutor-markesigranent form
and also on the comments written on the assignn@onsult
your facilitator as soon as possible if you havg guestions or
problems.

After completing the last unit, review the coursed gorepare
yourself for the final examination. Check that ywave achieved
the unit objectives (listed at the beginning ofleait) and the
course objectives (listed in the course guide).
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FACILITATORSTUTORSAND TUTORIALS

There are tutorial/facilitation hours provided byet National Open
University of Nigeria (NOUN) in support of this cse. You will be
notified of the dates, time and location of thigotials/facilitation,
together with the names and telephone number af fdar/facilitator,
as soon as you are allocated a tutorial group.

Your tutor/facilitator will mark and comment on yoassignments, keep
a close watch on your progress and on any diffesiltyou might
encounter and provide assistance to you duringcthese. You must
submit your tutor-marked assignments to your ttdoilitator well
before the due date. They will be marked by youorttacilitator and
returned to you as soon as possible. Do not hesbatontact your tutor
by telephone, e-mail, or discussion board if yowedehelp. The
following might be circumstances in which you woufohd 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 exaci

. you have a question or problem with an assignment o

. you have a question with your tutor’s/facilitatocemment on an

assignment 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 faceaiefcontact with
your tutor/facilitator and your mates and to aslegjions which are
answered instantly. To gain the maximum benefitmfraourse
tutorials/facilitation, prepare a question list dref attending them. You
will learn a lot from participating in discussioastively.

SUMMARY

EDU 412 (Principles of Educational Management) intendsntooduce
the concepts and meaning of educational managetoeypbu. Upon
completion of this course, you will be equipped hwithe basic
knowledge of the important concepts of educatianahagement and
the importance of educational management to educadlti
administration.

You will be able to answer these questions:
. What is management?
. What are the functions of educational management?

Xiii
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What are the challenges of educational managemtigeria?
What is supervision?

What are the nexus between supervision and ingpétti

What are the factors that influence the leaderstyfes adopted
by any leader?

What are the challenges facing supervision in N&fer

What are the differences between civil and crimiaal?

What are the functions of the federal ministry déieation?

What are the functions performed by SPEB in yoatest

What are the reasons for the establishment of NURigeria?
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 stholant
facilities?

What are the constraints militating against scimoaintenance?
List the principles of school plant planning.

What are the solutions to the problems of schoantpl
maintenance?

Why do school heads keep school records?

What is school time-table and its importance?

What are the challenges facing the school healdearpteparation
of a school budget?

What is school — community relationship?

Indeed, the list of questions that you can answarmat limited to the
above. To gain the most from this course you shawldo apply the
principles and concepts of educational managenterie practice of
administration of educational institutions.

Xiv
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MODULE 1 THE CONCEPT OF ADMINISTRATION
AND INSTRUCTION

Unit 1 Definition and Interpretation of Basic Cemts
Unit 2 The Development of Administration

Unit 3 Leadership in Educational Institution

Unit 4 School — Community Relations

Unit 5 Supervision of Instruction 1

Unit 6 Supervision of Instruction 2

UNIT 1 DEFINITION AND INTERPRETATION OF
BASIC CONCEPTS

CONTENTS

1.0 Introduction

2.0  Objectives

3.0 Main Content
3.1 The Meaning of Management
3.2 The 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 References/Further Reading

1.0 INTRODUCTION

Management is often described as a ubiquitous @bveeich is present
in every aspect of human endeavour. Whether innlessi hospital,

religion, or even at home, management is indisgdasarherefore,

management is not only necessary, it is also cosopyl as every

organisation needs to be controlled, ruled or goser The absence of
management in any organisation may not only leadetailment of the

objectives of the organisation alone, it may aksadl to breakdown of
law and order. It is in this regard that Ogunsdj@98) contends that
management becomes a crucial function in every nisgd society,

especially when there are complex assignments tpeormed and

when two or more people are involved.
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2.0 OBJECTIVES

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

. define management
. distinguish between management and administration
. explain what organisation is.

3.0 MAIN CONTENT
3.1 The Meaning of Management

Everyone manages something, even if it is just sewes, and their
personal finances. The essence of managementaishieve a goal as
efficiently as possible. One can also plan forideyl by carefully
planning how to spend every day and make better &ind get more out
of the holiday. Management is like investment. n&igers have
resources to plan with, their own time and talentv&ll as human and
material resources. The goal of management igtahg best return on
those resources by getting things done efficieatigy economically.

The term management means many things to many gaedplmodern

general saying, the term management implies theegsoby which a
cooperative group directs action towards commonlisgoBut to a

modern industrialist, management means “gettinggthidone through
other people”. To the economist, management is‘gre of the factors
of production”; to the sociologist, management & class or status
system”. However, in the modern organised contmdnagement is
viewed as a social process which is designed tarerthe cooperation,
participation and involvement in the effective asl@ment of a given
objective.

Management, to Peter Drucker (1999), is an orgamsiftutions, the
organ that converts a mob into an organisation lamdan efforts into
performance. Peretomode (1991) also defines mamage as the
performance of executive duties, the carrying dyttadicies or decisions
to fulfill a purpose, and the controlling of theyd@-day running of an
organisation. Nwadiani and Sokefun (1999) core@nanagement as a
process concerned with creating, maintaining, datmg, controlling
and unifying (formally and informally), organisirgiman and material
energies with a unified system, designed to accesmgre-determined
objective of the organisation. Sherlekar (1984)ngs management as
the guidance, leadership and control of the effofta group toward
some common objectives. It is a social/interacioand economic
process involving a sequence of coordinated evepiEnning,
organising, coordinating and controlling or leadingn order to use
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available resources to achieve a desired outcortmeifastest and most
efficient way.

From the foregoing, management may be defined gwoaess of
coordinating human and material resources in ordelachieve an
organisation’s objectives. It can also be said tm@nagement is a
process of assessing and maintaining an environnientwhich

individuals working together in groups, can accastplpre-selected
missions and objectives effectively and efficiency.

The definition of management above has the follgwmplications:

1. Function: Management implies that managers have functions t
perform within organisations. Even though such fioms may
vary from one organisation to another, the proaaesslved is
likely to be the same. Several authors like Hemaydt and Elton
Mayo identify the five basic functions performed ingpnagement
of all organisations as planning, organising, dineg
coordinating and controlling. Some scholars hawded
budgeting, leading, communicating and educating ofser
functions of the manager.

2. Productivity. The essence of management is to produce. It is
interesting to note that most of the enterpriseetivr private
companies, government agencies, or educationaltuitiehs
(either profit or non — profit oriented) are settogoroduce either
goods, product, people or services. The ultimageabive of a
manager is to create surplus. In raw economic tehis is
referred to as profit maximisation. Managementefere would
want to use people and materials efficientlyathieve this
goal.

3. General Application Management applies to all kinds of
organisations. Owing to the wide distribution ot tenterprise
which of course includes all kinds of organisatiggeal might
vary, materials used could be different and peopidin the
organisation may differ in age, sex, qualificationg/hatever the
differences, the essence of management is to parh tinto
efficient and effective use. Therefore, managemast an
organised body of knowledge provides clear insaghto how to
apply management techniques to achieve organisadijmals.
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4. Applicable to all levels Management applies to all levels of
organisational life. It is pertinent to observattiwithin each
organisation, there is a mapped out structure. sSiheture so to
say depicts the organisational hierarchy. Both dtmacture and
the hierarchy therefore depend on individual respmlities and
authorities to perform. The performance of thesedfore, at any
level requires management.

Interestingly, not all groups believe that theydhesanagement, but it is
undisputable that management is essential in ghirosed corporations
as well as at all levels of organisation in an gnise.

SELF ASSESSMENT EXERCISE 1

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

3.2 The Meaning of Administration

Administration is the ability to mobilise human andhterial resources
towards achievement of organisational goals. Ogun€l998) opines
that administration is concerned with a varietytasks. Nwankwo
(1987) in his own view describes administrationths careful and
systematic arrangement and use of human and nlatesaurces,
situations and opportunities for the achievemenspecific objectives.
However, Campbell, Bridges & Nystrand (1984) sag thain purpose
of administration in any organisation is that obatinating the efforts
of people towards the achievement of its goals.retéemode (1991)
defines administration as the performance of exeeututies, the
carrying out of policies or decisions to fulfill purpose, and the
controlling of the day-to-day running of an orgaatisn.

From all the above, administration is a processiarsdsometimes used
synonymously with management. Beach (1975) coraibo the

statement by saying that administration is a plmanagement which is
concerned with the installation and carrying outtleé procedures by
which programmes, plans and targets are laid dawincammunicated,
and the progress of activities regulated and cleeckgainst them.
Administration may be defined as a process of doatothg human and
material resources in order to achieve organisatigoals.
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3.3 The Meaning of Educational Administration

The concept of educational administration may retddally different
from what we are familiar with in the concept ofnadistration. In
Nigeria, education at different levels has its obyes as stated in the
National Policy on Education, the most importantied objectives that
cut across all the levels of education is teaclaind learning. It is the
function of the school to produce educated andgktédned human
beings who would be able to contribute positivelyhe development of
the society. This forms the opinion of Olaniyi (@) who describes
school as a social institution which does not exist vacuum. He said
further that a school is a micro-community, exigtwithin a macro-
community to mould the habits, interest, attitudasd feelings of
children and transmit from one generation to amothdhe school
comprises certain personnel i.e. teaching and eachking staff as well
as students. These human resources in the schotd with some
materials, such as instructional materials, eqummeand financial
resources in order to achieve the objectives oktmol as stated in the
National Policy on Education (2004).

Administration is very germane to the realisatioh the school’s
objectives — indeed, the success of the schootésydepends largely on
the administration of the school is handled. Tdechers, students, non-
teaching staff and resources must be efficientlgraged, monitored and
controlled, so that they would work harmoniouslycading to
(educational plan). Even the National Policy onu&ation (2004)
emphasises the success of the entire educatiosénsyon proper
planning, efficient administration and adequate ding.  School
administration is the process by which principlegthods and practices
of administration are applied in educational ingiiins to establish,
maintain and develop such institutions in line witte goals of the
institutions. Akinwumi & Jayeoba (2004) define sohadministration
as the scientific organisation of human and mdtaesources and
programmes available for education and using thgstematically and
meticulously to achieve educational goals.

Basically, educational administration implies theaagement of the
human and material resources and programme awaifableducation
and carefully using them systematically for the iecément of
educational objectives. Thus, an educational adtnator, whether in
the ministry of education, the schools board, ca school is essentially
the organiser, the implementer of plans, policies programmes meant
for achieving specific educational objectives. Theucational
administrator may contribute, one way or the othreplanning, policy —
making and programme designing, yet his major relsts with the
effective and efficient implementation of such @ampolicies and
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programmes for the benefit of education. Viewedmfrthis angle,
educational administration is concerned with orgaton and
implementation — it may be categorised under bevads of:

. Planning and Policy
. Implementation

Although such a categorisation is essentially eabjt and broad and
these aspects of management are closely tied,aredglp and inductive,
it is possible to separate the functions of adrmai®n from that of

planning and policy — making in education. For repie, the

administrator at the ministry of education (essdlytia planner and a
policy maker) is concerned with formulating gengsans and policies
for education.

SELF ASSESSMENT EXERCISE 2
Distinguish between administration and school adstration.
3.4 The Meaning of Organisation

Every human being belongs to one organisation @iother. In Nigeria,

government workers spend one third of the day 8.énours (except

weekends) out of the 24 hours in the organisatiberer he/she works
for a living. All over the world, groups of peopleho share common
interests tend to come together to plan and arrdmgéow they can

actualise such interests. Any such group of peaplking together in a
coordinated manner to accomplish group results newk as an

organisation. Organisations are not new creatidih® Pharaohs used
organisation to build the pyramids in Egypt; in raodworld, there are
many organisations established to cater for daalds of the society.

The word ‘organisation’ has as many definitionstlzsre are perhaps
writers in management. Scholars define the conceibferently
depending on individual circumstance, experiencg/anbackground.
To Frame and Horton (1996) organisations are scoiastructs created
by groups in society to achieve specific purposgsneans of planned
and coordinated activities. These activities ineolusing human
resources and other inanimate resources in ordaechieve the aims of
the organisation. Organisations most times arearatp and they have
definite purpose (s) to achieve. They also hamectires that define the
behaviour of their members.
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Schein (1972) defines an organisation as the ratiomordination of the
activities of a number of people for the achievenr@nsome common
explicit purpose or goal, through division of lab@nd functions, and
through a hierarchy of authority and responsihility

From the foregoing, an organisation can be saillet@a collection of
human beings with a common goal. It is a netwdrketationships
among individuals and activities; it involves a gees of executive
function aimed at ensuring that resources, aawitand authority
relationships are coordinated to achieve a comnuah. glt can also be
said that an organisation is a collection of peopleo have united
together to pursue and achieve a common aim throatiective effort
and the pooling of resources.

Organisations are essential to modern life for anlber of cogent
reasons. First, organisations enable us to acesmiilings which we
cannot achieve as individuals. Second, organisatielp in providing
continuity of knowledge through the keeping of melsy and third, they
provide jobs or careers. Consequently, every modesn or woman,
for most of his/her life, is obliged to belong toeoorganisation or the
other, be it an age group, a town or ethnic unergchool or other
educational institutions, a religious or civic s#gi a branch of the
armed forces.

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

I. Formal Organisation This is the type of organisation that has
been intentionally planned and structured in sushag that its
membership, the rights and obligations of membéegrees of
authority, mode of operations and activities ard wefined and
guided by laid down rules and regulations which aften
documented and known to members. Formal orgamimsain
the education industry include Federal and Stataidities of
Education and their different parastatals. Otheude all
institutions of learning e.g. colleges of educatipolytechnics,
universities, secondary schools, technical collegred primary
schools. Formal organisations comprise groupseaipfe with
definite identity, rules, authority and responstjil

In essence, every formal organisation is set uptHer explicit
purpose of achieving specific goals and can theeefbe
distinguished by its task, position and authorigfationships.
Each formal organisation is characterised by:
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a specific task or mission for which it is estabéd

. a single executive head

. a mechanism for planning and coordinating the huarah
materials resources available to it

. a rational decision making mechanism

. the institution of documented rules and regulatidos

facilitating and enhancing discipline and common
organisational behavioural standard

. the practice of stimulating and motivating membéas
optimal performance and
. a structure with well defined positions, authority

relationships and jobs.

Informal Organisation: An informal organisation is the set of
evolving relationships and patterns of human imtgoas within
a formal organisation which are not officially ptebed. These
are informal groups which emerge within the formajanisation
with a desire to protect the interest of membethiwithe formal
organisation. Factors that lead to the formationirdbrmal
groups are the nature of work, the location of st&ff, poor
condition of service, government/management in§gasiess to
workers needs etc. Examples of informal organisatiare trade
union, pressure groups within the formal group. b&ca member
of an informal organisation, one needs to firsab@ember of a
formal organisation. Unlike the formal organisasp informal
organisations are usually flexible in that theyehahave clearly
stipulated and documented rules and regulatiorsotarol their
activities and operations.

Since the emergence of informal organisations withe formal

organisations is inevitable, they constitute aregnal part of
every organisation. They are therefore importagtabise they
could both be beneficial as well as harmful to thest

organisation. Since they grow out of the informelhtionships
and interactions among members across the strudirdhe

formal organisation, they can also assist in:

. promoting cooperation among departments that have
indirect points of official contact

. providing additional channel of communication thbuge
grapevine

. removing or correcting weakness in the formal $tmec

. getting work done

. helping members to satisfy their social needs and

. providing emotional support for organisation mensber
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It should be noted that informal organisations dotlave
negative influences on the formal organsation by:

. pursuing goals which are contrary to the goal efftrmal
organisation

. participating in acts that can increase the tinguired to
complete formal organisational work and

. operating as a protective shield against the manageof

the formal organisation.

iii. Social Organisation: This group arises out of spontaneous
feeling without any hard and fast rules of behawviand there are
no clear cut objectives or goals. This group cosgsigroups of
people with the same social interest. Example ofias
organisations are group of friends, landlord asg@mm in a
community, social clubs etc.

3.6 Characteristics of Organisations
The following are some of the characteristics sthéneorganisations:

I. Purpose, Objective or GoalOrganisations are set up to pursue
certain objectives, goals or purposes. This seages rallying
point for all activities of its members. Apart froserving as a
common bond for unity, goals/objectives are meansnsuring
organisation performance.

il. Task or Activity: There are jobs or tasks to be performed or
carried out. Every organisation carries out a m&sk of one
kind or the other that has a relationship to it amdirected
towards the realisation of its objectives/goals.

iii. Resources: Organisations make use of human and materials
resources to transform raw materials into finislpedducts to
achieve the set goals. Human resources in an @agam include
both skilled and non-skilled workers or teachingd anon-
teaching staff in educational industries, while theterial
resources include physical facilities, school planstructional
facilities, laboratories, libraries, etc.

V. Division of Labour. There is a structure within which various
tasks are to be executed by these interacting ichgals/groups
based on the concept of division of labour. Fer alchievement
of desired goals, division of labour can be vettmahorisontal.

It is vertical when somebody preferably a superstaff is
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appointed by the organisation to coordinate growpdsk. It is
horisontal if at least two people work togetheratchieve the
same objectives.

Dependence on Environment/Communitilo organisation can
survive without the community. All organisationspeénd largely
on external environment both for the resourcesd®e, @and the
consumers that would consume the product/servieadered.
Any organisation that does not live in harmony wikie host
environment/community will find it very difficult fi not
impossible to survive.

Sub-Units There must be sub-units in form of departments,
divisions or units which are responsible for specdbjectives
and tasks. The activities of various sub-units imitithe
organisation are well coordinated towards a prefrdened goal.

Principles of Organisation

There are some principles that are common to glamsations. They
are highlighted and discussed below:

1C

Unity of Objective— To avoid conflict between the employers
and management staff of any organisation the abgctof the
organisation must be clearly defined. Any orgamsathat wants
to remain relevant in the society, shall clearlyfirde the
objective, and the recognition of these objectigegiven serious
attention in large and complex organisations bexaue of the
principal functions of the chief executive of arg@anisation is to
coordinate activities, interests and assignments.

Stability —The policies and programmes of an organisationt mus
not be a toy in the hand of chief executives. Thetbe need for
continuity of the organisation’s policies/progransmdor a
reasonable length of time before it is assessedoanisation
that changes its policies and programmes frequerglyan
ineffective one.

Flexibility — There is the need to allow simplicity and fleiip
in an organisation. It should be simple to makeanageable and
it should be flexible to pave way for quick decisowhen there
is the need to take urgent decisions. The orgaoisaiolicies
should be stated in terms broad enough to pernaisoreable
flexibility in management. This will also allow poies that have
been in place a long time to be assessed and foeseary
amendment to be made.
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V. Cooperation— For efficiency and effectiveness, there is nieed
all the members of the organisation to cooperatéh vaine
another. This cooperation can be secured fromnosgaon
members voluntarily or by force. If cooperatiorlasking in any
organisation such organisation will fold up in dhione.

V. Division of Labour - The policy of the organisation should
provide for maximum homogeneity in the major digis of
work. If there is no appropriate division of labpeooperation
and coordination becomes very difficult. For retdi division of
labour, attention must be given to individual cotepees and
interests.

Vi. Evaluation - The policies of the organisation must be evadat
at regular intervals to determine whether the dhjes of the
organisation are being achieved or not. If yestethe need for
improvement and if no, there is need to adjust.ofganisation
that does not evaluate its policies and programfresguently
may not be able to meet current challenges.

4.0 CONCLUSION

From what we have explained so far, management jgoaess of
coordinating human and material resources towandsattainment of
organisational goals while administration is theligbto mobilise

resources towards the achievement of organisatgoal. The words
management and administration are sometimes usedngmously
because they mean the same thing.

5.0 SUMMARY

In this unit, we have discussed the meaning of mament, the
meaning of administration, the meaning of educati@dministration,
and the meaning of organisation. We also claskifigganisation into
formal, informal and social organisations, we aldiscussed the
characteristics and principles of organisation.e Pphinciples discussed
include: unity of objectives, stability, flexibijit cooperation, division of
labour and evaluation.

11
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6.0 TUTOR-MARKED ASSIGNMENT

1. Distinguish between management and educationalrashnaition.
2. Explain the characteristics of organisation.
3 Enumerate the principles of organisation.
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1.0 INTRODUCTION

Administration is one area where, because of itsicband general
applicability to every organisation, competenceclamed by all and
most people therefore tend to rate it low. Tiki®ne of the reasons
various organisations which tend not to recognise s$pecialty and
professionalism of administration do not performficegntly and

effectively. Even though all human beings carry administration in

their daily lives, there is still the need to benwersant with the
principles, procedures and practices which make imdtration a

profession.

It is therefore a must for all who intent to becoadministrators in
whatever form or capacity to have a comprehensi@medge about

the history, development, principles, proceduresl gractices of
administration which in modern times has becomentiic.

2.0 OBJECTIVES

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

. define administration

. explain why administration could be a science doart
. highlight the functions of school administrators

. mention the qualities of school administrators.

13
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3.0 MAIN CONTENT

Administration is often described as a ubiquitoemaept which has
been an indispensable feature of human societpddong as one can
remember. It is present in every aspect of hunmateavour. Whether
in business, hospital, religion, politics, educatar even at home, no
one can do without administration. As a resulthad, administration is
not only necessary, it is also compulsory becatisheoneed to control
every organisation. Miewald (1978) opines that adstiation is the

means by which formal goals are achieved througipetive effort.

To Adams (1913), it is the capacity to coordinatangn and often

conflicting social energies in a single organisatsm adroitly that they
shall operate as a unity.

3.1 The Development of Administration

Over the years, different organisations and diffesehools of thought
have viewed administration differently. Some vieweas a practical
exercise requiring no special study or effort. &h feel that
administration as a discipline only exists in thyeand in the minds of
people. Others still regard administration as ehnelogy which
requires not only sound theory but also specialipeidciples and
techniques. It is not feasible for us to pursue #@nguments of the
various schools here. But the major schools dimalexamined. The
schools are those who view it as art and science.

3.1.1 Administration as an Art

Those who view administration as an art believé daministration like
art (painting, drawing, sculpture, etc.) belongstiiose who have the
natural gifts, traits or abilities for it. Thisréit” point of view holds that
only those who have the in-born qualities and gréot the practice of
the art of administering succeed as administratofiherefore, one
becomes a good administrator not by training or niestery of any
special techniques of administration but by possgsthe essential in-
born traits of administration. As one prominenivensity administrator
argue, ‘the successful administrator has skills cwhhave not been
reduced to order and codified in textbooks. Adstnation is an
unqualified art. Therefore, the only way to leaaministration is to
administer’. This implies that good administratare not trained in any
educational institution, rather they are born adstiators. The
problems of organisations, therefore, are how émiifly and select good
administrators rather than how to train them. Haave recent
developments and many studies on administratiod tenshow that
“successful” administrators today need more thamoin personality
traits to manage modern complex organisations. iddisly, those who

14
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have the inborn capabilities for administration blessed, but they, in
addition, need appropriate training and technigieeproperly utilise
these natural traits in the modern complex orgdioisé&ociety.

