Functions of Primary Section

The Primary Section is responsible for coordinating and facilitating quality delivery of teaching, learning and the administration of primary education in Fiji.

The specific functions carried out during the year included the following:

· To develop plans and facilitate the effective management and supervision of primary schools in the Country.

· To provide adequate staffing for all primary schools and placements of graduate teachers from USP, LTC and Corpus Christi Teachers College.

· To ensure that the Ministry of Education policies and strategies are carried out in the division in particular staffing of schools, adherence to practices, rules and regulations and maintaining and improving the standard of education in schools.

· To organize and co-ordinate Education Forum Meeting and Divisional School management meeting with other stakeholders in education.

· Assist towards the staffing and administration of Lautoka Teachers College.

· To supervise and co-ordinate the work of the four Division Education Offices and nine Education Districts.

· Processing and assessment of post of responsibility in primary schools, administrative posts in district offices and divisional offices and posts at Lautoka Teachers College.

· Facilitating payment of teachers’ salary grants, tuition fee free grants assistance, language teachers’ grant assistance, boarding allowance, travel and transfer allowance for teachers and district staff and per capita grants for boarding primary schools.

· Support and continued liason with school management committees in consultation with donor agencies particularly FESP[AUSAID] and FESP [EU] in the delivery of quality education.

· To help maintain good relationships between managements, communities and teachers and clarify their roles through workshops and seminars.

· To provide linkage with the Ministries and departments through meetings and discussions for social developments within the division.

PRIMARY STATISTICS

	Division
	District
	Schools
	Teachers
	Roll

	Western
	Lautoka/Yasawa
	84
	827
	22,863

	
	Ba/Tavua
	63
	422
	9773

	
	Nadroga/Navosa
	61
	369
	8954

	
	Ra
	41
	227
	5365

	Total
	
	249
	1845
	46,955

	Northern
	Macuata/Bua
	97
	615
	13,502

	
	Cakaudrove
	65
	393
	9,792

	Total
	
	162
	1008
	23,294

	Eastern
	Eastern


	118
	430
	8011

	Total
	
	118
	430
	8,011

	Central
	Nausori
	116
	785
	20,325

	
	Suva
	90
	938
	31,793

	Total
	
	206
	1723
	52,118

	Grand Total
	
	735
	5008
	130,378


Tuition Fee Free Grant Use

This is paid out to schools three times a year based on appropriate formula. Condition for utilization of this grant, as stipulated in the School Management Handbook, 2005:28 states that:

· Tuition Fee grants shall be deposited every term in the School’s Bank Account. It shall be the responsibility of the management and the school head to ensure the accounts are operational at all times. Any change has to be communicated with the Ministry of Education without delay.

· Tuition fee grants shall be used solely for the purpose of facilitating teaching and learning.

· Tuition fee grants shall not be donated, loaned or borrowed by any person or organization.

· Tuition fee grants given to primary and secondary schools must be kept in separate accounts. This shall be reflected in the audited financial reports.

· School funds may not be expanded unless approval has been granted through a duly convened committee meeting. Funds expanded during emergency should get retrospective approval and should be reflected in the minutes of the meeting.

· Tuition fee grants shall not be used for any other purpose such as building grants, hostel grants and any other activity that deviates from the original purpose of this grant.

For the purpose of acquittal and accountability, schools are to adhere to the following guidelines.

· All financial records and evidence of transactions shall be kept at the school and made available to the Ministry officials for scrutiny during their visits.

· The account may be audited by any person with sufficient accounting knowledge. However, he/she is required to give a certificate confirming the audit and submit a report of the findings and recommendations.

· The school shall submit the audited financial report that has been endorsed in the Annual General meeting to the ministry by the end of February of the following year. It must be accompanied by a copy of the minutes of the AGM.

· Failure to submit the audited financial report on time may result in future grants being withheld.

· Discrepancies identified by the Auditor may prompt the Permanent Secretary to institute disciplinary action or legal proceedings against the schools or individuals implicated.

Shopping Leave

Direction for shopping leave is given in Education Gazette Vol. LXVI: No. 2; Term 2, 1994 as follows:

· Head Teachers of remote rural schools are required to make application to the Senior Education Officer at the beginning of each year for permission to close their schools once a month on Fridays to enable teachers to go to town to do their shopping and other business.

· The lost time has to be covered prior to taking leave either by taking classes on two Saturday mornings or other arrangements in consultation with the SEO.

· Management and parents should be made aware of this arrangement in advance.

· Districts are to monitor strict compliance of application and use of this privilege.

