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HEAD TEACHER OBSERVATION FORM - FORMULAIRE D'OBSERVATION ]l)U 
DIRECTEUR ]I)'ECOLE 

This 'ann-is to be used by Zone Curriculum Advisers to assist Head Teachers improve their school management skills. 
Ce fonnulaire est 8 utilise pour /e Conseiller pedagogique du Secteuf Scolait-e 

Fuli Name / Nom et Prenom: 

Qualification: 

School/Ecole: 

Island / lie: 

Province: 

Date of last visit ( 
Date de 1a demicre visite: 

__________ Number ofteachers / Nombre des maitres: 

__________ Number of classes / Nombre de classes: 
~.J 

__________ Total enrolmentiEffectiftotal: 

. 

ENVIRONMENT & GENERAL SCHOOL APPEARANCE I L'ENVIRONEMENT ET ASPECT GENERAL DE L'ECOLE . . ·c 
, 

Check condition of / Verifier I'etatde: 

... 

• Classrooms / Salles de classes 

• Teache .. houses / Logements des Maitres 
. 

• Kindergarden classrooms / Salle de.classe/ jardin 
d'enfants 

• School sanitations I Ablutions et toilettes: 

• Other buildings / Autres b&timents: 

• Donnitories / Dortoires: 

• Dining hall I Refectoires: 

Is general maintenance of buildings carried out regularly? 

Les batiments sont-ils reguiierement entretenus? 

Comment on Health I Hygiene of school I 
La sante et )'hygiene dans I'ecole, commenter. 

Does the school have a neat and tidy appearance? I 
L' ensceinte de I' ecole est~elle seine? 

Is the school garden well maintained? I 
L'embellissement de I'ecole est~elle maint.enu? 

Check school 'vernacular classes / Verifier les classes des 
ecoles vemaculaires: 

Ch~ck that the recruitment entry age is respected for Kinder. 
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Verifier que I 'age d'inscription est respecte. 

PROFESSIONAL SUPPORT TO TEACHERS I SOUTIEN PROFESSIONNEL DU DIRECTEUR 

Does the Head Teacherl Est-ce-que Ie Directeur: 

• Assist teachers in difficulty? I 
Soutient les maitres en difficult6? 

, 

• . Organise teacher meetings? (check for minutes) / 
Organise des reunions? (verifier les compte rendus) 

• Conduct school·based in-service training? I 
Anime de~ mini7'stages de fonnation? 

• Mqnitor classi'09m tests? I 
Control. lea tests dans son ecole? 

• Ensure teachers have ami use the approved syllabus? 
S'assure que les maitres util~sent des documents 
pedagogiques officiels? 

SCHOOL MANAGEMENT I ADMINISTRATION DE L'ECOLE 

Is there a school plan and budget? 

L' ecole .-t-elle un planning et un budget? 

Is the Head Teacher'.s office well organised? 
te bureau du Directeurest,il bienoiganise? , 

Is correspond_handled efficiently? 

~Collrier.est"il~t6efl'ectiv_t? 

.elalion~hip with stalf 

$a.~lation·avec 1190 ol? 
. 

jteIatiOoshipwith the Col1)!llunity 

sa re.!atillJ\avec.laco_\IIlte? 

Cheek minu,"" for the School Committee meeting 
Verifier Ie. COIDPtes r~usdesreunionsdu comite 

Are Student tninsfers managed well? 
te I!8nsfer des el~es esl'i1 control.? 

Are responsibilities delegated io staft'I / 
~. r~i.bilili~",~!~·uxeQ~uigiants? 

How well does the Head Teacher handle responsibilities 
delegated from the PEO, Zone Leader or Inspector? 
Comment et de mieux, Ie Directeur asSl,lIlle des responsabilites 
qui lui sont del_goes par Ie CPPEI Inspecteurs, Directeurs 
Animateurs. 

SCHOOL RECORDS I DOCUMENTS DE L'ECOLE 

Check that school records, books, registers are used and well maintained I 
Verifier "que les documents, livr~, registres sont un Uses et entrelem. 

Log book / Le Journal de I'ecole 

Admission register I Le Registre Matricule 

School Account book / te livre de compte 

Pupils identity cards / La carte d'identite des ,m,ves , 

Student files / Dossier des eleves 
, 
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Teachers files / Dossier des Maitres 

Pupil's attendance register I Registres d'appeI 

School report / Rapports (annuel- trimestriel de I'ecole 

Head teachers report I Rapport du Directeur 

Punishment book / Livre de punition/ ch.stiment 

inventory register I Livre d'inventaire de I'ecole 

Staff meeting and minutes book / Livre du compte rendu des 
reunions du personnel 

Visitors book! Livre des visiteurs 

Land lease record book I Livre pour la locatjon du terrain du 
I'ecole 

. 

OBSERVATIONS J 

Other observations / Autres observations 

Overall ~uggestions for improvement I Conseils pour amelioration 

Name ofZCA / Nom du CP: 

Date of Observation / Date de J'observation: 

One copy of this form should be given to the Head Teacher and one copy to the fnspector. 

Une copie est a donn~e au Directeur at une autre 8 17nspecteur 
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