3.1.2 Administration as a Science

The view that administration is a science and mbemanated from the
conception of administration as a “technology” +matter of applying

administrative principles and rules to the solutmihmanagement or
organisational problems. Exponents of this viewpotharacterise the
administrative process by such terms as human @alsengineering,

human management, resources optimisation, or jusinagement”. It
was argued that as a scientist, the administratust know and apply
the rules — the *“dos” and “don’'ts” of administering Scientist

administrators must know what action leads to whatilt and what rule
fits what action. Those who view administrationaascience believe
that administrators are made through scientified@n and training not
through in-born traits or hereditary factor.

Exponents of administration as a science contributgore to the
development of administrative practice. It is cleghat not all
administrative issues and problems can be reduzdtiet rule of the
thumb. Hence, it is currently being argued thahen than talk of
administration as a science, it may be better lfo @& the science of
administration.

3.2 Types of School Administrators

In Nigeria, there are three main categories of atiocal administrators;
they are as mentioned and discussed below:

I. Local School/Primary Administrators This group consists of
heads of school and their assistants at the prinsggondary,
teacher training and technical schools. They ppoiaited as the
chief executive of their schools. At the primachsols, they are

known as the headmasters/mistresses and assistant

headmasters/mistresses, while at the secondarpldevel, they
are known as the principals and the vice princigal&lso at the
teacher’s training and technical colleges. Thestms#® head
teachers/mistresses and vice/deputy principalstags school
heads in executing the enormous administrativestask

il. State and Federal Ministry of Education Officialsitermediary
Levet This group comprises officials of state and fatle
ministry of education. They are external bodiesking for the
ministry of education to ensure that schools complith

15
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educational policy and curriculum set by the goweent. They
are intermediary between the government and theasciihey
are Local Inspectorate of Education (LIE) and EdiocaOfficers
who monitor activities of teachers at both the @y and
secondary schools, The LIE monitors activitiedhest primary
schools while the education officers at state/faldeministries of
education monitor activities at secondary schodéachers
training and technical colleges

ii. Officials of Institutions of Higher Learning: This group
comprises chief executives in institutions of higkearning for
example, colleges of education, polytechnics, antveusities.
They are known as Provosts at the Colleges of BEaugdrectors
at the Polytechnic, and Vice-Chancellors at the vHrsities.
These are chief executives of their various instihs and are
appointed by the owner (usually the government gixdbe
private owned institutions) of the institutions. hély are also
assisted by their deputies.

3.3 Functions of School Administrators

Obemeata (1984) refers to a school head as an et@aiar who is
responsible for running a school and also resptmsfor policy

decisions, and determining the direction and objestof the school.
The function of a school head, according to Obeajeiat more than
mere controlling the staff of the school, its ficaa and curriculum; it
also includes the management of resources towhedadhievement of
educational goals. Fadipe (1990) however, highdighthe major
functions of the school head as: interpretatiorpalicy, execution of
instructional programmes and the selection, indacand retention of
personnel. Cranston (2002) opines that the dutiesthe school

administrators include: the demonstration of aetgriof management
and leadership abilities and, making complex densiin collaboration
with other staff in the school. The function @heol administrators
could be summarised as follows:

. production and management of resources (human atelrials)
needed to support organisations and its programe

. supervision of instructional activities in the soheystem

. obtaining and training personnel

. providing leadership for curriculum

. maintaining peaceful co-existence between the dchtw
community and the external agencies

. influencing staff behaviour

. discerning and influencing the development of gaald policies

1€
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. evaluating the effectiveness and efficiency or otlee of the
school

. initiating work activities

. grouping the tasks into activities

. defining the task to be done

. taking remedial action if the objectives are nahemet

. supplying incentives to stimulate productivity.

3.4 Qualities of a School Administrator

After discussing the functions of the school adstiaitor, there is also
the need to discuss some of the imperative qualitteich a school
administrator must possess in order to achieve fénieat school

administration.

I. He must be tacticalThe school administrator needs some tactics
to deal with the subordinates under his/her dipoecttrol in the
school e.g. the teaching and the non-teaching, staffl the
superior office at the ministry of education lewehom he is
responsible to. He must be tactical in dealindhyiblitical office
holders; he must not be confrontational in his epph at any
time.

il. He must be capable of making decisions quickl§chool
administrators are confronted with many issues écide on,
many of which require urgent. He decides on pershmirculars,
students and co-curricular matters on daily baditee must be
versed in accurate facts and figures on issuesingléo school
enrolment, student-teacher ratio, drop-out ratbpak facilities
etc., and must also be able to cope with the dadls as the head
of the school.

iii. He must delegate responsibilities and authoritiesthe school
head has so many functions that he cannot singidduly
handle everything. To avoid a vacuum, there isdnée
adequately involve every member of staff in the mdstrative
machinery of the school by delegating various raspmlities
backed by authorities to avoid unnecessary problemnd
avoidable delays. As a matter of fact, democratisaof school
administration should be encouraged as this is \amue for
training future leaders/heads of schmol

Iv. He must be resourceful:The school head must at all times look
for better way(s) of doing a particular job. Hesnlook for new
ways of working, tapping new ideas, suggestions @nst be
willing to assist others with his/her wealth of exignce.

17
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V. He must have good human relationsThere is need for school
head to maintain peace and good relationship betieeschool
and various groups in the school as well as betwieerschool
and the host community.

Other qualities expected of a school administrai@: high degree of
enthusiasm, and ability to command respect anddemie.

4.0 CONCLUSION

No organisation be it business or education (peivat government
owned) can do without administration. The conca@ininistration’ has

been viewed differently by different schools ofulgbt. Some view it as
an ‘art’ while some view it as a ‘science’. Thdbat view it as an art
believes that for anyone to be a good administrdtermust have the
inbuilt qualities, trait, natural gift and or naalirabilities for it, while

those who view it as a science believes that gabdirastrators are
made through selection and training, they beliéa¢ administrators are
made through education and training not througham or any form of

hereditary factor.

5.0 SUMMARY

In this unit, we have learnt that administratioruldobe an art or a
science. It is art when those who administer laosé¢ who have the in-
born qualities to lead without necessarily goingléadership courses in
any educational institution. Administration coul@ la science when
those who administer are those who are scientifica¢lected and
trained in educational institutions. We also dssad various types of
school administrators: local/primary administrators
state/federal/intermediary administrators, andcafs of institutions of
higher learning. @ We also considered the functiaofs school
administrators as well as the qualities of schoohiaistrators.

6.0 TUTOR-MARKED ASSIGNMENT
1. Write short notes on three levels of school adrmai®n in

Nigeria.
2. What are the qualities of a good administrator?
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1.0 INTRODUCTION

In every organisation, be it educational or indaktthe prime mover is
the leadership. It is the duty of the leader to g®¢ he manages the
organisation  while at the same time keeping the
subordinate/followership happy, satisfied and naitd. In educational
institutions, there are various levels of leadgrskine headmaster is a
leader at the primary school level, the principsla leader at the
secondary school level, while provosts, rectors \dnd-chancellors are
leaders at the colleges of education, polytechaitd universities. So
also at the local, states and federal governmemide we have local
inspectors of education, commissioners of educatiod ministers of
education as the leaders. It is therefore imperafor educational
administrators to equip themselves with leaderskifts in preparation
to assume positions of leadership to enable theimda out their own
styles or models of leadership.
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2.0 OBJECTIVES

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

. define leadership and leadership styles
. identify the various types of leadership styleamorganisation
. mention the best leadership style that an insbibai

administrator could adopt and why?
3.0 MAIN CONTENT

Leadership is an important aspect of managemene d$sence of
leadership is followership; in other words theren d@ no leadership
without followership. Leadership is a process dfu@ncing people by
providing purpose, direction, and motivation whilgerating to
accomplish the mission and improving the orgaresatiArmy (1973)
defines leadership as a means of getting peopliotahat you want
them to do. It is the means or method of achiewng ends: operating
and improving.

In educational institutions, there must be a foi@emanage both the
human and material resources towards achievingatidnal goals. A

force is needed in schools to guide the activinésteaching, non-
teaching staff and students towards achievementhefinstitution’s

goals. Leadership provides the needed force. At ghmary and

secondary levels of education, the force is pravidg the headmaster/
headmistress and principal while it is providedpogvosts, rectors and
vice-chancellors in the colleges of education, fagnics and

universities respectively.

3.1 Leadership Styles

Whether you are managing a team at work, captaydug sports team
or leading a major corporation, your leadershigesty crucial to your
success. Consciously or subconsciously, you valldoubt use some
leadership styles. Leadership styles are the maandrapproach of
providing direction, implementing plans, and moting people. There
are a number of different styles to leadership mwashagement that are
based on different assumptions and theories. Tyle #tat individual
leaders use will be based on a combination of theliefs, values, and
preferences, as well as the organisational culamé norms which
encourage some styles and discourage others.
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SELF ASSESSMENT EXERCISE 1
Mention and explain the various leadership stylas gre used to.
3.1.1 Autocratic Leadership

This is a leadership style in which a leader exeigh levels of power
over his/her employees. People within the teamngpleyees are given
few opportunities for making suggestions, evemnd suggestions would
be of advantage to the organisation’s interests Biyle is used when
leaders tell their employees what they want thenddcand how they
want it done, without getting the advice of th@lldwers. Some people
tend to think of this style as a vehicle for ydllinusing demeaning
language, and leading by threats and abusing plogier.

Many people resent being treated like this, becthisdeadership style
often leads to high levels of absenteeism, and &igff turnover. Also,
the team’s output does not benefit from the crégtand experience of
all team members, so many of the benefits of teatkwvare lost.
However, for some routine and skilled jobs, thigesttan be adopted
and it remains effective where the advantages ofreboutweigh the
disadvantages. The leader that adopts this stés dot consider the
interest or views of the employees but that of leifhalone. He treats
his/her employees as tools/machines that are tioebe used to affect
his perceived goals. He passes down orders anddé&lings for the
followers.

3.1.2 Bureaucratic Leadership

This type of leadership works ‘by the book’, ensgrithat their staff
follow procedures exactly the way it is written dawThis is a very
appropriate style for work involving safety risksg.eworking with

machinery with toxic substances or at heights oeneHarge sums of
money are involved e.g. cash-handling. In othewuasibns the
inflexibility and high levels of control exertedrcaemoralise staff, and
can diminish the organisation’s ability to react dbanging external
circumstances.

3.1.3 Charismatic Leadership

This leadership style is similar to a transformadiostyle; the leader
injects huge doses of enthusiasm into his or heyl@mees and is very
energetic in driving others forward. Charismatiaders believe more in
themselves than in their employees. This can creaisk that a project
or even an entire institution, might collapse # tleader were to leave.
In the eye of the followers, success is tied whike presence of the
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charismatic leader. As such a charismatic leaderiesaa lot of
responsibilities, and needs long-term commitmeahfthe followers.

3.1.4 Democratic/Participative Leadership

This style of leadership invites one or more memmlrthe team with
himself to make decision(s) (determine what to dd how to do it) for

the organisation. This style does not only increaseployees job
satisfaction, by involving them in what is going, diut it also helps to
develop people’s skills. Employees feel in conttbtheir own destiny,

and are motivated to work harder. This style ismally used when the
leader has part of the information, and the emmeylkave the other
part.

A leader is not supposed to know everything; teisvhy the leader
employs knowledgeable and skillful employees. Astipipation takes
time, this style can lead to things happening nsosvly than using
autocratic approach, but often the end result isehelt can be most
suitable where team work is essential, and wheralityuis more

important than speed. Using this style is of mutuahefit and allows
the employees to become part of the team and #dtswsathe leader to
take better decisions.

3.1.5 Laissez -Faire Leadership

Laissez-faire is a French phrase ‘non-interferencethe affairs of

others’. This is used to describe a leader whodgais employees to
get on with their work without his interference. eTthaissez - faire

leader allows the employees to make decisions. Mexyehe leader is
still responsible for decisions that are made. Blyke can be effective if
the leader monitors what is being achieved and canicates this back
to his or her team regularly. It can also be effectvhen employees are
able to analyse the situation and determine whati:#\¢o be done and
how to get it done. No leader can do everythintgaaler needs to set
priorities and delegate certain tasks. Hence, ike/éor teams in which

the individuals are very experienced and skillddstarters.

However, it is not a style to use in order to blastigers when things go
wrong. Rather it is a style to be used when yoly fulist and have total
confidence in the people working under you. It ¢enreferred to as
situations where managers are not exerting suffico®ntrol over the
employees. You should not be afraid of using tkytesbut it must be
used wisely.
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SELF ASSESSMENT EXERCISE 2

Apart from the leadership styles you have readhis tnit, mention
other leadership styles that we have.

3.1.6 People — Oriented/Relations — Oriented Lead&hip

This style of leadership is the opposite of taskmed leadership;

people-oriented leaders are totally focused, supmprmotivating and

developing the employees or those in the leadeesht This leadership
encourages participative decision — making whicdd$eto good team
work and creative collaboration. However, if ita&ken to the extreme, it
can lead to failure in achieving the organisatiay@l. In practice, most
leaders do not use this style alone. Where itlalused, it is advisable
to combine it with task-oriented style.

3.1.7 Task — Oriented Leadership

A task-oriented leader focuses only on how to getjob done; this type
of leader can be quite autocratic. He or she wiilvaly define the work

and the roles required by the employees, and V&tl put structures in
place, plan, organise and equally monitor the worksk-oriented

leaders care less about the well-being of the eyepls; they are more
concerned with how to get the job done. This apgrazan also suffer
many of the flaws of a leader that adopts autacistiile of leadership.
He will also have problem of motivating staff aslwas high rate of

staff turn-over.

3.1.8 Transactional Leadership

This style of leadership starts with the premisa the employees agree
to obey their leader totally when they take up #ppointment. The

‘transaction’ is that the organisation pays the leyges, in return for

their effort and compliance. As such, the leades th@ right to punish

employees if their work does not meet the predatedhstandard. It is a
process through which the tasks and human dimemgiborganisation

are reconciled and integrated. Nwankwo (1980) $hsttransactional

leadership style is the leadership style that istnpmpular in Nigeria

and it is resulting in high staff performance. Tleader tries to match
organisational needs with those of the employedleobrganisation and
strives to attain them.
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The employees can do little to improve their joltistaction under
transactional leadership. The leader shows the@®maps some measure
of control of their income/reward by using inceesvthat encourage
even higher standards. Alternatively a transactiteaaler could practice
‘management by exception’ whereby rather than rdviatter work, he
or she would take corrective action if the requistandards were not
met.

3.1.9 Transformational Leadership

A leadership who employs this style of leaderski@ itrue leader who
inspires the employees with a shared vision of theure.
Transformational leaders are highly visible, an@rgp a lot of time
communicating with the employees. They do not nedy lead from
the front, as they tend to delegate responsikalityongst their teams. In
many organisations, both transactional and transdtional leaders are
needed. The transactional leaders ensure thatneowtiork is done
reliably while the transformational leaders lookteaf employee’s
initiatives and add new value.

3.10 Situational /Contingency Leadership

A situational leader is a leader that adopt tha besdership style or
combination of styles to every situation he is ohgplwith, it also
depends on the type of forces involved between ftlewers, the
leader, and the situation, the time available, rélationships between
employer and employees, the level of training oplayees, the type of
tasks and laws that establish the organisation. sit@ational leader
believes that there is no single leadership sty& suits all situations,
the situation demands the type of style to adopt.

SELF ASSESSMENT EXERCISE 3

What are the factors that influence the choicesatiership style adopted
by any leader?

3.2 Positive and Negative Approaches

There is a difference in the ways leaders appreacployees. Positive
leaders use rewards, such as praise, commendétiancial rewards
etc., to motivate employees, while, negative lea@enphasise penalties.
The negative approach must be used carefully duts thigh cost on
people’s morale. Negative leaders are domineeaimd) superior with
people. They believe the only way to get things edas through
penalties, such as threat, loss of job, days atiaut pay, reprimand of
employees etc. They believe their authority is @ased by frightening
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everyone into higher level of productivity. Yet whalways happens
when this approach is wrongly used is fall in engplis morale, which
of course leads to lower or fall in productivity.

However, it should be noted that most leaders datnwtly use one or
another, but are somewhere on a continuum rangom extremely
positive to extremely negative. People who contuslpwork out of the
negative approaches are bosses while those whamlgimvork out of

the positive are considered real leaders.

4.0 CONCLUSION

Leadership has been defined as a method of geténgle do what the
leader wants them to do. Headmasters/headmistregsexipals,
provosts, rectors, vice-chancellors, commission@igjsters are leaders
of educational institutions at various levels. Ehés no best style of
leadership; the situation will determine which etydf leadership to
adopt or combination of styles — this is known iagasional/contingency
leadership style. We have many leadership styldshwtan be adopted
independently or combined to suit situation a haBdch styles include
autocratic, bureaucratic, charismatic, democr#issez-faire, people —
oriented, task — oriented, transactional, and fomnstional. A good
leader should adopt leadership style(s) that cawltren high staff
performance. He should also be able to match thedseof the
organisation with the needs of the employees andk wat how those
needs could be achieved.

5.0 SUMMARY

In this unit, we have treated the meaning of lestiipras well as the
meaning of leadership styles. We also consideremus styles that a
leader can adopt. In addition, we also treatedvileeapproaches that a
leader can adopt in approaching their employeelse first one is the

positive approach which is used to motivate empsysuch as rewards,
praise, commendation, financial rewards etc., &edsecond one is the
negative approach which is use to punish employéesders that uses
the positive approach encourages employees andadrdomineering,

while the leaders that adopt the negative appreaeldomineering and
bossy in nature. This type of leader believes thig way to get thing

done is through penalties and various forms ofathre

6.0 TUTOR-MARKED ASSIGNMENT

1. Mention and explain five leadership styles thatimstitutional
administrator could adopt.
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1.0 INTRODUCTION

In this unit, we are going to discuss the meanih@ school and the
concept of a community separately. After this, digcuss the roles of
the school to the community as well as the roleth@fcommunity to the

school. Finally, we shall discuss the various fectihat can encourage
mutual relationship between the school and the conim

2.0 OBJECTIVES

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

. give brief definitions of ‘school’ and ‘community’

. list the two types of community

. highlight the roles of the school to the community

. highlight the roles of the community to the school

. discuss the factors influencing the school comnyunatationship

. explain ways of maintaining effective school-comityn
relations.
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3.0 MAIN CONTENT

Anywhere in the world where there is no peace glvannot be peace of
mind. People cannot settle, and organise themsahtesmeaningful
groups because they will be thinking of safety latiaes, hence there
cannot be development. Let us look at what happeneSomalia,
Liberia, Iran and Irag when war broke out in thoseuntries.
Development ceased, because war and developmeat @mwmeeting
point, they are two parallel lines. Let us bring onind back home to
Nigeria; in some parts of the country there hasbesious forms of
crisis. For instance, in the Niger-Delta abductiGrdnapping, JTF
attacks, and other forms of reprisal attacks hasteatiowed for any
meaningful development in those areas. Peopleosetlareas run for the
safety of their lives. No reasonable investor wilkam of investing in
troubled areas.

For any school to function effectively, therefottlggre is need for cordial
relationship between the school and the host contynufhe reason is
not farfetched: the school depends on the commuimitigs survival.

3.1 The Concept of a School

A school has been defined in various ways. It casdd that a school is
any organised educational institution where knogéeds transmitted
from the teachers to the learners. A school caa bés defined as a
social institution that transmits the culture ok tlociety from one
generation to another. We can define it as an agérmscialisation.
Ottaway & Smith (1980) define school as a socialt dormally
established by members of the society for the memd developing the
younger members of their society. Olaniyi (2000fires it as a formal
agency of education established by member of thecrana
community/society to mould the habits, intereststuales and feelings
of children and transmit the societal norms, celfwalue and tradition
from one generation to another.

A school is a formally established institution bygpeopriate law and
authorities where the knowledge, attitudes, antisskequired for both
personal and social development are acquired. Addch a place where
people learn about the past, present and projeduthre of a society at
large.
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3.2 The Concept of a Community

Towns, cities, states and even the country compusiéerent

communities. Community however can be said to caapgroups of
people living in a particular place who share tr@me historical
background, with common economic, cultural and aocralues.

Mussazi (1982) defines community as a group of [gediping in the

same place, with common value, history, bound twgeby multiple

economic, social, religious, and kingship-ties. Boay (1987), a
community is a group of people who share the sameels economic
and cultural interests. From all the above, a comty comprises
people who live together in a community and inteweith one another,
share the same interest and ideology. It can biscsaid that a
community is a group of people living together ineoplace having
common religion, race and similarity of attitudesrderests.

3.3 Types of Communities

I Rural Community
Rural communities are found in the rural areas rorthinly
populated areas. A rural community is a close uwmitich
comprises members with strong ties and lives aist@nse life.
These groups of people are less influenced bytuismal or
economic activities because these are less proeduinc rural
area where the communities are based.

. Urban Community

Urban communities are found in the urban areas derssely
populated area. The community comprises numbernjgrol
people who have less in common with each otherthiwithe
same community with weak ties. They are highlyueficed by
many institutions in their socio-political and eocomc activities
because the community where they live (urban coniiyjumay
highly industrialise with presence and concentrad political
and economic activities.

SELF ASSESSMENT EXERCISE 1

Distinguish between a school and a community
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3.4 School — Community Relationship

School- community relationship is cordial and mutuéeractions that

exist between the school and the community where gbhool is

situated. This relationship assists both the sichod the community to
achieve their set goals in a healthy atmospherertnBr (1972) defines
school-community relationship as planned activiaesl a way through
which the school seek to learn about the commuamty interpret, when
need be, the purpose, programme, problems and pé#us school; and
involve the community in the planning, evaluatangd management of
school policies and progress.

School - community relationship is a two—way intti@n that exists
between the school and the community. The schoohataexist in
isolation or independent of the community because ¢ommunity
provides and prepares the input into the schoderysThe inputs from
the community include educational objectives andiculum, students,
school personnel, funds and facilities. The inuesprocessed to output
in the school through teaching, assignments, esesciresearch studies,
guidance and counselling etc. The output from di®asl which consists
of cultured, disciplined, and productive individsialcannot be
consumed/retained by the school, but are sent teattlte community to
make their own contribution in various capacitiesdd on the acquired
knowledge from the school to the development of toenmunity.
Where the outputs from the school perform below dtandard set by
the community, the community investment on the sthis not
worthwhile and vice versa.

Both the school and the community are interdepended interrelated.
The community prepares the input (i.e. studentgded by the school
for survival, the output from the school (i.e. grates) also come back
to the community and assists in various capacittes. the school -
community relationship to be peaceful, healthy, uayt cordial,
worthwhile and productive; the school and the comityumust be
willing to assist each other to achieve their refige set goals in
conducive and loving atmosphere, where there iuahutust, support
and cooperation.
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3.5 The Roles of the School to the Community

The following are the roles of the school to thesthmommunity or the
society at large.

