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Chairperson's Message

Dear Learner,

| congratulate and wel comeyou for choosing Nationd Institute of Open Schooling (NIOS) asyour preferred
option for pursuing Vocational Education. By enrolling with thisinstitution, you have becomeapart of the
NIOSfamily whichistheworld'slargest open schooling system. Asalearner of the Nationd Institute of Open
Schooling (N10OS) Vocationa Programme, | am confident that you will enjoy studying and will benefit from
thisvery unique school and method of training.

Before you begin reading your lessonsand start your training, there arefew wordsthat | would liketo share
withyou. Diplomain Ingtitutiona L eadership and M anagement isan upskilling programmewhichisdesigned
keeping in mind the needs of tomorrow'sgloba leaders. Thespecialized curriculumistailored to help partici-
pantsgainindustry-relevant knowledgeand skillsthat will enablethemto excd intheir careers. Thisprogramme
will provideclarity ontheir leadership identity and furnish them with the competenciesrequired to make a
sgnificantimpact intheir organizationsand professiond paths.

Thiscourseaimsto help you tap into your true potential asleadersand identify opportunitiesthat would aid
your professional growth. Itistheideal program for building aleadership skill setinthe21st century. Itisa
multi skilled programme, which will exposeyouto avariety of skillsin educational |eadership. We hopethat
youwill find it useful to enhanceyour management skillsand |eadership qudlity.

| wishyou thevery best for abright and successful future.

Prof. Saroj Sharma
Chairperson
National Institute of Open Schooling (N10OS)
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A Word with You

Dear Learner,
Welcometo the course ''Diploma in Institutional Leadership and Management''.
| congratulate you for selecting thisvocationa courseasyour choiceof learning.

Diploma in Institutional Leadership and Management isone-year program offered by Nationa Institute
of Open Schooling (NIOS) aimed at professional swho arelooking to enhancetheir knowledge onadminis-
trativeand management of an educationad ingtitution which contributesto theingtitution's performance, student
learning and the achievement of collectivegoals. The programisappropriate for thosewho arelooking to
develop their leadership competencies as able administrators and leaders of their ingtitutions. The course
comprisesan in-depth study of educational administration, management & leadership.

ThisProgrammewill help sharpen the manageria and administrativeskillsof thelearner. Itisided for princi-
palsandinstitutiona heads|ooking to upgradetheir knowledge and senior teachers, administratorsand edu-
cationistscan also apply for thiscourse. Thisprogramme comprisesof Moduleslike Understanding Lead-
ership in Educational institution, Resource Management, Action Research, Innovation and Best
Practices and a Compulsory Internship. Each modul e has been designed keeping in view therequire-
mentsof self-motivated learnerslikeyou. It hasatext writtenin smplelanguage, supplemented by pictures
and figuresfor abetter clarity of the content.

Itisadynamic and in-demand programme. Jobs are opening up in the administrative wings of educational
ingtitutionsworldwide and therewill be no dearth of jobsfor peoplewith acertificationin Ingtitutional Lead-
ership and Management. Thosewho are planning to shift from classroomsto principal ‘s office or hold mana-
gerid positionsmust pursuethisupskilling programmewhichwill help them standin good stead. Thediploma
programme could beimmensely helpful for aspiring educationa |eadersand a so providesan educator with
thefundamental swho wantsto be an entrepreneur or about to start his/her owningtitution.

| hopeyou will find thelessonsinteresting and will be ableto apply your knowledgeinred-lifesituations. So,
read all theselessonscarefully and preparewell for the examinations. You ultimately haveto enter the com-
petitiveworld and your successat the place of work will depend on how skillfully you have performed your
assigned job. It isexpected that the course will help you in devel oping the skillsto understand the various
aspectsof Educational Leadership and makeit ameaningful experienceinyour life.

Asthisisavocationa coursewhichisskill based, so master your skillsand internship component ismust for
all. So, wereguest you to kindly attend the Personal Contact Programme (PCP) at your allotted Accredited
Vocationd Indtitution (AVI).

In caseyou haveany difficulty inyour studies, do not hesitateto writeto usat dirvoc@nios.ac.in.

Wishing you good luck and success!

\_

Team NIOS




How to use the Learning Material

Congratulations! You have accepted the challengeto be aself-learner. It means, you haveto organize your
study, learnregularly, keep up your motivation and achieve your goa. Hereit issolely you, whoisresponsible
for your learning. NIOSiswith you at every step. It has devel oped the material in Diplomain Institutional
L eadership and Management keeping only you in mind. A format supporting independent learning has been
followed. You can take the best out of thismateria if youfollow theinstructionsgiven below.

Title: will giveaclear indication of the contentswithin. Doread it.

Introduction: Thiswill introduceyouto thelessonlinkingit to the previousone.

Objectives: These are statementsthat explain what you are expected to learn from the
lesson. The objectiveswill also hel p you to check what you have learnt after you have gone
through thelesson. Do read them.

Notes: Each page carriesempty spaceinthesidemargins, for you to writeimportant points
or make notes.

Q@

Intext Questions: Very short answer self check questions are asked after every section,
theanswerstowhich aregiven at the end of thelesson. Thesewill help you to check your
progress. Do solvethem. Successful completionwill alow you to decide whether to pro-
ceed further or go back and learn again.

\
2,

3

What You Have Learnt: Thisisthesummary of themain pointsof thelesson. It will helpin
recapitulation and revision. You arewelcometo add your own pointstoit also.

Terminal Questions: Thesearelong and short questionsthat provide an opportunity to
practicefor aclear understanding of thewholetopic.

Answers To Intext Questions : These will help you to know how correctly you have
answered the questions.

Fal=3 R

Learning Outcomes : Thisbox providesadditiona information. Thetextinboxesisimportant
and must begiven attention. It isnot meant for eva uation, but only toimproveyour genera
knowledge.

V@W

Activities: Certain activities have been suggested for better understanding of the
concept.

www Web site: Thesewebsites provide extended learning. Necessary information has
been included in the content and you may refer to thesefor moreinformation.

Vil
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SCHEME OF EXAMINATION

Institutional Leadership and Management

S.r. No. |Course Module Name Theory Internal Internship
Code Marks | Assessment Marks Marks
Certificate in Institutional Leadership and Management
(6 Months)
Module I 40 60 NotApplicable

Understanding Leadership
Paper I 739 in Educationa Indtitution

Module I1

Resource M anagement

Total Marks (a)* 40 60 -

Diploma in Institutional Leadership and Management**

(12 Months)

Module III 40 60 50
Paper 11 740 Action Research, Innovation

and Best Practices

Total Marks(b)*** 40 60 50

Note - On successful completion of Module | & |1 the learners will be awarded the Certificate in
Institutional Leadership and Management and on subsequent successful compl etion of the Module 111
and Internship, the learnerswill be awarded Diplomain Institutional Leader ship and Management.

*  Thecertificate programmewill beof total 100 markswhichwill includetheory of 40 marksand internal
assessment of 60 marks.

**  Thelearner who enrollsin Diplomaprogrammewill haveto clear Paper | and Paper |1 dongwith Internal
Assessment and Internship.

*%* The Diplomaprogrammewill beof total 250 marks whichwill includethemarksof certificate programme
i.e100 and the marksof Paper |1 (40 marks), Internal Assessment(60 marks) and Internship (50 marks).




GUIDELINES FOR INTERNAL
ASSESSMENT

The Internal Assessment is of 60 marks. The distribution of marks is as under:

S.r. No.

Components of
Internal Assessment

Marks
Distribution

Brief Explanation of Components

Projects

30

Theproject will be based on the current practices
trendsinthefield of Educational Leadershipand
Management whichisrelated totheself learning
meterid.

Note:

Three projects of 10 marks each have to be
submitted by the learner for internal assessment.

Community Work

10

Promoting educationwithin aparticular community,
mobilizethe community to participatefor supporting
educationincommunity and organizeeventsthat bring
the school and community together.
For example, workshops, fairs, and community
service projectsetc.

Note:

. Continuous and systematic collection of
Community work throughout the
academic period, which indicates
cumulative efforts and learning of student
over the time. It is mandatory that your
community work report includes pictures.

. A learner can start the community work
after reading the lesson 6 of Module |1 of
this course which is based on institution-
community interface.

Case Study

10

Thelearner will be given two case studies/scenarios/
role-playseach of 5 marksto interpret and highlight
theproblem anditssolution.




4. Display of Behaviord 05 Whileattending the class, there are five components
of onemarkseach which are class participation,
discipline, peer interaction, creativity and curiogity.

5. Attendance 05 Criteria for Award of Marks of Attendance

Lessthan 40% No marks
41% 10 50 % 2marks
51% to 60 % 3marks
61%to 70 % 4 marks
70% and above 5marks
Total 60
Note:

1. Thescheduleof submission of the Projectswill befinaized by the study centre coordinator by theAVIsin

consultation with teacher concerned and shall be notified to the studentsaccordingly.

2. Thelnternal Assessment marksshall beawarded by theteacher teaching the subject.

=

Itiscompulsory for the studentsto secure minimum 50% marksto passin Internal Assessment.
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GUIDELINES FOR INTERNSHIP

Guidelines for Internship
Internship ismandatory only for thelearnerswho enroll in oneyear DiplomaProgramme.

Internshipincludesfield visitsof Institutions/Organi sations documenting best practicesin Educationa
L eadership and Management.

After completing thelnternship, alearner will beableto develop required skillsand practical experience
whichisnecessary to competein the competitiveworld.

Marks - Thelnternshipisof 50 marks.

Duration- 45 Days.

Hours- 120 hrs.

A learner can chooseany two of thefollowing thrust areasfor internship.
*  Resource Management

*  Non-Human Resource M anagement

e FHnancid Management

e Management of Teaching Learning

e Useof ICT inlIngtitutiona Management

e Student Support Services

e Criticd Anadysisof Role, Function and Behaviour of Successful Leaders
*  Contributionof CSRActivities

Submit areport after the completion of internship. For evaluation, itismandatory that your internship
report includes picturesof theinternship period and certificate of internship.

Internship programmewill be organi sed, executed and monitored by theAV | or thelearner itself.

To know more about the need and importance of internship and the benefit of internship with example
please go through content of lesson -1 (Internship).
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MEANING AND CONCEPT OF
EDUCATIONALINSTITUTION

1.0 INTRODUCTION

Educationa institutions are essential components of the education system because
they contribute to the overall growth and education of
individuals. Educational institutions provide classrooms, libraries, laboratories, and
other learning-rel ated resources. They play acrucia rolein shapingindividuasand
promoting their intellectual and persona growth. They may aso provide co-curricular
activitiesand other resourcestofoster sudents overdl growth. Inadditionto academic
knowledge, educationa ingtitutions also emphasizethe skill development, trainingin
particular arealikearts, music, dance, sports, medica, computers, and hote management
etc. Thischapter will focus on the meaning, nature, concept and characteristics of
educationd ingtitutionsthat contributeto theholistic growth of sudentslike devel opment
of physical, socia, mental, intellectua, emotional, spiritual and moral vaues. It will
aso helpyouinunderstanding therole and functionsof educationd ingtitutionsandin
what way thesearedifferent from other Ingtitutions. Throughthisexploration, our am
isto provideathorough understanding of thepivotd roleplay that educationd inditutions
holdin shapingindividuasand society.

1.1 OBJECTIVES

After reading thislesson, youwill beableto:
° State the meaning and concept of Educationa Ingtitutions.
° Explainthenature and characteristicsof Educational Ingtitutions.

° Discusstheroleand functions of Educationa Institutions.

Notes

Module - 1

Understanding
Leadership in
Educational Institution
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Notes

Meaning and Concept of Educational Institution

™ Differentiate between Educational |nstitutionsand Other I ngtitutions.

° Describethetypesof Educationd Institutions.

1.2 MEANING AND DEFINITION OF EDUCATIONAL
INSTITUTIONS

An educationa ingtitution isaplace or organization dedi cated to providing education
and learning opportunitiesto people. It consists of two components: “education,”
whichreferstothe process of acquiring knowledgeand skills, and“ingtitution,” which
sgnifiesagtructured establishment that facilitatesthe ddivery of education. Educationd
institutions can include schools, colleges, universities, training centers, or any other
forma setting whereindividua sreceiveinstruction and gain knowledge.

According to UNESCO (United Nations Educational, Scientific and Cultural
Organization), “ Educationd Institutionsarethe I ngtitutionsthat provide education as
their main purpose, such asaschool, college, university or training centre. Such
institutionsare normally accredited or sanctioned by therelevant national education
authoritiesor equivaent authorities.”

Educationd ingtitutionsareformally recognized and authorized by national or regiona
educationa authoritiesto provideformal education. Theseingtitutionsplay avita role
in providing high-quality education and fostering inclusive learning opportunities
for peopleof variousagegroups.

TheNational Education Policy (NEP) 2020in India“introducesvariousreformsfor
educationd indtitutions. Itincludespromoting holistic and multidisciplinary education,
ensuring universal accessto early childhood careand education, encouraging flexibility
and multilingualism, integrating technol ogy in education, emphasizing teacher training
and professiona devel opment, fostering vocationa education and skill development,
promoting research and innovation, and granting autonomy and accountability to
educationd inditutions”

° Educational institutions are organizationsthat are specifically dedicated to
providing education and learning opportunitiestoindividuds. Theseingtitutions
serveasformal structuresthat facilitate the process of imparting knowledge,
skills, and valuesto students of different agesand backgrounds.

° Educationd indtitutionsrefer to establishmentsor entitiesthat havethe primary
objective of offering formal education. They encompass a wide range of
organi zationssuch asschools, colleges, universities, academies, and vocationa

Open Vocational Educational Programme



Meaning and Concept of Educational Institution

training centersthat provide structured learning programs and resourcesto
support the educationa devel opment of individuals.

° Educationd indtitutionsarerecognized asestablishmentsthat focuson ddlivering
educationin asystematic and organized manner. They have defined curricula,
qualified teachers or instructors, and educational facilities that create an
environment conduciveto learning and knowledgeacquisition.

° Educationd ingtitutionsareingtitutionsor organizationsdedicated to providing
educational servicesand opportunities. Theseinstitutionsplay avital rolein
imparting academic knowledge, promoting skill devel opment, fostering persond
growth, and preparing individua sfor future endeavorsin variousfields.

° Educationd ingtitutionsarerecogni zed asentitiesthat are primarily responsible
for offering formal education to students. They encompassdiverse educational
levelsand domains, including early childhood education, primary and secondary
schooling, higher education, and vocational training. Theseinstitutionscreate
Structured learning environmentsand providethe necessary resourcesto support
theeducationa journey of individuals.

° Educational ingtitutionsareingtitutions or establishmentsthat exist to provide
education and learning experiencestoindividuals. They serveaspillarsof the
education system, offering structured programs, qualified educators, and
educationd resourcestofacilitate the acquisition of knowledge, devel opment of
skills, and overal growth of students.

° Educationd indtitutionsplay avita roleinddivering quality education, fostering
inclusivity inlearning, and equipping individua swith theknowledgeand skills
needed for their future endeavors.

° An educationd ingtitutionisaspecified placewhereindividuasof varying age
groupsto an education inform of getting instructionsand acquireknowledge.

Intheeducation system, thereare severd examplesof educational ingtitutionsinwhich
someoffer formal education and someprovidenon-formal educationtoindividuas. It
isessentia to emphasi ze that both formal and non-formal education havevita rolesin
society. Formal education offersan academi c baseand recogni zed certifications/degrees.
These ingtitutions serve as dedicated organizations for learning and knowledge
acquisition whereas non-formal education focuses on particular skillsand lifelong
learning. The decision between the two frequently dependsonindividua goalsand
learning objectives. Formal education offeredin schools, colleges, and universities,
whilenon-formal educationisexemplified by vocational training centers, gurukuls,
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Meaning and Concept of Educational Institution

madarsas and community workshops. Here are some examples of educational

Notes

inditutions
Schools Colleges | Vocational | Training | Research | Academies/
and Training | Institutes | Institutions | Coaching
Universities | Centers Centers
* These * These * These * These * These * These
inditutions | inditutions | indtitutions | inditutions | inditutions | ingtitutions
offer provide focuson offer focuson concentrate
education at | higher providing professiona | conducting | onspecific
the pre- education practical development | research subjects or
primary, programs skillsand programs and disciplines,
elementary | and degrees | trainingin and skill advancing providing
and at specific enhancement | knowledge | specialized
secondary | graduation, | trades or COurses. invarious instruction
levels. post- . industries. « They help fields. fand training
They | IMAON | e equip| indviduas | - They |
providea and individuals | acquire new | providea such as.
structured doctorate with the skillsor platform for academ (_:S’
. level. o arts, music,
curriculum necessary upgrade scientific
andemploy | * They offer | expertise for | their existing | exploration dance, or
qudified | awide specific knowledge | and SpOrts.
teachers to | range of career inspecific | innovation. | Examples
facilitate academic paths. areas. are Aakash
. N Examples )
teachl ng- disciplines Examples | Examples | arelndian | rTStItUte’
learming and o are are National | Council of Vldya.
process. | specialized | |y i | schoolof | Medical | Mendr
Examples courses for Training Drama Research cl as@es
are studehts Institutes (NSD): (ICMR), BI’I||I<’?I’II
Elementary pursiing (ITlg), Actingand | Tata Tutorids,
Schools, advz.anced National Theater Institute of FIITJEE,
secondary studies, il Training, Fundamental Chanakya
schoals, Examples | Development| Indian Research IAS
Boarding are Hindu Corporation | Instituteof | (TIFR), Academy,
schooals, College, (NSDC) Mass Indian T ZM E
Public Dahi Pradhan | Carmuricaion| Space (Triumphant
schoals, Collegeof Mantri (1MC): Research Institute of
. . _ Management
Private Arts and Kaushal Journadlism | Organisation _
schools etc. | Commerce | Vikas and Media | (ISRO), Education),
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Meaning and Concept of Educational Institution

Schools Colleges | Vocational | Training | Research | Academies/
and Training | Institutes | Institutions | Coaching
Universities | Centers Centers
(DCAC), Yojana Training, Indian National
Indian (PMKVY), | National Council of School of
Ingtituteof | Beauty and | Instituteof | Agricultural | Drama
Technology | Wellness Technology | Research (NSD),
(1nT),All Training (NITs): (ICAR), Tabla
India Institutes, Engineering | Indian Gharana,
Instituteof | Hospitdity | and Statistical Bhardaretyan
Medical and Hotel Technology | Institute Natya
Sciences Management | Training, (1<) for Kendra,
(AIIMYS), I nstitutes, Indian Statistical Kaa
Dehi Fashion Maritime Research Kendra,
University, | Designing University | and Data Ravi
GGSIP and (IMU): Science Shastri
University, | Tailoring Maritime etc. Cricket
IGNOU, Schooals, and Academy,
National Agriculture | Nautical Dronacharya
Ingtituteof | and Training, Cricket
Fashion Farming Filmand Academy
Technology | Vocational | Television etc.
(NIFT), Training Institute of
National I nstitutes, India
Law School | Healthcare | (FTII): Flm
of India and and
University Nursing Television
(NLSIU) Training Training
etc. Centers etc.
etc.

Notes

Theseexamplesillustratethe diversnge of educationd ingtitutionswithintheeducation
system, each with its own purpose and role in facilitating learning and personal

development.

Educationd inditutionsareestablishmentscommitted to delivering education and cregting
opportunitiesfor learning. Their primary purposeistoimpart knowledge, skills, and
vauestoindividudsfrom diverse backgroundsand agegroups. Educationd indtitutions
encompassschools, colleges, universties, academies, vocationd training centers, training
ingtitutes, research ingtitutions, academies/ coaching centers, community workshops,
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Meaning and Concept of Educational Institution

gurukuls, and madarsasetc. They foster persona growth, intellectual development,
critical thinking, skill development, and equip individual sfor their future pursuits.

In short, these institutions serve as the foundation of societal progress, shaping
individua sinto capableand respons blecitizens, and thereby contributing totheoveral
growth and development of nations.

1.3 NATURE AND CHARACTERISTICS OF EDUCATIONAL
INSTITUTIONS

Thenatureand characteristicsof educationa ingtitutionscan besummearized asfollows:

° Focus on Education: Themain objectiveof educationd indtitutionsisto provide
opportunities for education and learning through structured programs and
curricula.

e  Formal Structure: They have established rules, regulations, and procedures,
adhereto curriculumguidelines, and requirequdificationsfor teachers educetors.

e  Accreditation and Recognition: Educational institutions are officially
recognized and accredited in order to meet quality standards and adhereto
educationa guiddines.

e Age and Level Specificity: They cater to various age groups and offer
education at various|evels, taking into consideration the unique requirements
and devel opmental stagesof learners.

e Learning Environment : Educationa ingtitutionsprovideaconducivelearning
environment with classrooms, libraries, and technology tofaciliteteactivelearning
andintellectua growth and development.

e  Knowledge Dissemination: They serveasplatformsfor instructorsto transmit
(knowledge) subject-gpecific content, theories, and practical skillsusing avariety
of teaching methods and resources.

° Student Diversity: Educationa institutionswel come studentsfrom diverse
backgrounds, cultures, and age groups, thereby promoting inclusion and
fadilitatinginteraction.

e  Holistic Development: They emphasize overall development by nurturing
personal growth, social skills, creativity, critical thinking, and character
development.

° Research and Innovation: Numerousinstitutions engage in research and

Open Vocational Educational Programme



Meaning and Concept of Educational Institution

innovation, encouraging studentsand faculty to explore new ideasand promote
intellectud growth.

e  Community Engagement: Educationd ingtitutions promote collaboration and
engagement to connect with the community through events, outreach programs,
and other initiatives.

These characteristics collectively highlight the unique nature and significance of
educational ingtitutionsin providing quality education and preparing individual sfor
their future pursuits.

1.4 ROLE AND FUNCTIONS OF EDUCATIONAL INSTITUTIONS

Educationa institutions have asignificant impact onindividuals, communities, and
societies by providing the groundwork for persona growth, social advancement, and
theacquisition of theessential knowledgeand skillsrequired for athriving society. The
following areimportant functionsof educationa ingtitutions:

° Knowledge Dissemination

e  Skill Enhancement

° Character Building

° Persona Development

e  FutureReadiness

° Socidizationand Citizenship
° Research and Innovation

° Community Engagement

° Economic Contribution

° LifdongLearning

Knowledge Dissemination: Educational ingtitutionsserveasplatformsfor ddlivering
structured learning programs, courses, and curriculain avariety of disciplinesand
subject areas.

Skill Enhancement: Educational institutions focus on cultivating a wide
spectrum of skills in students, such as problem-solving, critical thinking,
collaboration, communication, and cognitive abilitiesthat contributeto personal and
professional devel opment.

Character Building: Educationd inditutions prioritizecharacter development andvaue
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education, nurturing qualitiessuch associa respons bility, empathy, and respect that
contributeto holistic development.

Personal Development: Educationd inditutionsprovidean environment that promotes
persona development, self-discovery, and the exploration of interests, talents, and
aspirations.

Future Readiness: Educationd ingtitutions prepare studentsfor their future pursuits,
whether itisfurther education, career paths, or entrepreneuria endeavors, by providing
them with guidance, counseling, and support to makeinformed decisions.

Socialization and Citizenship: Educationd ingitutionspromotesocidizationand assst
sudentsinthedevelopment of socid skills, cultural awareness, and asenseof belonging,
thereby preparing them to become responsible and engaged members of society.

Research and Innovation: Educational institutionsactively contributeto research
andinnovation through scholarly activities, studies, and the encouragement of faculty
and students to explore new ideas, thereby advancing knowledge and fostering

progress.
Community Engagement: Educational ingtitutions collaborate with parents, local

organizations, and other stakehol dersto engage with the community, resolveitsneeds,
promote social awareness, and contribute to the community’ swell-being.

Economic Contribution: By equippingindividua swithworkforce-relevant knowledge
and sKills, educationd indtitutionscontributeto economic growth and industry expansion.

Lifelong Learning: Educational institutionsfoster aculture of continuouslearning,
encouraging individuasto continuetheir educationa journey and pursue persond and
professona growth beyond forma education. They dsoplay acrucid roleinpromoting
theoveral devel opment of students, encompassing physica, socid, mentd, intellectud,
emotional, spiritual and moral aspects. In essence, these institutions create an
environment wherelifelong learning and holistic devel opment areencouraged.

1.4.1 Role of Educational Institutions at Different Levels

At dementary, secondary, and higher level of education, educationd ingtitutionsplay a
crucia rolein providing comprehensivelearning experiences and promoting the
development of individualsat various phasesof their educationa journey. Therolesof
educationa inditutionsat threedifferent level sareasfollows:

e AtPrimaylevd
° At Secondary level
e AtHigherleve
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Role of Educational Institutions at Different Levels

Elementary Education | Secondary Education Higher Education

* Foundational ¢ Academic Preparation: | * Advanced
Learning: Educationa Educationd inditutions Knowledge and
ingtitutionsat the at the secondary level Specialization:
primary level provide prepare studentsfor Educationd inditutions
foundational knowledge higher educationand at thehigher education
and abilitiestoyoung futurecareers. level providein-depth
students. knowledgeand

Specidized programs.

Notes

* Basic Literacy and

Specialization: They

¢ Professional

Numeracy: These providegreater variety Training: They offer
programsemphasizethe | of subjectsand permit coursesand programs
development of basic studentsto choose designedfor particular
literacy and numeracy specific streamsbased professonsand
ills ontherinterests. indugtries.

* Socialization and * Skill Development: , Research and
Development of Educationd inditutions Innovation: Through
Behavior: Educationd emphasisoncritica studiesand advanced
indtitutionspromote thinking, problem- research programs,
socidization, pogtive solving, communication, educationd inditutions
behavior, andvalues. and collaboration ills. promote research and

innovation.

* Holistic Development:
They foster physicd,
cognitive, emotiona, and
socia growth.

* Preparation for
Exams: Studentsare
prepared for
Sandardized
examinations

* Career Preparation:
I nternships, practica
training, andindustry
exposureincrease
employability.

* Personal and
Intellectual
Development:
Ingtitutionsof higher
education at thislevel
foster critical and
independent thought.
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Inconclusion, educational ingtitutionsat variouslevel splay distinct rolesin providing
foundationd education, preparing udentsfor higher education and vocations, promoting
Educational Institution} g1/ qeel opment, and facilitating personal growth and socialization. They contribute
to the devel opment and readiness of individua sfor future endeavors.

. INTEXT QUESTIONS 1.1

1.

Which of thefollowing statements best describesthe natureand characteristics
of educationd ingtitutions?

a)

b)

<)

d)

Educationd indtitutionsareprimarily concerned with providing entertainment
and recregtiond activities.

Educational ingtitutionsaimto promotethe physical and menta well-being
of individuds.
Educational institutions focus solely on vocational training and skill
development.

Educational ingtitutionshavenorolein shaping socid & cultural vaues.

Which of thefollowing best describesthe meaning of educationa ingtitutions?

a)

b)

c)

d)

Organizationsthat solely focuson providing entertainment and recreationd
activities.

Institutions dedicated to promoting lifelong learning and knowledge
acquigtion.

Institutions primarily concerned with promoting religious practicesand
bdiefs

Organizationsrespons blefor providing hedthcare servicesto thecommunity.

Which of thefollowing characteristicsisassociated with educationa ingtitutions?

a
b)
c)
d)

Exclusvefocusonjob placements.
Limited accessto resourcesand learning materials.
Encouragement of critica thinking andintellectual curiosity.

Promotion of unhealthy competition among students.

What roledo educationd institutionsplay in society?

a) They havenosgnificantimpact on society.
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b) They primarily focuson promoting individua successand achievement. Understanding
: : . Leadership in

c) They contributeto socia and economic development.

d) Theyaresoldy responsiblefor themorad upbringing of individuds.

5. Whichtypeof educationa ingtitution offersundergraduate programsand grants

bachelor’sdegrees?
a University b)  Secondary School Notes
¢) Industrid School d) Technicd Indtitute

6.  Whichtypeof educationd ingtitution focuseson practica skillsand job-specific
traning?
a) Elementary School b) Middle School
¢) Secondary School d) Vocationa School

1.5 DIFFERENTIATING BETWEEN EDUCATIONAL
INSTITUTIONS AND OTHER INSTITUTIONS

Educationd indtitutionscan bedistinguished from other ingtitutionsbased ontheir main
purpose, structure, and services provided. Hereare somekey pointsof differentiation:

Aspect Educational Institutions Other Institutions

Purpose Educationd inditutions Other ingtitutionsmay have
primarily focuson providing different objectives, suchas
formal educationandlearning providing hedthcare, financid
opportunitiestoindividuas, services, or promoting cultural
amingtoimpart knowledge, activities
develop sKkills, and foster
persond growth.

Focus on Educationd inditutions Other indtitutionsmay prioritize

Learning prioritizethelearningand different aspects, such as
academic devel opment of providing medica treatmentsin
individuds, emphasizingthe hedthcareingtitutionsor offering
acquisition of knowledge, financia servicesin banks.
skills, andvalues.

Structure Educationa ingtitutionshavea Other inditutionshave
specificorganizationd structure | structuresand facilitiestailored

Educational Institution
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dedicated to supporting
education, with classrooms,
libraries, [aboratories, and
other learningfacilities.

tother specificfunctions, like
hospitasin hedthcare
ingtitutionsor financia centersin
banks.

Notes

Accreditation| Educationd inditutionsoften Other ingtitutionsmay have
or undergo accreditation or different accreditation or
Recognition | recognition processesby certification processes specific
education authoritiesto ensure totheir fields, suchasmedica
they meet quality standards. board accreditationsfor
hedthcareinditutions.
Curriculum | Educationd inditutionsfollow Other ingtitutionsmay have

defined curriculaaigned with
educational standards. They
deliver educationthrough
structured courses and subjects.

different frameworksor
guiddinesfor their operations,
whichmay notinvolveaforma
curriculum.

Non-profit/

Non-profit based: Primary aim

Profit based: Primary aim of

For-profit of educationd ingtitutionsisto other ingtitutionsisto generate
improvethequdity of education | financia profitsor returnsfor
by dissemination of knowledge, their stakeholders.
skill development dlongwith
holistic development.

Qualified Educationd ingtitutionsemploy Other ingtitutionsmay have

Staff/ qualified teachers educators professionas specifictothelr

Staffing and professonaswithexpertise | fields, such asdoctorsin
ineducation. They haveteachers,| hedthcareingtitutionsor
professors, and instructorswho | financial expertsinbanks.
arespecidizedinddivering
effectiveeducation.