School Repeaters

It is standing MoE policy that children should advance to higher classes each year. However, in cases where a child has to repeat a class or a year or part of a year in a lower class, the approval of the District Senior Education Officer will be necessary. 

Head Teachers should be guided by the following criteria when making recommendations to the district SEO.

· You must clearly establish and state the reasons for repeating e.g. very poor academic performance, excessive absenteeism, delayed start in schooling, handicapped, medical grounds, etc

· You must check the child’s date of birth and the child should not exceed his 15th birthday when he reaches class 8.

· You must ensure that there is no overcrowding in classes due to repeaters.

· You must keep the number of repeaters in each class to the very minimum.

· You must counsel and advise the child’s parents that it is for the child’s benefit that he/she is repeating.

· Under no circumstances should a child repeat for religious reasons.

· Under no circumstances should a child repeat for the purpose of improving the school’s examination pass rate.

· Head Teachers should also note that, repeaters should not be used as an incentive to gain more “tuition free grants” for the school.

Quality Assurance by Head Teachers

Head Teachers should ask themselves the following questions:-

a. Has each teacher a scheme of work to follow and is the teacher following that scheme? The Head Teacher should see that entries in Work Books correspond with entries in Scheme of Work.

b. Is the teaching sound or are subjects being skimmed over?

c. Are the faults of children being corrected and is individual attention given to weaker pupils?

d. Has the teacher merely talking instead of doing practical work with the pupils?

e. Has the teacher prepared all the necessary apparatus?

f. Am I paying special attention to general weaknesses in the school and giving special attention to any one class which requires such attention?

g. What do I myself know of the pupils themselves, their weaknesses and difficulties, and how these are being approached by the class teacher?

h. Have I discussed Visiting Officers reports with my Assistant Teachers?

i. Do I check regularly to see that all my staff are carrying out all instructions given by Visiting Officers?

j. Is the class teacher correcting all written work thoroughly?

Marking of Pupils Written Work

a. Marking written work carefully, neatly and correctly.

b. Keeping al marking up to date.

c. Checking whether pupils do the ‘CORRECTION” or not.

d. Checking to see that the work is neat and well set out.

e. Checking to avoid wastage of paper.

f. Checking to see that there is improvement in the standard of neatness and penmanship.

Design of Classrooms

Considerable divergences occur in primary school plans submitted to this department for approval and, while it is neither possible nor desirable to lay down hard and fast rules, the following suggestions should serve as a guide in future:-

a. Size of classroom – This should be rectangular and approximately 500 square feet, the width of the room to be not more than 22 feet. Such a room:-

           i. allows ample space for teacher and pupils to move freely;

          ii. prevents the children from being too large;

         iii. prevents the children on the sides at the front of the class from begin 

              subjected to a distorted view of the blackboard;

         iv. enables the teacher to control the whole class as a glance without continually 

              turning his or her had from side to side.

b. Doors – In all cases doors should be built in the side wall at the teachers end of the classroom.  The minimum width should be 3 feet and they should open outward with catches to keep them from swinging when open.

c. Windows should be on side walls ONLY, facing north and south, and should occupy all possible wall space. They should be set not more than 3 feet from the floor and, if not opening on to a verandah, should be protected from rain and glare by wide eaves. Steel casement windows are recommended except for those opening on to a verandah where the use of louvre type saves space.

     Windows in a rear of a classroom must be avoided but if this is impossible wooden shutters, allowing ventilation but shutting out direct glare, should be submitted for windows. Blackboards must be fitted on blank walls.

d. Special rooms such as domestic science and cookery or manual training rooms should be referred to specialist officers in the department for their advice.

Responsibilities of a School Head

Tasks Undertaken Daily:

1. As the custodian of school keys, ensure the school gates, office, classrooms and toilet blocks are open at the appropriate time.

2. Monitor the arrival of students and ensure all safety measures are followed by all drivers and pedestrians in the school compound.

3. Review the days programme.  Remind teachers if any additional activity has been planned for the day.  For example, attending of sports meeting, arranging tea for special visitors to the school etc.

4. Check the mail and take appropriate action.  Note important items in the diary and staff notice board.  Advise teachers of any upcoming events like meetings, activities like oratory contest, or visits by important personnel like CDU, School Health Sisters, Road Safety personnel etc.  Negotiate with a group of teachers and delegate responsibilities to prepare for the requirements as mentioned above.  Negotiate with the accounts clerk for appropriate budget to cater for the visit. Advise the school manager in case important stakeholders are visiting.

5. Ensure morning routines are followed and classes begin at the right time.

6. Monitor teacher attendance.  In case of teacher absence, negotiate with other teachers for the supervision of the affected class. Monitor that this class is not neglected throughout the day.  Personally teach/supervise this class when not tied down to other urgent business.