1.

32

Provision of Education.The school assists the community to
train the children and young pupils on how to reaxdl write
basic literacy/numeracy. The curriculum used fer ¢hildren by
the school lay emphasis on the need and problemshef
community and on how to assist the children coaotabtheir
guota to the development of the community.

Preservation of Community Cultureln the school also, the
children are taught the community norms, valuesltupe
tradition, beliefs. Apart from teaching the chédrall these, the
school also ensures its transmission from one gépar for
another. The school also carries out researcmpoave on good
culture of the community and to discourage thedrhit from bad
or anti social character.

Provision of Facilities for Community Uselhe school provides
and makes available some school facilities for comiy use

when needed by the community. Some of the fasliteade

available for use by the community are the schémfipg ground

(for community rallies, socials, religious and otheetivities),

school halls and classrooms (for receptions aneremments as
well as for adult and continuing education classeschool

vans/buses (for social outings). However therestning some
rules governing the use of the school facilitiesty community
to ensure proper use.

Provision of Means of Livelihood to Members of the
Community. The school provides a means of livelihood to
members of the community by employing them as tesch
administrative officers, day/night guards, driversleaners,
gardeners or any other available position qualified by the
member of the community. The payment receivedHlerdervice
(s) rendered to the school are used as a meaivelididod and to
cater for their own immediate and extended family.

Manpower Supply.There are various categories of manpower
needed by the community to serve in the variousose®©f the
economy, for example, medical doctors to providedicsd
service, lawyers to provide legal service, bankirsprovide
banking service, teachers/lecturers to teach inashengineers
to serve in the engineering units of the communaymputer
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scientists to take care of the internet service anber

information technology service of the country, efbere are so
many other services needed to sustain the counlvighware
provided by the school. Without these manpowerpkegp in

quality and quantity, there cannot be any meaningfowth and
development in a community. The school providesséh after
giving the required training that makes them quedif and

competent.

Assistance in Community Development Programme/S=xv
Members of the school play active role in somegubgmbarked

on by the community. The school students are ertjagearious
projects embarked on by the community. Examples of
community development projects are — road constmicand
maintenance. Teachers and students also render woitym
service to the community where the schools arat&ty and they
serve as members of Road Safety Corps, Civil Defedarps,
Man-O-War, Red Cross Society etc.

The Roles of the Community to the School

The community in appreciation of the roles of thehaol to the
community and for mutual co-existence performs tlelowing
functions to the school.

1.

Provision of Funds The community generates funds for the
development of the school through special leviese®-Teacher
Association (PTA) levies, donation by old studessociations,
religious groups, non-governmental organisatiohdapthropists
etc

Provision of Land. The community makes available landed
property (either freely or at a reduced price) tece school
structure of various categories and also for gandgeand farming
purposes.

Maintenance of School Plant.Various artisan groups within the
community such as carpenters, bricklayers, mecbhasic assist
in installation, maintenance and repair of schodlysical
facilities at a reduced rate.

Provision of Facilities. The community provides physical
facilities which members of the school make useltamples of
the physical facilities provided by the communitye goublic
library, which assist the teachers and studenpsitsue academic
excellence; community halls which are used by ttleosl| for
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teaching and learning and social activities; haspiand clinics
which are used as first aid in case of the needefer to a
specialist or other hospitals.

Provision of Accommodation. The community provides
residential accommodation to both the staff andiestts of the
school. Most schools have no befitting accommodatoy their
staff or even their students. This makes the scaodlor the staff
concerned explores opportunity of getting an accodation in
the community where the school is situated or nearb
communities.

Provision of Scholarship.The communities make provision for
scholarship to or indigent brilliant students degirg on the fund
available. Some well meaning individuals and groyp$o
appreciate education and educated citizens) withime
community also award various scholarships to assistients
within the community in primary, secondary or ingiopn of
higher learning. The scholarship may cover schees, books,
etc.

Factors Influencing School-Community Relationsip

It is necessary for the school head to be famwéth the factors
influencing the school- community relationship tacifitate cordial
relationship between the school and the commuS8ityne of the factors
are discussed below.

34

The Location of the School.The location of a school within the
community goes a long way in influencing the school
community relationship. For example, parents areenligely to
visit a school more frequently if it is locatedtlag heart/centre of
the community than if a school is located at théskitt of the
community. A school that is also attractive, safegessible with
opportunity for future expansion will enjoy patrgeaby the
community members. However, if the location of sisdool is at
the outskirt of the town, the school head can use h
initiative/power to be organising meetings and \aifis which
will be bringing members of the community into thehool at
regular intervals to see the school, know whatsttteool has and
what it needs.
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Facilities Available. The type of facilities available in the
school will determine the level of cordial relatstip the school
receives from the community. For example, a schioai has a
good hall for conferences/wedding receptions, otesa for
adult education/extra mural studies, playground dommunity
rallies and meetings and make it available for coamity use at a
subsidised/lower rate will enjoy more cordial relaship
between the school and the community because,dimnanity
benefits from the use of these facilities and wvant good
relationship to continue to be able to continuingenjoy the
facilities. However, where these facilities are wetilable for
community use or available at expensive rate, tbhbod
community relationship cannot be/may not be asiabe$ when
those facilities are available for community usenatcost or at
subsidised rate.

Communication Effective communication between the school
and the community at all time will enable commumitgmbers to
assist the school and give them good advice.dbmpulsory that
the school head should integrate members of ¢menwinity
into the school system by giving them feedback chosl
activities through effective communication. The @uh head
must ~ communicate effectively  with  the  various
governing/regulatory/voluntary agencies, PTA, and Student
Association members in the community regularlyalsituation
where there is poor communication between the dchod
community, the result is unhealthy or poor schaammunity
relationship.

Leadership Style. The leadership style adopted by the school
head will go a long way in enhancing positivelynegatively, the
relationship between the school and the commuRily.example,

a school head that adopts democratic leadershig sl enjoy
cordial school-community relationship because hdl e
approachable and listen to community view at afles than the
school head that adopts autocratic/laizzez-faieeldeship style.
This is because, the school head that adopts daftiocr
leadership style will involve people in his admiragion and
consult with them and other members of the comiyuinneed

be, before arriving at major decisions. This stteags mutual
understanding between the school and the commundyever,
the school head that adopts autocratic leadersiiip does not
consult with people or community members beforeviag at
decisions. He decides single- handedly and enfoic@pinion

on people. This situation creates a gap and disthetween the
school and the community and also creates suspgiciou
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environment. The school head that adopted liazZare is also
the uncared type, who shows no concern for the foor& and
the community will not also enjoy the full suppoftthe workers
neither will he be able to create/maintain cordiationship
between the school and the community. It is oné/dbhool head
who adopts democratic leadership style that enjtyes full
support and maximum cooperation of the community.

V. Attitude of School Staff. The attitude/behaviour of the school
head and his staff towards the members of the comtynwill
either enhance their relationship or otherwisegh&f school head
and the staff are accessible, friendly and faidealing with the
members of the community, there will be a cordedtionship. If
they make themselves inaccessible and unfriendly the
members of the community, the community will be thesto
them and this will not enhance good/cordial relslip between
them. However, for the school to enjoy cordial tielaship with
the community there is the need for the school featithe staff
to project good image of the school through theamogood
attitude and behaviour towards the community member

SELF ASSESSMENT EXERCISE 2

Why is it necessary for mutual relationships tcsekietween the school
and the community?

3.7 The Roles of School Head in School-Community
Relationship

To achieve the set goals for schools, healthy iogiship is a must
between the school and the community. Therefore, dthool head
needs to ensure that there is love, understandind, mutual trust
between the school and the community. To ensusg tine school head
needs to take the following measures

I. He should establish a functional PTAThe school head should
make the PTA a functional one rather than makirgnitincome
generating association alone. The members shauiidwed to
have a say in the running of the school. For exantpey can be
involved in the school promotion exercise, mainte@a of
discipline in the school, school plant and managemg the
school head allows a functional PTA, it will fatalie healthy
relationship between the school and the commutity, when
he/she refuses to make the PTA functional, thetieadikelihood
of having various crises between the school and@dnemunity.
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4.0

He should be accessiblerhe school head must make himself
accessible to members of the community such a tha P
chairman or other executive, parents, the chielggious leaders
and members of old student association and otlstoss that
may visit the school occasionally from the commyunit The
school head must be a good listener, nice, humhblel
approachable, to enhance and sustain healthy arddip
between the school and the community.

He should involve members of the community in tlsehool
activities.Members of the community where the school is ledat
must be involved in the school activities, becatise school is
within the community, hence the need for the schuedd to
involve the members of the community in the schadivities.
For example, members of the community should bewat to
play active role in the school’s sporting acti\st@nd socials such
as: end of the year get-together, founder’'s dayjs€@has carol,
valedictory service, and other social activitiedhs# school. This
type of involvement will enhance cordial relatioipsibetween
the school and the community.

He should make himself availablélThe school head must make
himself available to the members of community,gheents, PTA
executives, old students group, chiefs and relgjitmaders. He
should not be the type that administer in absendewve a lot of
bureaucratic procedures before he can be seen mpens of the
community. A school head that makes himself avéalai all
times will attend to the community needs timely d@dshe will
enjoy the support and healthy relationship fromdbeamunity

He should avoid realistic politics in the commuwitThe school
head and staff members should avoid taking pattienpolitical
activities in the community to avoid bad blood beén the
school and the community, the school head showdrerthat he
does not represent any political party within thieaol to achieve
some political goals. This will enable the schoehti to be neural
on all issues at all times.

CONCLUSION

The school is a social unit formally established mhgmbers of the
society to transmit the societal culture to the nger generation. The
community is a group of people living together asttring the same
social, economic and cultural interests. Schoammunity relationship
is the type of relationship that exists betweensitigool and the society.
There is need to ensure cordial and healthy relship between the
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school and the community because none of the twaeegsst in isolation
and both will benefit more if there is cordial ridaship between them.
When there is no cordial relationship between thbosl and the
community, the goals of the school will not be asled as expected and
the community will not also enjoy the benefit exjgecfrom the school.
For the parties to enjoy themselves the school ineast ensure cordial
relationship between the school and the communytyestablishing a
functional PTA, having good attitude towards mersbesf the
community, being accessible and involving commumnitgmbers in
school activities.

5.0 SUMMARY

In this unit we have discussed the meaning of aac¢clka community,

the two types of communities, the meaning and rfeedood school-
community relationship. We discussed the roleshef $chool to the
community as well as the roles of the communityh school. We also
took a look at the factors influencing school-conmityurelationship and
the role of the school head in ensuring cordialosticommunity

relationship.

6.0 TUTOR-MARKED ASSIGNMENT

1. What are the responsibilities of a school to thst lsommunity?

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

3. The role of the school head cannot be overestimatedsuring a
peaceful co-existence between the school and tmencmity. Do
you agree and why?
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1.0 INTRODUCTION

The primary objective of educational institutionst sip all over the
country is to train and teach learners neededsslsbcietal norms and
values in preparation for adulthood and memberstfipthe larger
society. However, you will agree with me that thex need to supervise
the type of instruction to be delivered in the sta®m to make sure that
the right instruction is delivered to the right pepat the right time.

Education is becoming more expensive day-in-day oBarents are
spending so much on their wards’ education and mwent is also
spending a lot on the recurrent and capital item®ur educational
institutions. Hence the need to ensure that thentiial provisions for
the system by government, parents, and individwuatks efficiently
utilized and accounted for. A venture like thisigéhis of such
magnitude in terms of finance must be appropriatalynitored and
controlled to ensure that it achieve its state@ctbjes.

2.0 OBJECTIVES

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

. define supervision

. define inspection

. distinguish between supervision and inspection
. define supervision of instruction

. explain the purpose of inspection and

. explain the various techniques of inspection.
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3.0 MAIN CONTENT

The Nigerian government recognises the need to taronot only the
financial management of schools, but also the iegchf students.
Educationists at the Ministries of Education battha federal and state
levels have set up quality control divisions inithrespective ministries
to ensure that quality education is maintainedhal$ been established
that quality and standard could be maintained ia #ducational
institutions through regular inspection and conunsl supervision of
instruction in schools.

Supervision and inspection have been identifiedeasane to the day-
to-day activities of educational institutions. Tdeervisor assesses and
records the performance of teachers, their abdityl consistency in
carrying out the classroom activities and keepihigigh quality records.
The activities of supervisors include the followingnspecting,
monitoring, rating, assisting, recommending etcll these activities if
carried out by professional supervisors are aimedingproving
instructional delivery and quality of teaching imet educational
institutions. However, not all the appointed suprs by ministries of
education (federal and state levels) are trainks, accounts for the
reasons why the quality of work of supervisorsasyMow.

3.1 The Evolution of Supervision in Nigeria

The introduction of western education in Nigerialdabe traced back to
1842 when the missionaries established the firghgry school in
Badagry. At this time, the missionaries were resfue for supervising
their own schools by the use of administrative sup®n approach
prevalent at that time. During this period, théechist was also used as
teacher by the missionaries while the layman inctinerch was used as
supervisor or inspector of education.

However, in 1882, government started to demonsitatemitment to

the standard of education by appointing Red MetSaliter as the Her
Majesty’s Inspector of Schools of the West Afriba1889, Henry Carr,

was appointed as the Local Inspector of Schools&gos colony. This
further showed the commitment of government toithprovement of

the standard of education in Nigeria.

During the first quarter of the twentieth centutye inspectorate service
got another boost with the appointment of a DirectioEducation and
three Zonal Inspectors of schools in order to inaprthe efficiency and
effectiveness of school inspection. This developmeas influenced by
the prevailing scientific management approach tpestsion. The
regionalisation of education by the McPherson Qtrigin of 1954
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gave birth to the establishment of Western Regimpéctorate Service.
This inspectorate was able to make considerableascinpn the

educational standards of the Western Region. In31%fe federal

government through the federal ministry of educatestablished the
federal inspectorate division within the ministoydupervise the quality
of instructional delivery in schools.

Since 1975, when the government took over the prawviof education
in Nigeria, the same government is also responsdsl¢he supervisory
function. The practice makes the government agualy its own case.
The supervisors at this time being government ager@re not taken
serious because most of them were not professyonaiined.
Gradually, supervision of instruction became vergakw and more
ineffective and generally degenerated to its prestate.

3.2 The Meaning of Supervision and Inspection

In the first instance, supervision is a concept #mmanated from the
American tradition while the concept of inspectiemanated from the
British tradition. Not only that, supervision washand of assistance
given to a professional colleague in the processastfuctional delivery
while inspection activities focused on school adstration and finding
faults as well as what was wrongly done by the lees in order to
punish them.

Inspection can be defined as a process involvigglae school visits to
check that everything in the school is satisfactangl that the school
rules and regulations are obeyed by the school ,hesthers and
students. Supervision can be said to be a procas$tdted by a

supervisor, through which the supervisor assises $ichool head,
teachers and students, counsel each other, planeath other and rub
minds together on how to improve teaching and legrin the school.

Supervision can also be said to be an interacteiwden at least two
people for the improvement of an activity. Scheabervision is a
process of bringing about improvement in instruttily working with

people who are working with learners. Supervisionschool is a

process and coordination of activities which is caned with the
teaching and improvement of the teaching in theskh

Supervision and inspection are two different cotedpat have been
used at various times in management of educatidasiny to mean the
same thing. But to some people they still meafedsnt things. The
school head, teachers, students and the paremtsitvieom an angle at
which each relates with the supervision. To tHesthead, supervision
may be inquisition or fault finding exercise; taeacher it may mean
challenge to his personality. Mbiti (1974) defirsegervision as one of
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the basic requirements of administration that comaeself with the
tactics of efficiency and effective management ofiman and material
resources. It is a way to advise, guide, refresttperage, stimulate,
improve and oversee teachers with the hope of sgekeir cooperation
in order that they may be successful in the taskteaiching and
classroom management. According to Ghiselli (197&L)pervision
involves directing the work of others, organisingdaintegrating
activities in order to ensure that the goals ofgrmip are achieved.

However, Okoro (1994) defines inspection as arrunsént with which

the government through the ministry of educationintaéns the

necessary contact with the schools, teachers, papidl the community
and ensure that the system is working satisfagtoriln this sense,
inspection is to be viewed as fulfilling a coording, controlling, and

communicating role as guardian of educational stedsl It seems
evident from both concepts that effective teachang learning can be
developed within the schools and that such devedmpris essentially
derived from the control of the nexus of connediamong staff, pupils,
parents and other stakeholders within the schaoineconity with a view

to developing a positive teaching and learning mmwment.

SELF ASSESSMENT EXERCISE 1

1. Distinguish between supervision and inspection.
2. Trace the history of supervision of instructiorNigeria.

From all the above, supervision does not mean oigpe because
supervision is not fault finding exercise or inguo but it means
guidance, assistance, support, sharing of ideaallifiose involved. It
is a help provided by professional supervisors e teachers and
learners to realise their full potentials in school

In modern day, we talk more of instructional supsgon or supervision
of instruction in our educational institutions.structional supervision is
focused on how to improve learning. The objectiesupervision of
instruction is to improve the overall teaching gs€ and to ensure that
effective educational services are rendered by tdechers to the
students. Supervision of instruction is carrietilmuthose designated to
do so. They are known by different names withid antside the school
system; some are referred to as supervisors, soree called
superintendents, principals, vice-principals, heaiddepartment, deans,
provosts, rectors, vice-chancellors etc.
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Supervision of instruction takes place in educationstitution which is

a social system with a number of interacting suttesys. These sub-
systems are the teaching sub-system, the schoohgearent sub-
system, the counselling and co-curriculum sub-sgstetc. It can also
be said that supervision of instruction is a prsi@sal, continuous and
cooperative exercise that covers all the aspediseolife of a school. It
covers all the sub-systems of the school and inltae them. The main
purpose of influencing all the sub-systems in thkosl is to ensure
improvement in teaching-learning situation and alsaensure quality
teaching and learning in the school.

Ofoegbu (2004) defines instructional supervision asprocess of
ascertaining that teachers carry out the task afhieg to an expected
level, according to the stipulated guidelines, whicontrol the

educational system. It is a way of persuadingheexto desist from
application of wrong teaching methods and proceslimeinstructional

delivery. Instructional supervision is a concepatt emphasises the
improvement of instructional delivery methods.

3.3 The Purpose of Supervision of Instruction

The purpose of supervision of instruction is to wasthat the right
instruction is passed to the students with thetrighthod by the right
people at the right time. This will influence thtainment of the major
instructional and educational goals. Other reasfamscarrying out
supervision of instruction in schools are as fodow

. assess and establish the performance of the teachidre school

. provide specific assistance to teachers with daficiteaching
methods

. discover teachers with special teaching skills godlities in
schools

. ascertain and assess teachers classroom managiilient

. provide level playground for teachers’ growth aedelopment

. provide both knowledge and encouragement to yound a
inexperienced teachers

. provide teachers with professional magazines, garnor

references that would enlighten, motivate and erage them to
be familiar with changes in the instructional dehy
methodologies

. ensure the conformity of dissenting teachers toappropriate
instructional delivery methods through directiolealdership
. organise induction programme to new teachers oriowsr

teaching methods available and make available ogtaff
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development programme that should serve as in@mntio
improve incompetent teachers and

. assess the overall climate of the instruction awéd in the
school and identify some of its most urgent needs.

SELF ASSESSMENT EXERCISE 2

1. Define instructional supervision
2. Why is instructional supervision a must in our eatianal
institutions?

3.4 The Techniques of Supervision

There are various techniques of supervision. Beémy strategy can be
applied by the supervisor, the supervisor musteesghe worth and
dignity of the supervisee. Modern supervision epmerative and is
focused on the aims and objectives of educatimtruntional materials,
methods of teaching, staff and students and thereergchool
environment. It involves all those who are invahand engaged in the
task of solving the problems in the school and meprg instruction.
The following are the techniques of supervision:

I. Classroom Visitation and Observation Techniqughis is a live
systematic observation of a teacher at work. Tipevisor visits
the classroom in an actual situation and obsergesthe teacher
teaches, manages and controls the students idasg@om. The
supervisor that adopts this technique focuses annmhg and
preparation of the lesson, presentation of theoleqseachers
voice, speech and habit clarity, appropriatenessanfjuage),
teacher and students relationship, students pgaation in the
lesson, appropriateness of the instructional am®s methods,
classroom management, teacher’s personality andlkdge of
the subject content.

This techniqgue has been recognised as a good tgpehrior
supervision, because it provides the supervisoofportunity to
see the teacher in action

ii. Inter-School/Teacher Visitation Technique: This technique
involves teacher(s) in a particular school visititgacher(s) in
another school and observing them while teachinnter-
school/teacher visitation can either be “inter-slassitation” or
“inter-school visitation”. It is inter-class visttan when
teacher(s) in the same school visit another teatdsrhing in
another class within the same school. It is intdesl visitation
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when teacher(s) in one school visit another teaameanother
school teach in the class.

Apart from the fact that this techniqgue enhancegraction
among teachers within and outside the schoolsa aksists new
teachers to learn class management. It also heips the
experienced and in-experienced teachers to plactefély and
make judicious use of available resources. IntBostvisitation
involves pre-visitation planning to bring about thesired results.

Workshop Technique: The use of this technique involves
organising various workshops, seminars, conferenoath
intention of rubbing minds together on current artlkler issues
that could lead to improvement in teaching andnliedy condition
in the school. This technique has recently becamery useful
tool and method of supervision. It affords teashehe
opportunity to exchange ideas, foster good spimit eelationship
among professional colleagues and acquaint theim thé new
and special problems that they might be confrontéd in the
school. A good workshop, seminar or conferencel&sined
several weeks before commencement and it may torseveral
days or weeks depending on the objective(s). Adgbegree of
flexibility is necessary in the planning of a wdnkg.

Demonstration Technique This technique involves the
presentation of pre-arranged series of eventsrim fof teaching
by a ‘master-teacher’ to a group of teachers to. sekhis
technique is used to enhance individual teacheow/th and skill
on the job. The viewers should be given enougitadiecause
of importance of attendance and they should be wately
involved in the exercise. This technique shouldrdmdistic and
practicable. Video tapes and guided practice ¢sm lze 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 nornmadsmom
population with time that is equally less than thermal 40
minutes for a period. For example, if a teaché¢o ieach a group
of 5-10 students within 5-10 minutes, this methe®dest suited.
This method allows the supervisors and teachergdéeatify,
define, describe, point-out, highlight, and re-tertain teaching
skills without the risk of teaching the actual slasd also with a
period that is less than 40 minutes. The methedsgroom for
immediate feedback because the group involved g seall in
size, also it gives the student-teacher and thesrsigor the
opportunity to watch and listen to his/her mistakes
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To effectively use micro-teaching technique, thdlofeing
conditions must be met:

a. there should be a pre-conference meeting between th
would be supervisee and supervisor to agree onsterm

(what to be taught and how it should be taught)
b. there should be audio and visual equipment e.ge,tap
video recorder, television, films etc.