Examples Schools, colleges, universties, Hospitals, banks, businesses

training centers, AVIs
(AccreditedVocational Ingtitutions
Als (Accredited Institutions), ope
schoolsetc.

and corporations, Lega Firms
, EtC.
-9
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1.6 TYPES OF EDUCATIONAL INSTITUTIONS Understanding

Leadership in
Educationd indtitutionsencompassarangeof types, including governmentand private §Educational Institution

ingtitutions, formal and non-formal institutions, aswell asAccredited Vocational

Ingtitutions (AVIs) and Accredited Ingtitutions (Als). In addition, Non-Governmental

Organizations (NGOs) contributeto the educational |andscape. These educational

institutions offer avariety of methods/approachesto satisfy thediverseneedsand j———= -
objectivesof their studentsin education. Notes

Govt. /Private, Formal/Non- formal, Accredited Vocational Institution (AV1),
Accredited Ingtitution (Al), Non—-Governmenta Organization (NGO)

° Govt. Institutions/Private Educational Institutions
° Formal/Non- formal

° Accredited Vocational Institution (AVI)

° Accredited Institution (AI)

° Non-Governmental Organization (NGO)

1.  Govt. Institutions/Private Educational Institutions: Educationd ingtitutions
are placeswhere people go to learn and acquire knowledge and skills. They
provideformal education and training to students. Therearedifferent typesof
educationd ingtitutions, such asgovernment and privateingtitutions.

2.  Government Educational Institutions: Theseinstitutionsare supported and
administered by thegovernment. Theseingtitutionsare established and operated
by variouslevelsof government, including the central, state, and local levels.
Government educationd indtitutionsplay animportant part in providing education
to the public and permitting accessto quality educationfor everyone. They are
generdly supported by government funds, regulations, and policies. Government
schools, colleges, universities, and vocationd training ingtitutionsareexamples
of government educationd ingtitutions. Theseingtitutionsaimto offer affordable
education, encourage socia equity, and meet educationa needs.

Characteristics of Government Educational Institutions:

Government Funding: Government educationd inditutesreceivefinancia
support from the government to cover infrastructure, staff salaries, and
educationa resources.

Accessibility: Government institutes strive to make education affordable
and accessible to a wide range of individuals, regardliess of their
soci oeconomic background.
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Regulatory Compliance: Government institutions operatein accordance
with established regul ations and guidelines set by education authorities.

Focus on Public Interest: Government institutes prioritize the public’s
best interestsby addressing educationa needsand contributing to askilled
workforce and educated society.

Comprehensive Education: Government institutes offer awide range of
programsand subjects, providing acomprehens ve education that includes
essentia subjectsand extracurricular activities.

Merit-Based Admissions: Government ingtitutestypically use merit-based
admission criteria, ensuring equal opportunitiesfor students based on
academic achievementsor entrance exams.

Qualified Faculty: Government ingtitutes have qualified faculty members
who possessthe necessary qualificationsand expertiseintheir respective
fidds

Research and Innovation: Government institutes actively engagein
research and innovation to advance knowledge and promoteinnovationin
variousdisciplines.

Free Education: Government educational institutions provide education
at no cost to the students, aiming to ensure accessibility and equal

opportunitiesfor al without imposing tuition fees or extrachargesfor
educationd activities.

Community Outreach: Government ingtitutesconduct community outresch
programsto disseminateinformation, provideass ance, and addresssocietd
needs.

Public Trust and Reputation: Government ingtitutesenjoy ahighlevel of
public trust and reputation dueto their affiliation with the government and
commitment to providing quaity education.

Oversight and Accountability: Government institutes are subject to
government oversight and areaccountableto relevant educationd authorities.

Private Educational Institutions are administered and managed by private
individuals, organizations, or corporations. Privateingtitutionsare not funded by
any government but they are dependent on private funding sources, such as
tuition fees, donations, and grants. Private educational institutions, including
schools, universities, and specialized training ingtitutes, offer avariety of
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educational programs. Many institutions havethefreedom to createtheir own
curriculaand teeching methods, emphas zing on specidized subjectsor innovative
educationa approaches. Privateingtitutionsplay asignificant roleinproviding
different opportunitiesin education by offering subject choices and promoting
innovation and diversity intheworld of academia. They may, however, charge
higher tuition feesthan government institutions and operate under their own
governing bodiesand policies.

Characteristics of Private Educational Institutions:

Private Ownership: Private educationd institutionsare privately owned
and funded by sources other than the government, such astuition feesand
donations.

Flexibility and Autonomy: Privateinstituteshave morefreedomto make
decisionsregarding curriculum, teaching methods, and policiesto meet the
specific needsof their students.

Varied Admission Criteria: Privateingitutesmay havedifferent admisson
criteriacompared to government ingtitutions.

Diverse Educational Offerings: Privateingtitutesoften offer awiderange
of programsand courses, specializing in specificfieldsor niche subjects.

High cost of Education: Private educationd ingtitutionsoften chargetuition
feesand additiond expenseslikebooks, uniform etc., makingthem generdly
more expensivefor sudents.

Emphasis on Innovation and Entrepreneurship: Private institutes
prioritizefostering creativity, problem-solving skills, and an entrepreneurial
mindset.

Focus on Quality and Specialization: Privateinstitutesstrivefor high-
quality education and may specidizein certaindisciplines.

Modern Infrastructure and Facilities: Privateingtitutesinvestinmodern
infragtructure, |aboratories, libraries, and technol ogical resourcesto enhance
thelearning environment.

Student-Centric Approach: Private institutes prioritize personalized
attention, smaller class sizes, and student support servicesto promote
individua growth and developmen.
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Understanding + Networking and Industry Connections: Private institutes provide
Leadership in networking opportunities and industry connections to enhance career
Educational Institution prospectsand practical experiencefor their students,

Financial Aid and Scholarships: Privateingtitutesmay offer financial aid
programsand scholarshipsto support studentswith financial constraints.

E— —-——————— + Reputation and Alumni Network: Private institutes build a strong
Notes . . . -
reputation and have well-established alumni networks, providing
opportunitiesfor networking, internships, and employment.

Both government and privateeducationd indtitutionsoffer smilar educationa programs
and courses. However, theremay bedifferencesintermsof resources, facilities, fees,
and admission criteria. Government institutions are usually more affordable asthey
receivefinancial support from thegovernment, while privateingtitutionsmay charge
higher feesto cover their expenses.

4. Formal/Non- formal Educational Institutions: - Formal and non-formal
educationd inditutionsservedigtinct purposes. Formd indtitutions, suchasschools
and universities, offer astructured education with recognized degrees, whereas
non-forma ingtitutionsprovideflexiblelearning for the devel opment of specific
skillsand vocationa training. Both contributeto diverse educational pathways
and lifdlong learning for individual swith diverse preferencesand objectives.

Formal Educational Institutions: Forma educationd indtitutions, including
schools, colleges, and universities, are structured organi zationsthat adhere
to astandardized curriculum and grant recognized degrees or certificates.
They provideacomprehens ve education system with well-defined learning
gods, established curricula, and formd evauations. Formd inditutionshave
aclearly defined faculty and administrative hierarchy and adhereto specific
educational standardsestablished by relevant authorities. They play avital
roleinimparting academic knowledge, promoting skill development, and
preparing students for higher education or professional careers. These
institutions establish an optimal |earning atmosphere with classrooms,
libraries, laboratories, and other resources to support the educational
progressof students.

Characteristics of Formal Educational Institutes:

Structured Curriculum: Formal ingtitutesfollow astructured curriculum
that coversawiderange of subjectsand learning objectives.
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Recognized Credentials: Formal institutes offer degreesor certificates
that arewidely recognized and val ued.

Accreditation and Quality Assurance: Formal institutes undergo
accreditation processesto ensurethey meet quality standardsand provide
ahigh-quality learning environment.

Qualified Faculty: Formal ingtituteshave qudified faculty memberswith
expertiseintheir respectivefidds.

Learning Resources: Formal institutes provide access to libraries,
|aboratories, and technol ogy-based tool sto support learning.

Assessment and Evaluation: Formal institutes use various methodsto
assessstudents' progressand understanding.

Standardized Learning Environment: Formal institutes maintain a
cons stent learning environment and uphol d teaching methods.

Clear Administrative Structure: Formal institutes have awell-defined
adminigrativehierarchy.

Academic Support and Guidance: Formd ingtitutesoffer support services
like counsdling and tutoring to enhance the academic experience.

Pathway to Higher Education: Formal institutes prepare studentsfor
higher education by providing astrong foundation of knowledgeand kills.

These characteristics contribute to the credibility, consistency, and role of formal
educational institutionsin providing astructured and recognized education system.
They play an essentiad roleinimparting knowledge, fostering academic devel opment,
and preparing studentsfor future academic and professiona endeavors.

Characteristics of Non-formal Educational Institutes:

Flexible Learning Programs: Non-formd ingtitutesoffer flexiblelearning
programsthat accommodate diverselearner needsand preferencesoutside
thetraditional formal education system.

Skill Development and Vocational Training: Non-forma ingtitutesfocus
on specific skillsand vocational training to prepareindividua sfor practical,
job-specific knowledgein specidized aress.
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Customized Approach: Non-formal institutestailor their programsto
address specific learning needs; alowingindividualstolearn at their own
pace and focuson areas of interest or career devel opment.

Alternative Assessment and Recognition: Non-formal ingtitutesemploy
informal methods of assessment and recognition, including practical
demondtrations, portfolios, and industry-recognized certifications.

Targeted Audience: Non-formal ingtitutes cater to adult learners, working
professionds, and individua sseeking speciaized knowledgeor further kill
development.

Flexible Learning Environments: Non-formal institutesoffer diverse
learning environmentssuch asonline platforms, vocationd training centers,
and part-timelearning opportunitiesto accommodate various schedul es
and congtraints.

Practical Application of Knowledge: Non-formal institutes prioritize
practical application through hands-on learning experiences, real-world
smulations, andindustry partnerships.

Emphasis on Lifelong learning: Non-formal ingtitutes promotelifelong
learning, encouraging continuous persona and professiona development
throughout anindividud’slife.

Diverse Teaching Methods: Non-formal institutes employ arange of
teaching methods, including workshops, apprenticeships, mentorship
programs, and self-paced learning modules.

Collaborative Learning Environment: Non-formal institutes foster
informal and collaborativelearning environments, facilitating networking,
peer-to-peer learning, and sharing experiencesamong learners.

. INTEXT QUESTIONS 1.2

1.

Which type of educational institution is funded and administered by the
Government?

Y
b)

Private School
NGO
Government School

Accredited Ingtitution
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2.

Whichtype of educational institution provides education outside the regular
school system, typicaly targeting specific skillsor knowledge?

a) Private Schoal
b) Government School
¢) Forma School
d) Non-forma School

Which type of educational institution followsastructured curriculum, rigid
admission and examination norms and isrecognized by an official education
sysem?

a Non-forma School

b) AccreditedVocationd Ingtitution
¢) Informa School

d) Forma School

Which type of educational institution is operated and financed by non-
governmentd entitiesor individuas?

a) Government School

b) Forma School

¢) Private Schoal

d) Accredited Vocationd Ingtitution

Which type of educational institution delivers education through aternative
methods and approaches, often targeting marginalized or underserved
communities?

a) AccreditedInditution
b) Non-forma Schoal
¢) Forma School

d) Government School

AnAccredited Vocational Institution (AVI) isan educational institution that
focuseson providing vocational training and skillsdevelopment in particul ar
industries. For example, an AVl may specialize in offering programs for

Notes
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automotivemechanics, culinary arts, or computer programming. Theseingtitutes
offer hands-ontraining and practical skills-based coursesthat prepare students
for specific careersor trades. AVIsgo through an accreditation processto ensure
that they meet quality standards set by educationa authorities. Thisaccreditation
ensuresthat the education provided by AV Isaignswithindustry requirements
and preparesstudentsfor real-world employment. By collaborating withindustry
partnersand updating their curriculum, AV Isensurethat studentsreceive up-to-
dateand relevant training. Through their specialized vocational programs, AVIs
play acrucid roleinequipping individua swith thepractical skillsand knowledge
neededto excel intheir chosenfields.

Characteristics of Accredited Vocational Institution (AVI):

Specialized Vocational Training: AV Isfocus on speciaized vocationa
training in specific industries or trades, providing practical skills and
knowledge.

Industry Relevance: AV Iscollaborate with industry partnersto ensure
their curriculum meetsindustry standardsand remainsrelevant.

Accreditation: AV Isundergo accreditation to meet quality standards set
by educationd authorities.

Hands-on Learning: AV Isemphasize practical training and real -world
experiences.

Career-oriented Approach: AVIsprepare studentsfor specific careers
or trades, offering career guidance and job placement assistance.

Industry-Experienced Faculty: AV shavefaculty withindustry experience,
providing valuableingghtsto students.

State-of-the-Art Facilities: AVIsoffer modern facilitiesand equipment
for practical learning.

Flexible Learning Options: AVIsprovideflexiblelearning optionslike
part-timeor online courses.

Continuing Education: AV Isoffer lifdonglearningtolearn new skillsand
updatetheir knowledge as per advancements.

Industry Recognition: AVIsarerecognized and respected by industry
professionasand employers.
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6.

Accredited Institution (AI): AnAccredited Institution (Al) isan educationa
ingtitution that hasreceived officia recognition and accreditation fromrelevant
authorities. Theseinditutesadhereto specific qudity standards set by educationd
bodiesand offer approved curriculathat align with established educational
guidelines. They have afaculty composed of qualified educatorswho deliver
effective education and provide comprehensive student support services.
Graduates of Accredited I nstitutionsrecel ve recognized credential sthat open
doors to further education and career advancement. Through a rigorous
accreditation process, these institutes demonstrate their commitment to
mai ntaining high educationd standardsand ensuring ava uablelearning experience
for students. The accreditation status enhancesthe credibility and reputation of
theindtitute, ingtilling confidencein studentsregarding the quality of education
they receive.

Characteristics of Accredited Institutions (AI):

Quality Assurance: Accredited I nstitutions have met therequired quaity
standards set by educationd authorities, ensuringtheddivery of high-quality
education.

Approved Curriculum: Theseinstitutesfollow an approved curriculum
that alignswith educationd objectivesand industry requirements, providing
studentswith awell-rounded education.

Experienced Faculty: Accredited Institutionsemploy qualified faculty
memberswho possessthe necessary expertise and experienceto deliver
effective education and mentor students.

Adequate Resources: Theseingtitutes havethe necessary infrastructure,
facilities, and resourcesto support teaching, learning, and research activities.

Assessment and Evaluation: Accredited Institutions have formal
assessment methodsin placeto assessstudents understanding and progress,
ensuring their academic growth.

Professional Development: Faculty membersare encouraged to engage
inprofessond devel opment activitiesto stay updated with thelatest research
and teaching methodol ogies.

Lifelong Learning: Theseinstitutes often offer continuing education
programs, workshops, and seminarsto support the ongoing professional
development of individuds.
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Industry Partnerships: Accredited | nstitutions collaborate with industries
and organizationsto provide studentswith practical exposure, internships,
and industry-relevant experiences.

Career Services: Theseingtitutesoffer career support services, including
job placement assi stance, internships, and networking opportunities, to help
students succeed intheir chosen career paths.

Alumni Network: Accredited | ngtitutionscultivate strong a umni networks,
enabling current and former studentsto connect, collaborate, and benefit
from each other’sexperiencesand professiona networks.

The main difference between an Accredited Vocational Institution (AVI) and an

Accredited Indtitution (Al) liesintheir focusand educationa offerings. AVIsspecidize

inproviding vocationa training and skillsdevel opment in specificindustriesor trades,

focusing on practical skillsand hands-ontraining. For example, anAVI may offer
programsin automotive technology, culinary arts, or computer programming. Inan

AV, the curriculum may include courses such as welding techniques, electrical

ingtalations, or medica assisting, where studentslearnthe practica skillsrequired for

specificvocationa careers. Ontheother hand, Alsoffer abroader range of academic
programsacrossvariousdisciplines, providing acomprehend veeducation. For example,
anAl may offer programsin bus nessadministration, engineering, or humanities. Inan

Al, the curriculum may include subjectslike mathematics, literature, economics, or

sociology, providing students with abroader understanding of various academic

disciplines.

7.  Non-Governmental Organizations (NGOs) areindependent and non-profit
organizationsthat haveas gnificantimpact on education. In contrast to government
or privateinstitutions, NGOs have aspecific focus on addressing particular
socid issuesor sarving marginalized communities. Their primary god isto provide
educationa accessto disadvantaged individua swho may not have opportunities
informal educational settings. NGOs often design and implement innovative
educationa programsand initiativesthat cater to theunique needsof their target
beneficiaries. They collaborate with local communities, governments, and other
stakeholdersto create educational opportunitiesand promote positive social
change. Through their dedication and commitment, NGOs contribute to
narrowing educational gapsand empowering individua swith knowledge and
skillsfor abrighter future.
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Characteristics of Non-Governmental Organizations (NGOs):

towardsaddressing socid issuesand serving marginalized communities.

Non-profit: NGOsoperate on anon-profit basis, focusing on community
servicerather than generating profits.

Independence: NGOs operateindependently from government control,
allowing them to develop their own strategiesand programs.

Advocacy: NGOsactively engagein advocacy work to promote socia
changeand address systemicissues.

Collaboration: NGOscollaboratewith other organizations, governments,
and stakehol dersto maximizetheir impact.

Funding: NGOsrely on donations, grants, and sponsorshipsto support
their programsand operations.

Volunteer involvement: NGOs engage volunteerswho contributetheir
timeand skillsto advancethe organization’smission.

Transparency: NGOsuphold trangparency inther operationsand financia
management, being accountableto their stakeholders.

Flexibility and innovation: NGOsareflexiblein adapting to changing
circumstances and empl oy innovative approaches.

Impact-oriented: NGOsfocuson cregting tangibleand sustainableimpact
inthecommunitiesthey serve, measuring successthrough positive outcomes.

. INTEXT QUESTIONS 1.3

1.

Whichtypeof educationd inditutionleveragesatificid intelligenceandtechnol ogy
to ddliver ingtruction and learning experiences?

a)
b)
c)
d)

Al Ingtitution
Private School
Government School

All of theabove
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2.

Whichtypeof educationd ingtitution focuseson providing socid and community
servicesrather than profit-making?

a)
b)
©)
d)

Al Inditution
Government School
Private School
Formal School

Whichtype of educational institution operatesindependently of government
control and isdriven by the mission of providing educational servicestothe
community?

a)
b)
c)
d)

AVI
NGO
Private School

Al Inditution

Whichtypeof educational institution focuseson providing vocational training
and skillsdevelopment?

a)
b)
c)

d)

AVI

Non-formal School
NGO

Formal School

Ch

WHAT YOU HAVE LEARNT

Educational institutions are organi zations or placesthat are dedicated to providing
education andlearning opportunitiesto everyone. Theseingtitutionsplay avital rolein
devel oping understanding, competencies, and mora va uesamong studentsof different
agesand socioeconomic backgrounds. Theprimary purposeof educationd ingtitutionsis
tofacilitateformal education by providing well-organized and structured educational
courses. These coursesmay includeearly childhood education, primary and secondary
education, aswell ascollege and university education. Vocational training centersare
also considered educational ingtitutions becausethey provide speciaizedtrainingin
particular fields. Typically, educational institutionshave acurriculum or set of courses
designed to satisfy educationa goas. They employ competent teachersor tutorswho
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guidestudentsthroughthelearning process. Educationd ingtitutionsprovidedassrooms, Understanding
libraries, laboratories, and other learning-rel ated resources. In general, educational Leadership in
ingtitutionsserveaspillarsof education by providing structured learning opportunities | ducational Institution
and fostering environmentsfor individual sto acquire knowledge, devel op skills, and

devel op academically and personaly.

G| TERMINAL QUESTIONS Notes .
1. Explainthemeaning, natureand characteristicsof Educationa Ingtitutions.

2. Differentiate between Educationa Institutionsand other Ingtitutions.

3.  Discusstheroleand functionsof Educationa Ingtitutions.

4.  Explainthetypesof educational Ingtitutions.

‘&l ANSWERS TO INTEXT QUESTIONS

1.1

1. b) Educationd ingitutionsaimto promotethephysica and menta well-
being of individuds.

2. b) Ingtitutionsdedicated to promoting lifelong learning and knowledge
acquigtion.
c) Encouragement of critical thinking andintellectual curiosity.

They contributesto social and economic devel opment.

a Universty

o 0~ »
o

d) Vocationa School
1.2

c¢) Government School
d) Non-formal School
d) Forma School

c) Private School

o A W bdpoE

b) Non-formal School
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d) Allof theabove
b) Government School

b) NGO

A w0 dp R

a AV

LEARNING OUTCOMES

After reading thislesson, you are ableto:

Understanding 1.3
Leadership in
Educational Institution
Notes
r
3
L:)
°
°
°

Explain concept & meaning of Educational Institutions and the nature &
characteristicsof Educationa Ingtitutions.

Discusstherole & functionsof Educational I nstitutionsand describethetypes
of educationd Inditutions.

Differentiate between Educationd Ingtitutionsand other Institutions.
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MEANING AND CONCEPT OF
EDUCATIONALINSTITUTION

2.0 INTRODUCTION

Leadership, asacrucia element in society and organi zations, involvesguiding and
influencing individualsor groupstowardsacommon objective. It transcendsformal
authority and requiresvariousskillslike communication, empathy, and adaptability. By
recogni zing and meeting the needs of followersand encouraging themto performtheir
best, effective leadership promotesinnovation, teamwork, and goal achievement.
Educationd leadershipinvolvesmanaging and guiding educationd ingtitutionsin order
to achieve educational goassuccessfully. Itsmain objectivesareto boost the quality
of tutors, improve student progress, and provide ahappy |earning environment. It
addressesparticular issueswithin the education sector and isfocused on educational
goals, pedagogy, and student development, in contrast to corporate, political or other
typesof leadership.

Thischapter will focuson the meaning, nature, scopeand significanceof leadership. It
will dso helpyouinunderstanding theroleof agood leader and inwhat way academic
leadershipisdifferent fromadminigtrativeleadership.

2.1 OBJECTIVES

After reading thislesson, youwill beableto:
° Explainthemeaning and concept of |eadership.
° Discussthequaditiesof agood |eader.

° Discussthetransformation intheleadership approach.
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° Explainthenature, scopeand significanceof leadership.
Describethetypesand theories of leadership.

° Discusstheleadershipin Educationd Indtitute.
° Differentiate between academic and administrativeleadership.

2.2 MEANING AND DEFINITION OF LEADERSHIP

Toachievethegoa of quality, every educational institute requiresaleader. Success of
any institute depends upon thevision of itsleader. A Leader’sroleisvery crucial.
Leader meansnot only ‘ In-charge’, itisactually- ‘ Inyour charge’ . A leeder isaperson,
who inspires, directs, supportsand motivatesagroup of peopleto achieveacommon
target and which leadsto the success. L eaders have strong communication skills;
problem solving skills, clear vision, ability to motivate/support others, empathy and
empower their team members. However, amanager isresponsiblefor completing four
critical functions: planning, organizing, leading, and controlling. A leader not only
delegatesresponsibilitiesamong the team but al so motivatesteam membersfor the
quality output. An effectiveleader believesin Honesty, hard work, collaboration, and
problem solving attitude, teamwork, and hedlthy work culture, novelty inidess, flexibility
and successwith qudity. Leadershipisat thefundamental basisof quality education.
Educational leadershipisan important factor in achieving learning outcomes. True
leadership strives for ongoing development. We can define leadership in the
folowing ways

° According to Stogdill, 1950, “ L eadership may be considered asthe process
(act) of influencing theactivitiesof an organized groupinitseffortstoward goal
setting and god achievement”.

e  According to Bass, 1999, “ L eadership isaninteraction between two or more
members of agroup that often involvesastructuring or restructuring of the
Situation and the perceptionsand expectations of members.” Leadership occurs
when onegroup member modifiesthe motivation or competenciesof othersin
thegroup.

° According to Ololube, 2004, “Leadership can also be explained as a
devel opment of aclear and compl ete system of expectationsin order toidentify,
evokeand usethepotentid sof al resourcesintheorganizationthemaost important
of whichispeople.”
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According to Adesina, 2011, “ L eadership isdefined asthe ability to get things
donewith the support and cooperation of other peoplewithin theinstitution,
organization, or system.”

Thus, leadershipisadynamic processinvolving theinfluence, interaction, and motivation
of group membersto work together towards achieving common goals within an
organization. It encompassesthe devel opment of clear expectationsand theutilization
of availableresources, primarily people, to effectively accomplish tasksand objectives
whilefostering cooperation and support among team members.

Characteristics of Leadership

Leadershipistheart of guiding, motivating, and influencing individua sor groups
towardsashared goal or vision. Leaderslead by example, empower others,
and collaborate effectively inteams.

L eadershipinvolvesmotivating and transforming individua sor groups, turning
their potentia into redlity. Leadersdirect and control agroup, motivating them
toreachtherr full potentid.

Leadership is the process of influencing and supporting others to work
enthusiastically towards achieving objectives. It playsacritica rolein helping
individualsor groupsidentify their goalsand work towards achieving them.

Leadershipisnot limited to specific rolesor positions. Whether it samanager,
sportscoach, or teacher, all |eaders sharethe purpose of influencing outcomes
and empowering teams.

Leadershipisaskill that can becultivated. Itincludeselementssuch asproviding
support and guidance, active participation, goal accomplishment, and acting as
acatalyst for turning capabilitiesintoredlity.

L eadership encompassesdl interpersond interactionsthat influenceaninditution’s
ability towork towardsitsobjectives. It requires setting an example, building
trust, and fostering an environment that promotes success, devel opment, and
innovation.

Leadership existsin variousfieldslikeeducation, business, palitics, and society.
Itisessentid for bringing about change, motivating people, and attai ning success.

2.3 QUALITIES/ CHARACTERISTICS OF A GOOD LEADER

Quality isacharacterigtic that definesexcellence, reliability, or superiority in specific
contexts. Inhumans, quditieslike empathy, integrity, resilience, and othersexemplify
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theseattributes. Similarly, in non-human aspectslike systemsand products, qualities
such asdurability, efficiency, reliability, and sustainability serve asbenchmarksfor
excellence and effectiveness. In essence, quality servesasastandard of excellence,
shaping thenatureand actionsof individua sand objectswithintheir respectivedomains.

A good |eader leadswith positive attitude/positive mindset, honesty and integrity. A
leader’ sbehavior significantly affectsthe performance and morale of team members.
Following arethe characteristicsof agood leader:

Inspiration: A good |eader inspires and motivates othersto achievetheir best and
strivefor success.

Clear Vision: They have aclear vision and set goalsthat guide their actionsand
inspireotherstofollow.

Perseverance: A good | eader possessesanever-give-up spirit, overcoming chalenges
and setbackswith determination.

Empathy: A good |eader demonstrates empathy and understanding, considering the
fedlingsand perspectivesof others.

Open-Mindedness and Creativity: They are open-minded and encourage new ideas
and creativethinking todriveinnovation.

Flexibility: Good |eaders are adaptable and flexible, adjusting their strategiesand
approaches as needed.

Supportive: They provide support, guidance, and resourcesto helpindividualsand
teams succeed.

Observational Skills: A good | eader possessesstrong observationa skills, recognizing
strengths, weaknesses, and opportunitiesfor improvement.

Effective Communication: Good |eadersare skilled communicators, conveying their
ideasclearly and actively listening to others.

Continuous Learner: They embrace amindset of continuouslearning, seeking
knowledgeand sdlf-improvement.

Decision-Making: They are effective decision-makers, considering available
information and making timely and informed choices.

Integrity: Peopleadmire and trust leaderswho consi stently act withintegrity.

Accountability: Effectiveleaderstake ownership of their decisonsand hold both the
team membersand themsel vesresponsiblefor achieving objectives.
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Confidence: L eadersexhibit confidence, which encourages peopleto do their best
work and inspiresthemto do the same.

Empowerment: Effective |eaders del egate power, offer assistance and resources,
and givetheir team membersthetoolsthey need to succeed.

Resilience: Resilient people keep apositive outlook and inspire othersin theface of
difficulties. These characteristicscontribute to outstanding leedership and the capability
to makeapositiveimpact onindividuas, teams, and organi zations. Leadership skills
may beimproved through self-awareness, education, expert advice and practice.

2.4 TRANSFORMATIONS IN THE LEADERSHIPAPPROACH

Conventiona methodsof leadershiptraditiondly involveahierarchica and top-down
approach, whereleadersexert authority and control over their teams. Theseleaders
often make decisionsindependently and expect compliancefrom their subordinates.
In contrast, transformations in leadership approach reflect a shift towards more
collaborativeand inclusiveleadership styles. Thelatest trends of |eadership approach
involvefiveessentid shiftsthat not only build upon but aso extend beyond conventiond
methods:

1.  Moving from executive to visionary status: Creating acompelling mission
that engagesand benefitsall stakeholdersasawhole. Transitioning froman
executiveto avisonary inthe education field can beillustrated by creating an
inspiring mission that involvesand benefitsall stakeholderscollectively. For
instance, the Khan Academy’smission of providing free, world-classeducation
for anyone, anywhere, exemplifiesvisionary leadership by engaging learners,
educators, and supportersworldwideinashared pursuit of accessibleand high-
quality education, ultimately transforming the educational landscape.

2.  Moving from being a planner to an architect: Rethinking and developing
latest model sthat can provide new levelsof value. Shifting from aplanner toan
architect in the education field entail sreimagining and creating innovative
educational modelsthat offer enhanced value. For example, onlinelearning
platforms like Coursera have transitioned from basic course planning to
architecting comprehensivevirtual learning ecosystemsthat providediverse
courses, certifications, and skill development opportunities, thustransforming
thelandscape of education and making it accessibleto aglobal audience.

3.  Moving beyond the role of director and becoming a catalyst: Creating
positivework environment andigniting inspirationwithin otherstoinitiateaction.
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Evolving beyond theroleof adirector intheeducation field can bedemonsirated
by becoming acatalyst for change, fostering apositivework environment, and
inspiring othersto take meaningful action. For instance, aschool principa who
actively engagesteachers, students, and parentsto collaborate on innovative
educationa projectsand initiativesignitesingpiration and motivation withinthe
school community, propelling it towards positivetransformation and academic
excdlence.

Moving beyond controller to coach: Empowering their colleaguesto cultivate
fresh mindsets, acquireknowledge, and devel op essential skills. Transitioning
fromacontraller toacoachintheeducation fid dinvolvesempowering colleagues
to embrace new perspectives, acquireknowledge, and cultivatevitd skills. An
exampleof thisshiftisseenineducationd leadershipwhereschool adminigtrators,
instead of soldly imposing rules, coach teachersin adopting innovativeteaching
methods, fostering aculture of continuouslearning and growth among the staff,
and ultimately improving thequality of education.