7. Supervise the teachers and students throughout the day by employing various strategies like walking about, visiting classes at random and through the assistant head teachers and executive teachers.

8. Receive complaints from teachers about students who are irregular, who do not complete their homework or those who are found to be misbehaving.  This needs investigating, monitoring, counselling and if need be referring to their parents.

9. Parents also come up with allegations of bullying by other students, lost items, and at times allegation of mistreatment by the teaches.  Such cases are time consuming as the complaint has to be entertained, investigation carried out and satisfactory response given to the aggrieved party.

10. Business organisations send their sales people to the school with various types of items and proposals.  They only wish to see the head teacher. We have to spare time for these people even if we are not interested in their products.  We have to keep a cordial relationship since these are the people who support us during school fund raising.

11. The school clerk and typist must be allocated job and monitored throughout the day.

12. Take telephone calls as numerous persons and organisations wish to communicate with the Head Teacher.

13. Ensure school canteen operates on time during recess and lunch and that all approved financial procedures are followed.

14. Ensure children are adequately supervised by teachers and prefects during recess, lunch and duty times.

15. In case of emergencies, like children falling sick, ensure that first aid teachers check and if need be advise the parents.  In emergencies, refer the children to the hospital.  

16. Make alternative arrangements for those children who were found not having anything to eat during lunchtime.

17. Ensure appropriate dismissal procedures, including road crossing is followed after school.

18. Attend to parents who come up to enrol new students or to withdraw their children.  This is very common as there is a lot of migration, both local and overseas.

19. Writing references letters for parents who wish to seek assistance from Social Welfare Department.

20. Writing reference letters for parents who wish to claim money from FNPF to pay for fees etc.

21. Give reference for children in the school if they wish to visit overseas during the holidays.  Such reference is also needed when they wish to make their passports.

22. Attend to requests by the Management on any matter.

23. Certify documents for parents whose children are in secondary schools and wish to claim “Remission of Fees”.

24. Help supervise any construction/repair/maintenance work being undertaken in the school.

25. Delegate duties and, supervise and monitor performance of the school gardener/handyman.

26. Inspect any damages done/identified and arrange for its repair. In case of major works, consult the Manager, obtain relevant quotation, get the damage repaired and organise payment.

27. Make provision for rooms etc required by other organisations like Road Safety Council, Teachers Union, who meet after school hours or during weekends.

28. Ensure that all fans/power points are switched off, rooms locked, water taps and control valves turned off, toilet locked and school gate closed after school.

29. Make entries in the log book for any important incident, event or in case of any changes to routine like some classes going out for excursion.

30. Monitor the teachers, students and the functioning of the kindergarten section. Attend to any request that may come form that section.

Tasks Undertaken Weekly:

1. Check and approve Teacher’s Work Book and other plans with the assistance of two AHT’s.

2. Check the attendance register.  Identify cases of excessive absence and take appropriate action.  Establish the cause of absence and identify cases of truancy.  Take appropriate corrective measures.

3. Check reports prepared by teachers on duty and take appropriate remedial action.

4. Liaise with the Ministry of Education on issues of importance.

5. Monitor remedial programme and assessment of class activities.

Tasks Undertaken Monthly:

1. Supervise preparation of Monthly return of absence of teachers.

2. Supervise preparation of Accounts for presentation to monthly committee meeting.

3. Monitor assessment of student performance undertaken by class teachers.

4. Hold staff meeting to deal with administration and professional issues.

5. Attend Head Teachers Association Meetings.

Tasks Undertaken Termly:

1. Facilitate Term end tests.

2. Ensure adequate resources are available for use by teachers and students.  Monitor issuance and records of such expandable and non-expandable items. 

3. Prepare and submit school list to the Ministry for Fee Free Grant.

4. Organise procurement of items in short supply.

5. Publish school newsletters.

6. Attend workshops/seminars organised by SEO, HTA, CDU, LTZ, other organisations.

Tasks Undertaken Annually:

1. Preparation of Annual Work Plan

2. Approval of Scheme of Work prepared by every teacher.

3. Negotiate class allocation, rooms and other duties.

4. Negotiate and delegate duties for extra-curricular activities.

5. Help prepare job descriptions for all positions.

6. Consult teachers and involve deputy heads to prepare duty roster, delegation of specific duties, allocation of garden space and duty areas.

7. Prepare year planner.

8. Set targets for external examinations and other competitions organised by various Government and Non-Government Organisations.