C. there should be the actual teaching to be obsduyetie
supervisor and
d. there should be a post-conference meeting betwleen t

supervisor and supervisee, and the group to dismusise
strength and weaknesses of the supervisee.

Vi. Audio — Visual Technique This technique is becoming popular
in recent times; it involves the use of sound rdcws through
video tape, computers, and media or film to pres#gds to one
or more listeners in such a way as to assist irdéwelopment of
skills. Class activities are recorded and re-plate stimulate
class discussion and improve teacher's behaviouncéne
improvement in teaching and learning activities.

vii.  Guided Practice Technique: Peretomode (1995) refers to this
technique as the type that is sometimes associattd inter-
visitation and observation. The technique stres&#gal doing
with the needed support rather than mere talkinigpendently.
It may indicate the need for skill development, abhdmay
compliment a follow-up activity in which the supesee develops
the teaching plan to use in the class with diresistance and
support from the supervisor.

4.0 CONCLUSION

The introduction of western education could be ddaback to 1842
when the missionaries established the first prinsntyool in Badagry.
At this time, the catechists were used as teachbite layman in the
church performs supervisory duties. However, sit®82, government
started to demonstrate commitment to educatiordatanby appointing
Inspector of Schools of the West Africa, and in 98spector of
Schools for Lagos colony was also appointed. Tdhewed that
government was committed to the improvement of skendard of
education in Nigeria.
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The inspectorate unit got another boost in thet fqearter of the

twentieth century when government appointed a Boreof Education

and three Zonal Inspectors of schools; this wae &simprove the

effectiveness and efficiencies of school inspectidinere was also the
establishment of Western Region Inspectorate Seimid 954 to make
considerable impact on the education standard efWestern Region,
and in 1973 the federal government establishedréueral Inspectorate
Division through the federal ministry of educatiém supervise the
quality of instructional delivery in schools.

5.0 SUMMARY

In this unit, we have discussed the evolution gfesuision in Nigeria,
various meanings of supervision, inspection, angbesusion of
instruction. From our discussion in this unit, sysion and inspection
are two different concepts. Supervision from bB# various meanings
given is assistance given to a professional calleag teaching exercise
while inspection is a school administration focusedfault finding in
order to ensure maintenance of standards. Wedasassed the various
techniques of supervision e.g. classroom, intdatatien, workshops,
demonstration etc. It should be noted that no sirtgthnique can be
applied in all circumstances, because teachersteaching methods
differ; so also do students and classroom envirorsne

6.0 TUTOR-MARKED ASSIGNMENT

1. Distinguish between supervision of instruction amspection.
2. Mention and discuss any five techniques that arsigme could
adopt.
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1.0 INTRODUCTION

In the last unit, we discussed the evolution ofesuggion in Nigeria
which was traced back to 1842 when the missionastablished the
first primary school in Badagry (CMS Primary SchoolDuring that
time, the missionary was responsible for supergighreir schools. In
1882, the government appointed ‘Inspector of SchoblWest Africa’
and in 1889, local inspector of schools was appdifior Lagos colony.
Since that time, supervision has had expressionthie Nigeria
educational system. We also discussed the mearisgpervision and
inspection, the purpose of supervision of instarctand techniques of
supervision. In this unit we are going to disctlss various types of
supervision and the problems of supervision in N&ge

2.0 OBJECTIVES

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

. explain all the various forms of inspection (we &gav
. identify the challenges facing supervision
. proffer solutions to the challenges facing

supervisors/instructional supervision in Nigeria.
3.0 MAIN CONTENT
Inspection as discussed in the last unit is a wagview the quality and
quantity of educational inputs. Such input incleidae quality and

quantity of teachers, the quality of instructiondathe quality of its
evaluation procedure. Educational inspection cdidddescribed as a
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means by which the educational system ensuresthieaeducation it
delivers will serve the purpose for which it isanted.

3.1 Meaning of a Supervisor

A supervisor can best be described by the natutkeoivork performed
and the services rendered, rather than accordiagyditle. Adams and
Dickey (1953) opine that a supervisor may be a achead in a small
system, the building principal in a large systeapesvisor of a special
field, such as physical education, art or musie,diector of instruction
in a country or city school system, the country @ty school
superintendent or a helping teacher. Wiles ana J®875) posit that a
supervisor is a person formally designated by tigamsation to interact
with members on the teaching behaviour systemderaio improve the
guality of learning by students or students’ leagni

Ogunsaju (1978) defines supervisors as officerfopmaing supervisory
duties. They are mostly education officers workinghe ministry of
education and charged with the following respotsigs:

(1) planning of school curricula

(i)  allocating funds and scholarships to studeartd needy students
who demonstrated eligibility through competitiveaaxnation
and interview administered by the ministry

(i)  supervising teacher education and provisidntextbooks and
other instructional materials and

(iv) occasionally visiting schools to see how efifegly their
curriculum planning is working.

A supervisor could be said to be any professionaijned staff from
the ministry of education and within the schoolteys who can proffer
advisory assistance to teachers for the purposambving learning.

3.2 Qualities of a Good Supervisor

A supervisor in his own capacity is regarded atruasional leader. He
is expected to perform certain functions and fulfile expectations,
aspirations, needs, and demands of the societyichvihe operates. For
a supervisor to be successful, he needs to posséssn qualities that
will put him over those under his supervision:

0] He must be true to his own ideas
(i)  He must be flexible

(i)  He must be loyal

(iv) He must command respect

(v)  He must be strong-willed
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(Vi)
(vii)
(viii)
(ix)
(%)
(xi)
(xii)

3.3

He must be consistent

He must be fair in dealing with other people

He must be open-minded in making decisions
He must respect others’ opinions

He must be teachable

He must be sincere, firm, and approachable

He must be ready to help people solve theabpem.

Types/Forms of Inspection

Below are the various forms of inspection that \aeeh

()

(ii)

(i)

SC

Full General Inspection This form of inspection involves a
comprehensive assessment of all aspects of lileschool. The
inspection will include the subjects taught, thaldication and
adequacy of teachers as well as adequacy of vargsmurces
compared with the established standards. For lagkmeral
inspection to be successful, a large team of irtepgmust be put
together and this type of inspection usually lgstaifour to five
days depending on the number of inspectors thatenugk the
inspection team.

Prior to the inspection, the school head shouldcd®acted to
provide information on: the list of the subjectstbe curriculum,

staff subjects analysis, a copy of the currentsclame table,
individual teacher’s time table showing the teathperiod and
class, staff list with their ranks and qualificaisoand a copy of
school daily routine.  The information suppliedséd on the
request above will enable the inspectorate divisconhoose the
right inspectors to form the team. The team shbalde a team
leader who should not be lower in rank than theosthead of
the school to be inspected and a reporting inspect® would

produce the final inspection report.

Routine Inspection This type of inspection is carried out to
determine the adequacy of school facilities. H Msit organised
to familiarise the inspectors to the  day-to-day
activities/management of the school. The inspsdabthe end of
the visit report on the staff situation (whethederiover staffed,
or over/under utilised) with regard to approvednded/quota,
the number in post, vacancies by subjects (if atgl),
absentees, enrolment and attendance, drop-outroamntal
sanitation, the school records.

Follow-Up Inspection This is a type of inspection carried out a
year after the full general inspection had takeat@l This is a
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(iv)

(V)

repeat visit to find out how the suggestions oonmemendations
made for the school during the full general insjpechave been
effected. This type of inspection is regardedhes dn-the-spot
assessment to see whether the action taken dunegfull
inspection is achieving the desired results.

Special Inspection: This is the type of inspection that is carried
out on special or specific problem identified byaiplinary or
specific education committee. Cases inspectech$yectors on
special investigation visits range from minor casésstudents
disobedience, principal/teacher’'s administrativesmmanagement
to serious cases like financial mismanagement/imgeapriation,
rape, student riot, robbery, arson, examination praatice,
immoral sex act and so on.

Recognition Inspection This is a special inspection carried out
by inspectors to assess the number of subjecteedfia a school
as well as the number of human and material ressuawailable
in the school for purpose of accreditation by appede bodies
or external examinations bodies like West Africaxafination
Council (WAEC), National Examination Council (NECOYhe
inspectors will assess the available laboratoriesl ather
expected infrastructure, textbooks, the numbereathing and
non-teaching staff by grade, sex, qualificationd ayears of
cognate experience. All these will assist the etha the
accreditation of courses in the school or recognitby the
external examination bodies

SELF ASSESSMENT EXERCISE 1

Highlight the various challenges facing supervis@hninstruction in
Nigeria.

3.4 Challenges Facing Supervision in Nigeria

It is pertinent to also discuss the challengesntacsupervision of
instruction in Nigeria since supervision is a vitabl in enhancing the
standard and maintaining quality in Nigerian scBooA lot of problems
hinder supervision of instruction, but we are goiogliscuss the most
fundamental ones.

(i)

The dearth of qualified and trained personnel Most of the
personnel used as supervisors of instruction intrsteses in
Nigeria do not have the pre-requisite teacherslifiggtion and
experience.
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(i)

(i)

(iv)

v)

(vi)
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Inadequate funds for supervision of instruction Funding has
been a major challenge facing not only supervisibimstruction
but also education in general. The available fuodthe
inspectorate unit in the ministry of education & sufficient to
carry out the enormous task given to them. It isobging
increasingly impossible for inspectorate unit oé teducation
ministries to service and repair vehicles neededstgervision
exercises and even to pay Duty Tour Allowance (DT&)
supervisors where need be.

Lack of relevant supervisory competencies Nigerian
supervisors of education are deficient in relevanpervisory
skills because there is no pre-professional omppagtice training
for the supervisors. School heads need to be ttamerder to
acquire the relevant skills for performing the supry
functions.

Styles of supervision adopted by supervisorSome supervisors
still adopt autocratic, fault-finding styles of pexction. This

makes the school head and teachers apprehensiVhis set of

supervisors always assumes mastery of the sulgectsexpect
the teacher to be subservient to them. They asstirae

supervisors have the knowledge and regard the eemchs

inferior workers who should take instruction frohem without

guestioning; this will always breed disdain andteampt instead
of cooperation.

Low teachers’ morale: School supervisors, school heads and the
supervisees do not receive corresponding or mucéntive to
enable them to be totally committed to their jobBhe general
belief by Nigerians is that teaching professiomfidow esteem.
More than half of the teachers on the job are bigidheir time to
get alternative employment and opt out of teacliegause they
are dissatisfied with the job. It is difficult fdeachers with the
mindset that teaching is a stepping stone to kmlyotommitted

to their job and this could greatly have negativfeuence on their
teaching, thereby making supervision more tedious.

Inadequate transport facilities Supervisors of education have
often complained of inability to cover most of thereas of
operation. This is compounded by inaccessibilitsame areas
e.g. riverine, nomadic and rural areas where sshax located.
The problem of transportation cannot be separateoh fpoor
funding of the inspectorate unit in the ministryesfucation and
the state of many Nigerian roads.
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(vii) Pre-occupation of school heads with administrativduties
School heads are sometimes occupied with adminisgrduties
to the extent that they have no time for academadérship.
They are more occupied with obtaining informatiooni the
ministry of education; attend parents-teachers agon
meetings, maintaining community — school relatiopsat the
detriment of supervision of instruction which iseof their
primary duties. School heads prefer to travel nios¢ because
of self-gain in traveling. This situation makesrth&ose grip of
the situation in their schools.

(viii)  Attitude of ministry of education officials During the colonial
and post colonial era, funding of schools was bagedthe
submitted reports by the supervisors of educatibout the
development of the schools. Funding schools interaporary
times does not depend on school performance in iesions.
Supervisor’s report is now worthless at the migisgtecause the
reports are not being taken seriously by the minist education
officials in the recent past as they were in thiemial period.

(ix) Policy instability: This has to do with frequent change in
educational policy without adequate knowledge ofe th
supervisors which often leads to confusion or uiacety. The
supervisors are not carried along when policiesecéfig
education are to be changed/amended. For exanmpiage of
school calendar, abolition and re-establishmentadies like
NPEC, abolition and re-introduction of private warisities etc.

In addition to all the above discussed problemsietlare so many other
problems facing instructional supervision in sclsodlhey are almost
inaccessible in areas that include: the locatiothefschools, inadequate
data, overutilisation of facilities, religious apdlitical problems. These
in addition serve as serious constraints to sup@nviin the Nigerian
educational system.

4.0 CONCLUSION

The need for supervision is pertinent to the groartd development of
Nigerian education. This is the main reason Nagergovernment
should pay more attention to supervision. Thelehgks of supervision
on the morale of its agents should be seriouslyrem$egd. The
supervisors should benefit from regular in-servining in form of
workshops, seminars, conferences, and other rdlestaort and long
term courses that would expose the supervisors roreased
effectiveness and efficiency in supervision exercis
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5.0 SUMMARY

In this unit, we have explained the various forrhgepection we have,
they are: full general, routine, special, advisegcognition and follow-
up inspection. We also discussed some of the pmbldacing
supervision in Nigeria. The following problems aiso discussed in
the unit: the dearth of qualified supervisors, eguiate funding, lack of
relevant supervisory competencies, styles adopyedupervisors, pre-
occupation of school heads, attitude of ministryedtication officials,
policy instability and enrolment, the location dktschool, inadequate
data, over - utilised facilities, religious andipoal problems.

6.0 TUTOR-MARKED ASSIGNMENT

1. List and explain five forms of inspection.
2. Identify any five challenges facing of supervisdonction in
Nigeria and suggest possible solutions to them.
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1.0 INTRODUCTION

For any organisation or institution (educational atherwise) to be
established, managed and perform effectively, theust be guiding
principles in form of rules and regulations guidihg activities of such
an organisation or institution. These rules andulegpns may be in
form of taboos/customs/traditions, depending on pin&ctices of the
community where the institution is situated. Ityvaso be in form of
constitutional laws made by relevant governmennags. If there is
no law, there will be no need to prosecute offe(gjerThe essence of
promulgating laws for educational institutions asguide the activities
of the operators in the system to ensure that, THRRY.L within the
framework of the whole community.
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Management of educational institution is a compléeask for

administrations because the industry (educatiotf)adargest employer
of labour in Nigeria as well as in other parts loé¢ tworld and all other
sectors depend on education industry for surviéala result of these, it
Is imperative to have some set rules and regulatigniding the

operations of the industry and the operators.

20 OBJECTIVES

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

. define law as a concept

. distinguish between law and rule

. distinguish between written and unwritten law

. distinguish between statutory and customary laws
. trace the history of education law from 1882-1926.

3.0 MAIN CONTENT

Law can either be written or unwritten. It is weittwhen those rules and
regulations guiding the conducts and operations sbciety are written
and people recognise that, it is binding on thewh sanctions could be
imposed by appropriate authority if such rules aedulations are
violated. But when the rules and regulations guydime operations of a
society are not written and the people recognise ithis binding on
them with appropriate sanctions if violated, itrsnritten law.

Law could either be statutory or customary. Stagutaws are the laws
created by statute or acts of parliaments or thggsletive arm of

government. The legislative arm of government iddgad with the

responsibility of making laws. Customary laws oe tther hand are the
laws, derivable from the customs and traditionsao$ociety over a
period of time but these customs and traditions tnfmes known and

recognised by the constitution of the land.

There is a difference between rules and laws. Rallesregulations or
ordinances which are statements of general normkesRare made by
the president, governors, ministers, commissiond, @ief executives
of institutions/parastatals without passing throtigh legislative arm of
government. But in case of law, it must be pas#@adugh the
legislature arm of the government before it canobex operative and
recognised as the law of the land. No single exesiechief executive
can enact a law; it must pass through the legiglgtrocess. Decree is
another type of law; it is a law made by the sugranilitary authority
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of a country during military administration. Lawsade by State military
governors are referred to as edicts.

3.1 Definition of Law

The term law has been defined differently by ddfdrauthors. Some
perceive it as a system of rules which all citizefisa country must
obey. This means that the law of a country is Jop¢o the citizens of
that country whether written or unwritten as lorsitais the law of the
country. Elias (1962) defines law as a rule laidvddor the guidance of
an intelligent being by an intelligent being havipgwer over him.

Renter (1970) opines that law comprises all ruled arrangements
recognised by the law courts. From the above, law loe defined as
rules written or unwritten recognised by the cauHswever, law can
also be a discipline or course of study in higmstitutions of learning,

just as we have courses like: education, mediciaegineering,

pharmacy etc. it may also be a profession. Buhis uinit, the term law
is used for the proper regulation of a society pyrapriate authority.

Law has two main branches, civil and criminal. Ciaws are those
applied to settle civil cases such as: disputeswdmt private

individuals, between individual and businesseslztd/een business, in
this category we have law of torts, family law, dalaw, and law of

contract. Criminal laws on the other hand are thass applied to settle
criminal cases. Criminal cases are wrongs committeghinst

community, state or individual property.

3.2 Lawin Nigeria Traditional Education

Traditional education in Nigerian is the educatiavhich each

community hands over to the succeeding generatitis;is different

from the western education or the formal educatiigeria comprises
various communities with different cultures andnathgroups. Nigerian
children who do not have the opportunity to hawe western education
or quranic education only enjoy the traditional emtion. Traditional

education is not obtained from the four a classrobms obtained from

the parents/communities.

The main objective of either formal/western or itiadal education is to
assist the child to grow into a functional membérttee family and
society. A child has the right to be exposed toidaslucation; basic
education is education for living in conformity tithe norms and
values of the society. For traditional educatiorgrgmts, various
members of the family (nuclear and extended) lat&ghin the same
compound, household and his neighbourhood arehit@#scteachers. If
a person is referred to as “uneducated” in a spdieis an insult on that
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person and the family because it is assumed tleafpé#rents did not
fulfill their obligation by not providing basic edation for the child at

the right time. Every child in the traditional edition is also exposed to
some form of apprenticeship to enable him acquireoecupation to

maintain himself and his family at the appropriétee in the future.

In traditional education, the environment/societynforces acceptable
societal values on the child. The principle of seity within the
traditional society strengthens the principle of thauty and
responsibility in the society. People in a soci@tg not only familiar to
cooperative efforts, they also have divergent vieligsclarify issues on
divergent views, elders in the society are looked  with
unguestioning obedience by the younger ones. As &3 a child is
born, the process of education starts and contimiesadulthood until
death. A child derives knowledge from observatimustoms, traditional
beliefs and religious tenets. During the slavedrath, parents reserved
the rights to sell their children into slavery, yhean also administer
corporal punishment without limit, and theft wagmse@s an offence that
should be visited with capital punishment. Evemyd in the traditional
form of education must be corrected by the oldédmm and members
of the extended family and if the child refusesreoction, corporal
punishment can be applied.

At this time, disobedience and other forms of iogibne were rare
among children because of the methods/sways of rasteiing

punishment. The whole community as well as the miarserves as
teachers who can punish errant children.

3.3 Evolution of Education Law in Nigeria

The history of education laws in Nigeria could beced to 1882 when
the first educational ordinance was enacted. TB82leducation
ordinance was the first education official law maule the colonial
masters in Nigeria. The ordinance makes the folgwarovisions:

1. establishment of a general board of educatior_&gos colony
made up of the governor as the chairman and mendjetfse
state executive council as members and other foarimees by
the government

2. that the general education board is empoweredréo and fire
local education boards which were meant only toised\the
general education board on the needs and arease wiewv
schools are to be established, conditions fortgrgrcertificate
to teachers and set condition for schools to balifted for
government grant-in aids
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3. that there shall be one inspector of schoolsVitast African
colonies and three assistant inspectors to be basddgos,
Sierra Leone and Gold Coast

4. that there shall be both the government, missionand
community primary schools and
5. that the school curriculum should include sulgjdike Reading,

Writing, Arithmetic, Domestic Science, English Large,
History and Geography.

3.4 Education Ordinance of 1887

Up to 1886, Lagos colony was administered by thmesaolonial

authority that governed the Gold Coast colony. o 1886, Lagos
and Gold Coast colonies were separated; Lagos leaamseparate
colony and a protectorate. This led to the attengiven to the problems
and prospects of educational development in Nigdriavas this event
that led to the enactment of the second educatidmance in 1887.
Fafunwa (1974) opines that, this was technicallg finst education
ordinance to be enacted for Nigeria; the 1882 dolutardinance was
for the British West African colonies in which Lagwas one.

The 1887 ordinance provided that:

1. a board of education be established for Lagémngocomprising
the Governor as the chairman, members of housegilature
and other four Governor nominee

2. the board established shall assist school witantg and
scholarship awards to pupils and

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

a. schools must have a manager with power to mdefiae
teachers and also be accountable to schools oncfala
matters

b. teachers must be qualified and certified

C. schools academic performance in public examainatust
be good

d. schools must be open for inspection

e. school must be for all children irrespectivehsir religion

or ethnic background and no religious educationtrbes
given to students without the parent background, an

f. school curriculum must include: Reading, Writing
Arithmetic, English, Needlework, History and Gequm.
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3.5 Education Ordinance of 1908

In Nigeria, the Northern Protectorate was estabtism 1899 and in
1906 the colonies of Lagos and Southern Nigeriaeweerged. But
prior to this merger, in 1908, the Department oti€ation was created
for the new Southern Protectorate of Nigeria. Ttepartment was
responsible for production of education codes tersee the education

need, expansion and management of education in Sbethern
Protectorate. The 1908 education ordinance focusedhe Southern
Protectorate and also provided the following;

I. that there shall be a department of educatichencolony

ii. that there shall be a director of educationhtead the department
of education who would be responsible to the goweran
education matters only and

iii.  that there shall also be superintendents bbsts.

The establishment of a separate department foragidacfor Southern
Protectorate was a major development in the hiswiryNigerian
education because prior to this time, education beeh administered
from the Governor’s office when need be. No spedépartment was
designated to oversee the activities in the educatiepartment then.
The establishment of the department of educati@amgéd the scenario.
Training was organised for some officers who weavemg responsibility
to plan, co-ordinate, control and supervise thecational development
in the merged Lagos colony and Southern Proteetoaad the head
gave account of the stewardship in the ministryht® governor. This
resulted in greater efficiency and accountabilitythe management of
education.

SELF ASSESSMENT EXERCISE 1

1. Distinguish between written and unwritten laws.
2. There is no difference between civil law and criatitew. Do
you agree?