Moving beyond being a boss to being a human and being one s true,
authentic self: Creating anurturing and uplifting work atmospherethrough
genuine connections and displaying empathy towards team members. In
education, moving from abossto an authentic self is seen in teacherswho
connect personal ly with students, understanding their challenges, and creating
aninclusive, safelearning space. Thisauthenticity strengthens student-teacher
bonds, fosters open communication, trust, and enrichesthelearningjourney.

In conclusion, Traditional |eadership methodstypically follow ahierarchical,
top-down approach whereleaders hold authority and expect compliance. In
contrast, transformational leadership involvesashift towardscollaborativeand
inclusivestyles. Thisshift includesfive essentia changes:. visionary leadership
focused on inspiring missions, transitioning from planning to architectural
innovation, becoming acatalyst for change, shifting from controller to coach,
and moving from abossto an authentic self. These changesdiversify leadership
skillsand enhance empl oyee sati Sfaction, stakehol der loydty, and organi zational
success, marking adeparturefrom conventional |eadership practices. Together,
these changes can support aleader indiversifying their skill set and bringing
new level sof vaueto the stakehol dersin an organization. Thefind changeisthe
most Sgnificant Sinceit centerson achieving ahigher state of consciousnessand
inner awareness. A leader who lookswithin and embarkson asincerejourney
of salf-discovery makessignificant changesin both themselvesand their lives,
which makesthem better ableto servether organization. Thisentailscultivating
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“stateawareness’ (theunderstanding of what motivatesapersonto act) aswell Understanding

as" profileawareness,” which arethe combination of aperson’scognitive, feding, Leadership in

and behavior patternsinvarioussituations. This style of leadershipisfar more [[F“ducational Institution
successful. Employee satisfaction, stakeholder loyalty, and output of an

organization depend upon theleadership.

. INTEXT QUESTIONS 2.1 Notes

1.

Leadershipisacomprehensivetermwhichinclude

a Mutua exchangeof ideasamong thegroups

b) Theparticipationinconflictsand cooperation with other group
c) Leavinghisowngroupinthetimeof difficulties

d) Onlywork asanautocratic nominee

Thecharacter related quality of agood leader is

a) ldedigticideasand motivating spirit

b) Symbol of cultural and social vaues

c) Attractivepersondity

d) Completely devoid of itinmodern perspective
Leadershipisto createand achievevision about

a Motivatingandinspiringindividuas

b) Influencing, mativating and giving mativationtotheindividuas
¢) Influencingand controllingindividuas

d) Controllingandgoverningindividuals

What will betheresult of weak |leadership?

a) Breakdownintheorganization

b) Rebdlionintheorganization

c) Noeffect

d) All of theabove
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2.5NATURE, SCOPE AND SIGNIFICANCE OF LEADERSHIP

Thenature, scope, and significance of leadership arefundamental aspectsthat explore
the essence of leadership, theextent of itsimpact, and itsvita roleinvariousdomains.
Understanding these dimens onshel psin comprehending the essence and relevance of
leadership in different contexts. Some key points outlining the nature and scope of
leadership:

2.5.1 Nature of Leadership

Leadershipisadynamic processthat inspiresand guidesindividuasor organizations
towards shared goal's, |eading to positive outcomes and persona growth througha
leader’squdlities. It requiresquaitieslikevison, morality, accountability, and reslience
and canemergeat al levels, fostering collaboration and innovation.

° L eadership asaprocess. Theprocessof inspiring, motivating, and guiding people
or organizationstoward attaining shared objectivesisknown asleadership. It
includeseverything of aleader’scontrolling and influencing othersto achieve
desired results. Leaders enable the growth, development, and success of their
followersor team membersthrough effective communication, decis on-making,
andingpiration.

° L eadership asaproduct: Positive outcomes, improved teamwork, heal thy work
culture/ environment and the devel opment of individud potentia defineeffective
leadership asaproduct. It isthemanifestation of aleader’squalities, skills, and
behaviorsintheir interactionsand influence on others.

° Leadershipinvolvesdirecting, encouraging, and motivating individuasor groups
toward predefined goalsor objectives.

° It needs characteristics like clear vision, morality, compassion, and good
communication.

° Leadershipisaprocessof taking persona accountability, taking decisons, and
showing a path.

° Effectiveleaders show resilience, flexibility, and the capacity to motivateand
inspireothers.

° Leadershipisnot restricted to formal positionsof control; it can occur at al
levelsandinavariety of roles.

Open Vocational Educational Programme



Nature and Scope of Educational Leadership

Leadersareessentid infostering collaboration andinnovation, aswell as positive
work or learning environmen.

2.5.2 Scope of Leadership

L eadership hasawide scope, from education to society, andinvolvestaskslikeguiding
institutions, setting objectives, and improving learning environments. Leadersare
repongblefor curriculum deve opment, teacher training, and making Srategic decisons,
impacting not just specific settings but a so broader societd issuesand well-being.

L eadership canbeused inavariety of contexts, including society, organizations,
and education.

Inthefield of education, |leadership isconcerned with directing educational
indtitutions, establishing educationd objectives, and fogering afavorablelearning
environment.

Curriculum development, instructional design, and teacher professional
development arethe purview of educational leaders.

L eadership goesbeyond the confines of certaininstitutionsand organizations,
with leadersfrequently influencing policies, promoting social change, and
championing causes.

Managing teams, establishing strategic goals, and reaching decisionsareal
includedin thedefinition of leadership.

L eedersaddressissues pertai ning to community partici pation, organizational or
societa challenges, and thewellbeing of employeesor students.

2.5.3 Significance of Leadership

The significance of leadership can be found initsvital functionin communities,
organizations, and society at large. Thefollowing main pointsemphas zetheimportance
of leedership:

Goal Achievement: Setting goals, devel oping avision, and directing peopleor
organizationstoward those goalsall requireleadership. It givesguidance and
ensuresthat effortsaredirected toward agoal.

Motivation and Inspiration: Peoplewho are under thedirection of effective
leaders are motivated and inspired to go above and beyond, maximizetheir
potential, and pursue excellence. L eaderspromoteapositivework or learning

Notes
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environment, inspire confidence, and support innovation and expansion.

Decision Making/ Making judgment: |n complex and uncertain situations,
leadersareespecidly important for making wise choices/decisons. They acquire
data, examine options, and make decisions that determine how people or
organizationswill proceed.

Support and Advice: L eadership offersteams or individual s mentorship,
support, and guidance. Leadershel p othersreach their full potentia and develop
their talentsby providing coaching, feedback, and chancesfor growth.

Organizational Culture and Climate: Leaders shape an organization’s
environment, encouraging cooperation, trust, and high performance. Inaddition,
leaders have the ability to influence society by inspiring significant social
transformationsand addressing preval ent challengesin an effective manner.

Success planning/ Strategic Readiness: Effective leadership involves
preparing and fostering the next generation leadersby identifying and developing
their talent and capabilities.

Growth and Well-being: Effectiveleadershipisrequired for thedevel opment,
achievement, and psychologica wellnessof individuas, teams, organizations,
and society asawhole.

. INTEXT QUESTIONS 2.2

1.

Animportant quality of agood leader is

a) Diiplined

b) Favoritism

c) Overdirective

d) Noneof theabove

Which of thefollowingisanimportant skill of agood |eader?
a) Micromanagement il

b) Lack of Empathy sKill

c) Effectivecommunicationskill

d) Noneof theabove
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3. Whichisanessentia quality for aleader toinspireand motivate others? Understanding
- Leadership in
8 Indecisiveness Educational Institution

b) Emotiond Intdligence
c) LackofVison
d) Noneof theabove Notes _
4.  Whichtraitisimportant for aleader to build and maintain trust?
a) Lackof transparency
b) Consstency andintegrity
¢) Excessvecontrol
d) Autocraticleadership style
5. Which characteristic contributesto effective problem-solving inaleader?
a) Infleibility
b) Open-mindedness
€) Lackof adaptability
d) Avoidingresponshility
6.  Which quality is vital for aleader to be adaptable in a rapidly changing
environment?

a) Resstancetochange
b) Lackof agility

¢) Hexibilityandresilience
d) Rigiddecisonmaking

2.6 TYPES OF LEADERSHIP

Introduction: L eadership encompassesdiverseviewpointsand stylesthat shapehow
individualslead and collaborate with their teams. L eadership training programsaidin
recognizing one'sleadership styleand enhancing capabilities. Variousleadership syles
includeautocratic, democratic, laissez-faire, bureaucratic, charismatic, people-oriented,
task-oriented, servant, transactional, transformational, environment-focused, and
situation-driven. Thereisno universal leadership style, and individualsshould select
the onethat resonateswith their objectivesand principles.
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Every leader hasaunique philosophy, understanding various|eadership philosophies
allow individualsto identify their own leadership style and select thetype of leader
they aspireto be. By participating in acomprehensiveleadership training program,
individuascanfurther develop and enhancetheir skillsand abilities. Now let’ sdiscuss
oneby one:

Autocratic (Lewin, Lippitt & White, 1939)

Anauthoritarian leader possessescomplete control over their team, strongly upholding
thelir principlesand standards without making compromises. They make corporate
decis onsindependently, without involving theteam. M oreover, thegroup isexpected
to strictly adhereto theleader’sguidance.

For example, | n school s/colleges/the head of AV s, the principal retains ultimate
authority and control over al decisions, which aremadein acentralized manner.

Democratic (Lewin, Lippitt & White, 1939)

Democratic syleisa so known asparticipativeleadership style. Thisstyleof leadership
involves leaders and team members working together in order to achieve shared
objectives. It createsaproductive work environment by fostering mutual supportin
thepursuit of individua objectives.

For example, the school/college/AV Ishead, principal encouragesaculture of shared
accountability and ownership with thisleadership approach. Theteachersand staff
areoffered the opportunity to actively contributeto decision-making by sharing their
knowledge and perspectives. The head promotes an atmosphere of open discussion
with mutual respect, and trust where everyonefeel sappreciated and empowered.

Laissez-Faire (Lewin, Lippitt, & White, 1939)
Thephrase*laissez-faire” isaFrench expression that means*“alow to do.”

Accordingto Dictionary.com, non-interferenceis*” the practice of not interferinginthe
affarsof others, particularly with referencetoindividua conduct or freedom of action.”
Inthisleadership syle, team membershavetheautonomy to executether respongbilities
intheir ownway. They aregranted thefreedomto gpply their knowledgeandintelligence
in performing company tasks. To gain adeegper understanding of thisapproach, consider
enrollinginaleadership course.

According to their professional judgment and subject-matter competence, teachers
may, for instance, be permitted to create their own lesson plans, choosetheir own
instructional strategies, and createtheir own assessment plans.
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Bureaucratic (\Weber, 1905)

Inthistypeof |eadership, leadersatrictly follow organizational rulesand policies. Team
membersareexpected to comply with standardized practicesand predefined processes.
L eadersinthebureaucracy arefrequently organized and self-driven.

A charismaticleader ingpirestheir teeam memberswith enthusasm. Long-term dedication
to the organizationisnecessary for thiskind of leader. To attain thetrust of theteam
membersrequirestimeand effort.

Charismatic (\Weber, 1905)

A charismatic |leader inspires his’her team memberswith enthusiasm. Long-term
dedication to the organization isnecessary for thiskind of leader. Here, leaderstakea
risk becausetheir workforce cons dered them responsiblefor the department’ ssuccess,
rather than theteam. To build trust and get support from team membersrequirestime
and effort with adifferent style of leadership.

People-Oriented (Fiedler, 1967)

A people-oriented |eader isonewho supports, encourages, trains, and devel opstheir
staff in order to increasejob satisfaction.

Task Oriented (Fiedler, 1967)

Task-oriented | eader isone who concentrates on the responsibilitiesand tasksthat
have been del egated to each employeein order to achievethegoal ontime. Toget the
desired results, careful observation and proper control isnecessary.

Servant (Greenleaf, 1977)

A servant leader isatype of leader who hel pstheir team membersto achievetheir
goalsby providing the necessary support and resources. Thisstylegenerally gives
outcomeat asower pace, despite having ahigher level of employee engagement.

Transactional (Bums, 1978)

A transactiona |eader focuseson theinteraction or transaction between leadersand
subordinates. To encourage their subordinatesto achieve predetermined goalsand
objectives, transactional |eadersemploy asystem of rewardsand penalties.

Transformational (Bums, 1978)

A Transformational leader isatype of leader who inspiresand motivates subordinates
to produce outstanding results. Transformationa leadersinspireand engagetheir team
members by acompelling vision and charisma, rather than only concentrating on
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transactiona interactions. They promote an environment of innovation, cregtivity, and
persona development. Transformationd |eadershavethe capability to create postive
change and improve both the performance of individualsand thebusinessasawhole
by acting asrole model sand empowering their followers.

Environmental (mazzi, 2005)

An environment leadership approach focuses on fostering a favorable group or
organizational environment in order to affect people€' semotional and psychological
impressions. Thismethod makes use of group psychology and dynamics, encourages
leadership growth, and buildsaculture of cooperation and learning. Thegroup leader
takesuse of this setting to motivate and direct the participantstoward group activity
that will benefittoal involved.

Situational (Joseph Praveen Kumar,Hersey, Blanchard, & Johnson, 2008)

Thesituation leader isaleader who followstheleadership styleas per circumstances
and thekind of work along with their subordinates.

Note: Thereisno ideal leadership style. Therefore, you must select what kind of
leader youwant to be.

These stylesrepresent acontinuum from highly centralized and controlling (autocratic)
|eadership stylesto more collaborative and empowering (laissez-faire, democratic)
styles, with bureaucratic and charismatic stylesfaling in between. Thelink between
these stylesreflectsthe spectrum of |eadership approachesavailableto leadersbased
ontheir values, objectives, and organizational context.

Tosumup, therearedifferent beliefsand leadership stylesthat affect how peoplelead.
Recognizing theseideas aids peoplein discovering their own style of leadershipand
gods. Comprehensve programsfor leadership devel opment dsoimprovether ailities.
There are many different types of leadership, each with unique traits, such as
authoritarian, democratic, laissez-faire, and bureaucratic. Depending ontheir objectives
and strengths, |eaders might adopt a charismatic, people-oriented, task-oriented,
servant, transactiond, or transformationd styleof leadership. Situational leadersadjust
to shifting conditions, whereas environment-focused leaders foster afavorable
environment. People should choose aleadership stylebased ontheir godsand idedls,
asthereisnoonestylethat fitsall Situations.

You will also read someleader ship styleswith more explanation in the next lesson.
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. INTEXT QUESTIONS 2.3

1.  Whichleadership styleisaso popularly known as* Reward?’
a) Lassezfarleadership
b) Democraticleadership
c) Transctiond style " Notes
d) Noneof theabove

2 Which leadership styleinvolves aleader making all the decisionswithout
consulting theteam members?

a) Lassez-fareleadership
b) Democraticleadership

c) Autocraticleadership

d) Trandormationd leadership

3. Whichleadership stylefocuses on establishing aclear vision, inspiring and
motivating followersto achieveit?

a) Lassez-fareleadership
b) Transformationa leadership
c) Autocraticleadership

d) Transactiona Leadership

4.  Whichleadership style provideslittle guidanceor direction to team members,
alowing themto maketheir own decisions?

a) Autocraticleadership

b) Transactiond leadership
C) Lassez-fareleadership
d) Charismaticleadership
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5. Whichtypeof leadership focuses on serving the needs of othersand promoting
thewdl|-being of theteam?

a) Charismaticleadership
b) Transactiond leadership
c) Sevantleadership

d) Autocraticleadership

6.  Whichleadership styleischaracterized by theleader having adominant and
controlling influence over theteam?

a) Lassez-fareleadership
b) Autocraticleadership

¢) Democraticleadership

d) Transformationd leadership

2.7 THEORIES OF LEADERSHIP

Theoriesof |eadershipinclude numerousframeworksand viewsthat make an effort to
describe and comprehend the character, conduct, and efficacy of leaders. Several
well-known leadership theoriesinclude:

Trait Theory: According to this theory, effective leaders have certain innate
characteristicsor attributes, such asintelligence, self-confidence, and persondity.

Behavioral Theory: Thistheory emphasizesboth the behavior aswell asactionsof
leaders, and it believes that particular actions, such as focusing on tasks or
people behaviors, affect the efficacy of leadership.

Contingency Theory: According to thistheory, aleader’sefficacy isinfluenced by a
variety of situational e ements, including thetraitsof their followers, the nature of the
task, and the atmosphere of the organization.

Adaptive Leadership Theory: Thenotion of adaptiveleadershipisconcerned with
the capacity of leadersto adjust to complex and quickly changing scenarios, promote
innovation, and lead organi zationsthrough adaptive obstacles.

Authentic Leadership Theory: According to thegenuineleadershipidea, aleader’s
self-consciousness, genuineness, and alignment with their beliefs foster trust,
commitment, and desired resullts.
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Participative Theory of Leadership, also known asParticipative Decison-Making
Theory or Democratic L eadership Theory, emphasi zesthe active participation of
subordinates in the decis on-making process. According to thistheory, managersshould
encourageandinvolvetheir staff membersin decision-making to boost their morale,
satisfaction at the workplace, and general performance.

Transformational Leadership Theory/ Relationship theory: The power of theleader
toinspireand encouragefollowersto pursue goa sbeyond their own self-interests, so
transforming both people and organizations, isemphasi zed by the transformational
leadership theory.

Transactional Leadership Theory/ Management Theory: Thetheory of transactiond
|eadership emphasizesthe exchange that takes place between |eadersand followers,
whereintheleader givesincentives(reward) and consequencesinreturnfor desired
behavior.

Situational Leadership Theory: The Situational L eadership Theory indicatesthat
successful leadership isinfluenced by the degree of preparedness or the ability of
participants, and leaders should modify their |eadership approach accordingly

Servant Leadership Theory: According to the Servant L eadership Theory, aleader
should prioritize meeting the needs of othersand giving them the opportunitiesthat
they need torealizetheir full potential rather thanimposing adictatorship.

Thesetheoriesoffer variousviewpointson leadership aswell asinsghtsregarding the
traits, behaviors, and methodsthat go into effective leadership. It issignificant to
emphasi zethat no singletheory can adequately reflect theintricaciesof leadership and
that variouscircumstancesmay requirethe application of avariety of ideas.

In conclusion, theintegration of diverseleadership theoriesoffersacomprehensive
perspective on effective educational |eadership, encompassing personal attributes,
behaviors, contextud factors, adaptability, and multipleleadership theories. Thisholistic
approach deepens our understanding of |eadership effectiveness, acknowledgingits
intricate nature and the need for varioustheoriesin different Stuations. lllustrated by a
school principa with strong communication skillsand aparticipative leadership style
(Trait and Participative Theories), who adaptsto budget constraints and changing
demographics(Contingency Theory) through € ementsof Adaptive L eadership, these
theoriesempower educationa |eadersto navigate complex chalengeswhileupholding
their educational vision. Together, they provide awell-rounded understanding of
leadership’smultifaceted rolein education.
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arethe approachesto the study of |eadership which emphasise
the persondity of theleader:

a) Contingency theories
— “Notes b) Grouptheories
c) Trattheories
d) Inspirationd theories
2. Inleadershiptraittheory, what isatrait?
a) A listof thething that makesleader different to everyoneelse
b) Alistof thingsthat aleader should doto begreat
c) Thelist of behaviorsaleader exhibits.
d) Alistof qualitiesthat makesaleader great.

3. Whichleadership style encouragesteam membersto participatein decision-
making and valuestheir input?

a) Transactiond leadership
b) Lassez-fareleadership
c) Sevantleadership

d) Democraticleadership

2.8 LEADERSHIP IN EDUCATIONAL INSTITUTION

Educationd |eadership has gained significant importancein education policiesacross
theworld. It playsavita roleinimproving school outcomesthrough itsinfluence on
teacher motivation, capabilities, and the overall school environment. Theefficiency
and relevance of education greatly depend on effective educationd leadership and the
clear definition of associated responsbilities. As per the New Education Policy (NEP)
2020, educationa |eadership pertainsto individua swithin the education systemwho
hold theresponsibility of delivering proficient leadership and management. Themain
aim of thepolicy istoimprove educationa outcomesthrough strategiesthat promote
inclusivity, creetivity, and innovation. Theseleadersarecrucia for thedevel opment of
teachersand staff and for engaging stakehol ders such as parents, communities, and
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policymakers. The Policy recognizesthe significance of strong educationa leadership
indriving educationd reformsand achieving policy objectives.

According to Pont, Nusche, and Moorman (2008), “ Educational leadership
functions can contribute in making provision of guidance on the main
characteristics, tasks and responsibilities of proficient leaders in the field of
education.”

° Educationd leadership encompassesmulltipledimens onsbeyond student learning
and growth.

° Educationa leadersmust consider theingtitutions mission, vision, values, and
standards, aswell asethical and professional norms. They aso need to address
equity, cultural responsiveness, curriculum design, instructional methods,
technol ogy integration, performanceeva uation, community building, professona
development, fostering collaboration among teachers, staff and students,
engaging familiesand thecommunity, and effective management of adminigrative
functionsto promote school improvement.

2.8.1 Leadership Qualities in the Educational Institutions

Leadership qualitiesin the educational institutions have asignificant impact onthe
deve opment and performance of educationd ingtitutions. Following areafew crucia
qualitiesof leadership:

Clear Vision: Educational |eadersneed to haveadistinct visionfor theingtitution's
future and thetype of education they want to offer students.

Leadership in Instruction: Educational |eaders should be ableto mentor and assist
teachersin providing high-quality instruction. They should also have athorough
understanding of effectiveteaching and learning Strategies.

Student-Centered Approach: Effectiveleaders put students needs, wellbeing, and
academic performancefirst, making surethat decisionsand plansare centered on
their educationa experiences.

Collaboration and team building: Educational |eaderscan promoteacollaborative
culture by encouraging collaboration between departmentsor gradelevelsaswell as
among staff members.

Communication Skills: Strong communication skillsareaprerequisitefor effective
leadersin education. Theseleadersmust be ableto establish good rapport with teachers,
students, parents, and other stakeholdersin order to provide crucial information.
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Innovation and adaptability: Education leadersmust beinnovativeand receptiveto
new concepts, tools, and teaching strategiesin order to satisfy the changing demands
of studentsand the educationa environment.

Supportive and Empowering: L eaders should foster an atmospherethat isboth
encouraging and empowering for teachersand &ff, giving them thetool s, opportunity,
and support they need to succeed in their positions.

Leadershipthatismoraly and ethically sound upholdstheinterestsof studentsand the
educational community by requiring decision-makersto act with honesty, integrity,
andfairness.

Community Engagement: Strong |eadersdevel op rel ationshipswith parents, members
of the local community, and other stakeholdersin order to improve educational
opportunitiesand promoteafeeing of shared responsibility.

Continuous Learning: Inorder to makewell-informed decisions, educationd |eaders
should embrace continuouslearning and professiond devel opment by keeping upwith
thelatest findingsinthefield, best practices, and legidative changes.

These qualitieshel p to make educational |eadership effective by alowing leadersto
have abeneficid influence on students, instructors, and theentire educationa system.

2.8.2 Types of Leadership in Educational Institutions

Educational institutions can be broadly categorized into academic |eadership and
adminigtrativeleadership. For theoverall successof educationd ingtitutions, effective
collaboration between academic and administrative leadersis essential. Academic
leadersfocusonteaching, learning, and curriculum devel opment, whileadministrative
|eadersensure smooth operations, resource management, and compliancewith policies
andregulations.

Types of Leadership in Educational Institutions

l
[ N

Academic Leadership Administrative Leadership

Academicleadershiprolesincludeprincipals, vice principa's, headmasters, department
heads, curriculum coordinators, instructional coaches, subject coordinators and
vocationd indtitutionshead. Theseleadersshapethe academicvison, set god's, monitor
curriculum implementation, support teachers, and promote effective instructional
practices. On theother hand, admini strativeleadership in schoolsinvolvesrolessuch
as principals, vice principals, headmasters, assistant principals, school business
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managers, school counsealors, registrars, admission officers, AVIshead, and district-
level adminigtrators. They manage daily operations, handle budgeting and resource
alocation, enforce policiesand regulations, support student services, and ensure
compliance with academic and administrative requirements.

2.8.2.1 Academic Leadership

Academicleadershipintheeducation system consstsof individual sor positionstasked
with defining the academic vision, objectives, and strategiesthat facilitate effective
teaching and learning. Thefollowing are examplesof academicleadership positionsin
the education system:

Principals, Vice Principals, and Headmasters: These academic|eaders supervise
theoverd| operation of the school, establish academic god's, monitor theimplementation
of thecurriculum, and provideingtructiond direction. They collaboratewith stakeholders
toimprove academic outcomes, support and evaluateteachers, and cultivateapositive
learning environment.

Department Heads: Department heads provide academic leadership within specific
subject areas. They coordinate curriculum devel opment, ensureteaching practicesare
aligned, mentor and support teachersin their departments, and uphold academic
gandards. Additiondly, department leadersfacilitate teacher collaboration and promote
professional development opportunities.

Curriculum Coordinators: Curriculum coordinatorsareresponsiblefor designing,
developing, and revising the curriculum to align with educational standards and
objectives. They collaborateclosaly withingructorsto ensureeffectiveimplementation
of thecurriculum, provideinstructiona support, and evad uatethe curriculum’sefficacy.
Moreover, they keep abreast of educational trendsand research to inform curriculum
decisons.

Instructional Coaches: Instructional coachescollaboratewith teachersto enhance
their instructional practices. They provide targeted support and feedback, model
effectiveteaching techniques, and facilitate opportunitiesfor professona development.
Ingtructiona coachesplay acrucid roleinfostering acultureof continuousdevel opment
and bol stering the capacity of teachers.

Subject Coordinators: These experienced educators provide academic leadership
within specific gradelevelsor subject areas. They collaboratewith other educators,
exchange best practices, mentor and support colleagues, and contribute to the
implementation of new ingtructiona strategiesand initiatives.
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AVI/AI Heads: The heads of Accredited Institutions and Accredited VVocational
| nstitutions predominately have administrative functions. However, they alsomay a
ggnificant academicrole. They areinvolved inensuring theimplementation of innovetive
pedagogical practices, thusdemonstrating academic leadership.

Teacher as a leader:

Teachersplay acrucid |leadership rolewithin the education system. They act asleaders
innumerousways, suchas.

Curriculum Development: Teacherscontributeto thedevel opment of curricula
by digningingructiona planswith educationd Sandardsand designinginnovetive
and applicablelearning experiences. They determinethe appropriate content,
instructional methods, and assessmentsfor their students.

Instructional Leadership: Teachersprovideingtructiona leedership by creating
and ddivering lessonseffectively, implementing appropriateteaching Srategies,
and eval uating student growth. They guide studentsthroughout thelearning
processand motivate them to reach their maximum potential.

Classroom Management: Teacherslead their classsroomsby fostering apositive
andinclusveenvironment for learning. They establish rulesand protocols, manage
student behavior, and foster an environment of mutua respect and collaboration.

Mentorship and Guidance: Teachersact asmentorsand guidesfor their pupils,
providing encouragement, support, and direction. They help studentsdevel op
essential sKills, set objectives, and makewell-informed educational and career
decisons.

Collaboration and Professional Development: Teachers collaborate
professionally by collaborating with colleagues, exchanging best practices, and
engaging in professional development activities. They contribute to the
enhancement of the educati on system and the growth and devel opment of their
peers.

Active Learner: Teachersbelieveinlifelonglearning. They actively seek
opportunities to expand their knowledge, acquire new skills, and adapt to
emerging trendsand challenges.

Advocacy: Teachersadvocatefor their pupils needsandrights, ensuring equa
accessto high-quality education. They may advocatefor inclusive practices,
resources, and support servicesthat benefit their studentsand the educational
community asawhole.
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° Resource Provider: Teachers provide relevant and engaging instructional
resources such as textbooks, educational technology, manipulative, and
supplementary materid stotheir sudentstofacilitatetheir academic growth and
SUCCESS.

Teachersinfluencethe educationa experiencesand outcomesof their studentsthrough
their knowledge, devotion, and leadership. Their influence extends beyond the
classroom, contributing to the advancement of society asawhole and shaping the
development of future generations.

Overdl, these examplesillustrate the numerous academic leadership positionswithin
theschool system. Academicleaderscollaboratewith adminigrativeleadersto establish
aconduciveenvironment for teaching andlearning. Their contributionsare essentid to
the school’ sacademic direction and success.

2.8.2.2 Administrative Leadership

Adminidrativeleadershipintheschool education syseminvolvesindividuasor postions
respong blefor managing the operational and administrative aspectsof theschool. The
following areexamplesof adminigrativeleadership postionswithintheschool education
sysem:

1.  Principals/ Vice Principals/ Headmaster: School principalsareadministrative
leadersat theschool leve. They supervisedaily operations, managetheschool’s
budget, handle personnel issues, enforce school policiesand regulations, and
maintain positiverelationshi pswith stakehol dersincluding teachers, students,
parents, and the community.

2. Vice Principals/ In-charge: Assstant principal ' In-chargesupport theprincipa
inmanaging adminigtrative tasksand responshilities. They may beresponsible
for coordinating and supervising specific areas, such asdiscipline, curriculum,
and student services.

3. School Managers/Accounts Head/SO: School managers managethe school’s
financial and operationa aspects. They managethe budget, handle purchasing
and procurement, supervisefacility management, and ensurefinancia regulations
arefollowed. Managersplay avital rolein resource allocation and financial
planning efficiency.

4.  School Counselors: Counsalorsin schoolsprovideadministrative leadership
for student services. They promotethe academic, career, and socia-emotional
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growth of students, supervises counseling programs, and collaborateswith
instructors, parents, and outsi de agenciesto ensure the successand well-being
of students.

5. Head of AVI (Accredited Vocational Institution) / AI (Accredited
Institution): The Head of an Accredited Vocational Institution (AVI) or
Accredited I nstitution playsacrucial rolein administrativeleadership. They
overseevariousadminigrativefunctions, such ascurriculum devel opment, faculty
management, student enrollment, and compliance with accreditation standards.
For instance, inahigh school, the Head of AV | ensuresthat vocationd programs
meet accreditation requirements, collaborateswith teachersto design relevant
courses, and ensures studentsreceive qudity vocational education, contributing
totheoveral successand reputation of the school’ svocationa programswithin
theeducation system.