9. Assist the Management in the preparation of annual budget for the school.

10. Organise school fund raising with the management.

11. Enroll new students in class one and other classes after vetting applications and conducting interviews.  Update admission register and tally for accurate information.

12. Help facilitate Annual General Meeting of the school.  Help management prepare annual report of activities and finance.

13. Organise Children’s day, Teachers day, Sports Day and various other programmes to mark religious festivals and important events like Ratu Sukuna day.

14. Organize Annual Prize giving programme.

15. Endorse candidate registration forms for Fiji Intermediate and Fiji Eighth Year Examinations.

16. Prepare schools annual report and send copy to the Ministry of Education.

17. Cite and sign student report of internal examinations after Mid Year and Annual Examinations.

18. Attend Conference organised by Fiji Head Teachers Association.

19. Maintaining inventory of school assets like books, furniture, production equipment, furniture, keys etc.

Tasks Undertaken as and when required:

1. Prepare and present professional papers to teachers and head teachers as part of professional development exercise.

2. Entertain and negotiate with donor agencies for assistance and aid.

3. Entertain visitors from overseas who come on goodwill visits.

4. Entertain visitors from teacher training institutions who come for familiarisation and for placement of student teachers.

5. Take on student teachers, guide them throughout their practicum period and write progressive and terminal reports.

6. Write project proposals for possible funding and project reports upon completion of the projects and programmes.

7. Attend functions in the school community as guest speakers.

8. Attend funerals/functions in the community on behalf of the school.

9. Be part of the management team while dealing with the landowners.

10. Help organise special events like World Food Day, National Library Week, World Health Day etc at school and district level.

11. Guide children to participate in various national and international competitions.

12. Be responsible for the training and participation of students to various Districts and Nations sporting activities.

SPECIAL EDUCATION

ECE

LAUTOKA TEACHERS COLLEGE

Information for prospective Students

Academic Programs

Presently the College offers the following teacher training programs:

a. a two year pre-service Diploma of primary Education, completion of which authorizes successful graduates to teach in primary schools in Fiji, this program, introduced in 2005, replaces the Teaching Certificate.

b. A one year in-service certificate Advanced Certificate in Early Childhood Education for licensed kindergarten and pre-school teachers; this program, introduced in 2005, replaces the Certificate in Early Childhood Education.

Entry Requirements

Diploma of Primary Education

· A pass in the Fiji Form Seven Examination which at least 50% in each of English and Mathematics, or an alternative that is equivalent and competence in at least one of Fijian, Hindi, Urdu, Tamil or Rotuman up to Form 2 level (Form 4 from 2006)

Advanced Certificate in Early Childhood Education

· A pass in the Fiji Form Seven Examination, or New Zealand University Entrance Examination, or the USP Pacific Pre School Certificate at B+ average or better.

· Applicants should have completed 3 years of pre-school teaching.

New Policy on Intake into Government Teacher Training Institutions

As approved by the Cabinet in April, 2009, intake into Lautoka Teachers College will be considered along the following classifications.

· Urban – Students who attend schools within the metropolitan area, be it city, town or township.

· Semi-Urban – students who attend schools outside of the metropolitan area but within 5km of the boundary of the same metropolitan area.

· Rural – students who attend school outside of the 5km area that surrounds the metropolitan area.

· Remote – students who attend schools in the interior of the main land and outlying islands.

APPLICATION

Candidates who are still in school should apply through their school principals. Schools leavers can obtain relevant application forms from the nearest education office and send their application forms together with a copy of their birth certificates and result of the highest exam passed to reach the office of the Permanent Secretary for Education by 6th October.

GOVERNMENT COST SHARING SCHEME

All students who are sponsored by the government are required to pay back one third of the cost of their training to the government. Forms are available to students on registration day to either apply for a loan or offer to pay in full or by instalments his/her share of the cost of training. Repayment of loans would be arranged to commence after completion of the course or termination of studies. A sponsored student will be bonded for a period equal to the number of years of training after his/her certification.

ACCOMMODATION

Accommodation is available on campus.

ENRICHMENT PROGRAM

All students are required to participate in the College Enrichment Program. This consists of a broad range of activities aimed at preparing teachers for the breadth of roles they are expected to play in their schools and communities.

SOCIAL AND CULTURAL PROGRAMS

The College places a lot of emphasis or organized activities that enhance learning through inter-personal relationships.

Sporting activities are very important since they constitute a discovery talents hidden or lying dormant within each individual.

Students are encouraged to organize interest groups that promote the welfare of members. For instance, the formation of ex-student’s association of school, or religious groups are formed.

Students are encouraged to search for the meaning of life through involvement in cultural and religious activities.