3.6 Education Ordinance of 1916 and 1926

The amalgamation of the Southern and Northern protates came up
in 1914 by Sir Frederick Lugard who was also aptgairthe Governor -
General for Nigerian territory by the British gomarent. Lugard was
aware of the gap in educational development betwleersouthern and
Northern Nigeria and the importance of educatioddeelopment of the
people and the nation at large. He devoted spettahtion to the
formulation of education policy and its implemerdat After a few
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months of assumption of office, Luggard proposed igeidelines for
grant-in-aids to missionary schools, because 18&4 education
ordinance was criticised by the colonial masteffece in London and
leaders of the various missionary groups in Nigedther provisions of
the 1916 education ordinance were:

. grants-in-aid to the mission for running the missiy schools
should be increased and inspection of schools dhbel more
frequent

. Christian Religion should not be taught in schdotsated in the
Muslims communities in the Northern Nigeria

. schools located in the rural areas should teachcAlgure and
Local Crafts and
. no interference among the various agencies invalvedlucation

and there should be cooperation among these agencie

The 1916 education ordinance resulted in the imgmmant of efficiency
and effectiveness of school management and leapeisttter teaching
staff quality, and higher pupils’ academic perfonoa But the
ordinance was not without critics. It was said th& ordinance focused
mainly on missionary schools which were located thgosn the
Southern Nigeria. It also contained nothing to ¢eidhe education gap
between the Southern and Northern Nigeria.

In 1922, the Phelps - Stokes Commission publishedeort on
education in Africa, this report spurred the Bhtigovernment to
produce a memorandum on education in its terrgorie 1925.
However, in 1926, there was an education ordinaoaespond to the
Phelps - Stokes Commission’s recommendations. Tha#inance
addressed the issue of school management, stafidgsupervision as
observed by Phelps - Stokes Commission. It wasl spél in the
ordinance that a person needed to be a registeaetidr before he could
be hired to teach in any school in Southern Nigelffee ordinance also
mandated voluntary agencies or communities to &gdgroval from the
director of education as well as the board of etlocabefore
establishing new schools. This measure was to ctieclestablishment
of sub-standard schools within the protectorate.

The ordinance also expantiated the functions anslof supervisors
and inspectors of education. The work of supergisamd inspectors
assumed a different dimension because their repott®nly improved

the academic standard and performance; it alsostaedsithe

Board/Director of Education in arriving at vitalagons on education.
The ordinance also put in place stringent condgtitor teachers to be
employed; it also stipulated the minimum salarkest should be paid to
any registered teacher in all the government oreguwent assisted
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schools. This 1926 ordinance therefore, becamefitseé education
ordinance that enhanced the status of teachingegsmin and made
teaching attractive to the qualified teachers.

SELF ASSESSMENT EXERCISE 2
Trace the history of Nigerian Education Law fron8280 1926.

4.0 CONCLUSION

Law can be a discipline/or course of study in tnstons of higher
learning, and it can also be used for proper reiguaof a society by
appropriate authority. Civil laws are applied &tk civil cases while
criminal laws are applied to settle criminal caseshe society. The
history of education law could be traced back t@2L8hen the first
education ordinance was made for the entire Britislonies to 1926
when education ordinance was made for the Southath Northern
Protectorates after the amalgamation of Southerd &lorthern
Protectorates in Nigeria.

50 SUMMARY

In this unit, we have discussed the historical tgyment of education
laws in Nigeria from 1882 when the first educatiofficial law was

made by the colonial master (i.e. British). The&2A&rdinance was
meant for the entire British West African colonieghile the 1887
ordinance was the first one for Nigeria. The edocabrdinance of 1908
was for the Lagos colonies and Southern Proteet@fér their merger
in 1906. This ordinance was focused on that newtlgon Protectorate
which was a landmark in the history of educatiorNigeria, because
this ordinance stipulated and established a sepadspartment
(department of education) to oversee educationstnyni However, the
1916 and 1926 ordinances were made for the Soutr@inNorthern
Protectorates after the amalgamation of the du®it¥ by Sir Fredrick
Lord Lugard who became the first Governor - Genefahe Southern
and Northern Nigeria. The education ordinances ma@gous

provisions for education at one time or the other.

6.0 TUTOR-MARKED ASSIGNMENT

1. Trace the historical development of education lawNigeria
from 1887-1926.
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1.0 INTRODUCTION

In this unit, we are going to discuss the orgaiosal structure of the
ministries of education in Nigeria (federal andtetaWe will also

discuss the functions of federal and state mimistof education. The
various departments that make up the federal mynafteducation and
other agencies under it will also be looked into.

20 OBJECTIVES

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

. distinguish deliver federal ministry and state rsiry of
education

. draw organogram of federal ministry of education

. explain the functions of the federal ministry oliedtion

. draw the organisational structure of state minisfrgducation

. explain the functions of the state ministry of ealiem.
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3.0 MAIN CONTENT

Education in Nigeria is on the concurrent list dfet Nigerian
constitution. Apart from the concurrent list, themre also the exclusive
and residual lists. All items on the exclusive bse exclusively under
the total control of the federal government, foample: the Nigerian
Police Force, the Nigerian Army: The Nigerian Cuast&ervices, the
Nigerian Prison Service. The residual list is magdeof those items that
are under the total control of state governmenisteSyjovernments are
solely responsible for the provision, controllingdafunding of items on
the residual list at their various states becalisdaw has given them the
statutory right to do so.

However, education is one of the items on the coeatl list. This

means it is to be jointly provided by both the fedeand state
governments. In the process, if there is any clédsh,position of the
federal government takes precedent. The federakrgovent owns,

controls, finances and operates federal secondaiyoots and

institutions of higher learning i.e. Federal Se@wydSchools, Federal
Colleges of Education, Federal Colleges of Agrindt Federal

Polytechnics, and Federal Universities etc. So #ilecstate government
owns, controlled, financed and operate the statmedwsecondary
schools, state owned colleges of education, statged polytechnics,
state owned colleges of agriculture and state usites. These
institutions (secondary and institutions of higle&arning at state levels)
are owned, managed, financed and controlled bystéte government.
However the Primary Basic Education is provided tne local

government through the primary school.

3.1 Structureof the Federal Ministry of Education

Federal ministry of education is the organ of fatlgovernment that is
responsible for the administration, finance and twdnof federal

government-owned education institutions both at sleeondary and
higher institutional levels. There are vertical amorizontal flows of

authority and responsibility in the ministry of edtion. This will be

seen in the hierarchical structure.

The ministry is headed by a minister of educatidmows nominated for
appointment by the president subject to the appro¥ahe National
Assembly in a civilian government or approval of supreme military
council in a military government. At the ministry @ducation there are
seasoned educational administrators and civil sésvavho work
directly or indirectly with the minister in variousapacities. The
ministry comprises eight different departments sewkral agencies.
The departments are:
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Vi
Vil.
Viii.

Personnel

Finance

Planning Research and Statistics
Primary and Secondary

Post Secondary and Higher Education
Technology and Science

Inspectorate

Education Support Service.

Some of the agencies under the supervision of ihestnry of education

are:

iv.
V.
Vi.
Vii.
viii.

311

The National Council of Education (NCE)

The Join Consultative Committee on EducaticDG)

The Nigerian Educational Research and DevelepimCouncil
(NERDC)

The National Teachers Institution (NTI)

Joint Admission and Matriculation Board (JAMB)

The National Universities Commission (NUC)

The National Board for Technical Education (INB)

The National Commission for Colleges of Edtica (NCCE).

Organisational/Structure/Chart  Organogram of the
Federal Ministry of Education

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

Figure 1.
Minister of Educati@viE)
Permanent Secretary
(PS)
Director Director Schools Director| pirector
Administration Higher Inspectte
& & (DI
Policy Education Education
(DAP) Support (DSES) (DHB)
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It can be observed from figure 1 that authorityMéodownward from the
ME = PS = DAP, DSES, DHE & D1. However, horizdmtationship
exists between DAP = DSES = DHE = D1, because tpessonnel
operate at the same level and are headed by affafethe same cadre
i.e. director.

3.2 Functionsof the Federal Ministry of Education

The functions of the federal ministry of educataoe discussed below:

Formulation of National Policy on Education

The federal government through the federal minisfrgducation
lays down broad general education policies covetimggvarious
aspects of education in the country. These poliares handed
over to various state ministries of education thgfouhe state
government to implement. The federal ministry ofueation
draws a bench mark for some educational progrananesrtain
levels e.g. the minimum O’level qualification(s) be possessed
by candidates before being admitted into the cebBegf
education, polytechnics and universities.

Funding of Educational Institutions/Agencies

The federal ministry of education solely financel the
educational institutions owned by the federal gowsent (i.e. the
federal unity schools popularly called federal gowveent
colleges, the federal colleges of education, fddaoéytechnics
and federal universities). The federal ministry @ducation
finances federal colleges of education through MNwegional
Commission for Colleges of Education (NCCE), al® ministry
finances the federal polytechnics through the Maidoard for
Technical Education (NBTE) and finances the fedenaersities
through the National Universities Commission (NUC)The
federal ministry of education also funds some speagencies
and institutions under it such as Nigerian EducaResearch and
Development Council (NERDC). The National TeacHassitute
(NTI) the National Council on Education (NCE) etc.

Provision of Statistical Data

Another major role of the federal ministry of edtica is the

collection, collation and publication of studentshrolment

statistical data. This assist the government t&kem@ecessary
budgetary allocation to schools, have first haridrmation about
the total number of students in the each schoolaidver the

country. Educational information is disseminatetghout the
country through newsletters, statistical digestamphlets,
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journals and periodicals. All educational plans based on the
statistics provided by the federal ministry of eahimn.

Iv. Quality Control
The federal ministry of education formulates gehgradelines
and bench mark aimed at ensuring educational stasidsth at
the state and federal levels. The set guidelinesbmmch mark
are complied with by both the states and federaleguoment-
owned institutions throughout the country.

V. Development of Syllabuses/Curricular
The federal ministry of education in conjunctiontiwiother
relevant agencies/bodies develop uniform curricudend
syllabuses for use by all educational institutiamdNigeria. The
syllabuses/curricula developed are handed to stdims
implementation in the state-owned schools.

Vi. Provision of Consultancy Services
In addition to all the above functions, the fedemahistry of
education also provides advisory sand consultagcyices to
schools at the state levels and other interestgénaations
requiring educational information or advice.

SELF ASSESSMENT EXERCISE 1

Apart from all the functions of the federal minystof education
discussed above think of more functions of the ra@deninistry of
education.

3.3 TheState Ministries of Education

Nigeria is made up of 36 states and the Federat&aperritory (FCT)
Abuja. All the states have their respective stateigtries of education.
This means that there are 36 state ministries atan in Nigeria,
apart from the federal ministry of education. Thates ministries of
education are the organs of state governments medgpe for the
administration, finance and control of the statevegpment owned
educational institutions both at the secondary stchand higher
institutional levels.

The state ministry of education is headed by a cmsioner for
education who is nominated by the executive goversubject to the
ratification of the legislative arm of governmeritthe state level (in
Nigeria, it is called the House of Assembly). Apdrom the
commissioner for education, there are also seasaethdtational
administrators (Permanent Secretaries, Directars),civil servants that
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work in the ministry of education who manage thtaied of various
divisions, directorates, units and sections ofrthv@stry. There are some
statutory management agencies under the statetryinfseducation e.g.
Secondary School's Management Board (SSMB), thée $ducation
Commission (SEC), and the Teaching Service ComansdiSC).

3.3.1 Structure/Organogram of State Ministry of Education
Figure 2 below is the organogram of the state rimynisf education in
Nigeria. There may be differences in the nomenotatdepending on

states, but a typical organogram of the state tmynef education looks
like this:

Figure 2

Commissioner for Education

State Education Board

\ 4

Director Director Di Di

(Policy and (Inspectorate Irector 'FeCtor

Planning) and standards) (School (H|gher_
Management) Education)

From the above, as we have in the federal ministiryeducation,
authority flows downward while responsibility flowgward. There are
also line authority relationships at the state stigi of education as we
have at the federal level.

SELF ASSESSMENT EXERCISE 2

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

69



EDU 412 PRINCIPLES OF EDUCATIONAL MANAGEMENT
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Functions of the State Ministry of Education

I mplementation of Educational Policies

The state governments through the state ministriesducation
implement national educational policies formulabydhe federal
government through the federal ministry of educatiGtate
ministries formulate educational policies, based tba broad
national policies on education set by the fedemegnment
through the federal ministry of education.

Funding of Educational I nstitutions/Agencies

The state ministry of education is the sole finan®f all the
educational institutions owned by the state. Thenistiy is
responsible for recurrent and capital expenses amthiy,
quarterly or yearly basis. Capital expenses areeayp@xpended
on site acquisition, construction of school buiginprocurement
of equipment and machinery. The state ministrydafoation also
finances the statutory education agencies urtiemiinistry.
Some of the agencies are: Teaching Service CornunjsState
Education Commission, Secondary Management Boargost
Primary Schools Management Board.

Coordination of Educational Activities

The state ministries of education also coordinadecational
activities within the states because of their lesti@ positions.
They also ensure that different parts of the schgstem and the
people within it work harmoniously. The state minys of
education streamlines the structure of the statecawnal
system to avoid multiple control, direction and @mge&ment. In
some states, we have post primary school managemand or
the secondary education management board at zewelslto
monitor educational activities within the zone argort back to
the parent body i.e. the state ministry of educatio

Provision of Statistical Data

This is another vital role of the state ministryeafucation. The
ministry collects, collates and make available aataadmission,
enrolment, drop-out and other relevant data thdt agisist the
state government in making adequate preparatigsiaaming for
smooth operation of educational system at the slatel.

Availability of correct data will enable the govemant to make
adequate plan and vice versa.
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V. Regulations of Admission into Schools
The states ministries of education provide regoathat guide
the admission of student’s into state-owned schaslavell as
student transfers and withdrawals.

Vi. Quality Control
It is reasonable to argue that one of the most rapb functions
of the state ministry of education is the mainteganof
educational standards. The ministry inspects apersises both
the administrative and instruction components ef sbhool and
ensures that it meets the set standard.

vii.  Formulation of Educational Policies
Based on the broad educational provision and mestvithin the
context of the policies from the federal ministfyealucation, the
state ministry of education formulates state edaocapolicies
which are included in the state education laws eowkr every
aspect of educational provisions and practiceseastate level.

viii.  Recruitment and Payment of Teacher /Other Staff
The statutory agencies in the state ministry otcatlan e.g. Post-
primary Education Board, Teaching Service Commissas the
case may be, are responsible for the recruitmetdarfhers into
state-owned educational institution. The board &ses to the
payment of teachers, and other staff salaries hoances as at
when due.

40 CONCLUSION

In this unit, you have learnt that education iseviee provided by both
federal and state governments in Nigeria. The #dgovernment
provides education through the federal governmeniea educational
institutions e.g. federal government colleges, faldeechnical colleges,
and federal colleges of education, federal polytéxsh and federal
universities. These institutions are financed amatrolled by the federal
government through federal ministry of educationohhis headed by a
minister appointed by the president based on theroapl of the

National Assembly in a democratic government. Sgateernments also
provide education through the state owned educatiostitutions. All

the state-owned educational institutions are cdettcand financed by
the state government through the state ministrgdfcation which is
headed by a commissioner for education who is appoi by the

executive governor of the state based on the appaivhe state House
of Assembly.

71



EDU 412 PRINCIPLES OF EDUCATIONAL MANAGEMENT

50 SUMMARY

In this unit, we have discussed the concurrentrasaiual list and that
the concurrent list contains items to be jointlp\pded by the federal
and state governments e.g. education. The reslgislcontain items
solely reserved for the federal government to mteyie.g. Nigeria
Police Force etc. We also discussed the functidnederal and state
ministries of education and structure of both tleelefal and state
ministries of education. It was pointed out thag federal ministry of
education is headed by a minister of educationevthie state ministry
of education is headed by a commissioner for edutat

6.0 TUTOR-MARKED ASSIGNMENT
1. Draw the organogram of the ministry of educatbgour state.

2. Explain in full, the various functions performtéa state ministry
of education of your state.
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UNIT 3 FUNCTIONS OF THE STATE PRIMARY
EDUCATION BOARD AND
EDUCATION/COMMISSIONSIN NIGERIA
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1.0 INTRODUCTION

In the last unit, our discussion was on the fedanal states ministries of
education and we are able to see that educatiproisded by both the
federal and state governments. At the federal gowent level,
education is under the federal ministry of educatidich is headed by
a minister who is appointed by the president sulige¢he approval of
the National Assembly. So also at the state leadilication is under the
ministry of education, but this ministry at thetstéevel is headed by a
commissioner appointed by the executive governdrsjesti to the
approval of the state House of Assembly.

In the unit, we are going to discuss the establesttnand the functions
of State Primary Education Board (SPEB) as welltlas various
commissions that we have in the ministry of edwucatt the federal
level.
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20 OBJECTIVES

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

explain the reasons why SPEB is needed

explain the important of NUC

distinguish between NUC, NCCE and NBTE

trace the historical development of NUC in Nigeria
mention the reasons for the establishment of NBTE.

3.0 MAIN CONTENT

The State Primary Education Board (SPEB) was astadd for each
state of the Federal Republic of Nigeria by theefatl government by
Decree 96 of 1993. It was established to overseeatttivities and
management of primary school education in theipeesve states.
There are 37 State Primary Education Board offizedNigeria, it
comprises one in the 36 states and one at the FCT.

3.1

Functions of State Primary Education Board (SPEB)

The following are some of the functions for theabishment of SPEB
in Nigeria.

74

Management of Primary Schools L evel

The statutory role of SPEB is to manage primaryosthin the
state. This is done through co-ordination and sugien of the
primary schools and their activities. Needed aast# is
rendered by SPEB to primary schools in areas deseavduring
supervisory visit to assist schools and teacheractueve the
school’s objectives.

Appointment of Staff

SPEB is responsible for the appointment, promotiamd
discipline of teaching and non-teaching staff oadgr levels 07
and above. The board is also responsible for tearedfteachers
within the state and inter-state transfer.

Disbursement of Funds

SPEB disburses funds provided to it from both theéefal and
state government to pay teachers and other supgosiaff
salaries and allowances. SPEB also embarks oratapaiects in
the primary schools (building of classrooms, adstmtive
blocks, library etc).
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V. Supervision of Institutions
SPEB carries out supervisory duty either on routlesis,
advisory basis, full-time basis special basis diofo-up basis,
with the intention to improve the instruction, amgintain high
standards of instruction in primary schools. SPE® a&nsures
that primary schools are run in accordance with |#ie& down
regulations.

SELF ASSESSMENT EXERCISE 1

What are the other functions performed by SPEBtajpam the ones
discussed above?

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. Howéetween 1962
and now, the university system has undergone tdeelopmental
phases.

The first phase was between 1962 -1968 when NUCanmpart of the
Federal Cabinet. It was an administrative departraéethis time and it
was headed by Head of Department (HOD) to adviegptime minister
on university matters. That time, the membershig w@mprised of 12
non-academic members. Then, there were three @giomversities
(Ahmadu Bello University, Zaria, University of Niga, Nsukka, and
University of Ife, now Obafemi Awolowo Universityand two federal
universities (University of Lagos and UniversitylbAdan) in Nigeria.

The second phase was between 1968 -1974. Durisgptriod NUC

still remained an advisory body, but the memberstgs expanded to
17 comprising 12 non-academic and 5 academic membering this

time, University of Benin was established; thisreased the total
number of university in Nigeria to six.

The third phase was from 1974 to date. This phas&lde regarded as
statutory phase because, it was during this pghatt NUC was given
statutory powers, on 5April 1974. Since then, NUC has been
empowered to employ staff, discuss and reward,steidfl was given
definite roles to play. NUC increased its staffesgith and created
professional departments and committees and had bee of the
statutory agencies of the Federal Ministry of Edioca
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3.2.1 Function of the National Universities Commission (NUC)

Below are some of the functions of the NUC:

. coordinating the entire activities in all Nigerianiversities

. harmonizing and co-ordinating the development ofjdxian
universities to meet national goals

. advising government on the financial needs of thearsities

. distribution of funds to Universities when suchmade available
by the government

. setting the minimum bench mark for Nigerian uniuers

. ensuring compliance of the universities to the mimin bench
mark set

. collecting, collating, analysing and storing datalected from

Nigerian universities for use in advising the gowveent on the
need to expand the existing universities or esthbiew ones

. setting standards to be followed in establishingvensities in
Nigeria

. issue operating license to Nigerian universities

. accrediting courses in Nigerian universities

. participating in universities annual estimate hagsito determine
the financial need of the universities and

. keeping accurate and up-to-date financial recavdsalf local and

foreign transactions.
3.3 National Commission for Colleges of Education (NCCE)

Increase in school enrolment occasioned by therddgovernment

Universal Primary Education scheme introduced indl®rought about
scarcity of qualified teachers. This situation ckxt the federal

government to be directly involved in teachersnireg programme for

the first time by providing buildings (classroomdaadministrative),

equipment, teachers’ salaries, bursary awardsuttests-teachers in the
department of education in Nigerian Universities|l€yes of Education

and Teacher Training Colleges.

The product of teacher training colleges neededhdriggducation, for
them to be qualified to teach in secondary schabis,led to increase in
demand for higher education in education disciplids a result of this,
between 1979 -1983, more Colleges of Education wstablished all
around the country which created problems and iséaésd a national
body to checkmate and to coordinate activities et Colleges of
Education in the country. This led to the est&ohent of National
Commission for Colleges of Education as one ofafencies under the
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Federal Ministry of Education in 1989 by Act NoBtlee constitution of
the Federal Republic of Nigeria.

3.3.1 Functions of National Commission for Colleges of
Education (NCCE)

The following are among the functions of the Naslb@ommission for
Colleges of Education (NCCE):

0] to coordinate the activities of all CollegeskEducation and other
institution of higher learning offering teachersuedtion other
than universities

(i) to advise the federal government through theniser of
Education on all the aspects of teacher educatiside the
universities and polytechnics

(i)  to make recommendations to the governmeninatters affecting
teachers education

(iv) to manage the financial affairs of the collegé education

(v) to develop scheme of national certification ftre various
products of Colleges of Education

(vi) to collect, analyse and publish informatiorlatang to teachers’
education

(vii) to set bench mark for Colleges of Education

(viii) to accredit courses in Nigeria Colleges afu€ation and
receive grants from the federal government anccateothem to
colleges of education according to the laid dowmida.

SELF ASSESSMENT EXERCISE 2

Distinguish between the National Universities Cossion (NUC) and
National Commission for Colleges of Education (NGC&nd their
functions.

3.4 National Board for Technical Education (NBTE)

The National Board for Technical Education wast feestablished by
Decree No.7 of 1977 but it was later reconstituteavay of amendment
Decree No0.8 of 1993. It was established to devedogd manage
technical and technological education in NigefTdis board was one of
the agencies of the Federal Ministry of Educatmioversee institutions
offering technical and technology related coursesdligeria. National

Universities Commission (NUC) was put in a placemonitor teaching

and learning activities in Nigerian Universitiesattdbnal Commission
for Colleges of Education (NCCE) monitors teachamgl learning in the
Colleges of Education. National Board for Techhid&ducation
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(NBTE) was however established to monitor teackang learning in
Polytechnics and Technical institutions in Nigeria.