6.  Registrars and Admission Officers: Registrarsand admission officersmanage
student enrollment, registration, and admission processes. They maintain student
records, schedul e courses, processtranscripts, and communicate with parents
and prospective studentsregarding admission requirements.

Adminigratorsat thedidrict leve, including superintendents, ass stant superintendents,
and directors, provide administrative leadership at thedistrict level. They supervise
multipleschools, administer budgets, coordinate district-wide policiesand programs,
and ensure compliancewith state and federal regulations.

These examplesillustrate various administrative |eadership positions within the
educationd system. Adminigtrativeleaders collaborate with academicleaderstofoster
an environment conduciveto learning while managing the operationa aspectsof the
schoal.

In colleges and universities, academic |eadership roles include college deans,
academic chairs, program directors, university provosts, and department chairs. These
leaders oversee academic programs, faculty devel opment, curriculum management,
and researchinitiatives. Similarly, administrativeleadership rolesat the collegeand
university level encompassroleslike college presidents, vice presidents, registrars,
department head, and research center directors. These leaders manage overall
operations, srategic planning, financia management, faculty recruitment, and campus-
widepalicies.
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Overdl, Academic leadership focuses on the educationa and instructiona aspectsof Understanding

theingtitution, whileadministrativeleadership ded swith themanageria and operationd Leadership in
aspects. Educational Institution

. INTEXT QUESTIONS 2.5

1.  Whichof thefollowing best describesacademic leadershipin an educational |———= _
e Notes
ingitution”?

a Themanagement and oversight of day-to-day administrativetasks
b) Theguidanceand supervision of faculty membersand academic programs
¢) Thecoordination of student affairsand extracurricular activities
d) Thefinancid planningandbudgeting for theingtitution
2. Academicleadershipisresponsblefor:
a) Recruitingand hiringadminigrativestaff members
b) Establishing and maintaining partnershipswithindustry stakeholders
C) Setting strategic goalsand visonfor theingtitution
d) Monitoring and evaluating teacher performance
3. Adminidrativeleadershipfocuseson
a) Ensuring compliancewith government regulationsand policies
b) Desgningandimplementingteachingandlearning strategies
¢) Conducting academic research and publishing scholarly articles
d) Managing student enrollment and admissions processes
4.  Whichof thefollowingisakey roleof adminigtrativeleadership?
a) Assessing and addressing student needsand concerns
b) Conducting academic research and publishing scholarly articles
¢) Reviewingand approving faculty promotion and tenure gpplications

d) Edablishing partnershipswithlocal community organizationsfor outreach
programs
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©-| WHAT YOU HAVE LEARNT

Variousleadership theories, including authoritarian, democratic, transformationd, and
servant leadership, each have their own unique advantages and disadvantages.
Educationd leadershipiscrucia in determining thedirection and success of educationa
institutions. Educational |eaders create ahealthy learning environment, set strategic
goals, motivate staff and students, and inspire instructors and students. Vision,
cooperation, decision-making, and instructional expertiseare necessary for effective
educational leadership. Strong communication abilities, drive, and adedicationto
continua development are necessary. Educational |eaders must negotiate complicated
environments, adjust to shifting regulations, and meet arange of demands. Their
leadership hastheability to influencelegidation, stimulateinnovation, and foster an
excdllent culture. For the benefit of al stakehol dersinvolved, understanding educeationa
| eadership enablesusto affect positive change, enhance student outcomes, and empower
educators. Individuascan have asgnificant impact ontheir businessesand contribute
to the expansion and success of their teamsby honing their leadership abilitiesand
accepting the associated responsibilities.

q&' TERMINAL QUESTIONS

Explainthe meaning, nature and scope of leadership.
Describethequalitiesof good leadership.

1
2
3.  Differentiate between academic and administrativeleadership
4 Discussthetypesand theoriesof leadership.

5

Explaintheroleof teacher asaleader.

‘&, ANSWERS TO INTEXT QUESTIONS

2.1
1. (@ Mutua exchangeof ideasamongthegroups
2. (@) ided ideasand motivating spirit
3. (b) influencing, mativating and giving mativationtotheindividuas
4. (d) Allof theabove
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2.2
1. (@& Disiplined
2. (c) FEffectivecommunicationskill
3. (b) Emotiond;Inteligence
4. (b) Condgsency andintegrity
5. (b) Open-mindedness
6. (c¢) Hexihilityandredlience
23
1. (¢ Transactiond style
2. (0 Autocréticleadership
3. (b)) Trandformetiond leadership
4. (c) Lassz-fareleadership
5. (¢) Servantleadership
6. (b) Autocraticleadership
24
1. (¢ Trattheories
2. (d) Alistof key characteristicsthat makesaleader grest.
3. (d) DemocraticLeadership
2.5
1. (b) Theguidance and supervision of faculty members and academic
programs
2. (d) Monitoringand evauating teacher performance
3.  (a Ensuringcompliancewith government regulationsand policies
4. (¢) Reviewingand approvingfaculty promotion and tenure applications
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LEARNING OUTCOMES

After reading thislesson, you are ableto:

° Explain themeaning, concept and significance of leadership and thequalitiesof
agood leader.

- “Notes 1 ° Discussthetransformationin theleadership approach andtheroleof leadership
ineducationd indtitute.

° Differentiate between academic and administrativeleadership.
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3.0 INTRODUCTION

Theleader in an educationd institutionisthe onewho initiatesor takesthefirst step
towardsingtitutiona improvement, issalf -motivated, motivates, support andinfluences
the staff. Theleader developsavisionin collaboration with different stakeholders
whichinclude parents, teachers, studentsand system level functionaries. Theleaders
keep apostiveattitude and utilizetheresourcesin acost effective manner. Theleaders
inspire othersthrough their actionsand creste ajoyful environment intheingtitution.

3.1 OBJECTIVES

After reading thislesson, youwill beableto:

° Explainthequalitiesof an effectiveleader

° Discussthedifferent typeof leadership styles

° Elaborate the concept of salf -actualizationin the context of leadership
° State the concept and relevance of val ued based |eadership

3.2 CONCEPT AND MEANING OF LEADERSHIP PROFILE

A leadership profiledescribestheattributesor quditiesaleader needstowork efficiently
andimprovetheingtitutionfunctioning. Profilesare based on real insght asto how the
leadersfunctionintheir daily routine. Theleadersshould act democratically and take
decisionsin consultation with other stakeholdersor act autocratically. Thusleadership
profileisimportant to get an understanding on thefunctioning style of aninsgtitution.
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3.3 QUALITIES OF AN EFFECTIVE LEADER

Effectiveand efficient |leadersprovidedirection, inspiration and guidanceto their fellow
workers. They nurture the strengths and talent of their teachers, studentsand other
staff members. They tap the potential of their team membersand allocate work by
looking at their talent and abilities. They ensurethat no student isdiscriminated and
feel that all students have the capability to learn. Effective leaders are leaders of
academic or vocational ingtituteswhich mean that they have knowledge, skillsand
attitudeto monitor and improvethe teaching-learning process.

Thefollowing casewill makeit clear

CASE STUDY 1

Thelngtitutional Heads of Accredited Institutions (Al) and Schoolsarerequired
toincreasethenumber of classroomsasenrollment hasincreased. Ther ingtitutions
have someempty space, but they do not have sufficient fundsto build aroom. The
Headshave contacted few corporate organi zations and managed to get oneroom
built. With the cooperation of thecommunity they managed to get enough furniture.
They called ameeting of the parentsand were ableto get somereading material .

Definethequalitiesof the Institutional Headsasaleader?

3.4 LEADERSHIP STYLES

Each leader isunique and adopts different leadership stylesor methodsto deal with
thegiven Situations. L eadership style al so determineshow theleadersimplement their
plansand organizether indtitutiond activities. Themost common leadership stylesare
discussed below.

Democratic

Lissez-Faire Trandformationd

3.4.1 Democratic Leadership

Thevery namedemocraticleadershipimpliesthat theingtitutiona |eaderstakedecisons
after discussing with other stakeholders. In school sthe stakehol dersinclude parents,
teachers, students, system functionaries such as District Education Officers, Block
Education Officers. For instance, if theissueisrelated to the organization of Annual
Day of the school, the school head discusseswith teachersfirst and then can discuss
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with parentsand students. Subsequently the headswill discusswith the system level
functionaries. In case of accredited institutes and accredited vocational institutesthe
stakeholdersincludelearners, teachers, and parentsamongst others. Theadvantageis
that al thestakeholdersareinvolved right from the planning stage. Theteam members
get an opportunity to contributein the decision making process. However, the ultimate
repong bility lieswiththeindtitutiona head. Thedrawback of thiskindisthat sometimes
it leadsto delay especially inthose matterswhich requireimmediate attention.

Advantages Disadvantages
Emphasisonteaminvolvement, If thedeadlines or goalsare approaching
participation, and engagement. fastit may lead to delay.
Conduciveenvironment creates If the staff membersarenot skilled and
friendly atmosphereand isuseful experienced they will not beableto

for developing moreinnovative, contributein decison making.

creativeideasfor bringing change.
Thisleadsto better learning

achievement of students.

Greater job satisfactionamong Difficult to reach to consensusand too
staff duetoteam building and much consultative meetingsmay again
collaborativeactivities. lead to delay in achieving thetargets.

Staff moremotivated asthereis
flexibility inwork culture.

3.4.2 Autocratic Leadership

Contrary to democratic |eadership isautocratic |eadership. Inthis case, the leader
takesall decisonsand does not involveteam membersin the decison making. All the
powersrest with theleader. Theteam membersare supposed to follow thedecisions
taken by theleader. Decisonsmakingisaquick processasonly single person gives
directionand takesthe decision. If theleader isexperienced and well informed about
theloca context, thenin certain circumstancesthisleadership styleisuseful. For instance,
if theingtitutional headsrequire additiona fundsfor renovation of their ingtitution then
they negotiate directly with the system level functionariesor with the management
personne of ther inditution. Thisstyleshould not be used frequently asthestaff becomes
stressed and fearful.

Notes

Module - 1

Understanding
Leadership in
Educational Institution

Diploma in Institutional Leadership and Management



Module - 1 Profile of a Leader

Understanding

Advantages Disadvantages
Leadership in
Educational Institution] | Faster Decison-Making Staffsbecomemore anxiousthan

necessary.

Set specific expectationsfor Low morde. littleinitiative by the staff,

gtaff membersworking nomotivation

Notes under them.

Visionof theorganisationis Dissatisfactioninthe staff membersleads

morespecific to resentment and non -conducive
working environment
No appreciation or recognitionisgiven
to the staff

3.4.3 Laissez-Faire Leadership

L aissez-Faire Leadership iscommonly known asthe"hands-off” or passivetype of
gyle. Theleader doesnot providedirectionto the staff membersand givethemfreedom
to plan, take decisions, and resolve their problems. The leader takes aback seat.
Leadersdo not get involved inthe decision making and thereare no specific rulesand
proceduresof decision making. Thisapproach can beuseful inthose caseswhenthe
gaff ishighly skilled and self- motivated. Given thefreedom the staff caninnovateand
try out new experiments. However, it can lead to chaotic conditionsand if the staff is
not well motivated the performance of theingtitution will be adversely affected.

Advantages Disadvantages
Promotesdecentralisation as May lead to anarchy and confusion as
staff themselves set godsand staff memberssetstheir own goa with
havefreedom N0 COMIMON purpose

Staff hasdevel opment Not beneficid if thestaff isnot highly

opportunitiesasthey cantry out skilled and experienced
new experiments

Crestivity andinnovation Difficult to monitor and supervisethe
practicesencouraged deff

Staff can havehighmoraeand Canlead to conflict among staff
satisfaction members
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3.4.4 Transformational Leadership Understanding
Leadership in

Transformational leadershipisbringing thechangeor transformationinthe system by Educational Institution

motivating team members. Transformational leadersbring changeskeepinginview
their local context. Theleader transformsand motivatesfollowers. (Bass2008). The
institutional leadersnot only adapt to the changing situation but try to changeand
transform the existing system by building avision, taking initiative and adopting the
problem-solving attitude. Transformational |eaders have aset goal and aspecific
purposeto achieve. To achievethat goal, they work with apositive perspectiveand
motivatether saff to achievethecommon god. Thisleadership styleisided andthis
bringsmoreefficiency and improvement intheingtitutiona functioning. Thetraitsof
transformationa leadershipincludethat |eadershaveacl ear and shared vision of their
institution, have positiveattitude, are prepared to takeinitiative and experiment new
ideas, are proactive, show empathy to their staff and possess good communication

Notes

ills
Advantages Disadvantages
Clear visonand definitegoal sfor If goal by leader isnot well defined the
improving theindtitutiond staff may face confusionand not perform
functioning and better learning wdl
outcomesof students

Collaborationwith different
stakehol dersin decison making
whichinturn helpsto achievethe
targets

L eadersmay misusetheir power and use
coercivemethod to influencethe staff

Ability to establishtrust of the staff
members

At timesdifficult to communicatethe
purposeand goal to all stakeholders

Opportunitiesfor tryinginnovative
practicesthat promotescredtivity

May lead to biasesand favouritismto
somestaff members

Increases staff engagement, and
improvesperformance of saff
and students

Focusisonvisonandlongtermgoals
and may ignorethesmall detailsto
achievethe set goal

° Inared situation no singleleadership style can bepracticed. Thegood leaders
usedifferent behaviora stylesindifferent Stuations.
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Understanding ACTIVITY 3.1

Leadership in Having discussed the different | eadership styles|et usnow check towhich category
Educational Institution . )
of leadership styleyou belongto:

Instructions

For the statements given below, circletheaternatethat indicatesthe degreetowhich
_— ————| youagreeor disagree. Giveyour opinion thereisno right or wrong answer.

Notes
S. | Statement Strongly |Disagree | Undecided | Agree | Strongly
No. Disagree Agree
1 |Ibelieveteam 1 2 3 4 5
worksbest whenall
thestaff members
areinvolvedin

takingdecisons

2 |lamgood at
bringing out the
best of my staff
members

3 |l gobeyond my
persond salf-
interest for the
good of my
inditution

4 |l makeitclear
tomy staff
memberswhat

| expect from
themtoachieve
theset god

5 |lavoidmaking
decisons

6 |ltrytoovercome
my persond
weaknessand
barriersto achieve
thesetgoals
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S.

No.

Statement

Strongly
Disagree

Disagree

Undecided

Agree

Strongly
Agree

7

| consider themoral
andethica
consequencesof my
decisons

| encouragemy staff
membersto
chalengemy ideas
and drategiesif
they do not agree

Notes

| believe staff needs
to besupervised
closdy otherwise
they do not work
properly

10

| believethat staff
and studentsshould
beleft alonetowork

independently

| provide guidance
tomy staff and
students but do not
put pressure

12

| giverecognition/
reward to my staff
to motivatethemto
achievethe set goal

13

| giveopportunity to
my steff inthelr
professona growth
liketheir participation
intranings'seminars

Module - 1

Understanding
Leadership in

Educational Institution
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Understanding S. | Statement Strongly |Disagree | Undecided | Agree | Strongly
Leadership in No

Educational Institution

Disagree Agree

14 |l try todelegateas
many tasksas
possible
- “Notes 115 | haveaclear focus
onwhat we need to
dointheingitution
forimprovingthe
learning achievement
level of students

16 |l trytoenvisonthe
futurelnthe
optimigticway

17 | I spendtimein
supervisngthe
teachinglearning
processinthe
classroom

18 |1 providefeedback
tomy teacherson
their teaching
methodology

19 [Whenany problem
arises| try tothink
differentway as
tohow it can be
resolved

20 || pay serious
atentiontothe
complaintsandtry
toresolvethem

21 || cal thestaff
meetingonceina
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S.

No.

Statement

Strongly
Disagree

Disagree

Undecided

Agree

Strongly
Agree

month and discuss
academicand
adminigtrativeissues

22

| believethat most
staff membersare
irresponsbleand
reluctant workers

Notes

23

| believethat most
gaff members
requiredirection

24

| liketojudgethe
achievementsof the
gaff members

25

| try to provide
guidanceand
support to my staff
memberswithout
putting pressure

26

| try tounderstand
thepotentia of each
staff member and
alocatework
accordingly

27

| givefreedomtomy
staff membersto
work theway they
want to do

28

| do not think that
parentscanhelpin
thefunctioning of the
Ingtitution

29

| keep good
communicationwith

al stakeholders

Module - 1

Understanding
Leadership in

Educational Institution
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Scoring

1.  Totd theresponsesof items 4,0,22.23.24,28 Autocratic

2. Totd theresponsesof items 1,21,29 Democratic
3.  Tota theresponsesof items 5,7,10,14,27 Laissez-fare
4.  Tota theresponsesof items 2,6,7,11,12,13,15,16,17

Trangformational 18,19,20,21,25,26,29

Having understood your leadership style, you need to understand how to develop
yourself asanindividual and asaprofessiona and achieve self- actudization.

3.5 SELF-ACTUALIZATION

L et usnow discusswhat do we mean by self -actualization and how to achieveit

Understanding yourself helpsyou to becomeaware of your attitudesand capabilities.
It enablesyou to devel op confidence and begin aprocess of thinking-questioning—
rethinking on your actionsto bring thedesired changes. Thisprocesshel psin changing
your attitude and you get afeding that * yes| can do’ when faced with any challenge.
Thisprocesshelpsyouto emergeasaleader for transforming your ingtitution. Thisis
possiblewhen you areableto devel opin you the soft skillslike communication ability,
conflict resolution, and stress-management.

Developing your self isacontinuous processthat is probably life-long. Thisprocess
includes many aspectswhere you would liketo bring changein your behavior, your
thinking or intermsof knowledge or skills. You may want to improve your behavior
whilereating with others, createamore positiveattitude, expose yoursdlf to different
new experiments, and devel op professionally through reading, learning from other
colleaguesor attending in -service programmes. Theseare some of thewaysinwhich
you can develop yourself. The better you become, the more self- confident you areto
lead your ingtitution. Itisonly when you develop your abilitiesthat you caninfluence
othersby being arolemodel and aproblem solver. Thisishow you reach the stage of
sdf-actudization.

Maslow s Hierarchy of Needs Theory

Maslow believed that theindividual sare motivated to achievetheir dreamsby using
their potential. He opined that every individual hasdifferent kind of needswhich he
referredto as

° Physiological needsto survivelikefood, water, shelter, deep
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° Safety needs—tothriveand livein safe placesand environment, noinsecurity or Understanding
threet to higher life Leadership in
Educational Institution
° L oveand belongingness needs- affection, bonding with family and friends
° Esteem needs- to be respected by others and self -esteem on one’s own
achievements

e  Sdf-actudization—theneedtofulfill aspirationsby utilizingtheindividua potentid § Notes

Sdf-actudizationimpliesfull redization of onescreetive, intellectud, and socid potentid
throughinterna drivelike motivation, positive outlook, and problem-solving. (versus
for externa rewardslike money, status, or power). Self-actuaizerstendto behighly
cregtive, passionate, tofulfill their dreamsfor example, if somebody hasthe potential
to beasinger then they should learn music and asan institutional head you should
provide opportunitiesyour studentsto achieve self- actualization. If somebody is
interested in learning the computer skillsand wantsto pursuethat vocation the head of
vocational institution need to encourage and provide support to their students,

ACTIVITY 3.2

Write your own aspirations and the efforts you are making to achieve self -
actudization

Asaninstitutional leader how would you create opportunitiesfor the studentsto
achievesdf-actudization?

3.6 VALUE-BASED LEADERSHIP

Valuesaretheguiding principlesof our lives. Leaders should have someinherent
quditiesor va uesto lead theiva ued-based | eadership comprises of four components:
human vaues, beliefsor attitude, knowledge and experience. A leader practicing value-
based leadership is the one who is courageous, accountable to the stakehol ders,
demongtratesfairness, isempathetic and focused. They haveapostiveattitude, ability
to face challengesand find solutionsto the problems. They believein respecting the
diversity of students, believing that each student hasthe capability tolearn, practice
non-discrimination and remain unbiased. Asfar asknowledge is concerned the
institutional leaders should be aware of the rulesand regulations, competency onthe
pedagogy previous mistakes and experiences. They should alwaysbe prepared to
experiment new practicesand add onto their experience. The Figurebelow illustrates
thedomainsof val ue-based |leadership.
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Profile of a Leader

Beliefs

All students
canlearn

| alsoneed to
belifdong
learner

Changeis
necessary for
improving
inditutional
improvement
Canenhance
learning
outcomes

Values Knowledge
* Integrity » Pedagogica
. Aexibility principles
: * Monitoring
» Empahetic
pd and
o Sdf-discipline supervisonof
* Respect for clesEe
colleagues PrOCESSES
o e e Adminigraive
. rulesand
* Unbiased regulations
* Nationd and
State
education
palicy

Experience

Learningfrom
everyday
interaction
Collaboration
with parents,
teachersand
sudents

Asacritical
andreflective
thinker
Experimenting
new
innovetions
and practices
Improving
Ingtructiond
Processes

Source: adapted from NISHTHA Module: Concept and A pplication of Leadership
for Secondary School Headswritten by Sunita Chugh with co-authors.

. INTEXT QUESTIONS 3.1

1.

Leadersarethose

a) Whowork independently

b) Whowork accordingto their own pace

c) Whoefficiently manageresourcesand achievetarget in pecifiedtime

d) Whokeep high expectationsfrom students

can be gauged by |ooking at the working behavior of theleaders

a) Leadershippolicy
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b) Leadershipsyle Understanding
Leadership in

¢) LeadershipPanning Educational Institution

d) Leadershipmonitoring
3.  Democréatic Leaders
a) Workinconsultationwith different stakeholders Notes _
b) Direct gaff
c) Discussmatterswithfew staff members
d) Workindependently
4.  Transformationd Leaders
a) Bringchangewithout thinking
b) Collaboratewith community
c) Buildavisonand collaboratewith other stakeholders
d) Donotbdieveinteamwork
5. —— |leadership givestota freedomto its staff
a) Democratic
b) Autocratic
c) Trandormdive
d) Lassez-Fare
6. Vaue-Based|eadership comprisesof
a) Bdiefs, humanvaues, knowledgeand experience
b) Sdfishness, information, attitude and troublemaking
c) Tenson, conflict, knowledgeand experience
d) Arrogance, unfriendliness, beliefsand attitude
7.  Sdf-actudizationis
a) Sdf-praise ego,indifferent behavior

b) Developingabilitiesinonesdf toinfluenceothersby being arolemodd and
aproblem solver
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c) Toganmoney, status, power
d) Trouble-making, fault-finding, blaming others
8.  What arethetwo attributes of asalf —actualized, effectiveleader?
a) Organizer and administrator
b) Adminigrator and planner
c) Problem-solver and positiveattitude

d) Rigidity and dissatisfaction

©-| WHAT YOU HAVE LEARNT

Effectiveleadersare those who build vision, influence other team membersand give
direction to achievethe specified goa sand targets. They work in collaboration with
other stakeholdersfor improving theteaching-learning processand learning outcomes
of learners.

L eadersadopt different leadership stylesto accomplish their task. Whilefew leaders
do not consult other team membersand takedecision unilaterdly. They providedirection
to the staff membersand expect theteam memberstofollow their instructions. Thisis
known asautocratic leadership style. Incontrast to this, few leaderstry to achievethe
common purposein consultation and collaboration with other team members. Thisis
commonly known asdemocratic leadership style. Some of theleadersbelievethat the
staff iscompetent to set their own targetsand can deal with any situation ontheir own.
ThisisknownasLa sz faresyle Theeffectiveleadersbuildvisonfor therinditutions,
set goal sand targetskeeping in view thelocal context, influence and motivateteam
membersfor bringing change and improvement. Thisisknown astransformational
leadership. Valued-Based L eadership isimportant asthefollowersand team members
consider them asrole-models. L eaderswho practice val ue-based |eadership have a
positiveattitude, are enthusiasticto innovate, possess knowledge about the pedagogica
principles, arelife-longlearnersand a so havetherd evant administrative and academic
experience.

q&. TERMINAL QUESTIONS

1.  Whatattributesdo you seein an effectiveleader for an educationa leadership?

2. What arethedifferent typesof |eadership styles? Discussthe styleyouwould
liketo adopt with justification.
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3. What arethecharacteristicsof value-based |eadership? Understanding

. . Leadership in
4. Reflectyour ideasonval ue-based |eadership and the challengesfaced by you R g qucational Institution

to practice value-based leadership
5.  Explaintheattributesof Vaue-Based L eadership.

‘&, ANSWERS TO INTEXT QUESTIONS B .

3.1

) Whoefficiently manageresourcesand achievetarget in specifiedtime
b) Leadershipstyle

a) Workinconsultation with different stakeholders

Buildavision and collaboratewith other stakeholders.

d) Lassez-Fare

a) Bdiefs, humanvaues, knowledge and experience

N oo g A~ W DdoE
Ne)

b) Deveopingahilitiesinonesdf toinfluenceothersby beingarolemodd
and aproblem solver

8. ¢ Problem-solver and positiveattitude

[@ LEARNING OUTCOMES

After reading thislesson, you are ableto:

° Explainthebasic characteristics of an effectiveleader and different leadership
dyles

° State the advantages and disadvantages of each leadership style
e  Writethemeaning and attributesof value-based |eadershipN
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LEADERSHIP SKILLS
AND PROCESSES

4.0 INTRODUCTION

Leadership skillsaretheahilitiesthat individual sdemonstrateto bring changesin the
ingtitution with the collaboration of team members. Leaderstakeinitiative, buildvision
of theinstitution, and have appositive outlook. They believein problem solving, and
arecriticd thinkers. Effectiveleadershave good communication ability; resolveconflicts
amicably, manage stress, and are empathetic. The NEP 2020 al so acknowledgesthe
ggnificanceof soft skillsasessentid lifeabilitiesincluding communication, teamwork,
problem solving. Inthislessonyou will get an understanding ontheessentia soft skills
that efficient leadersneed to possessand devel op.

4.1 OBJECTIVES

After reading thislesson, youwill beableto:
° Explainvariousleadership soft skills
° Describethe L eadership Processes
e  Andyseleadership skillsof aleader

4.2 LEADERSHIP SKILLS

A leader hasto perform varied rolesand responsibilities. They havetolook after the
daily routineactivitiesof aningtitution, deal with theadminigtrativematters. They need
tointeract with parentsand students. Sometimesthey arefaced with critical Stuations
related to teaching learning process, student achievement, regularity and punctuality of
studentsor teachers. For meeting the challenges, theleaders need to be equipped with
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Understanding
Leadership in
Educational Institution

Notes
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good interpersonal relation skills to influence and direct others. For the smooth
functioning of school/AV 1 Centre, theleaders need to be transparent whichwill build
thetrust of the staff members.

Interpersonal skillsarethusthefoundation for theworking relationship between the
staff members. These skillsareimportant for head of theingtitution asit can build
positiverel ationship and it can affect the moraleand enthusiasm of theentireteam. A
good relationship improvesthe motivation of teachersand other staff memberswhich
lead to conducivelearning environment and student learning. Theinterpersond skills
that a leader needs to possess are communication, conflict resolution, stress
management, problem solving and decision making.

4.2.1 Communication SKkills

Communicationisoneof themost sgnificant skillsasit expressesthoughtsand emations.
Jod Osteen saysthat you can change your world by changing your words. Remember,
death andlifearein the power of thetongue.With clear and concise communication,
the staff and studentsreceive the message and can act accordingly. Communication
can bridge psychological distance, buildstrust with staff and students. Transparent
communicationishe pful inbuilding partnership with parentsand community, and also
for theteambuilding.

Communicationisof twotypes-verba and non-verba. If somebody iscommunicating
through writing and speskingintheloca language, itisknown asverba communication.
It isexpressed through words or sentences. Non-verbal communicationisthrough
gestures, facid expression or other body movement. Thisnon-verbal communication
supplementsthe additiona information and meaning to theverba communication. If
somebody isspeaking in harsh and loud voice it meansthat the personisangry. Itis
alwaysbetter to use non-violent communication (NVC).

Why Do We Need to have NVC?

e  Togetengagedinlearning conversations

e  ToMovetowardshedthy discussionfrom avoidanceand hostility
e  Toagreeuponthe Outcomesafter discussion

° Non-judgmenta/no blamegame

L et usnow seethe communi cation happening through the conversation between the
Institutional Head (IH) who could either bethe Head of an Accredited Vocational
Institution (AV) or aschool and histeacher.
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Case Study 1

IH: | find that thereisvery lessattendancein each of your classes, therehavea so
been gradual drop-out and thetotal enrolment isreducing and children area so
seento begoing aroundin the premises.

Teacher: Yaa, | know but | am doing my duty, now | can’t go and catch hold of
pupilsfrom homesand can’t make naughty childrentoremainintheclass.

IH: What do youmean ‘ Yaa and | am doing my duty... doesit not bother you?
| don't think sufficient effort isbeing made. | give you two monthsto alter the
situation and | want to seeall absenteesin theinstitution and moredisciplinein
your classroom.

Teacher: Sir, | have been teaching and training well, using theteaching aids, and
have been contacting thedifferent industriesfor placement, given theteaching and
administrativework, | think thatisall | can do.

What do you see happening in the conversation?

()% qg*

""

Theapproachesboth ingtitutiona head and Teacher havetaken whilecommunicating
with each other-

IH s Communication Approach IH s Communication Approach

Authoritative Laid Back
Judgemental Uncaring
Aggressive Reactive
Demanding Defensve

Non-supportive nature
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From the above case study, we seethat theinstitutional head isnot courteousand is
rude. Similarly, theteacher isalso not responding in friendly manner. Thistype of
conversation leadsto conflict Situation at work place.

4.2.2 Conflict Management SKkills

Conflict at work place ariseswhen the clash takes place between individua sdueto
thedifferencein perceptions, thought process, understanding and interests of thetwo
groups. Theinstitutiona |eadersneed to devel op the conflict resolution skillsto creste
friendly environment in the school which will yield better learning outcomes. Conflict
could berelated to work allocation among the teachers. Some teachers may not be
satisfied with thework they are allocated.

Some techniques that institutional leaders and teacher |eaders can use when faced
with conflict Stuationinclude:

° Bring both conflicting groups/individua sonthecommontable

e  Trytofindouttheroot cause of theconflict

° Beactivelistener and listento both parties

° Focuson problem and not ontheindividuals

e  Trytobeimpartial and unbiased

e  Askboththegroupsonthe probablesolution rather thanimposing your solution
e  Agreeonsolutionand chalk out what needsto be doneto makeit happen

Procedure to be followed to practice Active listening skills: you analyse whether
you are active listener by answering the following questions.