3.4.1 Functions of National Board for Technical Education
(NBTE)

NBTE was established to perform some statutorysradenong which
we are to:

(1) coordinate all aspects of technical and vocwtioeducation
outside the universities in Nigeria

(i)  make recommendations on the national policgessary for the
training of craftsman and skilled manpower in tecah and
vocational courses

(i)  advise the federal government on issues imgato all aspects of
technical and vocational education outside theansity,

(iv) set minimum bench mark for Nigerian polytea®i

(v)  make recommendation based on the availableatathe need to
establish new polytechnics or expand facilitiesthe existing
polytechnics

(vi) review the terms and conditions of service mdrsonnel in
polytechnics and make recommendation to the federal
government

(vi) assess the financial needs of polytechnicsd amchnical
institutions and advise the government appropsicdab

(vii) act as channeling agents by channeling aftemal aids to
polytechnics.

4.0 CONCLUSION

The State Primary Education Board (SPEB) was eshad by decree
96 of 1993 of the Federal Republic of Nigeria te®ee the activities of
primary schools in Nigeria. SPEB has 37 officegha country, one
office each in a state and one at the federal @aperritory (FCT)
Abuja. There are also other commissions estaldlidhe the federal
ministry of education to serve various functionglscommissions apart
from SPEB are NUC, NCCE, and NBTE. These commssjgerform
various regulatory functions in their various capes.
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50 SUMMARY

In this unit, we have discussed the reasons behimestablishment of
State Primary Education Boards and the number &BSR Nigeria; we
equally discussed other commissions/boards undefettieral ministry
of education. Commissions discussed are Nationalveisities
Commission (NUC), NCCE, and NBTE and we are ablesd¢e the
various roles played by these commissions/boarésnsare that there is
improvement in educational system at large.

6.0 TUTOR-MARKED ASSIGNMENT
1. Justify the need for the establishment of the NaidJniversities
Commission (NUC) in Nigeria.

2. Primary School in Nigeria can survive without St&amary
Education Board. Do you agree?
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1.0 INTRODUCTION

In this unit, we are going to look at the concejpgahool plant, and how
to maintain the school facilities. Adequate andrappate school plants
are indispensable in educational process. Propertenance of school
plants will not only boost the morale of teachensl students, it will
also ensure that the objectives of the school sysie achieved.

20 OBJECTIVES

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

. define school plant

. explain/state the meaning of school plant managemen

. give reasons why school plant must be maintained

. briefly describe the various types of school plaaintenance.

3.0 MAIN CONTENT

Education is an industry that also makes use ofdmjmmaterial and
financial resources like the production industripeTschool plant is the
physical facilities available in the school; thesncbe likened to capital
in production industry. There is no gainsaying teahool plants are
necessary ingredients towards achievement of @eféecteaching-

learning activities. As a result of this, therenezd to ensure availability
of school plant and it should be maximally utilisaxd maintained by
school administrators and their staff. Adaraleghb@38) observes that,
inspectors’ reports over the years have indicated there is abundant
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evidence of a catalogue of inadequacies in theigimov and judicious
use of school buildings and instructional materials

The proportion of increase in students populatroiigerian schools at
all levels year-in year-out is much higher than gpheportion of increase
in the provision of school plant. Government ha$ considered the
need to expand or put in place new school plantesgrsame proportion
to student population growth. This has led to audrsation of existing

school plants because of the pressure on them.

3.1 Meaning of School Plant

The term ‘school plant’ embraces all physical dwoes and

infrastructural facilities in the school premisagls as the classroom
buildings, hostels, halls, offices, libraries, ledtories, instructional
materials room, workshops, and equipment usednmathievement of
educational goals. Olagboye (1998) refers to schmaht as school
physical facilities which include buildings, equipnt, machinery,

vehicles, books, electrical infrastructure and weadepply. Durosaro
(1998) opines that school plant embraces both peentaand semi-
permanent structures on the school premises as agelmeans of
transport, teaching equipment and even the clesaneodls. To Fadipe
(1998), school plants are the non-consumable nadgen the school for
the promotion of teaching-learning activities. Adgeje (2000) defines
school plant as the physical facilities within $&hool which are basic
materials that must be available and considerdxzttable to achieve the
objectives of the school.

The availability of these facilities (in quantityé quality) determines
the quality of instruction and students performameethe school’s
internally and externally conducted examinations. Glutola (2000),
school plant embraces both permanent and semi-pemnhatructures as
well as items such as machines, laboratory equipntlea chalkboard
and the teachers’ tools.

From all the definitions above, school plant cowaigacilities required
to facilitate teaching and learning. School plaah also be said to
include: buildings (classrooms, hostels, librariaboratories, assembly
halls, administrative blocks, staff quarters whavailable), equipment
(laboratory and workshop equipment, sporting eqeipiminstructional
teaching materials, typewriters or and computersitgrs), machinery
(duplicating and secretarial machines, workshopshmnas and tools),
furniture (classroom and office furniture, hostelsd staff quarters
furniture), vehicles (official vehicles for schotlead and principal
officers of the school, school bus, water tankebg)oks (text-books,
stationery, library books), electrical infrastrugtuoverhead electrical
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conductor lines, meters generating sets, air ciomgits, fans and other
electrical fittings) and water supply infrastruaur(public water
extension to the school, bore holes, deep wellewi@nks, either used
for teaching and learning or to support those ds/

SELF ASSESSMENT EXERCISE 1

From all the definitions provided above, think of appropriate
definition of your own for the term ‘school plant’.

3.2 Management/M aintenance of School Plant

School plant or school physical facilities are esis¢ aspects of
educational administration. Effective and efficiéedching and learning
may not be achieved if schools are wrongly locatedf the classrooms
are not well constructed or if the equipment avddaare over-utilised,
under-utilised or are not well maintained. Managetrof school plant
is a process of planning to meet the need of tidcin terms of
physical facilities, maintaining and keeping sudrcilities in good
condition at all times so that the facilities canused as at when needed
for teaching and learning. Adeboyeje (1994) poshsat efficient
management of school plant is a must to make theat@ pleasant,
safe and comfortable place for the activities @& tommunity. One of
the important duties of an institutional administras the maintenance
of the school plant.

Maintenance of school plant is an important aspett school
administration. It is the activites embarked updyy school
administrators to ensure that the school plant renmathe same state,
the activities include repairs, servicing, paintingreasing etc.
Maintenance can also be those activities put ingpta keep and restore
the original condition of an item. When activitissich as repairs,
servicing, painting, etc., are put in place to keepestore the original
condition of an item, the item is being maintainddiaintenance of
school plant therefore implies the process of or ather activities that
involve repairs, servicing, painting, etc and whigstbeen carried out on
any of the components of school plant in an atteimeep or restore it
back to the original condition and more importartlyensure that the
school plant is in good shape.

The aim of maintenance of school plant is to ensuaeit remains in the
best condition for educational instruction at afthds. Miller (1965)
observes that construction of new block of classroand other
buildings and alteration to the existing buildingee not the whole
housing effort; it also involves the continuing ogen and
maintenance of the school plant. It is thereforeessary for school
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administrators to have the knowledge of operating anaintaining
school plants. School plant maintenance requiresmman cooperation
and hard work from the officials of ministry of eshtion, the school
administrator, the school staff (academic and nmadamic), the
students and the community where the school idédca

3.3 Typesof School Plant Maintenance

Maintenance services of school plant may take anthe following
forms:

0] Preventive and Predictive Maintenance: This form of
maintenance is aimed at preventing the occurrerceotal
breakdown of school plants available for use. lals aimed at
preventing situations which can put parts of thieost plant out
of use. Examples of services under preventive t@aamce are
timely and regular servicing of vehicles, genemtisets,
duplicating machines, cutting of trees, periodepair and
painting of classroom building and other schooldags.

(i)  Corrective and Emergency Maintenance: This is spontaneous
repair carried out at the appropriate time. Fomgxa, the timely
rectification of electrical faults in the school iloings will
prevent the possibility of any fire outbreak. Otlaetivities that
could be grouped under this are: replacing leakpiges,
replacing bad plugs, or cleaning of the plugs oreti

(i)  Breakdown Maintenance: This type of maintenance is otherwise
known as emergency maintenance. It is the maintenémat is
aimed at rectifying breakdowns in any componenthef school
plant. It involves preparation for a possible buipredictable
breakdown of school plant by procuring in advanpare parts
that will be needed in case of breakdown. Breakdown
maintenance is carried out after the breakdownhef gchool
plant which  will require heavy monetary outlay.
Ineffective/inefficient preventive maintenance Isado total
breakdown and invariably breakdown maintenance.

(iv)  Running Maintenance: This is otherwise known as regular

maintenance. It is carried out when the schooltp&still in use.
For example the repair carried out on the schookgsing set in
the day while the lesson is going on and beforeilitbe needed
at night; the repair/servicing done on the schaoi during the
school lesson period and before the students ady 1t® be taken
back to their various homes/bus stops. This typmaihtenance
is referred to as running maintenance.
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(v)  Shutdown Maintenance: This type of maintenance is carried out
only when the operations of the school have beesed or
postponed or suspended for a given period of tionearry out
the maintenance work. This type of maintenanceaisiexd out
when a major work/repair is to be done in a clamsro For
example, if a windstorm damages a classroom blackf @
building collapses in the school, the school maysbat for a
specific period of time to carry out major repain dhe
dilapidated building occasioned by storm.

4.0 CONCLUSION

The achievement of the overall goals and objectigéseducation
revolves around the ability of the learners to isdil the various
opportunities offered by the school and its envinent. It is not just
imperative that the school should have a functi@whool plant, it is
equally important that each school plant be welintaéned to improve
students’ academic performance.

50 SUMMARY

In this unit, we are able to see that school planibraces all

infrastructural facilities in the school premisétscould also be said to
mean both permanent and semi-permanent structurethe school

premises which also include machines, vehicles, arsdructional

materials. Various ways of maintaining school plamis discussed as
well as the various types of school plant mainteeran

6.0 TUTOR-MARKED ASSIGNMENT

1. Give a brief definition of school plant.
2. Briefly discuss five types of school plant mainteca.
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INTRODUCTION

In the last unit, we discussed the meaning of schtamt. We learnt
that it is made up of all physical facilities whiehclude buildings,

equipment, furniture, vehicles etc.

We also lookédhe meaning of

school mapping as a process of identifying andredtng educational
institutions requirements and identify the commiesiiand locations for
new schools

In this unit however, we shall be looking at theameag of planning of

school plant, the principles of planning schoolnpland the guidelines

to be followed in arriving at logical effective sl plant facilities. We

shall also be looking at the various types of spaeepected at the
school site, the problems of school plants mainteaand the solutions

to the various problems associated with schooltplan

2.0

OBJECTIVES

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

8€

define school plant planning

list the principles of school plant planning
mention the types of spaces expected to be provioledt the
school site.
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3.0 MAIN CONTENT

3.1 Planning of School Plant

School plant planning is the process of identifyirsgglecting and
acquiring a suitable site for the school to be tedaerecting appropriate
physical structures that will assist in achievinge t educational
goals/objectives. The planning process involvasgitconstruction, and
provision of recreation spaces for the achievemeinteducational

goals/objectives. It is a comprehensive procesghich a suitable site is
chosen and adequate buildings are designed witlaitheof satisfying

the educational needs of the students.

Essentially, school buildings are designed to mibet educational
programme requirements and satisfy the studentdemuthers physical
and emotional needs. The quality of instructioregivo the students by
the teacher depends on the type of school building the learning
environment. This is why it is emphasised that sithool building

should be adequately considered, planned effegtiagld executed
thoroughly to allow for effective teaching and Isag.

3.2 Stageslnvolved in the Provision of School Plant

The provision of adequate and appropriate schcamtpls one of the
most important responsibilities of school admirakirs. To ensure that
the school plant is relevant, adequate and efficitre following six
stages should be observed:

i stage of adequate survey of needs
ii stage of wise educational planning

iii stage of choice of site

Y stage of architectural planning

% stage of prudent financial planning

Vi stage of efficient plant construction.

The stages can be in form of a model (see figur&4dgh of these stages
has its peculiar characteristics and requires afists from the ministry
of education, school architects, educational cdastd, accountants, and
engineers. The model shows the interrelationshifn@fstages involved
in the procurement of school buildings and aftez thst stage i.e.
building construction, it goes back to the surveyfihd out if there is
need for new project or expansion of the existing.o
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Figure 1

Survey Needs Educational Choice of site
Planning

A 4 A 4

Building

Construction

_ Financial _ Architectural
Planning Planning

Adapted from Adeboyeje (1994)

3.3

There

Types of Spaces on School Site

are five major spaces necessary on the sditeoto enable it

carry on the effective activities of teaching aedrhing.

3.4

Instructional Spaces. These are spaces set aside for students to
receive instruction; they include classrooms, awalim,
gymnasium, library, laboratory workshops, arts rpomusic
room, multipurpose rooms and all other rooms sédeasor
students to receive learning instruction.

Administrative Spaces. These are spaces set aside for
administrative offices of the school administratoosher staff
members’ office (academic and non-academic), school
counsellor’s office, and health centres.

Circulation Spaces: These are spaces meant for corridors, lobby,
staircases, and other spaces where students caateec

Spaces for Convenience: These are spaces designed for toilets,
bathrooms, cafeteria, kitchen, dormitories, custodsheds and
stores.

Accessories. These are spaces meant for car parks, relaxation
and football/tennis field, volleyball court and tes lawn.

Challenges of School Plant Maintenance

Several challenges are militating against propeinteaance of school

plant.

These account for the reasons school fiasildre not what they

used to be. Among the challenges, we have:
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I. Financial Constraints
This problem is very common is primary and secondahools.
The head at these levels of education are starvednals to
maintain the school plant by the controlling angulatory body.
Most of them are not even given imprests. This makesery
cumbersome to procure or maintain the essentiapswnt and
structure needed by the schools.

ii. Misuse of School Physical Facilities
Some members of the school make use of physicdititsc in
the school very carelessly, because of the impessiey have
that school facilities are government property. sTlhg often
common with the way students and staffs make usleeofoilets,
lecture rooms, libraries, furniture, fittings, arather school
facilities.

iii.  Mismanagement of Maintenance Funds and Materials
School administrators in Nigeria mostly do not <petne
allocation for maintenance appropriately. Monelpdaited for
maintenance is either used for personal purposesnoother
things rather than maintenance. Left over matemadst times
are not cared for; they are abandoned after use.

iv. Lack of Dedication on the Part of Custodians

The custodians are those in charge of the maintenanh the

physical facilities in the school. The attitudetlbé custodians to
work is very poor. Some of them are absent fromkweithout

reasons. They lack maintenance culture. Incessamémpfailure

and bureaucratic procedure involved in getting pade primary
excuses given by the custodians for failing to tpk@per care of
the school plant.

3.5 Solutionsto the Challenges of School Plant Maintenance

With the present economic situation, school adrrgiers are not sure
of the amount of money to be received from the gowent as impress
or for maintenance. The following strategies colkd adopted to deal
with the challenges of school plant maintenance.

[ Community Participation: The need to seek the support of the
community where the school is located in solvingost plant
maintenance problem should not be overlooked. iBhisecause
the community needs must have been considered amh g
priority at the initial plant planning for the saflo Members of
the community especially members of Parents-Teather
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Association (PTA) of the school should be activelyolved in
solving the problems of school plant maintenancehe T
professionals/artisans among them e.g. carpenbeisklayers,
plumbers, etc should be co-opted as at when needdtie
various committees for professional advice or nepai

I Creation of Awareness. The government at local, state and
federal levels, educational administrators andiculm planners
should embark on enlightenment campaign throughhtédia on
the need to properly use and maintain school plants

ii Setting up of Special Committees. These committees should be
set up by school administrators at the beginninthefterm. The
committees will be in charge of maintaining andrgiaig out any
form of repair on the existing physical structuireshe school.

\Y Regular School Inspection/Supervision: Regular school
inspection by the school head or ministry of ediecatvill assist
in detecting the problems on any of the school tslavhich if
necessary action are taken to remedy them eatlypravent
total breakdown of the school plant

v Provison of Adequate Funds: Government/Supervisory
agencies should make available to the instituti@aahinistrators
adequate funds to maintain school plant in schotilsthe
government does not make available adequate flnedexisting
school plant cannot be adequately maintained bsedi Most of
the physical facilities in our schools are lyingeicand have
broken down because of inadequate funds to maittiaim.

40 CONCLUSION

The maintenance of school plant is one of the magportant
responsibilities of the school head. School boddi are designed to
meet the educational programme requirements argatisfy both the
physical and emotional needs of both the teachetdemrners. For this
reason, and many more, school building should bequaately
considered and planned effectively to allow foreefive teaching and
learning. There are five major spaces (instruetiomdministrative,
circulation, convenience and accessories spacas)thst be provided
on the school site to enable it carry on effecte@ching and learning.
However, there are also some challenges militaagnst school plant
maintenance.
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5.0 SUMMARY

In this unit, we have considered what school pfdabning is all about.
It is a comprehensive process in which a suitattation in chosen and
adequate buildings is designed with the intensiénsatisfying the
educational needs of a community. So also we examihe basic
principles to be followed before a good school plglanning can be
done as highlighted by UNESCO (1982). The basidejuies in the
process of arriving at logical school plant famt were also mentioned.
We also discussed the various stages involvedeimptavision of school
plants as well as the various spaces that shoulgrbeded on the
school site. Various problems facing school plaaintenance such as
financial constraints, mismanagement, misuse obaicplant facilities
etc are discussed. Solutions to the identified lerab were proffered.

6.0 TUTOR-MARKED ASSIGNMENT

1. What are the factors militating against proper riance of
school plant in Nigeria?
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MODULE 3 SCHOOL RECORDS AND
ADMINISTRATION

Unit 1 School Records 1

Unit 2 School Records 2

Unit 3 School Time-Table

Unit 4 School Budget

Unit 5 Discipline and the School Administration

UNIT 1 SCHOOL RECORDS 1
CONTENTS

1.0 Introduction
2.0 Objectives
3.0 Main Content
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
50 Summary
6.0 Tutor-Marked Assignment
7.0 References/Further Reading

1.0 INTRODUCTION

Record keeping is vital for the proper functionioigany system, be it
private or public; the school system is not an ep@wn. Effective
teaching and learning can be achieved if propeodctecords are kept
and these records are effectively utilised. Infation is a perishable
commodity; hence human beings have to rely on evwrilocument to
store ideas and impressions. One of the majotertgds in our school
system today is record keeping. Information habealocumented for
future use and reference purpose, hence the ndegposchool records.
Records are indispensable to a progressive socwtygther for
government, in schools or any other activities.

2.0 OBJECTIVES

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

. explain the meaning of a school record

. explain reasons why records are kept by school@mdtrators

. distinguish between statutory and non-statutoryon@s in a
school
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. mention the various school’s records.
3.0 MAIN CONTENT

The complexity of administration of educational tingions brought

about by the explosion in students population &tlalels of our

education (i.e. primary school, secondary schoa arstitutions of

higher learning) and the need to keep accurate apdo-date

information about the school and the students mék@savoidable for

school administrators to be exposed to ways ancdhsnemaking their
job less stressful. One way to do this is to kdvat a school record is,
how it can be kept safely and how it can be re@riegasily.

3.1 Meaning of School Records

School records could be explained to be a docurtfeough which
information is transmitted within the school systamd between the
school and other stake holders in the educatiotoise&Such document
may be in form of letters, reports, pictures, masitmaps, forms, films,
microfiche and soft copy. School records couldnteny and varied.
They are to be kept by the generality of schot$f snembers, head
teachers (headmasters/headmistress at the printdigolslevel and
principals at the secondary school levels) burdaads of departments,
coordinators etc.

Mbiti (1974) defines school records as the recdldg comprises all

books, files and other documents containing infdiomarelating to what

goes on in the school, who is in the school as asliwhat type of

property the school owns. Eleanor (1984) descrdocé®ol records as a
document through which information is transmittedowever, in the

opinion of Akinyemi & Sanni (1999), school recomiscument accurate
information about the history, activities, studeld§ staff list, past and
present events or happenings, among others ofoalsch

SELF ASSESSMENT EXERCISE 1

From the knowledge you have just acquired on whathmol record is,
give a precise definition of your own of what a@chrecord is.

3.2 Meaning of Record Keeping

A record is the detailed and meticulous accourdaryf phenomenon. It
can be set down permanently in writing on a flatel film strip,

computer flash/hard disk or any other form thgtesmanent. A record
serves as a memorial or authentic evidence ofteofaevent. A record
if well preserved lasts from one generation to heot Records are
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collected and stored by different people for ddéf#r reasons. Record
keeping is the art, habit or practice of keepinfprimation or fact in

such a way or manner that it can be retrieved wiesded. The gate
man in some schools have visitors’ book, he mag kéep the time-in

and time-out book. The store keeper has an invgmtbitems in and

out of store i.e. records showing who collects winddat is left and what
needs to be replaced.

Keeping of school records should be seen as aspadsable aspect of
effective school management and a way to preséeveradition of the
school, culture and image. This is because; saleoolrds are where all
the necessary information about the teachers, @t all activities
being done in the school are kept. Therefore,rcekeeping should not
be seen as an undue imposition by the Ministry dfidation or any
other external agency. If we believe in the fyadf man, we must also
acknowledge the fact that human memory needs tsupplemented
with accurate records.

The school like any other organisation has its aecords, which are
kept for its efficient management. The class teadhas his own

records, the subject teacher has his/hers, theshiadepartments have
theirs, the vice principal academic and adminigirahave theirs etc.
The practice nowadays is to store school recordsaft copy or

computer memory for easy retrieval and accuracyhis Tnethod of

keeping records in soft copy or in computer menisrgot common in

our secondary schools because most of the schoslfoeated in the

rural areas where they are yet to adopt the computeure due to lack
of funds and facilities. As a result of these, earphasis will be more
on the manual storage of school records.

The use of documents in school management hasaser@s a result of
increasing in students’ enrolment. Parents arecaficerned with
education industry nowadays and tend to be moieusewith a school
whether public or private, that has its businesgperly documented.
Akinwumi & Jaiyeoba (2004) define record keepingths processes
and systems which an institution or individual stafember puts in
place for compiling information.

3.3 Reasons for Keeping School Records
1. Record keeping in a school helps the head teachgive all
necessary information about the school, staff amgilp to any

inspector from the Ministry of Education or any ethliegulatory
body.
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2.

Record keeping plays a very crucial role inlifeeof the students
because after leaving the school to further hikesrstudies, the
institution of higher learning may request for amyormation
about his/her previous school.

It enables parents to know the performanceaf thildren. The
parents may ask the school administrator aboutdberd which
shows the performance of their children.

Apart from students’ academic performance, soahelps the
parents to get adequate information about the m&mldhow
regular and punctual they are in the school and géeeral
behaviours.

Record keeping helps the government through stmyniof
education to get adequate information about thedg¢chnd

Without relevant records, the development ofesoh of work,
lesson notes, and curriculum cannot be easy asdead past
years will be helpful in these processes. Therg @igo be
problems and confusion when compiling studentgiltss

Other reasons why school records are kept are:

7.

10.

11.

12.

To ensure strict compliance with the requiremeineducation
law.

For planning and budgetary purposes.

To save school from unnecessary embarrassmeit Iegal
tussle).

To provide useful information not only for mean of the school
community but also for members of the public, engpts of
labour, researchers and government.

To aid administrative decision making and efficy in the
school, and

To enable the teacher know something aboutphisil and
through this, be in a better position to assist /hen
academically, morally, socially and in addition be able to
predict his behaviour and provide needed infornmatmowhoever
may need it.
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From all the above, it could be concluded that ‘t@mprehensive
record, no efficient management” as records aeewites of any school
management. Every teacher or head teacher shwerefore cultivate a
good record keeping culture, because if the recardskept for a long
time, it makes the school head/new school headsat@ knowledge
about what has happened in the school in the dsté his arrival as
the school head, and also enables him/her to makction.

SELF ASSESSMENT EXERCISE 2

Apart from the above reasons for keeping schoobros; pause and
think of more reasons for keeping school records.

3.4 Classification of School Records

There are countless numbers of records a schod keep subject to
the level of affluence, tradition and status of sebool. School records
are conventionally classified into two broad catéso

A. Statutory Records
B. Non-Statutory Records

A. Statutory Records

These are documents stipulated by the educatiorofaie state. They
are mandatory records which must be kept by eat¢lwosc The
following statutory records must be kept and mamad by each school
and made available for inspection whenever theylaneanded.

I. A certificate of registration, letter of approvat other such
document such as law, decree, edict, and gazettesiped giving
legal authority for the establishment of the school

il. The log book

lii.  Admission progress and withdrawal register

\2 Class attendance register

V. Class dairies

Vi. Corporal punishment book
vii.  School time-table

viii.  National curriculum

IX. Examination syllabus and individual subjectdeag syllabus
X. Scheme of work

Xi. The education law

xii. ~ The National Policy on Education

xiii.  Staff time book

xiv.  Students testimonial and transfer certifidabe®k

9€



EDU 412 MODULE 3

Xv.  Stores and inventory records including all ss#hplant and
equipment

xvi.  School prospectus

xvii.  Site plan, showing evidence of survey, regison 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 governors 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 proje

xxxiii. School inspection file.

B. Non-Statutory Records

They are equally important records but not mangatdihey are kept to
assist the school head and or officers delegatddrbyn the day-to-day
management of the school’s affairs. The listsushssupportive records
are in-exhaustive but salient ones include:

I. Records of physical development

. Schools’ management board/committee records

iii.  Staff registers showing the current staff listluding personal
details of each staff especially the registratiommber,
qualification with dates, subject specialisatiomdadate of
employment, deployment and current salary

V. Staff and students’ clubs and societies

V. School sports

Vi. Mark book for each class

vii. Record of work book

viil.  Staff instruction book/internal circular file
X. Inventory of school library books

X. Daily roster

Xi. Fees register

xii.  Account records including the cash book, bank
reconciliation/statement, staff advances, auditorsports,
impress book and record of vouchers.
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SELF ASSESSMENT EXERCISE 3
Distinguish between Statutory Records and Non-&igtiRecords.

4.0 CONCLUSION

In conclusion, school administrations are to undeis why the need for
safe record keeping is a must. They also needntierstand the
differences between statutory and non-statutorgroscand what they
are meant for. Good understanding of statutory aond-statutory
records by the school head will enable the scheaaldhto know the
implication of keeping record safely

5.0 SUMMARY

In this unit, we have been able to see that rekeggping is an essential
instrument for effective school management, ant gbhool records are
documents through which information is transmitt&tle also looked at
the reasons for keeping school records and typescofds.

6.0 TUTOR-MARKED ASSIGNMENT

1. Do you agree that record keeping is a must in echre
institution? Support your position.

2. Distinguish between statutory and non-statutorpms. Give at
least 10 examples of each.
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UNIT 2 SCHOOL RECORDS 2
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1.0 INTRODUCTION

In the last unit, we started discussion on scheobirds. We defined a
record as a detailed account of any phenomenorstted/learnt that
record keeping is an art and a habit that a gotdachead should
cultivate. We also discussed the importance of ikgepchool records.
Effective and efficient record keeping is importémt successful school
management. School records were also categorigedsiatutory and
non-statutory records.

2.0 OBJECTIVES

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

. list some vital records in the school
. explain the use of the vital records listed
. highlight the usefulness of admission registeyonl

3.0 MAIN CONTENT
3.1 Types of Records Kept in Schools

The area of school record keeping is one in whichebucracy is

exemplified. Education laws specify that schoolsgkeome documents.
Apart from the requirement, school records arewcgof information

on a variety of sources and interests. It is nasfie to discuss in
details the procedure and value of all the stayusrd non-statutory
records in schools, efforts would be focused onvited records kept in

the school.
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10C

The Log Book The log book is a document containing the
comprehensive information about an institution egsablishment
and equipment. It is a historical record of evetitat have
significant effect on schools’ activities. It igrslar to ‘black box’
in an aircraft which records all activities, dissums, and
problems in the aircraft during a flight. In cadeaa accident/air
crash, the black-box is the main source of tappifgrmation. It
is also similar to personal diaries, motor vehlolg books where
details of movements and repairs are written. Ev/éaippening
within the immediate environment of the school, atdp of
influencing the school life, should be adequatelyorded in the
school log book. The type of events that are ®drin the log
book include: change of staff, date of vacation eeglmption,
mid-term date, examination dates, visits by impurtpeople,
special occasions and functions, workshops, sarfdvaeminar
course attended by teachers, reports of inspeetben they
visited the school and so on.

The Admission Register This is a book that shows the
particulars of the registration of pupils enrolleda particular
school. The book indicates a complete list of alifs admitted
each year with the following details: age, datemfolment, class
into which admitted, previous school, progressiorthie school,
year of withdrawal/leaving indicating reason (s)daihe
certificate number. Other information in the adnaesregister
are: registration numbers, names in full with sameawritten
first, sex, date of birth, address of the parentguardians. Since
we have to respect the cultural and religious serigs of the
students in our schools, their state of origin amdigion
affiliation should also be entered in the admisseyister.

The admission register serves as the historicaumeat or
reference with detailed records of every child wies admitted
into the school right from the year it was foundédis also a
reference book for tracing the entry, progress axil of any
student admitted into the school. From the adnmisseygister,
reliable data which may be needed for the plannamgl
management of the educational system at the |Istate and
federal levels are stored.

Attendance RegisterThis is a book in which the presence or
absence of pupils in a school is recorded on & d=bis. It is
marked twice a day (morning and afternoon) to shmwpils
attendance in school. There is a column in thestegiwhich
shows whether the child comes to the school orrdaldsem the
school. Attendance register enables the schoobatihto keep
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Vi.

Vil.

viii.

track of the pupils because whatever happens taspdpring
school hours is the major responsibility of the aadh The
register enables the teacher to observe the balralitraits of
the pupils e.g. punctuality, lateness, absenceltya Data
needed by researchers, educational planners aralsffof the
ministry of education can be obtained from the stgi and it
serves as a valid evidence to save the school frotot of
embarrassment in case of a legal tussle.

Staff Record This is a record that shows the current staffdis
well as their personal details, the teacher’s tegfisn number,
qualifications, subject specialisation, date of
employment/deployment and the current salary scale.

Record of Work (Diary) This is a record that shows the
teacher’s plan of work in each subject area andatiteal work
covered weekly, and this is recorded at the erehoh week. The
school head is expected to check and be certairalihentries are
correctly made. It helps new teacher(s) to knowttipecs taught
and from where to take over.

Staff Meeting Minute Book This is a record of every formal
meeting of the staff under the chairmanship of 4bkool head.

In this book, the discussion and decisions of th#f are always

written and it is kept with the secretary appoinbgdhe members
of staff.

Education Law: It is a document which contains the education
law obtained from the ministry of education. Itntains the
objectives and policies of government on educatiand
educational procedures. This document spells egulations
guiding the management of the schools and educatiganeral.

School Time-Table This is a comprehensive outline of the
school schedules for the week. Subjects for eagiofithe week
are stipulated in the time-table and period forhesgbject also
appears, so also the time for break. This is hsualthe school
head teacher's office so that the head teacherngr ather
supervisor can at a glance knows what subject isghie be
taught in any class and which teacher is to teeablting it at
that time.
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Other books are as follows:

iX

Xi.

Xii.

Xiii.

10z

Continuous Assessment Cumulative Recoitkhis is a record of
students performance in various continuous assedsmests
carried out during the course, each year or sessitrese scores
are computed cumulatively.

Terminal Record Card This is a record where all the
assessments of the students are recorded eitheklywee
fortnightly, or quarterly according to (what thealleof the school
wants) the school’s policy.

Visitor's Book: This is a book that contains information about
important visitors to the school. An importantitos is presented
with the book during his visit to the school to emthe date,
purpose of his visit, some comments on his visitngpression
about the school and suggestion if any for improseim Apart
from important visitor’'s/personalities from the &g, ministry

of education officials who come to the school fomportant
assignments like inspection of the school could dif the
visitor's book.

Teachers Lesson Note:This is the most important record kept
by the teacher. It is sometimes called ‘teachensipanion’.
Every teacher is expected to prepare notes foefitige lesson
he/she has to teach in all the classes. This reaynba daily or
weekly basis. It is the duty of the head teachdn®delegates to
ensure that such notes are well prepared and e Wiith the
approved scheme of work. If there is any recordctvimust be
properly prepared and kept very well, it is thestgsnote because
it is an indicator of a possible successful classon. Familiarity
with textbooks and many years of teaching expeearannot be
a justifiable reason for not writing a lesson nofelesson note is
the only convincing evidence that the teacher Inasngadequate
thought and consideration to what he/she is tegchirit is
therefore; imperative that every teacher must Haséer lesson
notes and make it available for inspection by tlahosl
head/delegates and other appropriate authoritiesnag be
demanded.

Stock Book: This is a book containing a record of materials and
other equipment supplied or bought by the schobthe school
stock includes materials such as: duplicating pape, pad,
pencils, pens, typing sheets, which are constarelpg used in
the school.
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xiv.  Time-Book: Thisis a book where teachers attendance is shown,
including the arrival and departure time. It igpké monitor the
time of arrival and departure of each teacher. Hdek should be
filled by all members of staff twice daily. Thedatketeacher or
appointees should rule-off at an agreed time so¢ &mgbody
signing below the ruled-line is late for that dajfhe name of
teacher who is absent could also be written doweanithe school
closes.

xv.  Teachers’ Movement BookThis is a book where teachers’
movements every day are recorded to enable theokcho
management to monitor the movement of teachersglueach
working day. The book is usually placed in thenpipal’s office;
it should be filled by any teacher who has obtaipednission to
go out.

SELF ASSESSMENT EXERCISE 1
Mention other records that school keeps.
4.0 CONCLUSION

School record keeping is a compulsory task. Schaoé required to
keep records on all children and staff to monibairt academic growth,
development, skills, abilities, progress made i tbchool, class
management, performance among other things. Gecaord keeping
will lead to efficient and effective school managsrhwith effective
teaching and learning.

5.0 SUMMARY
In this unit, we have discussed record keepingchosls and we have
identified the vital records in schools and we hals® discussed them.

Among those records discussed are: the log-boakisstbn register,
staff record, record of work, staff meeting minbtek, etc.

6.0 TUTOR-MARKED ASSIGNMENT

1. Mention and discuss ten (10) vital records that tnings kept in
the school and why?
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1.0 INTRODUCTION

It is necessary for a school to have a time-tathies will enable the
school to plan in order to ensure orderliness aecbdim among the
teachers and students. There must be time for esebject in the
school. Teachers lesson are guided by the schoet table. In this unit,
we are going to define the school time-table, thpdrtance of school
time-table, the guidelines to be followed in consting school time-
table and steps to be followed by the school headrder to ensure
effective utilisation of time through a well plartheme-table.

2.0 OBJECTIVES

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

. define school time- table

. mention the importance of school time —table

. mention the types of time table

. highlight the guidelines to be followed in consting a school
time-table.

3.0 MAIN CONTENT

Time is a precious resource in the school; it nmestanaged well along
with other resources to achieve the school's gaelgood school head
must be able to plan the school time-table andrensompliance to it.
There are instances where some school heads congblabn-working
time-table. This is because the school head methio charge are not
well guided by basic principle of time-table.
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3.1 Meaning of the School Time-Table

School time-table is one of the important recordsctv a school is
required to keep. It regulates the teaching andhie@ activities in the
school. A school time-table can be defined as adulle prepared by the
school management indicating the subjects to bghtaper day and per
week, the time allocated for each subject as welittee number of
periods per subject, per day and per week in acpéat school. Obi
(2001) defines school time-table as a plan of aatiovhich the subjects
of the school curriculum are distributed over tbaching periods of the
school day of the weeks that make up the termsaaademic sessions.

A school time-table can also be defined as a sdhedf classroom
teaching by subjects per period, per day, desidned committee or
group of people usually time-table committee apfgainby the school
authority to guide and to regulate the teaching/iiets in the school. A
normal school time-table is usually divided intgldi(8) periods per day
and for five days (i.e. Monday-Friday) in a weekthweach period
lasting for 40 minutes. There is always an alloveafur short and long
breaks. The short break lasts for about 10 minate$ usually it is
between 10.00am -10.10am while the long break l&stsabout 30
minutes and it is usually between 11.30am- 12.00fme. short break is
meant for the pupils to stretch their muscle andate while the long
break is for the pupils to take their refreshménatt twas brought from
home or bought at the school canteen. Howevemnmesschools, there
is only one break period and it is tagged long breat it will be for
forty minutes between 11.20am-12noon.

3.2 Types of School Time-Table
There are three main types of time —table:

() General Time-Table: This comprises the whole school time-
table, the various classes and various levels dfawthe school
by a designated staff or committee under the sugervof the
school head. It is usually drawn and displayecadffice of the
school head and the assistant.  General time-tablea
comprehensive time-table that consists of all theettables of
the different classes of the school.

(i) Class Time-Table: This type of time-table is meant for a
particular class, it is extracted from the genéraé table and it is
usually drawn/displayed on the wall, besides tlasskhalkboard
or in a conspicuous place in a particular class.
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(i)  Individual Time-Table: This is a time-table prepared by
individual student to guide his or her personaldineg and
learning per day, per week. It is usually prepaogdvery few
students.

3.3 Importance of School Time-Table

The following are the reasons timetable is a mustai school
organisation:

I. It assists the teachers to know what subjecgtvime and which
class to teach

. It assists the students to know which books atiter learning
materials to take to school on a particular day

iii. It assists the students to know when a paldiclesson will be
taught and who will teach it

V. It eliminates possible clashes in the teactsogedules, thereby
preventing unhealthy rivalry among the teachers

V. It ensures maximum utilisation of time resoureesilable for
subject teaching and learning

Vi It assists in the implementation of curriculutnrdugh well
planned teaching and learning activities

vii It makes it possible to bring together the @ahsubjects and

other resources human (teachers), physical fasliitlassrooms)
and other supporting facilities to achieve the gaalthe school
and

viii. It reminds the students of the assignmentahhgould have been
ordinarily be forgotten and when to submit the gissient.

3.4  Guideline for Constructing the School Time-Tal#

The school head must be guided by some guidelme®nstructing a
school time-table, so also the officer/group of gdefcommittee who
is/are in charge of the school time. |If the timablé is to serve the
intended purposes, the following guidelines musfotiewed

I. Allocation of Periods: Periods should be allocated to subjects
based on their importance. For example English bagg and
Mathematics are allocated the highest numeric gsrim the
week when compared with other subjects because thesthe
basic subjects and pre-requisites for any institutof higher
learning admission requirement. The two subjecisufe on the
time-table almost every day. In addition subject(gt needed
practical sessions are allocated double periodghertime table
(i.e. 80 minutes) to allow for effective practieercise with the
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lesson. For example subjects like Fine-Art, Agiictdl Science,
Home Economics, Technical Drawing.

Scheduling of theSubjects: The nature of the subject will
determine when it will feature on the time-tableibfects that
need full concentration and that involve calculatisuch as
Mathematic and Principles of Accounts should featur the

mornings on the time-table, so also subjects witkctical that

must be done on the field/in the farm such as Rhy# Health

Education and Agricultural Science are better ia thornings

than afternoon when the weather is hot. Howevdrjests that
require less calculation and mental concentraticchsas some
humanities subjects (Economics, Commerce Socialdi€&tu
Literature in English, Christian/Islamic Religiontu8iies, etc.)
can be taught in the afternoons.

Lengths of the Period: The age of the students and the nature of
the subject should be considered in determiningthdrea subject
will be for a period or double period per day ahd humber of
times such a subject will appear in a week. Howeber standard
time for a period at the primary school level isr3dutes while it

is 40 minutes at the secondary school level. Dopbleod at the
primary school is 70 minutes while it is 80 minutas the
secondary school level.

Other guidelines are:

iv.

Vi.

10¢

Arrangement of the Subjects The nature of the subjects should
be taken into consideration when drawing the tial#et. Subjects
that require practical sessions such as Woodwoykgewriting,
Home Economics, and Fine Art should not be fixexselto some
subjects that require physical activities such lagsieal & Health
Education and Agriculture practical.

Break Period There is government regulation guiding the
break period. This is the standard practice arallshnot be
deviated from by any school or the time-table cottewni It is
mandatory to observe a break session of about 26nB0Otes
before the commencement of afternoon session. dtosid be
noted when drawing the school time-table.

Available Space The available space in form of classroom,
laboratories, library etc. should be consideredth®y time-table
committee at the construction stage. The spacerdeies the
number of students that a class can contain. Wheretare
enough and adequate spaces in the classroom, tatyprigbrary,
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Vil.

viil.

etc the task of the time-table committee becomeseeand
effective/working time-table could be constructad such a
situation than in a school that is having the @raje of space. In
such a school there will be overcrowded classroamish will
have negative effect on teaching and learning @ftibject.

Availability of Teaching Staff: The number of the teaching
staff in a school must be considered when constigi@ school
time-table. This will be used to determine the sthstudent-
teacher ratio (STR) as well as the teachers’ waiklolf the
number of teachers required to teach a subjecties|uate, this
could facilitate efficiency because the teacherdl wot be
overloaded with extra class without any form ofentive as we
have in a school where the number of teachers dedeach a
subject is insufficient. To ensure effective tinadle, there must
be adequate number of teaching staff for each sulge the
time-table.

Availability of Supporting Facilities : Availability of supporting
facilities should be taken into consideration wipgaparing the
school time table. Supporting facilities such as-teaching
personnel, electricity, water, generator, etc. »eey important
in assisting in the maintenance and security of dtigool and
especially in the teaching and learning of subjd¢lctd requires
laboratory practical. In a situation where thesgp®rting
facilities are not available or inadequate, it nbaydifficult if not
impossible to teach these practical subjects eyt as it may
appear on the time table.

Number of Available Subjects in the SchoolThe total numbers
of subjects on offer by the school will determinenhthey are
allocated in the time-table and their frequenciéscompulsory
subject for example at the school and class levelst be
identified and be given priority if the teachersttlare to teach
them are available. This will also determine tHesquency and
time.

SELF ASSESSMENT EXERCISE

1.
2.
3

What is a school time-table?

Identify the three types of time-table you know

Apart from the above- listed guidelines in the ¢ardion of a
school time- table which other guidelines do weéehtovfollow?

109



EDU 412 PRIRCES OF EDUCATIONAL MANAGEMENT

3.5 School Time- Table and School Effectiveness

The aims and objectives of preparing a time-tabtes€hool is to ensure
that all the activities scheduled on the time tahie carried out as
expected and effective teaching and learning td&eep When this is

achieved in a school, every staff both teachingraomdteaching are said
to be effective. For a school head to achieve tieéshe must take the
following steps:

I ensure compliance with government directives adices in
regard to the school time-table

il. ensure that every teacher conducts his lessonscheduled on
the time-table

lii.  supervise instructional activities of the tbacs to ensure that
they adopt the right teaching methods

Iv.  ensure that every teacher makes the optimumotitke school

resources

V. ensure amicable resolution of clashes in the-iaible between
teachers,

Vi put in place time-table monitoring committee tthaill ensure
strict adherence to the school time-table

vi. make the school environment conducive for teag and
learning and

viii. maintain discipline among staff and students.
4.0 CONCLUSION

An effective school head must be able to plan &imngrand acceptable
time-table for the school. For subjects to be tawghthe right time,
there must be a time-table which is prepared by #whool
head/appointed committee/group. Time table is @duwale of classroom
teaching by subjects, per period, per day, designedhe time-table
committee to guide teaching activities in the s¢hdo ensure that all
teaching activities come up as at when schedubede tis need to have a
time-table and when the aims and objectives of gnieg the school
time table are achieved, the school is said tofeeteve.

5.0 SUMMARY

In this unit, we have discussed the meaning of -ialbde. We

highlighted and discussed the various types of-tae: general time-
table, classroom time-table and individual timel¢abVe also discussed
the importance of school time-table in a schoolaargation, and the
guidelines that must be followed to come up witltcegtable and
effective school time—table. Finally, we discussat —table and school
effectiveness as well as the various steps thaldcbe taken by the
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school head to ensure that the objectives of prmegpdhe school time-
table is achieved.

6.0 TUTOR-MARKED ASSIGNMENT

1. Explain the concept of school time-table and sfia¢ereasons for
preparing a time-table for school.
2. Mention and explain the various guidelines for ¢nngion of an

effective school time-table.
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1.0 INTRODUCTION

In this unit, we are going to look at the meanig dudget as well as
that of a school budget; we will also explain thergmse of school
budget. The various methods of preparing schodgbuwill also be
examined. We will equally examine the importandepeeparing a
school budget and look at the various challengesdathe proper
preparation and implementation of a school budgétigeria.

2.0 OBJECTIVES

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

. distinguish between budget and school budget
. list the purpose of a school budget
. explain the various methods that could be adoptedthie

preparation of a school budget
. highlight the challenges facing the school headdhénpreparing
a workable school budget.

3.0 MAIN CONTENT

The three major financial functions in educationudgeting, accounting
and auditing are separate, discrete operationsthieyt are nonetheless
closely interrelated. They are required activitiegproviding reliable
fiscal information, guidance and accountabilitytive use of allocated
fund. Budgeting is a process and plan for detangihow money is to
be raised and spent, as well as document — theebuddeveloped and
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approved during the budgeting process. Money gartised and spent
according to an accounting system, using a genksdger that
standardises each spending category and accounits izsse. Auditing
however, is a formal or official inspection of arganisations books of
account.

3.1 Meaning of a Budget

Every reasonable individual and organisation akrothe world plans
for the present and future. Part of the plan ifotecast how much an
individual/organisation would realise over a perifdtime as well as
how much to be expended. Forecast of income toebésed and
expended is known as budget. Budget is an itemmeadmary of

estimated or intended expenditure for a given peradong with

proposals for financing them. A budget is a twoswaoposal i.e.

proposal on income and proposal on expenditures i$twhy budgeting
is given special attention in everyday life, be@ns organisation can
perform without income generation and expenditurst least, every
organisation must source/generate the salarids wfark force.