Step 1. Answer thefollowing questions

S.No.| Are you an effective communicator? Yes | No |Sometimes
Statements to Answer

1 |Doyoumakeeyecontact?

2 | Doyouwatch the person’sbody postureand
facia expressons?

3 | Doyouempathiseandtry to understand the
person’ sfedings, thoughts, and actions?
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S.No.|Are you an effective communicator? Yes | No |Sometimes

Statements to Answer

4  |Doyou keepfrominterrupting and let the person
finish, eventhough you aready know what the
person means?

5 |Doyouask questionsto clarify information?

6 |Doyousmileand nod your head to show interest?

7 |Doyoulistenevenif you do not likethe person
or what the personissaying?

8 |Doyouignoreoutsidedistraction?

9 |Doyoulistenfor and remember important points?

10 [Doyoukeepfromjudgingwhat wassaid

(Do you mean neutral)?

If you are an active communicator thenyou can avoid, resolve or managethe conflicts
inyour organisation. Thethree major modelsto resolve conflict are Capitul ation,
Compromise, and Collaboration which have been explained bel ow-

Capitulation- refersto giving upin conflict Situation to end the conflict Situation.
In capitulation one group winsand getswhat they want to but the other group
surrenders and does not get what they desireto have. Generally, the senior
officer will beinwinning Situation and thejunior surrendersbeforethe senior.

Compromise- in thissituation both groups agree to cooperate and are not
adamant. Both thegroupsgive up something they want and reach to compromise.
For ingance, anindtitutiona head wantsfrom oneteacher totaketheresponghility
of theorgani sation of studentswork exhibition but theteacher isnot interested.
Both agreethat one additional teacher will be provided thusthey compromised.

Collaborative: Both the groups are cooperative and try to find solution by
adopting a positive approach. Both the groupsarejointly workingtofind a
solution.

Below aregiven some caseswhich will hel p you to understand how you asahead of
theingtitutionwill resolvetheconflict.

Read thefollowing case studiesand reflect on the kind of approach adopted to resolve
theconflict.

Notes
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Understanding
Leadership in

Educational Institution| A teacher in aninstitution hastaken leavefrom theinstitution without the approval
of thelnstitutional Head. Theteacher hasgood network with MsLaxmi ahigher
authority who hasassured him of grantingleave. After 10 daysof leave, theteacher
againjoinstheinstitution. Ashe submitshisjoining letter, the Head refusesto

—_— —| acceptit. TheHead takesup thematter with Mr. Pramod, another senior authority,

Notes who isconvinced that theteacher went onleavewithout taking official permission.
Mr Pramod cdlsall the concerned stakeholders. TheSituation givesrisetoaconflict
between two groups — one group, the Head and Mr Pramod and the second
group, theteacher and MsLaxmi.

Case 1

Reflective Questions

1. Howdoyouanaysetheabovesituation?

2. How doyou think the senior most Mr.Pramod should handlethisconflict?

3. What conflict management approach should he undertakefor resolution?
Case 2

The educational head of a district isimplementing a programme for quality
improvement of al Accredited VVocational Institutions (AV1s) and schoolsinthe
district. The programmeincludes monthly evaluation of |earning outcomes of
students. However, there are afew teacherswho are not willing to accept this
change. They fear that evaluation might reved thefact that learning levelsarelow
intheir ingtitution. They a so have astrong network with Teachers Union of the
district/State. After afew days, these teachers reach the district office with
representatives of theteacher union. Thedistrict official and teacherscome at
loggerheads creating aconflicting Situation.

Reflective Questions
1.  What doyouunderstandinthe above case study?
2. Explaintheconflicting expectationsof the stakeholders.

3. Which conflict management approach should be undertaken in this casefor
resolution?
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Case 3

Thereisonesecondary school inavillagedong withtwo feeder dementary schools.
The secondary school isperforming well and has been ableto provide quality
education toitschildren. However, the seatsfor admission arelimited. Out of the
two elementary schools (A and B), students of B elementary school often get
admitted to the secondary school asthe quality of theteaching-learning processis
better. Thisyear, d ementary school A dsoimproveditsteaching-learning processes,
asaresult, many passoutsof grade V11 aredigibleand willing to takeadmission
inthe secondary school. However, the secondary school hasadmitted that it has
limited seats. Because of difficult geographical location, thereisno other nearby
secondary school intherangeof 50 km. Thishasresulted inadifficult Stuationand
thethreeprincipasarefinding it tough to resolvetheissue, creating lot of unrest
and conflict. All threeprincipalsreach thedigtrict office.

Reflective Questions

1.
2.

How do you analysethe above situation?
What can bethe potentia strategiesto resolvethe above conflict?
Case 4

Anlngtitutional Head hasbeen trained in aL eadership programme. Shewantsto
initiate changesin the academic scenario of her indtitution. Shehasdiscussedinthe
staff meeting that shewantsto begin with classroom observations so that she can
coach the teachersfor abetter performance. A few teacherswelcomethe step;
however, thereare 2 teacherswho resist thischange. Theteachersareta kingwith
other staff teachers so that they al so stand against the Head. The Head feelsthat
for academic transformation, this step isrequired. For the past one week, the
disagreementshave smmered to such alevel that today it hastaken the shapeof a
conflict. The staff meeting held today was conflict ridden. What can betheway
out?

Reflective Questions

1
2.

How do you analysethe above situation?

What must betherole of the I nstitutional Head? How should sheresolvethe

conflict?

What conflict management approach should he undertakefor resolution?
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4.2.3 Stress Management Skills

Stresshappensdueto heavy work load or the hostile environment. Inany Accredited
Institution (Al) or Accredited Vocational Institution (AV1) or aschool if thereisa
shortage of teachersand the enrolment isvery high, theteachersmust take additional
responsibilitiesand may not deliver the desired outcomes. Therefore, they may remain
stressed. It isalso possiblethat theingtitutional heads have multiple administrative,
manageria and academicworks. They haveto managetheinstitutional functioning,
superviseteaching-learning process, implementing government orders, interactingwith
school teachers, parents and system level functionaries. They may not be ableto
handleissuesefficiently and remain stressed. It isalso possible that the head of the
ingtitution isshort tempered and authoritative and the staff remains stressed. Managing
institutions under such conditions brings untold stressto ingtitutional leaders. Thus,
stress management strategies areimportant to practicein order to more effectively
and efficiently perform the assigned rolesto achievethe set educationa goals.

Try Yourself:

Skills for Stress management How will you incorporate
in your daily routine

Analysethe problem through sl f-talk and reflection

Ask yoursdlf-what isinmy domain and what isbey
ond my control

Meditate, talk toyour friends, family members

Takethehelp of other staff colleagues, delegatethe
work to them and supervisethem

Foster strong rel ationshi p with your fellow colleagues
and shareyour concerns

Keep your body healthy

| dentify the areaswhere you can changeand
accept thethingsthat cannot be changed

Keep your mind calm and peaceful

Manageyour timemoreeffectively

Open Vocational Educational Programme



Leadership Skills and Processes

4.2.4 Problem Solving Skills

Accredited I ngtitutionsor school saredynamicingditutionshaving sudents, seff, teechers
and thehead of theingtitution. Every day therewill be someissuesexample, sewerage
problem, drinking water shortage, teacher abseentism, and asingtitutional leadersyou
need to be prepared to deal with such exigenciesor emergency situations. A strong
leader must have the capacity and skillsto anticipate, identify, solve, prevent, and
learn from problemsthat occur inthework environment. Creative problem- solving
skillsrequirefinding solution on the spot by adopting innovative strategies. Problems
should not betreated asthreatsrather viewed as opportunitiesto tacklethemwitha
postiveattitude.

Qualities of Leaders with Good Problem-Solving Ability

In his book, The 21 Indispensable Qualities of a Leader: Becoming the Person
Others W1 Want to Follow, John C. Maxwell (1999) describesthefive qualities of
leaderswith good problem-solving ability. They are-

e  Anticipateproblems. Problemsareunavoidableand good leadersforeseethem.
They need to be prepared to solve them with apositive attitude

e  Accepttheredity. Denying problemsonly aggravatesthe Situation and cantake
theworst form. Theleaders need to accept, be transparent and should try to
find solution at theearliest.

° Taketheholistic view of the problem: The problem may berelated to many
other aspectsor it can bemulti-dimensional. For instance, ateacher comes|ate
totheinstitute becauseit takesher one hour to reach theinstitute.

° Theleadersneed to haveavision of thefuture of his’her institution.
e  Trytosolveoneproblemat onetime.

° Multiple problemsarethere and takethem asachallenge. Never give up. But
you should not forget themgor goa of your ingtitution which could beimproving
theteaching learning process and enhancing thelearning outcomes of students.

A significant key to creative problem solving isthe capacity and willingnessto view
problemsor chalengeswith apositive outlook and to explorenew strategiesinfinding
potential options.
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4.2.5 Team Building Skills

I nstitutions cannot be run by oneindividual. Teamsare required to meet the purpose,
goa and targetsof an educationd institution. Work can bealocated and delegated to
different membersfor the smooth functioning of aningitution. An efficient leader makes
team by looking at the strength and potentia of each member. Undoubtedly, collective
resources always outperformindividual swor king separately but working in teams
automatically doesnot always providethe desired results. Teams should beformed
at the planning stage only and there should be continuous dialoguewith them. Each
member should be made aware about their role and responsibility. There should be
proper coordination among theteam members.

Process of Development of Team Formation

Bruce Tuckman suggested five stages of team formation-

Forming Storming Norming Performing Adjourning

Forming- Inthismember are made aware and get oriented to the purpose, goalsand
targetsto beachieved. In this stage scope of thetask, timelinesare discussed. Teams
areconstituted at thisstage.

Storming- Inthissecond stagethe team membersunderstand their precisetasks, role
and respongibilities. Theteam membersmay complain to theteam leadersif they are
not satisfied with their role. Theteam membersnow get morefamiliar with oneancther.
Disagreements or resentment needsto beresolved at thisstageonly.

Norming- Inthis stagetheteam membersare aware about their role and they work
toward achieving the set targets. Generally, the cooperation among team members
emergesat thisstage.

Performing -By thisstage theteam membersare mature and well versed with their
task. They are knowledgeable about thetask that they are supposed to perform. This
istheaction-oriented stage. They are competent to take the decision regarding their
task and need not be supervised.

Adjourning- \When the task has been compl eted the teams may be dissolved.
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4.2.6 Decision Making Skills

Decisonmakingisnot an easy task for theingtitutiona leaders. They needtocritically
evaluatethe existing situation before taking any decision. Decisionsmust bebased on

evidenceor bedatadriven. If theinstitutiona heads haveto take adecision that a

particular teacher isnot teaching in the class, they need to visit the classroom more
frequently, check the note books of the studentsand take feedback from the students.
Then the head needsto think of the variousaternativeslike whether to giveashow
cause notice or give counselling as required. The head needs to choose from the
alternativesand take decisions. Decision making involvescritical thinking, unbiased
change, and aso dealingwith others unfavourablereaction.

A leader with strong decision-making skillswill:

Seek information and evidenceto validate accuracy and relevancy in potential
solutions

Take decision based onlogical reasoning and rationae
Assessoptions, alternatives, and then takedecisions
Control their emotions

Not delay decision, takeit at the appropriatetime

Why is good decision making so important?

Theingtitution functionsonly whentheleaderstakedecision. Thus, decisonmakingis
important dueto thefollowing reasons

It helps you deal with problems: Decision helpstotackletheissueandfind
solutions.

It saves time and increase the efficiency of system Timely decision give
direction to the staff asto what and how they need to perform their duties. It
increasestheefficiency of thesystem.

It improves outcome: \When aleader takes a decision based on facts and
datathe staff getsmotivated and functionswith enthusiasm whichimprovesthe
learning outcome of the students.

Put better decision-making at work into practice: Therearevariousways
by which |eaders can devel op their decision-making skillsand put theminto
practice.
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° Confront the most stressful decisions first: Postponingisone of thebiggest
threatsto good decision making. Many people avoid making decisionsthat
causestressor anxiety. Tackling troubling itemsfirst can prevent further stress,
anddlow indtitutiona functioning to run moresmoothly.

° Be well-informed: Theleaderswho collect more detailed information, are
better equipped to make an informed decision. It’simportant to know what
factorsareinvolved in the decision and any other information needed to fully
understand the big pictureand the detail sat hand.

e  Avoid making decisions based on emotions: Making decisionsbased only
on emotions canlead to hastinessand poor choices. If leadersareemotionally
attached to anissueor decisionthat must be made, it’soften best not to makeit
until they can be objective about the matter. Cong der themainfactssurrounding
thedecisonrather thanfedingsabout it, and don’t beafraid to ask for additiona
timeto ensureyou areasclear aspossible.

4.2.7 Empathy SKkills

Oneof thekey componentsof interpersond relationship isempathy which theleaders
needto havefor cordia and pleasant rel ationswith the staff and students. Empathy is
theskill to understand emotions, fedlings, and behavior of thefellow colleagues. Daniel
Goleman (1996, 1999) says that empathy is an essential element of emotional
intelligence. Empathy isdifferent from sympathy. Sympathy iswhenyoufedl pity or
sorrow for other whereas empathy isto understand other person’s situations and
feelings. Empathy requiresactivelistening whereasin sympathy you just show your
concern. Ingtitutional |eaders need to be empathetic to group membersto enablethem
to performinacomfortableatmosphere.

Why Institutional Leaders Need to Develop Empathy?

What benefitsingtitutiona |eadershaveif they possessan empathetic attitudetowards
other stakehol derswhichindudeteachers, sudents, parentsand community ? Significant
benefits of expressing empathy by ingtitutiond leadersareasbelow

° Empathy alowsleadersto build and devel op rel ationshi pswith thosethey lead.

° Empathy hel psyou to understand the problems and i ssues of peopleyou are
interactingwith. Thus, you canreachtothepeopleyou arededing with everyday.

° Empathy will help you build ateam and achievetargets.
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° Being empathetic allowsleadersto help staff improve and providethem with
tangible solutionsto theareaswhereimprovement isrequired.

° Empathy alowsyouto crestean environment of open communication and more
effectivefeedback.

Theingtitutional |eadersneed to be empathetic but careful aswell. The staff must not
beallowed to take advantage of the empathetic leader. Theleader must havethe skill
and ability to understand thereality and must judge the situation objectively and act
accordingly. For example, while supporting astaff who has been appointed recently,
care needsto betaken that theleader does not become over-protective or biased.

Having learnt about the significance of empathy for institutional leaders, let usnow
discussdifferent kindsof empathy |eadersneed to demonstratein different Situations.

Types of Empathy
Psychologist Mark Davis (2006) categorisesthreetypes of empathy.

Emotional Empathy- Emotiona empathy iswhen someone physically feelswhat
another person whoissuffering feels. In other words, it isthe ability to fedl others

emotionsquickly. Inapersona tragedy for instance, the child of your colleague meets
with an accident, emotiona empathy isrequired. Asaningtitutional head you needto
understand theemotional disturbanceyour colleagueishaving. At the sametime, the
ingtitutional |eaders should keep abalance between professional and personal self.
Too much of concession may not be given asit may affect thework culture of your
inditution.

Cognitive Empathy- Thisisthe ability to understand another person’s perspective. It
smply meanshow the other person feel sand what they might bethinking. Cognitive
empathy makes usbetter communicators, becauseit helpsusrelay informationina
way that best reachesthe other person. Theleaderstend to think about their feelings
rather than feel them directly. You understand how and why a person thinks about
certainthings. For example, how astaff member would feel if ¥he getssuspension
order or getstransferred to the place where s’he does not want to go. Cognitive
empathy helpstheinstitutional leader to have alarger perspective on theissue and
resolveit.

Compassionate Empathy- Compass onate empathy isfeeling someone' spain and
taking action to help. Theterm compassionate empathy is consistent with what we
usually understand by compassion. Like empathy, compassionisabout feding concern
for someone, but with an additional move towards action to solve the problem.
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Compassionate empathy isthetype of empathy that isusually most appropriate. Asa
generd rule, peoplewho want or need your empathy do not just need you to understand
(cognitiveempathy), and they certainly do not need youtofed their painor, worse, to
burst into tears alongside them (emotional empathy). Instead, they need you to
understand and empathi sewith what they are going through and, crucialy, helpthem
to take actionto resolvethe problem.

I n exercising compass onate empathy, we can find theright bal ance between logicand
emotion. We canfed another person’spain, asif it were hgppening to us, and therefore
expressthe appropriate concern. At the sametime, we can a so remainin control of
our own emotions, and apply reasonto the situation. Thismeansthat we can make
better decis onsand provide gppropriate support to them when and whereit isnecessary.

Key Requirements of being a Leader with Empathy

° If you want to havetherespect and loyalty of your teachersand students, then
you need to demonstrate empathy by action.

° Show your concern.
° Be careful about your gestures and body language.

e  Yournonverba communicationlikelistening carefully and not doing any other
work during the conversationwill spesk volumesof your concern. Try torespond
in between the discussion to show that you arelistening carefully.

° Appreciatethework.

° If any of your teachersor students have achieved any laurels, appreciatethem.
For example, if ateacher hascompl eted any further course or has been recognised
by the National or State body or hastried anew experiment, then appreciate or
present themwith flowers, etc.

° Listenwithout judgement.
° Trust people asbeingimportant.

Itisclear fromthedifferent skillsdescribed abovethat aleader needsto possess soft
skillsfor smooth running of theingtitution. Good communication skill isimportant for
transparent, open and democratic rel ationship between the leader and staff. Conflict
management skill hel pstheleader to create congenia and friendly atmospherewhich
isuseful for increasing the productivity intheingtitution. Stressmanagement skill is
important asit creates confidencein staff and joyful atmospherein theinstitution.
L eadersneed to know the potentia of each staff member and alocatework according
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totheinterest of each member. Thusteam building skillsare essentia for good leaders
asthey cannot runtheingtitution one. L eadersshould havetheability totakedecisons
based onthe available dataand resources. Thiswill be useful for giving directionsto
thestaff members. L eadersneed to adopt empathetic attitudetowardsthe staff asthis
will givethem confidencethat they will be understood and provided ahelping handin
any problematic Situation.

4.3 LEADERSHIP PROCESSES

L eadership processesinvolves|eaders, teachers, sudentsand parentsworking together
to achievethe god sand meet thetargets. First, leadersneed to have perspectiveasto
how to takealong all other stakeholders. They need to havethe ability to direct and
influence others. Theleaders need to be change agentsand for that they need to have
avigonof their ingtitution asto what theingtitution will beafter threeyears. They need
to have specific goalsand the strategiesto achievethose goals. For thisthey need to
maketheinstitution dynamic having alearning culture, where everybody may it be
heads, teachers, studentsare continuouslearners.

I nstitutions provide opportunitiesto studentsfor academic, vocational, socia and
emotional growth. Theingtitution hel psinthe cognitive, affective and psychomotor
devel opment through the specified curriculum. Therefore, teaching learning isan
important e ement which employsvarious|eadership processes. Theingtitution heads
should superviseand direct theteaching learning processesvery closdly to ensurethat
learning takesplace. By observing theteachinglearning process, theingtitutional heads
can providefeedback to teachersand can beamentor or coachtothem. If anexhibition
hasto be organised planningisrequired towardsthe administrativework likeinforming
parents, preparation of display board and preparing display items. In vocational
ingtitutionsif studentsareto be exposed to different empl oyment opportunitiesheads
can plan so that different teachers can be given specific responsibilities For example,
teacher may liaison with different industries, other teachers may beresponsiblefor
writing letters.

Building aculture of innovation or encouraging teachers and studentsto organizeand
implement new initiativesisalso apart and parcel of the eadership process. The
institutional leaders can maketheir institutions dynamic by giving opportunitiesto
teachersand studentsfor trying out new experiments.

Studentsdo not learn only from theinstitutionsthey attend but also gain knowledge
fromthefamily and thecommunity. L eadership processesd so entail building partnership
with these stakeholdersfor the holistic development of students. Organising fairs,
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exhibitionwith theinvolvement of parentsand community issgnificant way of fostering
partnership.

L eadership processesd soinvol veinformation and knowledge about theadministrative
and financial rules. There are specified rules and regulation on the functioning of
inditutions, serviceconditionsof teechers, fund al ocation and utilisation. Theinditutiona
heads need to be aware of these rules and their implementation for the efficient
functioning of indtitutions.

Theleadership processinvolvesleadersand their team membersworking together to
achievethe set goalsof ther institutions. By having aleader who hasvisionfor the
institution, theteam hasarole model fromwhom they can learn and improvetheir
competencies. Good leadersfollow thefollowing leadership processesto achievethe
targetsand optimisethe utilisation of resources both physical and human.

Some of the important leadership processes which are also the function of
management.

Planning

Theingtitutiona leaders planin collaboration with theteam members. At the outset an
assessment of existing resourcesisdone and based onthe datathetargetsfor the next
onetothreeyearsare set. All the stakeholdersareinvolved right from the beginning to
ensurethat they know the purpose of targets and how to achievethem.

Organising

Next stepisthetask alocation to different team members. The organising stagemakes
an assessment of the required resourcesto achievethetarget. Itismadeclear tothe
team memberswho will do what and thetimelinesare defined.

Directing

Directingisvery sgnificant stage. It entail sleading, influencing, guiding and motivating
staff memberstofinish thetask ontime. Theroleof leadersisvery important at this
stage. Communicating effectively and monitoring theactivitiesisapart of directing. It
asoinvolvesissuing instructionsto theteam members.

Coordinating

Oncetheleader directsthe staff membersthen theleader coordinateswith different
membersand stakeholders. For example, if theleader hasgiven atask to member A
and hasgiven another task to member B or Member C. Then he/she coordinateswith
al themembersandtriesto overseeif they aredoing thetask giventothemintheright
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way. The membersareworking towardsthetargetsto be achieved. Understanding
) Leadership in
Implementation Educational Institution

Thetask hasbeen specified. Theroleand responsbilitiesto team membershave been
distributed. Theleaders need to overseethework and al so ensurethat the activities
aregoingonintheright direction. The periodic assessment and continuous monitoring

isrequired so that the necessary correctionsare made. " Notes

Evaluation

Thesuccessof aleader depends upon whether specific targets have been achieved or
not. Thisispossiblethrough evaluation. The evaluation must be donefromtimeto
time. At theendtheoutput isassessed quantitetively and qualitatively. Every indtitutiona
plan needsto be put to therigorsof evaluation at different intervals.

. INTEXT QUESTIONS 4.1

1.  Whenoneempathiseswith someone, s(he) triesto understand and comprehend
other person’s—

a) Emotionsand Perspective
b) Experience

c) Experienceonly

d) Perspectiveonly

2. With which type of empathy, a person communicates better and conveys
information in away that best reachesthe other person

a) Emotiona empathy
b) Cognitiveempathy
c¢) Compassionate empathy
d) Both Emotional and cognitiveempathy
3. Whichof thefollowingisnot acharacteristic of asuccessful team?
a) AppropriateLeadership
b) BaancedPaticipation
c¢) Cohesveness
d) Mutud Enmity
Diploma in Institutional Leadership and Management
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4.  Theprocessthat enablesagroup towork effectively and collaboretively towards
acommongoa is-

a)
b)
©)
d)

Teambuilding
Sharingideas
Interests
Sills

5.  Activeligening doesnot include

a)
b)
c)
d)

Asking open-ended questions
Making noteswhilelistening
Overhearing someone

Making eye contact

6.  Non-violent communicationisnecessary to

a)
b)
c)
d)

Stopfighting
Pleaseothers
Agreeuponthe outcome after discussion

Control emotions

7.  Conflict occursat work placedueto

a)
b)
0)

d)

Two groupsnot liking each other

Two groups not tol erating each other

Two groupsfromdifferent communities

Differencein perception, thought process and interests of thegroup
isthebest principleto avoid conflict

Capitulation

Collaboration

Compromise

Consensus
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9.  Stresshappensat work placedueto
a) Heavywork load or hostileenvironment
b) Changeindaily routine
¢) Avoidingrulesandregulations
d) All of theabove
10. Whichdifficulty isfaced by leadersin making decisionsand implementation?
a) Un-supporting environment
b) Actionableinformation
c) Easy acceptance by subordinates
d) Effectivecommunication
11. Assessment of thetargetsachieved isdone at which stage?
a Raning
b) Evdudion
c) Directing

d) Organisng

©-| WHAT YOU HAVE LEARNT

I nterpersond skillsarethose skillsthat you need to haveto interact and communicate
with others. Leaders need to possess and develop these skills which include
communication, conflict resolution, stressmanagement, problem solving, empathy and
decision making. Trangparent communicationisthekey to building trust with different
stakeholders. Effective communicationishel pful in conflict management and stress
management of the staff and students. Theleaders need to have empathetic attitude
towardsther gaff, teachersand students. Empathetic leadership not only buildstrust,
but &l so creates aculture where studentswant to learn without fear and adultstry to
performtheir best. Efficient |eaderstake decision based on evidence and are data
driven. They try to solve the problems by having a positive outlook. L eadership
processesinclude having avision of theingtitution, fixing the goalsand targets, and
building of teeamsto achievethe gpecified targets. Innovationsand trying new experiments
aretheessentia elementsof |eadership processes.

Notes
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q‘-' TERMINAL QUESTIONS

What different interpersona skillsareimportant for aleader?

How do you handleconflictinateam?

What arethe essentia elementsin theleadership process?

1
2
3. Why open and transparent communication isimportant for aleader?
4
5

What aredifferent kindsof Empathy?

‘&, ANSWERS TO INTEXT QUESTIONS

4.1

© © N o o & 0w N PF
Ne)

B e
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b)

Emotionsand Perspective

Cognitiveempeathy

Mutua Enmity

Teambuilding

Overhearing someone

Agreeuponthe outcome after discussion

Differencein perception, thought process and interests of thegroup
Collaboration

All of theabove

Un-supporting environment

BEvdudion

r

<

©)] LEARNING OUTCOMES

After reading thislesson, you are ableto:

e Destribeandillustratevariousleadership skillsand L eadership Processes

e  Anadyseleadership skillsof aleader
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INSTITUTIONAL
DEVELOPMENT PLAN

5.0 INTRODUCTION

Educational Ingtitutions provide academic or skill oriented vocationa educationtothe
sudentswithawel| -defined curriculum. Indtitutional headsarethekey figureinensuring
theproper functioning of theeducationd ingtitutions. They providedirectionandinfluence
thestaff and studentsby their actions. Ingtitutional head asaleader hasthepivota role
to bring transformationintheingtitution for improving thelearning outcomes. They
prepareingtitutional development plan in collaboration with different stakehol ders.
Theplanreflectsthevision, goalsand targets of theinstitution and it also depictsthe
implementation strategiesto achievethe set targetsin stipulated time. Theplanis
prepared with an aim of the holisticimprovement of aningtitution.

5.1 OBJECTIVES

After reading thislesson, youwill beableto:

° Statethe meaning, objectivesand benefitsof Ingtitutiona Planning

° Explainthemainfeatures/need and importance of ingtitutional development plan
° Preparean effectiveingtitutiona development plan,

° Discussthe monitoring mechanism of aningtitutional development plan

5.2 WHAT IS INSTITUTIONAL DEVELOPMENT PLANNING?

Planning at theinstitutional level for the development of an organisationiscalled
ingtitutional development planning. Institutional devel opment planning or microlevel
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planning refersto preparing or formulating theinstitutional plan by theinstitutional
stakehol derswith specific goalsand objectives. Institutional development planis
prepared based on thefelt needsand requirements of aningtitution keepinginview the
avallableresources. It amsat theoptimum utilisation of exigting resources. If aninditution
needstoimproveitsinfrastructurefacilitiesor haveto recruit morefaculty members
thenit hasto plan how to arrangefor additional financial resources. If aningtitution has
toimprovetheteaching- learning processthen itsdevel opment plan should focuson
improving theteaching aids, in-servicetraining for teachers. Institutional planning
providesdirectiontothelocal community, teachers, staff, ingtitutiona headsand students
onthe proper and systematic functioning of aningtitution. IDPimprovesthequality of
aningtitution asit is prepared in participatory manner and hasacomponent of self-
evaluation. It will be prepared for aperiod of fiveyears, and contain adescription of
themeasuresfor sustainability beyond thisperiod.

5.3OBJECTIVES OF INSTITUTIONAL DEVELOPMENT PLANNING

Following arethe objectivesof ingtitutiona planning

° To bring improvement in the structure of educationa institution- example, if
required adding moreroomsor furniture etc.

e  Togiveproper directionto functioning of educational institutions- example,
having specifictimings, punctuality of studentsand teachers, conduct of staff
mesting

° Todevel op acomprehens ve programmeof improvement of educeationa system
indl itsparametersby optimum utilization of existing resources

e  Toprovideopportunitiesto the membersof thelocal community, staff and
studentsto treat educational ingtitutionsasajoint and cooperative venturefor
improvement in educationingitutions

e  Togiveadequatefreedomtoteacherstothink innovative and creativeideasfor
theimprovement of ingtitution and other programmesintheingtitutions

° To develop programmesintheinstitution like social service, adult education,
relationship withindustriesand corporate sector.

e  Todeveopredisticand concretemicrolevel ingtitutiona plan
e  Toshifttheemphasisfromtheexpenditureorientationto theeffort orientation

e  Tocreatedemocratic environment to enable every teacher, administrator, and
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studentsto take part in theformul ation and implementation of the plan Understanding
Leadership in
5.4 NATURE AND CHARACTERISTICS OF AN Educational Institution

INSTITUTIONAL DEVELOPMENT PLAN (IDP)

1. Institutional Development Plan is Need based- it depends upon the
requirementsof eachinditution.

Notes
2. Institutional Development Plan is Specific and unique to each institution-

astherequirement of oneingtitution may bedifferent from other. Oneingtitution
maly need to buy computersand the other may need toincreasethe enrolment
of students.

3. Institutional Development Plan aims at optimum utilization of existing
resources both physical and human- theinstitution may need morefundsor
moreteachersbut beforethat it needsto make optimal use of existing funds.

4. Institutional Development Plan augments human efforts- all the team
membersare given specific responsbility example, music teacher may helpin
the conduct of inter school music competition; scienceteacher will helpinthe
inter school scienceexhibition. Invocationa ingtitutesoneteacher may begiven
theresponsibility of identifying industrieswhere the studentscan besent asan
intern, another teacher may sent the letters and the third teacher may make
arrangementsfor organising theevent.

5. Institutional Development Plan is Goal-oriented- Goals and targets are
gpecified and the strategiesare evolved to achievethetargetsin aspecified time.

6.  Institutional Development Plan is Cooperative in nature- All stakeholders
cometogether and collaboratively set targetsto be achieved.

7.  Institutional Development Plan can have long and short term plans- Plan
could befor oneyear and could belongwith avision building for future

8. Indtitutional Development Plan reflectsthe state and the national educational
policy. For example, Nationa Education Policy 2020 tipul atesthat the students
from vocationd stream can pursuehigher educationinmain stream. Ingtitutional
Development planisformulated considering thispolicy directive.

9. Institutional Development Plan is flexible in nature- |f some strategy does
not work then the alternate strategy can be adopted.

For example, if the students are not performing well in Science, additional
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material could begiventothem or theteachersaregivenin-servicetraining for
enhancingther capability. If thestudentsof vocationd inditutesdo not understand
by reading booksthey may be provided practica exposure by connecting them
totherelevant industries.

5.5 BENEFITS OF INSTITUTIONAL DEVELOPMENT PLANNING

Someof the benefitsof ingtitutional development planning arelisted below:

1.

It involvesthe stakehol dersinthe processof planning thereby making planning
moredemocraticin nature

The preparation of the plan adopts the bottom- approach wherefirst- hand
information about the strengths, weakness and the problems arising in the
classroom processes and theingtitutionsisavail ablefromteachers

e Itismoreredistic becauseitisbased onthe dataavailablefrom different
stakeholders namely institutional head, students ,teachers and other
stakeholders

e Itavoidswastageasitisbased on knowledge of rea needsof the students
and thecommunity

Itismorescientific, rational, and efficient rather than based on trial and error
methods.

Eachinstitution hasaunique climate and the plan prepared in thelight of this
climateismoreredisticand effective

Itisgoal based thereforeleadsto improvement intheinstitution

Involving teachersin the process of planning motivatesthem, channelizestheir
energiestowardsachieving thegoals, generate enthusiasmin them, makingits
implementationeasier

It rationalisesthefund flow

It providesample opportunitiesfor creativity, innovations, initiative, freedom
and experimentation to thosewho areinvolved in preparing and implementing
theplans

5.6 NEED AND IMPORTANCE OF INSTITUTIONAL DEVELOPMENT PLAN

5.6.1 What is Institutional Development Plan?
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Two termsare often used interchangeably to explain devel opment in an educational
ingtitution. OneisIngtitutiona Improvement Planning (11P) and other isIngtitutional
Development plan (IDP). Both are seen asthefirst step to quality improvement in
institutions acrossthe country. Institutional |mprovement planisaroad map which
provides direction for the institution to move forward in enhancing the overall
transformation with afocusonimproving thelearning and competency levelsof the
students. It isholisticin nature covering each and every aspect of institutionswhich
includesimproving infrastructural facilities, improving teaching-learning process,
enhancing the competenciesof teachers, collaboration with different stakeholdersand
monitoring itsprogress.

ThelIngtitutional Development Plan (IDP) isaroad map that setsout the changesan
institution needsto achieve the specific goal within aparticular timeframe. It hasa
vision, goals, targets and strategies to attain the desired outcomes decided by an
institution in aspecified period of time. Theformulation of IDPismoreanin-house
activity carried out in-collaborati on with teaching and non-teaching staff along with
community, parentsand other stakeholders. TheInstitutional head astheleader sets
targetsand chaksout detailson how and when these can beachieved. Thebasicidea
isto plan, implement and monitor institutional activitiesfor itsimprovement and
development.

It may be noted that Institutional development planisnot acharter of demands. It
showsthe activitiesto be carried out in systematic and phased manner with clear
timelines. Eachingtitution drawsitsown roadmap for itsimprovement based onits
specific needsand requirements. The plan setsgoa sand prioritisestargetsand builds
monitoring and eval uation mechanismsto seethat thetargetsare achieved withinthe
timeframe. When the goalsand objectives of IDP areimplemented and completed,
theingtitution should be ableto record how much progress hasbeen madein achieving
the set targets.

5.6.2 Why is Development Planning important?

Thedevelopment plan helpsingtitutional |eadersto diagnosethe existing scenario of
availableresources, identify the needsfor improvement, to remain focused on short
andlong-termgoals. Itisaso useful for prioritising tasksthat will helpyouto achieve
theset goals. Indtitutional Development Plan could be prepared for oneyear or three
yearshbut the planning needsto be donefor each day and thetime management hasto
bedoneby theinstitutional head. Let ustry to understand with the help of onecase
study of aschool
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Activity 5.1

National Education Policy 2020 for school and higher education has provided
guiddlinesto prepareingtitutional development plan to ensurequality ineducation.
Theguiddineswill hepyouto prepareinditutiona development plan. Theguidelines
aredescribed below.

Social and academic mission: Theinstitution development plan should cater
to the needs of al students bel onging to different social-economic group. IDP
should alsofocusonthequdity in education. For instance plan should striveto
improvethelearning competencies of studentsand focusonimproving the
teachinglearning processat theschool level. Themedium of ingtructionat primary
level isplanned to be the mother tongue and for vocational ingtitution thefocus
should be on strengthening cross disciplinary learning. The Institutional
Development Plan should alsoindicate asto how to devel op soft skillssuch as
confidence building and good communication skills.

Goals and Objectives to be achieved: To articulate avision and mission of
theingtitutein accordance with the National Education Policy. Institutional
Development Plan need to clearly enunciate the goals to be achieved in a
specifiedtime. Thegod could betoimprove competenciesinmathsand English
knowledge or toimprovethe vocational skills. First of al SWOC (strength,
weakness, opportunitiesand challenges) analysisneedsto bedone. Theneedis
to assessthe existing resources avail ablein theinstitution. To assessthe gaps
and areasof improvement. Thenext stepisto build annua activity plantoremove
the gapsand strengthen the weak spots. The Institutional Development Plan
needsto quantify godsusing theindicators. For example, theachievement levels
will beimproved by 25 percent inthe coming year. Theingtitutional development
plan needsto build mechanismfor periodic reviewsand adopt suitable Strategies
for continuousimprovement. Theevaluation of the studentsboth formativeand
summative can providegoodindication asto inwhich areastheimprovement is
required.

In nutshell, it can be said that the I nstitutional Development Plan helpsyoutofix the
goalsand targets and make appropriate plan of implementation. The Institutional
Development Plan isauseful tool to give you direction asto how to prioritise your
activitiesand identify actionsthat will eventually lead toimproved teaching learning
and enhancement of thelearning achievement level or vocationa skill competency of
students.
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Thelngtitution can be benefitted with the hel p of adevel opment planinthefollowing
ways

° Ingtitutiona Development Plan hel p the school to achieveitsmission, goasand
objectives
° Institutional Development Planisuseful in creating awareness of thingsthat

need to beimproved

° Indtitutiona Development Planisbeneficid to determinethefocusontheinditute's
limited resourcesand how to utilisethem

° Ingtitutional Devel opment Planisuseful inthedevel opment of sharedamsamong
teachersand stakeholders,

. INTEXT QUESTIONS 5.1

1. Inditutiona Development Planningisdoneat
a) Nationd leve
b) Sateleve
c) Didrictleve
d) Inditutiond level
2. Inditutiond Development Planningaimsat

a) Creating democratic environment to enableal stakeholdersto participate
intheformulation andimplementation of theplan

b) Preparing plan by the school head
c) Preparingplanfor parentsand givingthemdirection
d) Callectinginformationfrom school records
3. Themaincharacteristicsof anIngtitutiona Development Plan(IDP)is
a) Arranginginditutiond activities
b) Ligtingof eventsfor the benefit of ingtitutiona head

c) Goasandtargetsare specified and the strategiesare evolved to achieve
thetargets

d) Givinginformation to parentsabout the students

Notes
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4.  Inditutiona Development Plan

a) Isussful forinditutiond leadersto diagnosetheexisting scenario of available
resources, identify the needsfor improvement and for prioritising tasks

b) Isforthesdf -development of school leaders

c) Isforthedevel opment of teachersand community

d) Isforimprovingthelearning of students

5. Ingdtitutiona Improvement planisaroad map providing

a) Ingructionstodifferent stakeholders

b) Guidelines to the stakeholders and teachers for their involvement in
inditutiond activities

c) Direction to theinstitution to move forward in enhancing the overall
improvement.

d) Direction how to conduct the examination

5.7INSTITUTIONAL DEVELOPOMENT PLANNING PROCESS

5.7.1 Institutional Development Plan: Beginning of the cycle

The preparation of an I nstitution Devel opment Plan isan in-house activity. National
Education Policy (2020) also statesthat institutionswill develop their planswiththe
involvement of their stakeholders. Theingtitution-based devel opment planisprepared
by different stakeholderswhoincludeingtitutiona heads, teachers, adminigrative staff,
students, and members of the Management Committee. The plan encompasses of
vision, goals, targetsand implementation strategiesto achievethe desired outcomes
decided by theteam. TheInstitutional head asaleader in collaboration with staff,
teachers and students has to set targets and chalk out strategies to achieve these
targets. Theroleof theingtitutional head ismore of afacilitator who createsafriendly
atmosphereand givesfreedom to all the stakeholdersto expresstheir opinioninthe
preparation andimplementation of aredigtic plan. Thebasicideaisto providedirection
totheingtitution for itsqua ity improvement and devel opment. Theinvolvement of
different stakeholders reinforces shared ownership and responsibility of all the
stakeholders.

Eachindtitution hasadifferent context. Accordingly, the standards, goals, targetsare
not thesamefor al ingtitutions. Theissuesto understand are:
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° Dodl ingtitutions havethe same concern areasor priorities?

° Dothey havethe samegoal s?

° Dothey havethe same performancetargets?

° Evenfor the sameingtitution, targetsor prioritiesmay changeevery year;

e  Thustherecannot beuniformingitutiona development planfor every inditution

° Eachingtitution hasto developitsown priority areaand evolve suitable strategies
for itsimprovement

5.8 WHY INSTITUTIONAL DEVELOPMENT PLAN?

All indtitutionsaimfor thesuccessof their gudents. Itispossbleonly whentheinditutions
takestock of the current Situation, identify the areaswheretheimprovementisrequired
and suggest suitable measureto bring these changes. Institutiona Development Plan
helpsto prepare aplan of action which describesthe priorities, the strategiestoraise
standards, the resources all ocated and the outcomesit intendsto achieve. Thewhole
ideabehind preparation of theinstitution-based planisto maketheinstitution perform
and function efficiently and smoothly to ensurethat the objective of imparting quaity
education isachieved. Ingtitution-specific devel opment plan should becloser toits
redity. Aningtitution-based devel opment plan therefore provides scopefor aningitution
to developitsown plans, implement aswell asexecuteit. Thisplanismorerealistic
andworkableasitisprepared with thecollaboration of dl stakeholders. Vision building,
diagnosisof the existing scenario, setting objectivesand prioritiesarethe foremost
guiding principlesfor dl indtitutiona devel opment planning processes. Eachingtitution
plansnumber of activitiesfor improving theingtitutiond processes A particular inditution
may focuson theimprovement of theteachinglearning processasthetop most priority
for having better examination results, for the other institution it could be punctuality
and regularity of teachers. Similarly, onthe demand of studentstheinstitution may
need to focus more on the laboratory or internship facilities. Ultimately, it isthe
respongbility of theingtitutional head and teachersto decide on thechangesand follow
up activitieswhichtheingtitution find suitablefor itsdevel opment. However, it should
bekept in mind that the I nstitutional Devel opment Plan hasto be concelved asaplan
of theinstitution wherein the entire staff aswell asthe stake holders can actively
contributeto the devel opment of theingtitution.
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5.8.1 Towards Preparation of an Institutional Development Plan

The preparation of an institution-based devel opment plan can bedivided into three
stages: the planning stage, the implementation stage and the monitoring and
evaluation stage. There are aset of systematically arranged stepsfollowed inthe
courseof preparation of theinstitution-based devel opment plan.

Planning Stage Implementation Monitoring and

Stage Evaluation Stage

Fig. 5.1: Ingtitution Development Plan: The StagesInvolved
Planning Stage

Step 1: Formation of Committees/Teams: The teams are formed to share the
respong bilitiesfor preparation and implementation of theingtitution devel opment plan.
Thisactivity also enablesteachersand staff towork inteamsand utilisetheir potentias
and talentsthat enhancestheir sense of bel ongingnessand ownership totheinstitution.
Thiswill bring them closer to theinstitution and its devel opment process.

Step 2: Baseline Information or Diagnosis of Existing Situation: The survey of
theneedsof aningtitution needsto bedone. Thesurvey of resources, dataon enrolment,
futureenrolment requirement, teechersand their requirements, understanding community
(demography), indtitution facilities, the staff, community and stakeholderswho will be
involved intheinstitution planning processisrequired. Theingtitution staff members
need to analyse what theingtitution already possess, what morethey require and how
to obtain it through the exercise of SWOC analysis, i.e. Strengths, weakness,
opportunitiesand challenges, based on which an ingtitution drawsitsown road map
for improvement based on itsspecific requirements.

Theteachersand the head of theinstitution take stock of existing resourcesby looking
at officerecordsexample, number of sudentswith different socia background, gender,
classfication and seating facility in theingtitution etc. Oneingtitution may requiremore
furniture and the other ingtitution may requireacomputer laboratory.

Step 3: Alignment of Goals/Targets : Goals come next after you have devel oped
thevision of your ingtitution along with your stakeholders. If your vision statement has
been madefor threeyears, it would be useful to havethree annual goasthat dignwith
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thevision. Thismeansthat each year, you haveto achievethegoal set through target Understanding
setting. These goalswill also alignwith the prioritiesthat you have set. Targetsare Leadership in
short-term, measurable deadlinesthat can be o three, six or ninemonths duration. In | ducational Institution
ayear, you can set two to threetargetsto achievetheannual goal. Strategiesarethe

action pointswhichwill helpyouinmesting thetargets

Step 4 Determine Priorities and Formulation of Action Plan: All thestakeholders

sit together and decide what isrequired for the next year. After listing they could | Notes
prioritiseasto what ismore urgent. For example, if it isestimated that they require

additional desksor computersor teaching aids, they would decidewhich oneisto be
giventhepriority. Inany ingtitution number of activitiestakes place ssmultaneoudy but

few activities cannot be undertaken without compl eting the previous activity. For

exampl e, before conducting the examination the syllabus hasto be completed. The

teaching learning can take place s multaneoudy with the preparation of Annua Day

function

Step 5 Determine Timelines and financial support: Depending ontheactivity, the
plan should specify thetimelineand financia resourcesrequired for it. For example,
conduct of examination on thefixed dates, preparation of timetableinthebeginning of
theacademic year and thefinancia requirements.

Monitoring and Evaluation Stage

Step 6: Monitoring and Evaluation Mechanism: Oncethe|DPisready, itistime
for implementation and timely monitoring. Themonitoring teamwould helpinkeeping
atrack of set targets. You can evaluate the progress of IDPhalf- yearly or annually.

5.9 INSTITUTIONAL DEVEOPMENT PLANNING
FRAMEWORK-MAJOR COMPONENTS

PHYSICAL INFRASTRUCTURE

Aningtitution needsbas cinfrastructurefacilitieslikedrinking weter, separatetoilet for
boysand girls, seating arrangements, laboratory. | DP needsto assessthe existing
infrastructurefacilitiesand gaugewhat additiond facilitiesarerequired.

DIGITAL FACILITIES

Information and Communication Technology (ICT) includescomputers, the Internet,
and electronic delivery systemssuch asradios, televisions, and projectors among
others, and iswidely used in today. | nformation technol ogy ininstitution requires
avallability of computersfor which eectricity supply isneeded. IDPshould dsoinclude
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theexisting digitdl facilitiesand theavail ability of teachersinthisarea. IDPshould also
ensurethat al theteachersand faculty should be given teacher training to usetechnology
inteaching-learning process. It hasbeen observed that during Covid 19 thesignificance
of ICT increased manifold thereforeavailability of ICT gadgetsand human resources
becomesanintegral part of IDP.

ACAEDEMIC INFRASTRUCTURE

Good academicinfrastructureisrequired for conducivelearning environment which
resultsinto theimproved learning performance of students. Academicinfrastructure
includes sufficient number of teachers, subject wise adequate number of teachersand
teaching aidsfor abetter teaching learning process. It dsoincludesconduct of seminars
and conferencesand in-servicetraining of teachersfor their professiona growth. IDP
should includestheabove mentioned componentsinitsannual plans.

SUPPORTIVE AND FACILITATIVE INFRASTRUCTUTRE

Generaly thel DPincludesphysica and academic infrastructure bur rarely takesinto
account the supportive and facilitative infrastructure. Supportive and facilitative
infrastructureimpliesthe counsalling facilitiesfor sudentsand teachers. If the students
or teachersare having any stressor emotiond problemsthen the councillor and doctors
should be made easily accessible.

INFRASTRUCTURES FOR NETWORKING AND COLLABORATION

Thelngtitutional Development Plan should dso havethestructurefor networkingwith
other ingtitutions and the professionals. Theformation of aProfessional Learning
Community (PLC) isoneway to foster networking and collaboration. PLC isan
effective method of crosslearning with peers, dealing with teacher isolation, helping
them empower their own practiceand instilling confidencein teachers. It facilitates
and createsaculture of collaboration among teachersand other professionals. PLC
hel psin motivating teacherstolearn new practicesand unlearn old beliefsand practices.

. INTEXT QUESTIONS 5.2

1.  Indtitution-based development plan can bedivided into three stages-
a) Theplanning stage, theimplementation stageand monitoring & find stage

b) Theinitid stage, theimplementation stage and monitoring and eval uation
stage
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¢) Theplanning stage, the execution stageand monitoring and eval uation tage Understanding
Leadership in

d) Theplanning stage, theimplementation sage and monitoring and eva uation Educational Institution

stage
2. Framework of Ingtitutiona Developmentinclude
a) Physca andacademicInfrastructure
b) Teachersbackground Notes
c) Parentsmeetings
d) Student problemsandissues

3.  Tosharetheresponshilitiesfor preparation andimplementation of theingtitution
devel opment plan-

a) Monitoring of teamsareimportant
b) Formation of teeamsareimportant

c) Formationof visonisimportant

d) Infrastructurd facilitiesareimportant

4.  What doestheinstitutional head keep in mind for setting the priority of the
ingtitution while preparing IDP?

a) Visonof thelnditution
b) Missonof Indtitution
c) Learninglevelsof students

d) Professional development of teachers

©- WHAT YOU HAVE LEARNT

Thislesson hasexplained that institutiona planningisanin-houseactivity carried out
by different stakeholders. Thebasic characteristic of institutional planningisthatitis
need based specificto eachinstitution andisgoal oriented. An Institutional planis
morerealistic becauseit isbased on the dataavailablefrom different stakehol ders
namely head of theingtitution, students, teachersand systemlevel functionaries. Itis
democraticin nature asit engagesall the stakeholdersin the plan formulation and
implementation. The lesson also elaborates on the preparation of Institutional
Development Plan. It isbest devel oped in consultation with stakeholdersandisa
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powerful tool for enhancing learning andimproving theindtitution. Threedifferent Sages
namely planning, implementation and monitoring isinvolvedinthepreparation of IDP.
Inplanning, thefirst stepisthediagnosisof existing Stuation or taking stock of existing
resourcesin theingtitution. The second step isto identify the needsor requirements of
school/ingtitution inthecoming year. Thethird stepisto prioritise, based ontheurgency
and then a chart of activities to be carried out is prepared. The next step is the
responsibility allocation asto which teacher will take theresponsibility and thetime-
lineisprepared for each activity. Continuous monitoring isdoneand after sx monthsa
mid-review isdone. At theend of year, the planisevaluated asto how many targets
have been achieved and whether the goal set in the beginning has been realised.
Ultimately, an IDPisdrivenwith anaimto raisetheachievement level of studentsby
improving thequality of teaching and learning.

q&. TERMINAL QUESTIONS

1.  Writefivecharacteristicsand benefitsof Ingtitutional Planning

2.  Réflectonthepriority areasof your ingtitution and mention three Strategiesyou
would adopt to achieve the goa suggestedin IDP.

3. Explanthedifferent sagesof the preparation andimplementation of Indtitutiona
development plan

‘&, ANSWERS TO INTEXT QUESTIONS

5.1
Indtitutiond leve

Creating democratic environment to enable all stakeholders to
participatein theformulation and implementation of the plan

& S

3. ) Godsandtargetsarespecified andthedrategiesareevolvedtoachieve
thetargets

4. @ Isuseful forinstitutional leadersto diagnosethe existing scenario of
available resources, identify the needs for improvement and for

prioritigngtasks
5. c¢) Directiontotheinstitutionto moveforwardinenhancing theoverall
improvement.
5.2
1. d) Theplanning stage, theimplementation stage and monitoring and
evauationstage
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2. @ Physcal andacademicInfrastructure
3. b) Formationof teeamsareimportant
4. @ Vidonofthelnditution

L@ LEARNING OUTCOMES

After reading thislesson, you are ableto:

° Explainthe need and importance of ingtitutional devel opment plan
° Describethevarious stepsof ingtitutiona devel opment plan

° Prepareaningtitutional development plan

Notes
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Understanding ANNEXURES: SAMPLE of SDP
Leadership in

Educational Institution] ANNEXURE -I-INSTITUTIONALDEVELOPMENT PLAN “YEAR 2024-25

1. Nameof thelnstitution:

2.  Regon
3. Area Rurd/urban
Notes Rural / Urban

4.  Inditutiona Strengthfor theyear 2023-24 (Classwise, Gender wise, Caste wise)

Boys Girls CWSN Total
9. [Ca|G|S|S|O|T|G|S|S|O|T|G|S|S|O|T |Boys| Girls| Total
No.|ss|e |C|T|B|O|e|C|T|B|O|e|C|T|B|O
n C|T|n C|{T|n C|T

5. Teacher and staff Strength for theyear 2023-24 (Gender wise, Castewise)

SI. No. | Teachers Male Teachers Female

SC | ST |OBC|Gen |Totd |Sc | ST | OBC | Gen |Totd

Staff mde Staff Femae
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6. Infrastructurd Facilities

S.

No.

Infrastructure
Facility Avallable
ason 31.03.2024

Year of establishment

/Ingtalled

Ingtitution

Required

Sufficient or
insufficient

ClassRoom

Notes

Library

GirlsToilet (No. of seats)

BoysToilet (No. of seats)

GirlsUrinal (No. of sests)

BoysUrinal (No. of seats)

CWASN Toilet (No. of seats)

ICT Lab

© | 0 ([ N | O |0 | bW |IN|BF

Smart Board

=Y
(@]

Projector

[y

SciencelLab

12

\Vocational Lab

No.

Infrastructure
Facility Avalable
ason 31.03.2024

Year of establishment

/Ingtalled

Nos

Indtitution
I

Indtitution
[l

13

Computers

14

Drinkingwater facility
(Yes/ No)

15

Staff Room

16

Pay Ground

17

ROisavailable(Yes/ No)

18

Othersif any -
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7. Infrastructural Requirement for the Institution: (E.g. Civil, ICT, Vocationa

‘equipment etc.)
- can use extra page also (attach Photos for requirement)
9. | Activities | Amount | Expenditure | Balance | Amount | (Plan of
No. Received | Incurred | Amount |Required |activity for
for the for the ason for the year
year year 31.03. [2024-25 | 2024-25
2023-24 | 2023-24 | 2024D= E)
(B) © (A*+B-C) (F)
1 |Accessand
Infrastructure o
5
2 | Library Grant @
[
3 | SportsGrant fé_
4 | Othersif any - b2
Tota Amount

* represent the balance amount of previousyear.

Please make aNote: The Pass Book entriesin the Bank Account Should exactly
match with Cash Book maintained at Institution (with resol ution made at management

committee)

SIGNATURE OF THE HEAD OF INSTITUTION

Period Expenditure in Rs.
Proposed From To | AmountSpent | Approximate Estimate
activities Last Year Amount for current year
Total

108
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ROLES & FUNCTIONS OFALEADER

1.0 INTRODUCTION

L eadership has never been defined asaposition. Itisaquality in aperson which
provideshim/her the capacity to foresee and take quick decisions. It aso enablesthe
leader toinspireand motivatetheteam to plungeinto the dream or vision of theleader.

An educational institution onthe other hand can be diverseintheir organizationa and
operationa structures. Varioustypesof schools, diverseintheir ownership, structures,
financesand classlevds, work differently. Thereare study centrescateringtoalarge
number of studentsopting for distant |earning and correspondence education.

Consequently, thereisno fixed or gtrictly defined areawhich aleader isassgnedto or
expected to perform on. Theleader isanintegra part of theentire system and performs
multiplerolesand isexpected to be an expert in multitasking.

Therearedifferent typesof leadership modelslike Transformationa or Transactional,
Autocratic or Democratic, Bureaucratic or Charismatic etc.

However, therolesand functionsremaining thesamethey differinther leadership styles.

A leader needsto devel op and practi ce and encourage among othersthe seven habits
to effectively influence people. Theseare:

1. BeProactive

2. BeginwiththeEndinMind
3.  PutFirg Thing First

4.  ThinkWinWin
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5. Seek First to Understand then to be Understood
6. Synergize
7.  Sharpenthe Saw

Inhisfamousbook, “ The Seven Habitsof Highly Effective People’, Stephen R. Covey
(First publishedin 1989) nicely explained how to acquire these habitsfor the success
of aningtitution. A leader with these habitswill awaysbe successful ininspiring the
team.

1.1 OBJECTIVES

After reading thislesson, youwill be ableto:
° Understand and explain therolesand functions of aleader asa-
Motivator
Mobilizer
Organiser
Visudizer
Initistor
Implementer
Explorer

Creator

1.2 CREATING A POSITIVE INSTITUTIONAL CLIMATE

1.2.1 Clarity of Purpose, Vision & Mission

Ingtitutiona climaterefersto the basi ¢ requirementswhich form thebasisof health of
an educationa ingtitution. Itsmagor componentsare:

(@ PoliciesandRules
(b)  Coordinationin Management
() Growthand Development

Thevery first task for aleader isto create apositiveinstitutional climateto set the
background of positivework culture.

Open Vocational Educational Programme



Roles & Functions of a Leader

Theleader’srole, therefore, in creating positiveingtitutiona climateistoinfluencethe
employeesand motivatethem to achievetheingtitutional goals. The successof aleader
indoing thiscan begauged by thelevel of employee happiness, culture of innovation
and positivesocid changesat theworkplace. Itiseas er said than donewhiledealing
with human resources aseach individua isdifferent from another and the objective of
theleader istotakethem al aongto achievetheingtitutional goals.

To go ahead the leader has to have the clarity of purpose. Thisis aligned to the
ingtitutional objectives. He/she should orient theworkforcewiththevision, mission
and god sof theorgani zation so that each worker isaware of what the ultimate outcome
of hisor her effortswill be.

CLARIFY PURPOSE
Vison, Mission & Strategy clear toal

Mission talksabout how to achievethe

[ Visioniswhat youwant to beintheend ]
[ subset of thevison }

[ Strategy ishow to achievethemission. ]

1.2.2 Goal Setting

Goal setting isthe very next step towards creating apositive, professional climate.
Therearethreetypesof goals. Long term, medium term and short term. Goal setting
givestheemployeesclarity about thework at hand- what to do onadaily basis, or this
year or infuture. Redligtic targetsto be set after SWOC analysisand individua goals
to beaigned withtheingtitutional goalsto get the best performancesby theemployees.

Longtermgod isaso caledthe Strategic god. 1t focuseson what you want to beand
worksat institutional level. For example, wheretheinstitution seesitself fiveyears
hence.

Medium term goal isalso known asTactical goal and worksat departmental level. It
isbasically planning or setting target for the current year. 1t hasto beachievedin 1 year
and new Tactical goadswill besetinthenext year. It emphasizeson HOW to achieve
theyearly target.
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Shorttermgodsareat individua levelsand known asOperational Goas. They areto
beachievedimmediately onadaily bass. They helpinfacilitating Tactical goals. Itaso
integratesindividua godswithingtitutiond gods.

SWOC ANALYSIS

[ STRENGTHS ] [WEAKNESSES ]

[ OPPORTUNITIES ] [ CHALLENGES ]

Strategic goals - Long term —What to achieve
— inthenext 5 years—-focused on TO BE
(Indtitutiond level)

Tactical goals - Medium term—Thisyear—
— focused onHOW TO
( Departmentd level)

Operational goals - Short term—Today/
— immediate-Facilitatetactical goals
(individud leve)

1.2.3 Clearly Stated Rules and Policies of the Organization

Asanemployeedidyou ever get confused about what to do in certain circumstances?
Couldyou refer to any policy document or rule setsin that Situation? For example, if
you came late for three daysin amonth and your 1 day Casual Leave (CL) was
deducted? Or when you did not inform and took leave it was counted as L eave
Without Pay (LWP) evenif you had your CLsleft?If the organization hasawritten
rulebook or disciplinemanud it providesall the expected behavioura guiddinesand
conseguencesof not following therules. If theworkersare awarethey will conduct
themselvesdifferently. To createapositivework culturetheleader should construct a
rulebook and orient theemployeestothis.

1.2.4 Clearly Stated Objectives

Clearly stated objectivesareessentia to givethe employeesapurposeto theassigned
work. Inaningtitution, theemployeesshould be giventhemeasurabletargetswith time
limits. Thefeedback on completion of thework should be objectiveandinclude self-
assessment aswell. Thiswill help an employeeredizethe mistakeshe/she might have
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made and the need to correct theminfuture. Thiswill aso providethem aknowledge
of their own strength and weaknesseswithout being pointed out by others. The Leader
will haveto orient the employeesto these and guide them to reach thetargets.

1.2.5 Divide the Processes into Steps and Create Small Committees
to Assign Each Area of Work

Dividethe processesinto steps and create small committeesto assign each area of
work. Thismakesthework easier dueto division of |abour.

Theleader should rotate thememberson the committeesyearly or bi-yearly. Rotation
of membersamong committees serve two purposes. one, each employee acquires
knowledge of each segment of the processand two, second tier power concentration
doesnot take place. Employees become mutual ly accountableto each other.

. INTEXT QUESTIONS 1.1

1.  Elementsof indtitutiond climateincludes:
a) PoliciesandRules
b) Management coordination
¢) Growthand development
d) Allof theabove
2.  Different typesof leadership have
a) Differentfunctionsand different stylesof working
b) Samefunctionsbut different stylesof working
c) Samefunctionsand same styleof working
d) Different functionsand samestyleof working
3. Successof aleader isassessed by:
a) Postivesocid changesat workplace
b) Moneyflowintotheorganization
c) Fearof Leaderinemployees

d) Allof theabove

Notes
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4.  Inditutiond leader plays.
a) Multipleroles
b) Singlerde
c¢) Doublerole

d) Norole

1.3 MOTIVATING HUMAN RESOURCES

1.3.1 Leading from the Front & Empathy

Asaleader with empathy you put yourself intheshoesof othersand fed their emotions
which giveyou the power to understand them better and make strategiesinthelight of
their strengths and shortcomings. Empathy earnstheleader hisemployees' affection
and commitments. When the empl oyees can sharetheir worriesand painswith their
leader they will be motivated to put in their best effortsand try to maximizetheir
potentia.