Budget can also be said to be an analytical firrstatement of income
and expenditure for a specific period of timecdh also be said that it is
a systematic plan for the expenditure of a usuadbd resource, such as
money or time during a given period. From thisnpaf view, time can

also be regarded as one of the resources thatbaustidgeted for just
like we budgeted for money. Budget could be defisurplus or

balanced. It could be deficit when the proposepeexiture is more

than the proposed income, but when the proposemmads more than
the proposed expenditure, the budget is surpluswener, when the
proposed income equals the proposed expendituis,réferred to as
balanced budget

SELF ASSESSMENT EXERCISE 1

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), defines school budget as a “workimgj” for the

successful operation of state and local schools andignificant

opportunity to plan the mission, improve their gigms, and achieve
their educational objectives. To Clabaugh (1988hool budget is a
financial blueprint for the operation of the schdot the fiscal year.
Musaazi (1982), in his own view perceives schoaldai as a financial
plan through which educational objectives are bemglemented and
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translated into reality. Edem (1987) posits thetho®l budget is a
statement which describes how various educatiobgdctives outlined
for the year or another stated period are to béesetl. To Adesina
(1981), school budget is an outline of the planfieancing the school
programme for a given period

In a more technical term, school budget is a stat¢nof the total

educational programmes for a given unit, as wellaasestimate of
resources to carry out the programme and the regeneeded to cover
those expenditures. The various definitions shioat school budget is
concerned with procedures of funding a school systeaccomplish its

pre-determined objectives over a period of timd. islan estimated
financial standard meant to guide the activitiea gthool administrator
toward the attainment of the aims and objectivethefschool system in
the financial year. School budget like budgettheflocal governments,
state governments and the federal government yst@aer a period of

one year. The budget reveals the expected inconge isended

expenditure for a school. School budget is usuphgpared by the
school head though the duty may be delegated tobthsar of the

school.

Preparation of a school budget is neither a one-aféair nor one-

department affair. All the departments of the stimust be involved in
the preparation of the school budget. The schealdhhas to collect
information on various activities and the financrededs of each unit
from the units head and heads of departments somiasorporate it into
the draft of the school budget. In a large schadbudget committee
may be appointed by the head of the school to wewige various

departmental demands and make sure that they al@einwith the

school’'s objectives. Involvement of a committesdfstin budget

preparation ensures better budgeting and will alserve as
encouragement to the staff as well as cooperatidheostaff when the
budget is to be implemented. A school head shoatdnonopolise the
preparation of a school budget in order for thegatido incorporate the
needs of the various departments of the school.

Budget could be vertical or horizontal. A budgkatt includes the
various income and expenditure estimates by liam,itfunction, and
object in a given fiscal year is known as a vettimadget, but when the
budget includes current estimates for a given figear compared to
prior audited income and expenditures, and a piioje®f costs, it is
horizontal budget.
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3.3

Purpose of a School Budget

The following are some of the reasons to prepaehaol budget:

(i)

(i)
(iii)
(iv)
(V)

(vi)

to forecast the activities, services and programmnadsch the
appropriate school governing body/council has apgulofor a
given period

to reveal the anticipated revenue for a given pleaiod the source
to show the details of the intended expenditureshfe school for
a given period

to control the official financial activities of trechool head be it
at the primary, secondary and tertiary institutevels

to reduce to the bearest minimum the level of vggestaor
reckless spending of approved funds for variouscational
facilities in the school and

to reveal other contributions and pressures orbtiuget that are
expected during the given period.

3.4 Methods of Preparing a School Budget

There are various methods of preparing a schogjdtidome of which
are discussed below:

(i)

(ii)

Line—Item Budgeting/Traditional Method

This is a method whereby specific items of reverarad
expenditure are listed on line-by-line basis. histtype of
budgeting, proposed revenue and expenditure are itotabular
forms showing the detailed items for the budgetedryand one
or two previous years. This method allows each tancontinue
with the implementation of existing projects be@us is
backward-looking in preparation and it is based aartain
increase or decrease in the amounts granted foprbeeding
year (s). This method makes the preparation amtitiag of
budgeting easy and guards against misappropriaifofunds.
However, it is lengthy to prepare, it is not goad planning or
management, and does not relate to specific psyjbetause the
functions of the expenditures are not explainedr &ample,
teachers’ salaries are a budget line-item, butilit mot explain
which teachers, at which schools, teaching whicpe tyof
students.

Zero-Based Budgeting (ZBB) Method

This method of budgeting was popular in the 195Gd #960s.
However, unlike the line-item budgeting, it doest rake
cognisance of the previous year(s) budget. It begdh the
assumption that the school system starts out eyeay on a
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(i)

(iv)

11€

“clean slate”. It puts each programme under reves@ry year
and its cost is computed from the scratch as ifgtegramme
never existed. With this assumption, every unit toagustify its
expenditures annually by relating all costs to eystgoals and
objectives to prevent arbitrary spending. This hodt enables
school heads to allocate resources to programmesdban
importance. Nevertheless, the method is very espento
implement and could make some school administrators
exaggerate the benefits of pet projects in ordehdwe them
funded.

Performance Budgeting Method

This method of budgeting emphasises the performafictne

work to be done. There are ways of measuring théegement
of each programme. It is possible to ascertaifop@ance based
on each unit of work. For example, when budget ise for the
construction of a block of classroom, performane&ldeting

method would not only show the total amount of mpote be

spent on the whole block, but it would also shoe #mount to
be spent on foundation, setting of blocks, roofiptastering,

wiring, plumbing, painting etc. This budgeting mad is very

informative and makes it easy to control schoolngp®g, but it

requires elaborate accounting, data processingadot of paper
work. Inflationary rate could also be a treathis imethod.

Programme Budgeting Method

When this method is used to prepare school budagktthe
programmes to be executed are provided for, buwilit be
prepared according to the functions, programmesaahdities of
each unit/department in the school. This meansttiea school
budget will be classified according to the variougt/department
in the school. For example, in school, we havesiagepartments
like Business and Vocational, Science and Techrwplognguage
Arts, Humanities, Bursary, Expenditure and Cont@kneral
Administration etc. Programme budgeting method valveal
how funds are distributed for various programmes the
units/departments in the school. This method reslube goals
and objectives of the school system into specifierations and
the method to accomplish them is determined. Hewedhe type
of management information system required may tsdeeral
years to be developed, thereby, delaying the téike-o



EDU 412 MODULE 3

(v)  Programme-Planning-Budgeting Systems (PPBS)

This is a new method of preparing school budgetdquires the
school head to spell out or identify the goals abgbctives of a
school in measurable terms, lay out alternativeadoieve the
stated goals, attribute cost to each alternatimalyae the costs
implication, then select the best method for adhig\the goals,
and then build the budget around the selected mpénd finally
feed data back to adjust the cost to results. mehod was first
used by the U.S. Defense Department during thengietWar; it
seeks greater efficiency by attaching spending #otiqular
programmes. The method enables schools to elieinastly
programmes that can waste resources, it also hkgpschool
administrator to identify and define the goals arwectives of
the school, on the basis of which appropriate @ognes are
designed to achieve such goals and objectives. eMery while
this method sounds ideal, it is too complex for eleping
countries such as Nigeria where there is inadeqdati® to plan
with and shortage of skilled manpower.

SELF ASSESSMENT EXERCISE 2

Mention and explain the various methods of pregaéarschool budget.
Which one would you as a school head prefer?

3.5 Importance of School Budget

The role of school budget in administration of éad cannot be
overestimated. Some of the importances of theddhadget are listed
below:

(1) School budget is an instrument of planning aaahtrol in the
school system because it specifies the financialcqures
through which the goals and objectives of the sthgstem can
be achieved.

(i) It also serves as an instrument of control daese it is an
established standard against which performancehefstchool
system is evaluated.

(i)  School budget makes it easier to ascertagmdktent to which the
school has achieved its aims and objectives through
implementation of various programmes budgetedrfa year.

(iv)  The school budget also reveals possible intghbolf the school to
implement/achieve some of the programmes budgeiedsf this
will enable appropriate action to be taken to easuis
implementation/achievement in the future.
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(v)  School budget encourages teamwork among thié atathey
work together to achieve common goals and objestive

(vi) It also enhances the coordination of the aii¢ig of the school by
giving financial direction to the various activaideing carried
out by the school for the purpose of achieving #was and
objectives of the school system.

3.6 Challenges of School Budget in Nigeria

There are various challenges facing the preparamehimplementation
of school budget. Some of them are identified arplagned below:

(i) Lack of Accurate Statistical Dataln order to make a working
budget by the school, there must be available atewlata of
past projects and budgets. In some schools, teeseds are not
properly kept while they are not even availableseame schools.
This makes it difficult for school heads to makecwate
financial projection for the school programmes, amith this
problem preparation and implementation of budget sthool is
difficult.

(i)  Political Instability. The unstable political environment and
policies, as well as lack of continuity in all gomeent policies
in Nigeria give room to poor economy. This leaalseduction in
allocation of funds to the public schools which @daadverse
effect on the preparation and implementation of #Hahool
budget.

(i)  Inflation. This is a situation whereby much money buys fewer
goods; inflation is a persistent fall in the pursing power of
citizens of a country. This situation makes thepgaration and
implementation of school budget so difficult in Mrga where the
accurate rate of inflation cannot be ascertainéd. a result of
this, some budgeted projects may not be implemedtes to
rising cost of materials. This makes the prepanatf school
budget faulty and makes the implementation verfjcdit.

(iv) Dependence on Government Granighe largest part of revenue
for public schools in Nigeria comes from the goveemt, while
very insignificant financial resources come fronmest sources
and internally generated revenue. Government giveth
recurrent and capital expenditures to public schodVhenever,
there is a delay in the allocation, the implemeortatof the
budget becomes so difficult to the extent that sthat times are
grounded. In Nigeria nowadays, government allocatis
unpredictable, especially with the trend of ecormsituation in
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the world, where prices of oil which is the majausce of
revenue for Nigeria is fluctuating. This and otlpeoblems had
reduced school budget to a mere paper work and o ra
working budget.

(v)  Insincere School HeadsMost of the school heads in Nigeria are
not sincere, and greedy. Most of the time; theyapypsopriate the
allocated funds and also commit other forms ofgogiline such
as embezzlement in their schools. This will jedpaa the
attainment of objectives of the school system agatoed in the
school budget.

(vi) Lack of Orientation for School HeaddMost of the school heads
are not given induction training on assumption aadship
position. They only use the residual knowledge eainvhen
assisting their school head to prepare their budgetn they
eventually become the school head. To those whoot@ssist
before assuming headship position, this is a seribreat. Most
school heads give this function to their bursarstber delegated
staffs; this practice does not give room for re@lisudgeting.

4.0 CONCLUSION

Budget has been defined as an analytical finasteaément of income
and expenditure for a specific period of timecdh also be said that it is
a systematic plan for the expenditure of a usuadbd resource, such as
money or time during a given period. However, host budget is a
statement of the total educational programmes fgivan unit, as well
as an estimate of resources to carry out the progeaand the revenues
needed to cover those expenditures. Budgets & tosforecast and
reveal the anticipated revenue for a given period the source, to
control the official financial activities of thelsgol head among others

5.0 SUMMARY

In this unit, we have discussed the meaning of bu@g well as the
meaning of school budget. Budget may be for eitherwhole country,
or an organisation, but the school budget is a budgant for a school.
However, whether a budget or a school budget, #fpiscifically for a

period of one year. We also looked at the purpaspreparing a school
budget as well as the various methods that couldadepted for

preparing a budget. We also examined the varibalenges facing the
preparation and implementation of budget.
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6.0 TUTOR-MARKED ASSIGNMENT

1. Define a school budget.
2. Explain the various challenges facing school adsivators in the
preparation of a school budget and suggest possalgions.
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UNIT 5 DISCIPLINE AND THE SCHOOL
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1.0 INTRODUCTION

Discipline in Nigerian schools has long been amasthat is of main
concern not only to the government at all levelsdiso to educational
practitioners (private and public). The parentsase not left out when
the issue of discipline in school is brought up descussion. To a very
large extent, good schools are usually known fairthigh level of

discipline among their students. The frequent oecwce of students’
unrest in Nigerian Universities, Polytechnics arall€yes of Education
is a reflection of the level to which disciplineshdegenerated.

It should be noted that year-in year-out, peoplange with time.
Students are influenced by their peers and immediavironment. The
type of influence in students’ life is manifestadtieir relationship with
schools and environment. Discipline during the-g@tonial era, is not
the same with the same during the colonial eraexet not the same at
the immediate post-colonial era and now.

2.0 OBJECTIVES

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

. define discipline

. mention some acts of indiscipline among the seagndahool
students

. discuss the various causes of indiscipline in Nayeschools

. suggest what school head can do to ensure diseipliachools.

121



EDU 412 PRIRCES OF EDUCATIONAL MANAGEMENT

3.0 MAIN CONTENT

Oniyama and Oniyama (2002) posit that a problenttitd is the one
who cannot adjust to the socially acceptable noofnbehaviour and
consequently disrupts his/her own personal acadgmigress, the
learning efforts of his/her classmates and inte@eal relations. Thus
problematic children denote children with unaccbklgtdehaviour. They
are found in many schools at various levels infaieg other students
negatively and constituting a major source of waorall educators.

The citizens of the country are governed by theslaivthe land. These
laws also affect all agencies, whether governmenrtgr-ministerial,
parastatals or education for the purpose of prorggbeace, justice and
equity. It is evident that the purpose of law i®tsure orderliness in the
society. So also the school system needs a corelueaching and
learning environment that is peaceful at all tinesa functional and
productive school work.

3.1 Meaning of Discipline

The word ‘discipline’ is derived from the Latin wbfdiscipulus’ which
means to learn. It means group of people are bdwndules and
regulations towards attainment of a common goate ferm discipline
is construed in different forms such as; disciplias punishment,
discipline as control, as training, and as learnthguukoro (1997) posits
that discipline is training or learning by an indwal to attain self-
control, self-will, self-direction to act in a prepor right manner at the
right time and place without being deceived or éar¢o do so. Idoghor
(2001) opines that discipline implies procedure ands, which lead a
child to manage his/her behavioural patterns biyisedrder to be able
to act in a socially acceptable manner. Olagbop®4? also posits that
discipline may be considered as the readiness laity ®f students and
teachers to respect the constituted authority, rebsand obey school
rules and regulations, and maintain a high standzfrdoehaviour
necessary for the smooth running of the teachiegrning process.

Discipline as conceived by various authors suggests an internal
state of the mind where in an individual thinks aus in the proper
manner anytime, anywhere, without anybody urging/her to do so.
This is against the discipline that comes forcgfbly an external factor
so that the individual carries out the intendedavebur. The first form
of discipline is the positive type of disciplinehile the second form of
discipline resulted from external control or foiseghe negative type of
discipline. The willingness of the students to olsmhool laws and
regulations is absent in the second form. Therefibrat type of
discipline is not desirable. The best form of dptine advocated for the
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school is self control that leads to good behavisiihout any external
force. It is this type of discipline that can fasstability in the schools
thereby paving the way for qualitative education.

3.2 Meaning of Indiscipline

Indiscipline is the direct opposite of disciplir@ittimiya (1995) defines

indiscipline as any act that does not confirm te focietal value and
norms. Otu (1995) also defines it as unruly aot$ leehaviours, acts of
lawlessness and disobedience to school rules gudatens.

From the above, it can be inferred that indiscipliefers to behaviours
which are capable of impeding the achievement ef gbals set for
institutions. In other words, indiscipline is a \ton of school rules
and regulations. Indiscipline is capable of obgtngcthe smooth and
orderly functioning of the school system. It can sasemmarised that
indiscipline is any form of mis-behaviour which tsteident can display
in the following ways; general disobedient to cdostd authority,
destruction of school property, poor attitude éarhing, abuse of
seniority, immoral behaviour, drug abuse, stealilageness, truancy,
dirtiness, quarrelsome, use of abusive languaggeness etc as the
forms of indiscipline are inexhaustible. Indisangl can also be said to
be the unwillingness of students and or teachessjoect the constituted
authority, observe, and obey school rules and etgus, and to
maintain high standard of behaviour conducive tacleng learning
process and essential to the smooth ruling of thed to achieve the
educational objective with ease. It can also bel ghat an act of
indiscipline is when students and or teachers esfo®bey the rules or a
code of behaviour set aside by a constituted aighovithin the
educational system/school.

SELF ASSESSMENT EXERCISE 1

1. Distinguish between discipline and indiscipline.
2. Highlight 15 types of indiscipline common to secandschool
students.

3.3 Causes of Indiscipline in School

To facilitate and enhance the attainment ofthels of the school

To create a conducive teaching and learningrenwient

To produce cultured citizens who will have retpdor

themselves and others in the society

4. To help individuals to do the right thing alettime without any
compulsion

5. To produce loyal and respectful citizens

W=

123



EDU 412 PRIRCES OF EDUCATIONAL MANAGEMENT

6. To help student to develop and have respectcéorstituted
authority and

7. To facilitate the creation of a disciplined sigiwhere people of
various interests learn free and apply the norndsvaues of that
society.

3.4 Causes of Indiscipline in School

There are many factors responsible for indisciplasds among the

students in the schools. The behaviour of theestisdusually reflects

the society in which they are brought up. Since thwe products of the

society, they mostly exhibit and share in its valad beliefs. The

causes of indiscipline in the schools are therefi@eeable to the parents
at home, the headmaster/headmistress or prindipalteachers in the
school the peer group, the government and the gepeblic.

I The Parents

Many parents have abandoned the responsibilitglohg care of
their children. Some parents have little or no timrethe children
who are left in the care of house helps; hence n@nthese
children pick up the behaviour of the house helfgsclv they
exhibit in schools. Many parents are not discigiteo in terms
of moral behaviour. Some of them embezzle moneyheair
various places of work; tell various lies in thplaces of work.
Everybody knows it is easier to copy bad behavidbhasn good
ones. As the children watch their parents’ bad biela, they
practise them and with time they become perfeqiudting up
such bad behaviours.

il. School Staff
The attitude of teachers to work, teachers’ apmpeara(i.e.
dressing) and illicit relationship with studentajldre to prepare
for class work/lesson, teachers involvement in @aration
malpractices, cultism, illegal school fees collectother fees,
poor learning environment and the like breed ingise among
the students.

ii. School Head

The inability of the school head master/mistresgmncipal to
provide or influence or have a say in the provissdradequate
facilities, employment of qualified staff, encoueagent to
teachers, and admission of students with poor aw&dstandard
into schools may degenerate into various acts disaipline on
the part of the students whenever there is neeshtov their
disagreement with some of the policies of the sthead.
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V. Peer Group

Once a child is of school-going age, he/she spendse time
with peers outside the family where the child ip@sed to
various pressures from the peers and with thistethe the
possibility that the child may be more influencedthe peer’'s
character where he/she spends most of the timehiware where
less of the child’s active time is spent, becalmegeers are in
the same age bracket with him. The pressure frempters as
well as students characteristics plays a strong nol shaping
children’s behaviour. Some peers have formed gaingsrecruit
members from among children who have experiencadtdent
problems at school and at home. Gangs/peers ofteatec
problems for schools by using drugs, encouraginglexce
among their members and by participating in illeazs.

V. The Government

Frequent change of government's educational pgalicieoor
funding, lack of sustainable plans, distorted valsgstem,
corruption, embezzlement, favouritism, nepotism,cords
alteration and all negative actions by governmagéncies,
office holders, and mass media, breed indiscipineong the
students and in the society as a whole. The pdhiay affects the
principle and practice of education in Nigeria se&wnlack

consistency. Different administrations always coma with

different policies instead of consolidating thestixig ones. This
inconsistency does not only affect teachers’ moeald it also
affects students’ interest and wastes their tirheequent strikes
as a result of inconsistent policies waste humath material
resources which can also lead to students’ protesid

demonstration.

SELF ASSESSMENT EXERCISE 2

Why is indiscipline on the increase among Nigeadolescents?

3.5 How to Control Indiscipline in Schools

Indiscipline is an act that can better be prevenkaoh corrected. The

following pre-cautions are necessary to preventugeace or re-

occurrence of indiscipline acts among studentghogls.

I. Basic Managerial Skill- The school head should acquire basic
managerial skill through training, and seminarsinprove his
technical skills as well as to improve his knowledgf school

administrative techniques, and procedures in oraldoster and
enhance discipline in school.
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ii. Appointment of Dedicated Trained Teachers Dedicated
professional trained teachers are those with psafeal
competence who can bring the desired level of gad@alism
into teaching by ensuring that students comply witles and
regulations and ensure that culprits are broughbtak.

iii.  School Head Should Lead by Example Indiscipline can be
reduced in schools when school heads and othdrmthbers
are disciplined. Those who are not disciplined agndhem
should be ready to lose the right of forcing otheéeos be
disciplined.

V. Prioritise Student Welfare- The school management must give
high priority to the welfare of the students by ding health
centres, sports facilities, conducive learning sownent, water,
regular electricity and meet with the students egutar basis to
know their needs, and let them know why some eif tthemands
may not be met if any.

V. Establishment of Guidance and Counselling Sewriie This
service will promote discipline in schools becatiseservice will
assist maladjusted students in the areas in enabtisacial and
personal adjustments. This will reduce indisciplesong the
students.

Vi. Teaching of Moral and Religious StudiesIn schools where we
have moral and religion education, more emphasisldhbe laid
on it and where there is none, it should be intoedu This will
instill the fear of God in the students, draw thelwser to God,
and make them obedient.

vii.  Establishment of Parents — Teachers Associatie This is a
forum where the school head can brief the paremisgaardians
of students on various acts of indiscipline foundoag the
students and issues related to disciplinary mattetdd also be
discussed. This forum will allow parents and thbosd staff to
jointly enforce discipline on the students.
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4.0 CONCLUSION

To achieve self control, there is need to behawsraing to the laid

down rules and regulations in school setting. Eeereyin a given

society needs to take part in the act of discipdnd discipline should
not be seen as a negative force. It should be & halihe home,

classroom and even in the society. Parents shaultisziplined and be
good models to their children, the society showjdad#ly be disciplined;

bribery and corruption at various levels should dieecked so that
children will not imitate this bad habit, since dguts are the product of
the society and leaders of tomorrow. If Nigeriatas progress and
advance into a developed nation, our youths mudlis@plined. The

home should lay the foundation, the school buildsitoand this is

transferred into the society where they will evafitu function as

disciplined adults.

5.0 SUMMARY

In this unit, we have discussed the act of disegland indiscipline.
Discipline has been viewed as training by an irdiial to attain self-
will and to act in the right manner at the righthéi and place, without
being forced to do so, while indiscipline is thepopite of discipline.
Examples of acts of indiscipline found among thddcén in schools
were mentioned; the causes and what can be dgrevent indiscipline
among students were also mentioned and discussed.

6.0 TUTOR-MARKED ASSIGNMENT
1. Why is indiscipline more pronounced in educatianatitutions?
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