For example, aprincipa givesflexibility inworking hoursor givespermissontotake

onlineclassesfrom hometo female employeeswho haveasmall child.

1.3.2 Ownership to Stakeholders (in planning, goal setting and
implementation of plans)

Thefamousauthor Dae Carnegiein hisbook (1993) “TheL eader inYou” pointed out
that theleader hasto engage peoplein hisdreams, thinking and vision and involve
them in what he/she is doing. Dictating actually does not work as much as the
engagement of stakeholdersdoesin completing atask. It may takelonger timeand
effortsbut itissustainableinthelong run. Carnegie used theinteresting term“ enrol” —
“toenrol peopleinyour thinking, your vision, your dream, your fantasy, whatever itis
you'redoing.” [ Dale Carnegiein The Leader inyou” pg45, chapter 3: Motivating
People]

1.3.3 Enable the Stakeholders to identify their Stakes in Institution s
Progress. Personal Development Goal should Overlap with
Institutional Developmental Goals

TheCBSE recently trainedits Principa sinformulating Annual Pedagogica Plans(APP)
which particularly stressed stakeholders’ involvement in building and implementing
the plan.
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STEP1 | STEP2 |STEP3 STEP 4 STEP5 | STEP6 Resource
Management

Whereare | Whatdo |Howwill Whois Whatis | Whatwill
wenow? | weneed |weachieve | respongble? | the theimpact

todoin | whatwe timdine | looklike?

thecoming| want to for

year? do? implem- — = _

entation? Notes

It has 6 stepsto follow for the successful implementation of any plan.

If you follow the structure, you seeit talksin termsof “we” and not “1”. When the
stakeholdersareinvolved in planning, thework becomestheir own, not imposed on
them by the higher authority. They will dso know how to go about it asthey themsalves
have planned thewholething. [ CBSE APPhandout: cbse.gov.in|

Inthe context of an educational institution the stakeholdersare:
Children/students
Parents

o o

c. Teachers

d.  School Management

e.  Neghbourhood community
f. TheState

If seeninabroader paradigm, theaffiliating body and recognising authoritiesarea so
theremote stakeholdersin theinstitutiona structure. Even thedifferent categoriesof
outsourced service providersare part of theingtitutional ecosystem. Their interestsare
intertwined and the success or achievementsof an educational institutionwill depend
ontheinvolvement and contributionsof all these stakeholders.

How thelack of contribution by an apparently insignificant stakeholder may disrupt
the whole system can be seen from asmall example. A strike by the sweeperscan
bringtheingtitutionto astandtill inasingleday. If thissmall group of workershavenot
been paid on time by the management and they decide not to turn up for work, the
sanitation and cleanlinessof thebuilding will beaffected leading to thedrop of hygiene
levels. Parentswill agitate over theissue and may withdraw their children fromthe
school if it continues. 1t will earn negative publicity for the school in mediaand tarnish
thereputation of theingtitution. Onthe contrary, when thetop management takescare
of the needs of the bottommost level of employees, they earntheir respect aswell as
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commitmentsand each findstheir personal growth envel opedintheingtitutional god.
Thisultimately leadsto smooth progressof theingtitution.

School

| |

& Transport
‘ : : Cong - providers
l | I | Affilliati rolli J
Parents Community B Odyng Authoritl;/'g ‘
example, example, PF, ESI,
CBSE, DOE, Service
NCERT Minigry contractors

1.3.4 Position Talent Appropriately

You haveto admit, everybody cannot do everything. Somearegood in organising,
somein presenting, some can handle machines perfectly. Theleader canuseaformal
survey, questionnaireto explorethetal ents of team mates. Self and peer assessment
aretwo other waysof identifying talent. Theleader can dso observetheteam members
and get to know their strength areas. He/she should assign them work inthe areas
wherethey aremost efficient. For example, alanguageteacher can begiven thetask
of comperinginaschool event whereasaphysicsteacher can beassignedto guidethe
studentsin model exhibition. If the oppositeisdonetheresultswill bedisastrous! The
leader will also haveto understand what worksfor whom. Some peopledo their best
under pressure, somework when given afree hand. There cannot be one blanket rule
for motivating al. However, useof soft skillsisvery essentia for theleader to keepthe
employees motivated. A word of encouragement and alittle appreciation when the
task iscompleted go along way in motivating human resources.

Making it happen
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1.3.5 Assign Work with Deadline and Provide Freedom to Complete
the Task (Do not micro-manage)

Thework culturein the organi zation should create an atmaosphere of ownershipand
responsi bility. Each empl oyee should be assigned thework with adeadline or finish
target. Theemphasisontimely completion of work can manifestinwritten or verbal or
financia acknowledgementsby theleader. The performance should not be counted by
the number of hoursthe employee putsin but theamount of output he/she produces.
When index of assessment isproductivity or output, loss of manhour will beless.
Employeeswill understand that they are not expected to kill time, rather saved time
canbeutilized for persond growth or leisure. Micro-managing of atask, i.e. ingtructing,
guiding and correcting mistakes at every step of thetask, will increase employee’s
dependenceontheleader. Theleader should know thedifference between handholding
and micro-managing. Handholding isessential to guide the employeesintheright
direction but micro-managing will kill thetalent.

1.3.6 Communicate Clearly, Both Verbal and Written Communications.

Tomotivate theteam theleader needsto have good communication skills. Infactitis
oneof the main characteristics of a21% century winner. Articulating the problem at
hand efficiently theleader abolishesambiguitiesand makesit easier for theemployees
to carry onthetask. Plansand implementation strategies should be communicated in
writing for better understanding and futurereferences.

1.3.7 Acknowledge Ownership of Stakeholders

Astheemployee should be appreciated on compl etion of an assignment successfully,
similarly, they should be pulled up for failure. The employee should be asked to
introspect and analysesthe causesfor the delay or failure of thetask. Discussionand
brainstorming techniques can be used by theempl oyeeto find out what al went wrong.
There should be open discouragement to passon the blameto others. Over timeit will
becomethe culture of theingtitution.

1.3.8 Emphasis on Quality

Quadlity can be defined asthe continuous strivefor excellence. It isthe effort towards
continuousimprovement inwhatever wedo. It isnot doing different thingsbut doing
thesamethingsdifferently.

Notes

Module - 2
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Quadlity concernisavery important element to strivefor excellence. In the context of
quality theleader should train the employeeson Tota Quality Management. Quality
compromiseat any stageor level will affect theentire system. Hencedl theemployees
should beaware of what ismeant by Quality work for the organization. Useof rubrics,
application of variousquality toolsin everyday work and atastefor high benchmark
should be part of theingtitution’swork culture.

Note: A rubricis atypeof tabular scoring guidethat assesses and pecifiescomponents
and expectationsfor atask. An example of using asimplerubricin assessing the
quality of work by employees can be discussed here.

Assessment Rubric
Criteria Needs Good Excellent
Improvement
Meeting Doesnot meet Mostly meets Alwaysmesets

deadlines

Work quality Below expectation| Meetsexpectation | Exceedsexpectation

Presentation Overlookssome | Coversall topics/ | Coversall topicy
of work topics'dimensions | dimensons dimensonsin
sequential order

Task: Question paper setting

Performance of employeeswith respect to the criteriacan be marked with the hel p of
theaboverubric. Theonesidentifiedinlower levelsof performance can betrained
further toimprovetheir levels. Instead of punitive measures, reinforcement and training
would work better.

Quality Tools are variousinstrumentsto pursue quality work. A few examples of
Quality Toolspopularly used are:

a) Lotusdiagram:A tool to expand thinking around asingletopic. Theexpanson,
arranged and presented in anine-block diagram representing petalsof alotus,
may includetypes, categories, detals, or questionsaround atheme. Itisasmple,
effectiveway to organizetheoutput around Brainstorming.

For example, to discussabout India, the class can take up conceptsor fields
with respect to this country as shown below. Each area can be discussed to
know Indiabetter.
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Languages Climate States& UTs Resource
Management

Agriculture INDIA Neighbours
Industries Area Population

Thistool will help you manage and categorize large amounts of information

related to aparticular topic or issue, with each lotus petd relatingto theoriginal

Notes

topic/issue. Depending on how far you want to go with your thinking, it could

grow wider and wider and expand the possibilities.

b)  Fish bone diagram: Thefishbonediagramisan anaysistool that providesa
systematic way of looking at effectsand the causesthat create or contributeto
those effects. Because of thefunction of thefishbonediagram, it may bereferred

to asacause-and-effect diagram.

Fishbone Diagram

Factor Factor
Factor

Factor

Factor

Factor Factor

Factor Factor

®
Topic Name

Example: Fish Bonediagram can be used to find out the causes or factorsthat
impact the ability to speak English. It helpsto sort out these obstacles and
ultimately will lead to improvement in spoken English of the person under

observation.
Family support Tl Socidization
Iplirents Peer pressure
1EEL Complexity
parents
Englishspesking
: Fnanc
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)

d)

ThisQuality Tool helpsidentifying the causesof aproblem and can ultimately
guidetowardsasolution.

Venn diagram: Venn Diagrams are made up of two or more overlapping
circles.

Thecircles show rel ationshi ps between concrete concepts. It allowslearners
tovisudly organize thesimilarities and differences betweenthe characteristics
of the concepts.

Example: A comparison between Birds& Bats
Birds Bats

2legs
Warm blood
Vertebrate
Fordimbs
modified
aswings

Target-achievement tables: Target / Goal setting isapowerful processfor
thinking about one' sideal future, and for motivating onesdlf toturnthevison of
thisfutureintoredlity.

By knowing precisely what you want to achieve, you know whereyou haveto
concentrateyour efforts. You'll also quickly spot the distractionsthat can, so
easly, lead you astray.

Setting targets gives onelong-term vision and short-term mativation. It focusesone's
acquisition of knowledge, and helpsin organizing timeand your resourcesto achieve
thetargets.

A useful way of making godsmore powerful isto usethe SMART mnemonic. While
thereare plenty of variants (some of which we veincluded in parenthesis), SMART
usudly standsfor:

S - Specific (or Significant).

M - Measurable (or Meaningful).

A - Attainable (or Action-Oriented).

R - Relevant (or Rewarding).

Open Vocational Educational Programme



Roles & Functions of a Leader

T - Time-bound (or Trackable).

For example, instead of having*“Tosall around theworld” asagod, it'smore powerful
to say “To have completed my trip around the world by December 31, 2015.”
Obvioudly, thiswill only be attainableif alot of preparation has been compl eted
beforehand!

We must monitor thetarget / god in order to understand its progressand to determine
whenwewill achievethetarget/ god fully inasystematic way.

Goal / Target setting and its monitoring is an important method of:

° Deciding what youwant to achieveinyour life.

° Separating what'simportant fromwhat’sirrelevant, or adistraction.

° Mativating yoursdf.

° Building your self-confidence, based on successful achievement of gods.

° Setting your long termtargetsfirst. Then, setting smaller targetsthat you need to
completeif you areto reach your lifetimeplan.

° K eeping the processgoing by regularly reviewing and updating your gods.
° Remembering to taketimeto enjoy the satisfaction of achieving your goalswhen

you do so.

1.3.9 Reinforcement

Positivereinforcement workswondersin motivating employees. Condructivecriticism
isessentia for guiding the employeesintheright direction. However, the point of
criticismisnot to demean or show aperson asalesser being. Shouting at an employee
ontheir mistakeswill only aienatehimor her asit hurtsaperson’ssdlf-esteem. Onthe
contrary, adiscussion on theissue starting with aword of acknowledgement of the
person’s contribution to the organi zation and gradually proceeding to what had gone
wrongwiththework a hand hasawaysbeenafruitful conversation. Inthistheemployee
realizeshisher own mistakesand acceptsthat. At thispoint theemployeemay redlize
higher mistakesand will bewilling to make corrections.

You asaleader must show your trust inthe capacity of your employees. Itiscommonly
said that the speed of trust isthefastest. Infact, it isagreat motivating factor.

Module - 2

Resource
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1.3.10 Team Building & Collaboration

Thepresent timeinhuman history isthetimeto gotogether. Theleader hasto understand
that today al are part of adistributed power system and cannot succeed without
collaboration Team building requiresmutua respect and cooperation. Thisisnot another
version of division of work. Rather, thisisdoing the work together, using the best
inputsfrom each team member and creating synergy inthe process. Therole of the
leader isto show the employeesthe beauty of collaboration and how it helpsto take
individuasbeyond their persond capabilities.

For example, ateam of 2 teachers, one good at computers, the other having great
command over the language, if work in collaboration, will produce an excellent
presentation on any topic which will be ableto communicate to the viewers much
better with visualsaswell asnice sentences. If thework was done by each separately,
either would have had limitations.

Collaborativework encouragesfriendlinessamong the group membersand improves
their socia skillswhich ultimately will produce better output for theingtitution.

1.3.11 Initiate, Influence and Inspire Team to work towards the
Institutional Goal

Theleader hastotaketheinitiative and create theideas. He/she can use his/her soft
skillsand communication skillstoinfluencethe empl oyeesto understand the merits of
the project. It should be clear in the employees’ mind how he/shewill personally
benefit from the success of the project besidestheingtitutiona achievement. Theleader
isthere to inspire the team members to implement the plan and take it forward.
Stakeholders' involvement in planning will beademocratic way of getting thework
doneasdictatorial ordersdo not work these days.

. INTEXT QUESTIONS 1.2

1.  Identify whichoneisnot an essentia quality of agood leader:
a) Empahy
b) Planningand Goal setting
c) Capacity topostiontaent
d) Micro-managing
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2. What is most essential for a leader to get his plan implemented by the
stakeholders?

a) Clarify purpose
b) Alignsysem
c) PodgtionTdent
d) InspireTrust
e) Allof theabove
3. Whichtypesof communicationsasuccessful leader uses?
a Vebd
b) Nonverbal
c) Wiitten
d) Allof theabove
4.  Whichoneisanessentia € ement of team building?
a Trustinteam members
b) Dictatorid orders
C) Micro-managing
d) Sdf-pride
5.  Bythephrase* speed of trust” wemean:
a) Trustinganemployeehepin better team building
b) Thisisatheoryinphysics
¢) Thisisaruleof thumb
d) Noneof theabove

1.4 MOBILIZING NON-HUMAN RESOURCES

What do we mean by Non-human Resources?

Theresourcesare categorized into: Natural, Man-made and Human resources. Hence
non-human resourceswill include both natural environment of theingtitutionaswell as
the building and equipment used to produce the services.

As per the present guidelines of Education Department schoolsrequireacertain
percentage of institutional land to be kept for green space. That ismandatory for
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affiliation purpose. It hasto beensured that the green spaceisdevel oped and maintained
well for the soothing and encouraging natural environment whichisconduciveto
productivity. Rain water harvesting, Solar panel, STPplants add to echo-friendly
sustainable practices and reduce overhead costsin el ectricity and water hills.

Today machinesarean integral part of any organization. Anincreased capital useby
employeeswill increasetheir productivity levels. For example, use of computers/
laptops, tablets, internet, interactive boards etc. hasbecomeroutinein any ingtitution.
Furniture, fire equipment, water purifiersetc. arealso part of theingtitution’scapita
stock.

Theleader hasto assesstherequirementsof theseitemsand advise and convincethe
management to allocate budget for that. Placing order should be preceded by taking
guotationsfrom vendorsand maintaining records of them. Theorder should gotothe
vendor quoting the minimum price. Post-procurement, items should beenteredin
stock registers and put in required places. The leader hasto also assign dutiesto
peopleto look after the machinesand maintain recordsfor that.

% Need

Capita aso coversthebuilding. Congtruction and maintenance of thebuilding requires
alocation of funds.

Budget dlocationfor capital expenditureisanimportant activity which should bedone
by theA ccountsoffice under the supervision of an expert Chartered Accountant.

Maintenanceand repair of the building and capital stock iscovered by thedepreciation
reservekept in the budget. Payment of taxesand variousfeesto authoritiesare also
important financia work theleader hasto kegpinmind.
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Sharing of equipment, common use of space, keeping multi-purpose halls, wall-less
work spacesetc. can reduce capital expenditure.

. INTEXT QUESTIONS 1.3

1.  Identify frombelow theitemsthat are man-maderesources (Capital goods):
a Machinesandbuildings
b) Ores& minerals
C) Riverwater
2. Maktheitemthat cannot betermed aspart of the capital stock of an educational
inditute:
a) School buses
b) Water coolers
c) Swings
d) Laboratory consumables
3. Identify theonefromthefollowingthatisnot away of reducing capita expenditure
inaninditution:
a) Sharingof equipment
b) Common useof space
c) wall-lesswork spaces

d) Purchasinglaptopsfor each employee

1.5 EXPLORING ALTERNATIVE METHODS OF FINANCING

What do you need to produce quality services? Money of course?

Sometimestheregular source of financing doesnot alow you to spend sufficiently on
many desired eventsor purchasethingswhich may benefit theinstitutioninthelong
run.

Theleader hasto explore the aternative methods of financing. Thereareno fixed
waysof doingit. Theleader hasto think beyond thebox and apply hismind to find out
the opportunitiesand scope of alternative source of finances. A few examplescan be:
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a  Organizing Parent Teacher Association (PTA) Lunch

b) Canivds

c) Sdeof Socidly Useful Productive Work (SUPW) products

d) Sdeof atandcraftitemsmade by students

e)  Playsor Musicalsproduced in-House and put up as charity Show etc.

Saeof entry ticketsto such eventsand sale proceedsfrom products can make agood
additional fundfor theinstitution. Sale of discarded items can beused.

Insomesituations, §0onsors can be encouraged to commiss onAwards. Advertisements
ineventsor journalscan beexplored aswell.

Parentsand Alumni often hep aningtitutionin pullinginextrafundsether by contributing
themselvesin an event or arranging for sponsors.

1.6 IMPLEMENTATION OF CURRICULUM

What do you think is at the centre of an educational institution? Thecurriculum.
Developing the curriculum therefore takes the centre stage in any educational
organization. It coversthe syllabusand other related activitiesof theinstitution. The
Nationa Council of Educationa Researchand Training (NCERT) devel opstheNationa
Curriculum Framework (NCF) based on thelatest Education Policy. The NCF 2005
is being replaced by the NCF 2020. The NCF provides the broad guidelines for
curriculum planning at theindtitutiond level.

Implementation of curriculum takesanumber of steps: Curriculum development with
respect to NCF guidelinesand guidelines by the affiliating body, Term wise syllabus
break up, Timetable planning, Teacher all ocation, L esson planswriting are some of
them.

Curriculum planning takes care of the entire processes of theinstitution. The leader
hasto haveahaligtic view for this. Annual Pedagogica Plan and School Devel opment
Plansareto be prepared beforehand to clarify the objectivesand keep the strategies
inperspective. Itwill behdpful if theseare deve oped with theinputsof Core Committee
members and stakehol dersfeedback. In-servicetraining and examinationsare two
major components of curriculum. They are the backbones of the successful
implementation of theplansand ng the success of the plans. Hencetheleader
should plan these meticuloudy and integratethemin the system efficiently.
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Steps for Curriculum Implementation can be:
Panningwith
respect to
NCF

Termwisesyllabusbreak up
& co-scholastic planner
break up

Timetable
formation

Asigning
individua work
to employees

Lesson Plans
by individua
teachers
Carrying out
plan as per
timetable
planner

1.7 INITIATING AND ORGANIZING PROFESSIONAL
DEVELOPMENT PROGRAMMES

With the changing world around theleader hasto ensurethat the employeesremain
updated and consequently relevant to the need of the hour.

In-servicetraining playsavery important roleinthiscase. Theleader hasto explore
thetraining needs of the employeesto plan for workshopsor training programmes.
Thisshould cover the contemporary devel opmentsin thefieldsof education, subject
specifictrainings, pedagogical trainings, technol ogy training, psychological or mental
health issues, physical fitness, social responsibilities, happinessand entrepreneuria
mindsets, etc.

The resource persons can be curated from the eminent personalities or local
communitiesor from among the stakehol ders.
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Other measures to improve employee skills are:

1.  Encouragement to reading booksand journals. It will requireawell-stocked
library and resource centre and astructured reading schedule. A “Must Read
Books” list against employees’ names displayed prominently creates
competitivenessamong theteachersleading to higher level of readinginall.

Teachers Must Read Books (Names of the books)
Names |Book Book | Book |Book Book |Write Most
1 2 3 4 5 major well-read
learnings | teacher
fromdl |ofthe

thebooks | year

T1 Son Sgn | Sogn | Son Son
when when when | when when
you you you you you

finished | finished | finished | finished | finished

T2 Son Son Sgn | Son Son
when when | when |when when
you you you you you

finished | finished | finished | finished | finished

T3 Son Sogn | Son | Son Son
when when | when |when when
you you you you you I

finished | finished | finished | finished | finished

T4 Sgn Son Sgn Son Sogn
when when | when |when when
you you you you you

finished | finished | finished | finished | finished

T5 Son | Son |Son  |Son Son
when when | when |when when
you you you you you

finished | finished | finished | finished | finished

T6 Sgn Son Sgn Son Sogn
when when | when |when when
you you you you you

finished | finished | finished | finished | finished
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2. ActionResearchisanother way to solveissuesand design thoughtsto handle Resource

any particular problemarea. Management
3. Exposurevisits, observation of other’swork, peer feedback etc. enrich work

efficency.
4.  Community outreach programmes, cultural activities, sports, etc. will widenthe

intellectud dimensons. Notes

Inthe end the leader should devel op amechani smto assesstheimpact of training on
productivity and outcomeof theindividual employees.

. INTEXT QUESTIONS 1.4

1. ldentify thenon-traditiona waysof getting fundsfor aningtitution:
a Tutionfees b. Fines
c. Sdeof SUPW products d. Developmenta charges
2. Tickthetraining need areasfor ateacher:
a. Educationa technology b. Classroom Management
C. Subject specifictraining d. All of theabove

3. Identify theactivitieswhich can enrichwork efficiency of ateacher:
a. Exposurevigts b. Observation of other’swork
C. Peerfeedback d. All of theabove

©- WHAT YOU HAVE LEARNT

Theleader isanintegral part of the entire system and performsmultiplerolesandis
expected to bean expert in multitasking. To createapoditiveingtitutiona climate, he
has to have clarity of purpose, vision, mission and strategies clearly set out and
communicated toall stakeholders.

TheInstitutional Head needsto devel op the seven habits of an effectiveleader to
influencethe peoplearound himto dream his’her dreamfor theingtitutiona excellence.
By clarifying purpose, digning systems, positioning talentsand incul cating trust ineach
other the Leader can direct the peopl ein the organization towards success.
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To runtheinstitution successfully the Head hasto mobilize and manage non-human
resourcesaswell. He/shemay often haveto explore alternative and innovative ways
tofinance besdestheregular ones.

Implementation of curriculumisthe uppermost task for an Educational Leadership.
For thisin-servicetraining of staff and keeping them motivated to stay updated on
contemporary progressinther professiona domainsareessential.

q&' TERMINAL QUESTIONS

1.

w

© N o g »

10.
11.

What isthe basic objective of aninstitutional leader?Analysetheroleof an
ingtitutional leader in creating apogtiveingtitutional climate.

What istheimportance of positioning talent and how it can be done?

Highlight the differencesin varioustypesof goas. How goa settingisimportant
for aleader?How will he/she set thegoasfor theingtitution?

Discusshow aleader can motivate the employeesin completing atask.
Defineresources. Distinguish between human and non-human resources.
What arethe variouswaysof mobilizing non-human resources?
Describetwo aternative methods of financing an educational ingtitution.

How curriculum is different from syllabus? What is National Curriculum
Framework?

Briefly discussthestepsof implementing curriculum.
How important isthein-housetraining of staff for aningtitution?

Discussany threemethodsof initiating and organizing professiona development
programmes.

‘&l ANSWERS TO INTEXT QUESTIONS

1.1

1. b) Alloftheabove

2. b) Samefunctionsbut different stylesof working
3. @ Podtivesocia changesat workplace

4. @ Multipleroles
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Micro-managing
All of theabove
All of theabove
Trustinteam members

Trusting an employee help in better team building

Machinesand buildings
L aboratory consumables

Purchase of |aptopsfor each employee

Sale of SUPW products
All of theabove

d) All of theabove

1.2
1. d
2. ©
3. d
4. @
5 a
1.3
1 39
2. d
3. d
14
1. o©
2. d
3.
e

)] LEARNING OUTCOMES

After reading thislesson, you are ableto:

° Understand how aleader motivatesthe empl oyees, mobilizeresources, organise
processes, visuaizeand plan, initiate new venturesand implement theplans,

° Exploredternativeresourcesfor theingtitution

° Createawork cultureand influenceemployeesto achievetheingtitutional gods.
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HUMAN RESOURCE
MANAGEMENT

2.0 INTRODUCTION

In the previous chapter, you have understood that the |eaders of educational and
vocationd ingtitutionshavevariousrolesand functionsin aningtitution. They haveto
createapositiveingtitutiona climate by motivating human resourcesand mobilizing
non-human resources. A leader has to explore alternate sources of financing.
Implementation of the curriculum hasto be supervised by theleader. A leader al'so
initiates and organi zes professional development programsintheinstitutions. The
most effective management is human resource management in an institution and
organization. Human resource management enhancesthe skillsand knowledge of people
in an organization. This chapter will focus on the concept of human resource
management and will helpinlearning theimportance of aningtitution.

2.1 OBJECTIVES

After reading thislesson, youwill beableto:

° | dentify manpower requirements

° Describe different processes of recruitment and selection

° Discussvariousstrategiesfor training and devel opment

° Explaindifferent performance gppraisa methods

° Explain theimportance and techniques of educationa supervison
° Describethe processof optimizing individual performance

° Discussvariousstrategiesfor stressmanagement
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2.2 HUMAN RESOURCE MANAGEMENT

Human resource management isaprocessto devel op, maotivate, and eva uated | human
resourcesrequired by any ingtitutionto achieveitsobjectives. It involvesrecruiting the
right personintheright placeaccording to his’her qualificationsand suitability of an
ingtitution. Inan educationd ingtitution, human resource management playsavitd role
inmanaging peoplein theingtitution in astructured manner. Executing any programin
an educational institution needs human resources at each level. In an educational
inditutionlikeacollege, university, or vocationd indtitution, AVIs(Accredited Vocationd
Indtitutions), Als(Accredited | ndtitutions) employeesinvolved| educationd ingtitution
personnd liketeaching staff, non-teaching staff, admini stration staff, etc.

2.2.1 Identification and Estimation of Manpower Requirements

Human resource management in educationd ingtitutionsleadstoinitiating theworking
operationd activitiesof theingtitutions. Therearevarious stakehol dersin educationa
and vocational institutions. An educational institution may beaschool, college, a
university, AVIsandAls. Itinvolvesaset of rulesto manage the teaching and non-
teaching staff. It may help in enhancing the capabilities and competencies of the
inditution.

The human resource management function initiatestheidentification of manpower
requirementsin theeducationa ingtitution. Therefore, management must be aware of
the structure of theingtitution to determine manpower requirementsin theingtitution.
An effectiveworkforceisneeded to run aningtitution. I dentifying the requirements of
teaching staff and non-teaching staff intheeducationd indtitutionisthe primary function
of human resource management. Human resource management helpsin finding
opportunitiesand challengesfor theingtitutions. By following the given stepswithan
example of secondary school, it will be easy to identify and estimate manpower
requirements:

1.  Assess Educational Needs: It is essentia to understand the institution’s
educational program, teaching methodol ogies, and courses offered. With an
exampleof asecondary school offersarangeof subjectsinvolving math, science,
humanities, and languagesfollowed by aconventiona classroom-based teaching
methodol ogy.

2.  Analyze Student Enrollment: Consider different age groups, classes, and
programsafter reviewing the current enrolIment numbersand expected growth.
Example: If weconsder thereisan enrollment of 500 studentsthen classesare
distributed evenly with 125 studentsper class.
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3.  Determine Faculty Requirements: Based on student-teacher ratio, calculate
the number of teachersneeded. Example: If we consider current teachersare
25 thenthedesired student-teacher ratiois20: 1. Aswecongder thetota students
are500intheearlier examplethen weneed 25 teachers(Total students/Desired
student-teacher ratio = 500/25). Additional teachersrequire zero { 25(desired)-
25(current)} . Therefore, noimmediate need for additional teachersbased on
thedesiredratio.

4.  Consider Support Staff: Based on theingtitution size and servicesoffered,
identify the needs of staff. Example: let’s consider administrative staff:5,
maintenance staff:3, librarians:2, and total support staff: 10.

5.  Forecast Future Growth: To estimatefuture manpower requirements, consder
expans on plans, new programs, and changesin enrolment trends. Example: As
thelocd populationisincreasing, then 10%increasein enrollment isprojected
over the next two years.

2.2.2 Need for Human Resource Management in Educational Institutions

InEducationd Indtitutions, itisvery important to manage human resource managemen.
It assistsin enhancing the performance of school teachersand students. Thishappens
when theteaching and non-teaching staff workstogether in effectively and efficiently.
Efficient teachershelpinthe overal development of students.

Hiring the best teaching and non-teaching staff isthe major responsibility of human
resource management. To overcomethe conflicts between teaching and non-teaching
staff or conflict between the departments, the Human resource management playsa
vita role. It paysattentionto al aspectsto achievethe educational goasof theschoal.
Itisessential that aproper training should be provided to teaching and non-teaching
gaff in order to managetheteaching-learning environment optimally. Trained staff can
resolvethe problem effectively. It isnecessary to motivatethe efforts of teaching and
non-teaching staff so that educational goascan beachieved successtully. Itisnecessary
to know why human resource management isimportant in educationa settingsthrough
illugtrationsgivenbe ow:

1. Recruitment and Selection: Human resource management performs the
recruitment function by recruiting qualified adminigtrators, educators, and support
staff. For example: aschool seeking to hireapost-graduateteacher for physics
might rely on human resources personnel to design thejob descriptions, screen
applicantsand conduct interviewsto ensurethey find the best post-graduate
teacher for physics.
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2.  Training and Development: Itisnecessary to givetraining to both new recruits
and existing staff. For Example, Human resource management organizes
workshopsand faculty devel opment programsfor teachersto enhancether skills.

3. Employee Relations: By managing employee relations, Human resource
personnel assistsin maintaining ahealthy work environment. For Example:
handling conflictsand implementing policiesthat foster collaboration and respect
among staff and other faculties.

4.  Performance Management: Human resource management hel psin eva uating
employee performance. For example, inAV s, by establishing the performance
matricesfor faculties, and administrators, facilitating regular feedback and
assessment sessions.

5.  Policy Implementation: It ensurescompliancewithinstitutional policiesand
educational laws. To create and disseminate an employee handbook outlining
codesof conduct and disciplinary procedures.

6.  Retention Strategies: It isnecessary to retain talented staff in educational
settings. Human Resource management could devel op retaining strategiesfor
theemployee by providing career growth opportunitiesfor them.

7.  Adapting to Changes: Human Resource management assists in adopting
constant changesin educational methodol ogiesby hiring staff with necessary
skillsor providing training to update existing staff.

Human Resource Management helpsin maintaining professona ethicsamong thestaff.
It a so encourages optimizing man-power efficiency intheingditutions. Theroleof each
individud isvery important for accomplishing thegoa sof aningitution, human resource
management worksonit strategically.

2.2.3 Strategic and Operational Role

Human Resource management playsanimportant rolein accomplishing the goal s of
theindtitutions. It playsdifferent roleslike strategic and operationa roles. Inastrategic
role, human resource management organizesthemanpower in such away that corrective
measurestake placeto achieve educationa goals. It involvesplanningwhichisdone
for thedifferent levelsintheingtitution.

In an operational role, Human resource management deals with the policiesand
proceduresfollowed by theingtitution for achieving educationd goads. Maintainingthe
records, and managing disputes and complaints are the functionsinvolved in an
operationa role.
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In an educational ingtitution, human resource management plays both strategic and
operationd rolesinachieving educationa goa swith day-to-day activitiesand functions.
Let'sunderstand it with acase study:

Case Study: ABC indgtitution aimsto uplift itsreputation and academic excellence.
By following the given strategies, human resource management playsacrucid role:

Strategic Role:

1.  Talent Acquisition strategy: Develop astrategy to attract top studentsand
educatorsat aloca andregiond leved anddignther expertisewiththeinditution's
strategic focusarea.

2. Succession Planning: Recognizing the essence of |eadership and working on
aleadership success on plan ensuresasmooth trans tion when leadership changes
occur.

3.  Workforce Diversity and Inclusion: Human Resource M anagement devel ops
policiesfor promoting diversity andinclusion and takes corrective actionsto
foster aninclusiveculture.

Operational Role:

1.  Recruitment: Human Resource Management managesthewholerecruitment
processfrom advertisng to hiring the candidate. They a so streamline procedures
to attract talent and ensure asmooth transition for new employees.

2.  Training and Development: They organizeworkshops, conferences, seminars,
and faculty devel opment programsto enhance teaching methodol ogies and
adminigrativeskills.

3.  Performance Management: Toaignindividud performancewithingtitutiona
objectives, afeedback sessionisfacilitated by human resource management.

4. Employee Relations and Conflict Resolutions: A conductive work
environment isessentia for resolving conflictsamong staff and by addressing
their grievances. It establishes healthy rel ationsamong staff and employees.

2.3 RECRUITMENT AND SELECTION

Recruitmentinvolvesattracting, identifying, and choosing qudified candidatesfor various
departmentswithin theingtitution Recruitment i sthe processwhereaingtitution attract
candidatesto apply for jobs. Recruitment precedesthe process of selection where
management can screen the most suitable person for theinstitution. The selection
process beginsfrom the date of advertisement.

Module - 2

Resource
Management

Notes

Diploma in Institutional Leadership and Management



Module - 2

Resource

Management

Notes

Human Resource Management

Ineducationd indtitutions, thereareaseriesof decisonsthat take place, and recruitment
and selection arethemost important decisions.

Example:

Accredited Vocational Institution (AV1) seeking to hire afaculty would start by
determining the need for the position. They would create adetailed job description
and mention therequired qualificationsand field experience.

After receiving the applications, the candidates are shortlisted and interviewed. The
selection process may beinitiated by taking ademonstration lesson cum interview.
Finally, theinstitution verifiesthe reference check of shortlisted candidates before
making an offer to the sel ected candidate.

2.3.1 Process of Recruitment

Inorder to maintain ahigh-quality learning environment, recruitment in an educationa
ingtitutionisvery crucia. A conducive environment for learning and growth requires
competent individualsto berecruited intheinstitution. Individual s should havethe
potential to contribute positively tothemission of aningtitution. Thefollowingarethe
stepsinvolved intherecruitment process.

PROCESS OF
RECRUITMENT
l
{ { { {
Rec:ruﬁ@ Strategy Searching Evauationand
Panning Deve opment Control

B Internd

Sources
| Externd

Sources

1.  Recruitment Planning:

Planning involveshighlighting thejob specification for thevacant position and
outliningthe skills, qudifications, gradeleve, pay level, and responsbilities. It
should also state whether thejob is permanent or contractual , and mention of
specid conditionsif any. It should bewritten accurately.
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2.  Strategy Development:
Recruiting candidatesin institutions needs asuitable strategy. All strategic
considerations have to be integrated in your strategy could be conduct the
recruitment process. For example, to conduct walk-ininterview for selectinga
teacher.
3.  Searching:
Searchingisthe step whereyou ensurethat theright job seekersare attracted
tothe position. There aretwo sourcesto attract the candidatesfor thejob:
SEARCHING
Internal sources External sources
Trandfer Direct Recruitment
Promotion Volunteer gpplicants
Re-employment of Ex-employee Rolling advertisment
Outsourcing
wak InInterview
Employment Excahnge
CampusRecruitment
Recommendationsor referral
Web Publishing
Internal Sources:

Transfer: Transfer meansshifting an employeefrom onejob to another withthe
samerespongbilitiesand work. For example, aschool teacher may betransferred
from one school to another school of the same branch.

Promotion: Itinvolvesthereass gnment of anemployeewith high respongihilities
and work with higher pay and status. For example, aprimary school teacher
maly be promoted to Trained Graduate Teacher.

Notes
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Re-employment of Ex-employee: To employ the same person who left the
ingtitutionfor somereason.

External Sources:

VI.

VII.

VIII.

Direct Recruitment: Thisisdonefor filling casua vacancieswherethefirst
appointment of aperson isto be made. For example, aschool ishiring new
teachers.

Volunteer Applicants: Inthecaseof reputed ingtitutions, somequdified people
aoply totheingtitutionsonther owninitiativetheningtitutionsmay keepthefile
of those applicantsand call them whenever the need arises.

Advertisement: Thisisacommon medium of recruitment asinformation about
thejobisgivenintheadvertisement and gpplicantsmay apply accordingtotheir
eligibility and desired qualifications. For example, aschool teacher gppliesfor a
job by reading the advertisement in the newspaper.

Outsourcing: It refersto an externa agency or firmthat isengaging to handle
someaspectsof therecruitment process. Example: alargeeducationa ingtitution
faces challengesin managing the recruitment process dueto asmall human
resource management team and massvacancies. Therecruitment team decides
to outsource some recruitment functions to an external human resource
management team which isexpert in education sector placement.

Walk-in-Interview: It offersimmediate and direct interaction between the
candidate and the hiring team. A face-to-face interview is conducted. For
Example, Aneducationd inditution organizesacareer fair torecruit teaching staff.

Employment Exchange: It isagovernment-run network where employersfill
somevacanciesthrough the empl oyment exchange.

Campus Recruitment: Many big organizationslike schools, AVIsandAls
maintain contact with collegesand universitiesand recruit qualified personnel
for jobsontheir campus.

Recommendations or Referrals: When a present employee refers or
recommends someonefor thejob. For Example, apresent school teacher in
school recommends her/hisfriend for thejob whoisateacher and suitablefor
thevacant post.

Web Publishing: Linkedinisapopular onlinesource nowadaysfor recruitment
wherejob seekersand job providersarethereand they get thedl theinformation
about both at the samesite.
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4. Evaluation and control: Resource

) ] ) _ ) Management
Therecruitment processinvolvessome costslike the salariesof recruiters, the

cost of advertisement, administrative expenses, etc. Management hasto consider
al related cogtsincurred during the recruitment processand eva uate and control
these costsaccordingly.

2.3.2 Selection Notes

Selectionisthe process of offering theright job to theright candidate. It involvesa
heavy investment of timeand money. Inan educationd ingtitution, weneed to identify
and admit the most suitable candidate for theinstitution based on theinstitution’s
requirements. Theprocess of selectioninvolvesthefollowing steps:

— Prdiminary interview

— Screening applications

Z, — Employment tests

QC

[

B

O —— Interview

=

e

=

2 — Reference checking
— Medicd examination
— Appointment letter

(i) Preliminary interview: Itisthestagewherethedimination of totally unsuitable
candidatestakes place.

(i) Screening applications: The applicationformisprovided to the applicants
wheretheir written recordsabout qualifications, skills, and other quditiesof the
candidate.

(iii) Employment tests: Thesetestsbring out the qualities and weaknesses of the
candidateswhich could be analyzed before offering thejob.
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(iv)

v)

(vi)

Interview: After clearing thetest candidateiscaled for aninterview. Wherein
thelight of theresponsibilitiesassociated with thejob, questionsare asked and
thesuitability for thejob isascertained.

Reference Checking: Beforethefinal selection, averificationisdoneby the
employer on thereferences supplied by the candidate.

Medical Examination: A proper medical examination ensuresahigher sandard
of healthand physicdl fitness.

(vii) Appointment Letter: \WWhen acandidate clearsall above stated stepsin the

selection process, an appointment | etter isgivento join theinstitution.

ACTIVITY 2.1

Conduct amock selection procedurefor selecting a Teacher in aschool.

. INTEXT QUESTIONS 2.1

.................... isthe processof offering theright job to theright candidate.
a) Recruitment

b) Seffing

c) Sdection

d) Directing

.................. isdonefor filling casua vacancies.

a) CampusRecruitment

b) Direct Recruitment

¢) Employment ExchangeRecruitment

d) Allof theabove

In the selection process ...................... bring out the qualities and
weaknessesof candidates.

a Interview

b) Employment Test
c) Screening Test

d) ReferenceChecking
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N | , Human resource management deal swith the policiesand
proceduresfollowed by theingtitution for achieving educational goas.

a) AnOperationa Role
b) StrategicRole
c) AdminidraiveRole

d) Management Role

5. precedesthe process of selection..
a) Sdection
b) Directing
c) Ramning
d) Recruitment
6. In............. , human resource management organizesthe manpower insucha

way that corrective measurestake placeto achieve educational goals.
a AnOperationa Role

b) Management Role

c) StrategicRole

d) AdminigraiveRole

2.4 TRAINING AND DEVELOPMENT

Trainingisaplanned effort of an employeestoimprovetheir job-related competencies.
To perform the jobswell, employee needs specific skillsand knowledgewhichis
attained through training. Development hasawider scopethantraining. Itamsat the
future needsof thejob aswell astheindividuals.

Training and devel opment involve various educational activitiesthrough whichan
ingtitution may improvethe performance of anindividual or agroup.

2.4.1 Strategies for Training and Development

Human Resource Management must givetraining to teachersin educationa ingtitutions
for improvement. Thedevel opment of teachersenhancesthe performance of students.

Variousdrategiesfor training and devel opment:
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1.

10.

Establish a goal: Aningtitution hasto alignwith training and devel opment given
to employeeswithinstitutional goalsto get the best result and outcome.

To measure progress: Strategiesfor training and development can besmple
when matricesareto be used to measure progress.

Engagement with employees: Effectivetraining and development lead to
understanding employee needsto achievetheingtitutiona goals.

Match goals with training and development of employees: Effectivetraining
and devel opment Strategiesprioritizeingtitutional and employeegodsequally.
Create a formal program: A formal approach is better to ensure al team
membershaveregular accessto moretraining opportunities

Organize small and continual trainings: Starting with small pilot programs
that involve goa setting ismore beneficia and leadsto continuoustrainingto
keep up with therapidly changing environment.

Provide various training types: Varioustraining typesassist institutionsin
achieving their goa swith productive outcomes.

Regular constructive feedback: Regular constructive feedback from
employeesdirectsaningtitution to bein abetter position by adopting required
modificationswhich arebeneficia for theingitution.

Modify training and devel opment strategies based on employee feedback

Measure the outcome: Evaluate both successand failurewhen considering
how to improvetraining and devel opment.

2.5 PERFORMANCE APPRAISAL

Performanceappraisa can bedefined asaprocessof evaluation of thework or job of
anemployeeintheingtitution. It isbased on the progress of an employeeagainst the
godsof aningtitution. In educationa ingtitutions, performanceappraisa involvesfull-
timeteaching staff, academic coordinator, teaching staff, administrative staff, support
staff, etc. Performance score should be considered for improvement.

2.5.1 Methods of Performance Appraisal

Performance gpprai s methodsin an educationa institution can bediverse according
to the needs and requirements of theinstitution. It assessesthe growth of various
stakeholdersincluding teachers, administrators, and support staff. Conventional and
modern methodsare used for performance appraisal in educationa ingtitutions.
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CONVENTIONAL METHODS MODERN METHODS Resource
Management
— Checklists | 360-Degree
Feedback
[ Performance | >
— RatingScale —| Management Notes
Software
Narrative Studgnt
— . —| Evauationof
Evdudions
Teachers
|| Sdf- | | Leaming
Asessment Andytics
, God-Oriented
— Peerreviews —
Approaches
|
|| Competency
Frameworks
Conventional Methods:

1.  Checklists: Using predefined listsof skillsor behaviors, administrators assess
teachersbased on criterialike classroom management, |esson planning, etc.

2.  Rating Scale: To give numerical ratings on various aspects of teaching
performances|ike communication skills, knowledge of the subject, and classroom
engagement.

3.  Narrative Evaluations: Supervisorsgivedetailed assessmentsof teachersthat
highlight the strengths, weaknesses, and areas of improvement.

4.  Self-Assessment: To evaluate their own performance with predetermined
criteriaand allow themto reflect on their strengths and areas of improvement.

5.  Peer Reviews: Fellow teachers assess each other’s performance and offer
insght from adifferent perspective.
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Modern Methods:

1.

360-Degree Feedback: To collect feedback from various stakeholderslike
supervisors, students, colleagues, and parentsand have acomprehensiveview
of an educator’sperformance.

Performance Management Software: To monitor theteacher’sprogressand
achievementsthroughout the academic year by using speciaized software.

Student Evaluation of Teachers: By using questionnairesand conducting
surveyswhich arefilled by studentsto know the teacher’ seffectiveness, clarity
of ingtructions, teaching methodol ogies, etc.

Learning Analytics: To assess the performance of teachers, use various
technol ogies, and utilize dataanal yti csbased on student outcomes, engagement
level, and learning progress.

Goal-Oriented Approaches: Measuring achievement of educational goasover
aspecified period. These goalsinvolve theimplementation of new teaching
methodsand techniques, improving student engagement etc.

Competency Frameworks: Describing specific skills and competencies
required for teaching and assessing educators based on these specific criteria

A continuousfeedback |oops should be ensured. A real-time and ongoing feedback
should be encouraged rather than relying merely on periodic eva uation. Thiswould
foster acultureof continuousimprovement.

2.6 EDUCATIONAL SUPERVISION

Educationa supervision definesthe effort of educational institution officiasdirected
towardsfacilitating theleadership, teachers and other educational workersfor the
improvement of theingtitution. The human and non-human materia isinvolved under
supervision and besidesthat, the curriculum, techniques, and method of teaching aso
come under the scope of supervision. The objectivesof educationa supervisionare
givenbeow:-

Educational supervision

1.

a W DN

Helpsto motivate educational ingtitutions officiasto do agood job.
Ensureshigh-quality work and services.

Detect, diagnose, and solve problemsand issues.

Prevent future problems.

Trainofficiasto perform effectively to enhance productivity.
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Giveseffectivefeedback from educationa ingtitutionsofficias.
Assgtstheinstitution to makethe required changeswhich arebeneficid.
Monitor theimplementation of activitiesof dl teaching and non-teaching saff.
Assigt ingathering suggestionsfor improvement.

2.6.1 Techniques of Educational Supervision

Educationd supervisonamsto enhancethequdity of education. Itisdoneby observing
and supporting teachersin their professional development. Supervision techniques
help achievethegoa sof theindtitutions, thefollowing are someeducationd supervison
techniques:

1.

Class Visit: The classvisit isthe best technique to get areal picture of the
teaching-learning environment. Example: A supervisor makesasurpriseviststo
the classroom to know theteaching method of the mathematicsteacher. It helps
the supervisor to get thereal picture of theteaching-learning environment and
take corrective measuresfor improvement.

Observation: Observation givesan in-depth view of the actual situation to
know about the learning environment in the classroom by observing students
and teachers simultaneoudly. Example: A supervisor may observethemusic
classto evaluate how studentsare engaged in voca andinstrumental activities
and provide suggestionsfor improvement, if needed.

Individual Conversation: The conversationiscarried out by the supervisor
with teachersand learnersto know the situation and get areal feedback about
teachersand learners.

Group Techniques: It isaimed at coaching teacherstogether by the supervisor
inagroup where, group discussion, meetings and workshopstake placeto
addresstheir need effectively.

Reflection Diary: Thisisastructured process where educators or students
record regularly their thoughts, challenges, and experiencesreated to teaching,
learning, and professional development. Inthisprocess, anindividua maintains
apersond journa to encourage salf-reflection, critical thinking, and continuous
improvement intheir professional practices.

ACTIVITY 2.2

Conduct a Group Discussion among teachers and find out which educational
supervisiontechniquesare suitablefor their ingtitution.
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. INTEXT QUESTIONS 2.2

1.

........................... involvevariouseducational activitiesduetowhichan
ingtitution may improvethejob performance of anindividua or group.

a PanningandOrganizing b) Recruitment and Sdlection
¢) Traningand Devel opment d) Observation

...................... involvestheeffort of educationd ingtitution officiasdirected
towardsfacilitating |eadership, teachersand other educationa workersfor the
improvement of theindtitution.

a) Educationa Supervision b) Traning
c) Deveopment d) Recruitment

Group discussions, meetings, and workshopstake placeto resolvetheissues
and overcomethemin an effective manner by involving-

a) ClassVigt b) Observation Technique
c) Group Techniques d) Individua Conversation

The conversationiscarried out by the supervisor to teachersand learnersto
know the situation and get ared feedback about teachersand learnersthrough.

a) Groupconversation b) Individua conversation

c) GroupInteraction d) Group techniques

2.7 OPTIMIZING INDIVIDUAL PERFORMANCE

Inan educationa ingtitution, optimizing individua performancerefersto creating an
environment that supportsindividuals growth, learning, and achievement. Assessing
the strengthsand wesknesses of teachershel psimproving their performance. Itinvolves

variouskey aspects:.

1.

Personalized Learning: |t involvesdifferent personalizedlearning plansand
instructions. Theseplansassist in creating alearning environment for students
accordingtotheir needs, abilities, and learning styles.

Data-driven approach: Totrack the student’s progressand identify theareas
of improvement by evaluation. Performance metrics help educators provide
targeted remediesto studentswho need them the most.

Effective teaching strategies: Using diverseteaching methodsin teaching
students can accommodate various|earning styles. An educator may involve
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variousactivitiesfor effectiveteaching likegroup discusson, interactivelessons, Resource
technol ogy-integrated learning, etc. Management

4.  Supportive environment: It involves counseling services, an inclusive
atmosphere, and introducing co-curricular activitiesthat canassist intheholistic
development of students.

5.  Teacher professional development: To enhanceteaching skills, continuous j———= _
training and development are required which leads to the professional Notes
development of teachers. Thistraining helpsin staying updated with educational
trends.

6.  Parental involvement: Having astrong partnership between teachersand
parentshel psin understanding students' needs.

7.  Resource allocation: To alocateresourcesthat involveinteaching-learning
environment like books, technology, laboratories, and other additional learning
materiasfor effectiveteaching and learning.

8.  Feedback mechanism: Frequent feedback received by studentsontheir work,
encouragesthem to understand their strengthsand hel psin their improvement.

9.  Goal setting and motivation: Providing realistic goalsto studentsthat may
boost their motivationto achievethosegoals.

10. Adapting to individual differences: Ensuring that educational institutions
remansupportiveandincusvefor al sudentswith diversebackgrounds, abilities,
and needs.

2.7.1 Process of Optimizing Individual Performance

A multifaceted gpproachisrequired to optimizeindividua performanceinan educationa
inditution. By implementing persondized rategiesand an effectivel earning environment,
an educationd ingtitution can enhanceindividua performance. Hereisan elaboration
ontheprocessof optimizingindividua performance:

1.  Personalized learning plan: Framing education according toindividua needs
iscrucia. For example, ateacher might have used different teaching stylesto
accommodate variouslearning styles. Some students benefit fromvisua aids
and somedo excel in hand-on-hand activities.

2. Setting clear goals: To achievethegodsiscrucia for theindividua whether it
ispersond, academic, professional, or vocational goas. To achievethesegoadls,
anindividua needseffectiveskills. For example, studentsaiming toimprove
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their vocationd skillsmight st agod tolearn spedific activitiesfor theenhancement
of their vocationd sKills.

Regular assessment and feedback: Constructive and continuous feedback
isessential for continuous|earning. For example, vocational teachersconduct a
field activity for studentsand giveimmediate feedback to them.

Encouraging support system: Itisessential to build asupportive network
involving teachers, peers, and counsel ors. For Example, amentorship program
may beorganized where older students can guideyounger studentsin achieving
academic achievement and addressing emotional needs.

Apply technology: Educetiona technology may adin optimizing performance.
Educationd |earning gpplicationsliketechnol ogica toolsmay enhanceindividua
performance. For example, avocational institution may use onlineplatforms
for vocationa studiesasasupplement material to enhance student learning.

Promoting a growth mindset: Anindividualscanlearn fromtheir mistake.
Encouraging agrowth mindset increasesthe willingnessto learn more. For
example, encouraging and motivating the studentsfor hard work.

Offering enrichment opportunities: Beyond classroom activitiescan enhance
individual performance. Extracurricular activities, internships, workshops,
seminars, etc., enhance knowledgeand skillsin practica settings. For example,
ascienceexhibition may motivate studentsto devel op scientific concepts.

Celebrating achievements: Recogni zing achievementsof anindividud increase
motivation. Acknowledging students successby their teachersmotivatesthem.
For example, providing certificatesto studentsfor their achievements.

2.8 STRESS MANAGEMENT

2.8.1 Concept of Stress and Stress Management

Stressisthenaturd responsetotenseby difficult Stuations. Itinvolvesmentd, emotiond,
and physical components. It happensdueto variousfactorslikeenvironmenta factors,
physical factors, work or school demands, life events, perceptions, and thoughts. A
high-pressureenvironment, illness, injuries, overwhelming workload, exams, financia
issues, lossof loved ones, and ability to copewith negative situations can intensify

Stressmanagement referstothoseactivitieswhich hel pin preventing stressand difficulty
inlife. Managing stressmay maintain abetter lifetolive persond and workplacelifeto
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an individual. Stress may be a physical, mental, and emotional response to an
unacceptableevent. In psychol ogy, stressdepends upon anindividual’s perception of
adgtuation whichiswhy someindividua s seem more suffered than others. Excessive
stressmay trigger for adisease. Anindividual needsto avoid excessive stress. Asit
negatively affectstheemotiond, physical, and menta well-being of anindividud. Itis
necessary to dea with stresstimely. Timely adopting stress management techniques
can minimizethedevel opment of an unheathy impact ontheindividual.

2.8.2 Stress in Students

Adultscan communicatewhat they arefedling but children and teenagersarenot able
toexpresstheir feelings. Children are even not ableto recognizetheir emotionsdueto
which stressemerges. Parents and teachers must observe the short-term behavior of
thechild and the physical changesthat lead to stress. Age playsanimportant rolein
managing stress. An adult may recognize hisor her emotionswell so that extreme
situations do not devel op. In schools, students have stress due to their academic
respongbilitiesandtherearea so other different causes of stressamong school students.

School education playsavital rolein student’slife. Thisisastage where astudent
decidethe next stage of hiseducation. Sometimes overthinking about the academic
growthleadsto stressin astudent’slife. Communication barriersa so increase stress
levelsamong students as some studentsareintrovert and do not want to interact with
Students.

2.8.3Academic Stress

Academic stressisoften found among students asthey have pressureto performwell
inacademics. Anexcessive pressurefor doingwell inacademicsmay lead to adverse
effectswhichinitiatesstress. Extremeanxiety about classtestsamong students causes
stress as some students do not liketo take classtests.

Nowadays, students haveto face many academicissueswhichinvolve exam stress,
compulsory attendancein classes, and difficulty in understanding asubject. It involves
mental distress which leads to academic challenges and failures in student’s
educationd life.

2.8.4 Stress in Teachers and Administrators

Teachersarethepillarsof astudent’ seducational life. Theresponsbility of teachersis
very crucial asthey arethe builder makersof the nation. Therefore, ateacher has
stressto managing their student’ sacademic performance. Itisapersona challengefor
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teachersto manage stress. A teacher hasto fulfill students’ expectations, maintain
classroom management, and has to give performance reviews. A teacher has to
understand different personalities of each student asindividua differencemakeseach
student unique. A teacher has to adopt different strategies for effective school
management. Oneshould not strivefor perfection; individua shavether strengthsand
weaknesses. A teacher hasto give performance feedback to the students so that they
canimprovether academic credentias.

2.8.5 Strategies for Stress Management

Stressmanagement strategies should be adopted to dedl with stressat various stages.
Thesedrategieshepanindividud to control emotionsand triggers. Implementation of
stress management strategies in the institution leads to an effective and healthy
environment.

Different strategies of stress have been given below:

1.  Self-awareness: Knowing about self, to understand self-emotions, and to
manage saf-emotionsinvolve salf-awareness. Thisdrategy helpsintheingtitution
and givesapositive outcometo overcome stress.

2.  Build regular break time: building regular break time enhancesefficiency and
effectivenessintheteaching-learning environment.

3.  Create flexible policies: Flexible policies lead to reducing stress in the
workplace. According to the need for ateaching-learning environment, policies
should be modified and amended.

4.  Encourage autonomy: Autonomy isan essential element intheworkplace. It
involvesinnovative perspectivesthat sseautonomy assel f-management technique
with high responsibilities. It encouragestheteachersto work independently,
reducing stressand establishing ahed thy teaching-learning environment.

5.  Reinforcing positive emotions: Encouraging activitiesthat reinforce postive
emotionsthat help reducestress.

6. Meditation and yoga: Meditation hel psba ance emotionsand givesasense of
calm and peace. It improvesemotional well-being and overall health. Yoga
addresses the root of stress. The combination of physical asana, breathing
exercises, and mental focus, promotesasense of calmness.

7.  Counselling: Counsdllorshelpindividual srecognizetheir stressand counsel
them to use strategiesto copewith stress. They provide support and guidance
and anon-judgmental environment. To reducethe stress, acounselor workson
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thebehaviord changeinanindividua and educatestheindividua sabout handling
sress.

8.  Work-life balance: Whenwork and personal lifearebalanced, leadsto stress
reduction. Work-life balanceimproves mental health, enhances productivity,
and establishes better relationships. It a so encourages self-care practices.

ACTIVITY 2.3

Teach students some breathing exercisesto relieve physical tension and reduce
their stress. After that discusstheissuesthat generate academic stress.

. INTEXT QUESTIONS 2.3

1 Involvesknowing about self, understanding self-emotions, and
managing saf-emotionsinvolve sdf-awareness.

a) Sdf-Management b) Self-awareness
C) Meditation d) Sdf-Discipline
2. hel psbal ance emotionsand givesasense of calm and peace.
a) Sdf-Management b) Sdf-awareness
€) c)Meditation d) d) Sdf-Discipline

3.  Thepressureof doing well in academics may lead to adverse effectswhich
initiate..........ooeeee.

a) Stressmanagement b) Academic Stress
c) Sdf-awareness d) Meditation

4, playsavital rolein student’slifeandisaturning point in their
academiclifeaswdll.

a) School Education b) Higher Education
c) Teacher Education d) Adult Educetion

©-| WHAT YOU HAVE LEARNT

Human Resourcesarethekey for asteady growth of aninstitution. Human resource
management in educationd ingtitutionsinvolvesstaff maintenance, staff relations, and
job performanceof officia sof theingtitution. The processof recruitment stimulatesthe
candidatesto apply for ajob. Selectionisthe process of selecting acandidate who
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hasthedesired qualificationsfor thevacant jobsin theingtitution.

Training and development ineducationd indtitutionsass st inachieving godsand ensure
the enhancement of the productivity of theingtitution.

Performancegppraisa and educationd supervisiondirect aningitutionto bring out the
desired changesand modificationsthat are benefit the organi zation. Stressmanagement
approaches, such as problem-solving and time management lead to enhanced
effectivenessand efficiency intheingtitution.

Optimum individual performance can be attained by implementing personalized
strategies, facilitating necessary support, and establishing an effective learning
environmentinaningitution.

Stress management helpsto develop the ability to respond to stressful situations
positively and constructively. A stressful situation needsto be confronted rather than
avoided. Some strategi esto manage stressin the workpl ace shoul d be encouraged to
deactivate stressors.

q'&' TERMINAL QUESTIONS

1.  Explantheconcept of Human resourcesmanagement in Educationd Ingtitutions.
Givethesuitableexample.

2.  Discuss strategic and operational role of human resource management in
educationd inditutions.

3. What doyou understand by recruitment? Explain the process of recruitment.

4.  Explainthe concept of selection. How does recruitment precede selection
process?

5. Why doesaneducationd inditution need performancegppraisd for theevauation
of officidsworkingintheingitution?

6.  Explaintheimportanceof educational supervisoninaneducationd ingtitution.
7.  Describetheprocessof optimizingindividud performanceinaningtitution.

8.  Define stress management. How does an individual cope with stressin an
educationd inditution?
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‘&l ANSWERS TO INTEXT QUESTIONS Mﬁﬁ;‘;‘;ﬁ:ﬂ t
2.1

1. Sdection 2. All of theabove

3. Employment Test 4. AnOperationa Role

5. Recruitment 6. StrategicRole " Notes -
2.2

1.  Traningand Deve opment 2. Educationd Supervison

3. GroupTechniques 4, Individua Conversation
23

1. Sdf-awareness 2. Meditation

3. Academicstress 4. School Education
[';3)) LEARNING OUTCOMES

After reading thislesson, you are ableto:

° Understand the concept and need for Human Resource Management inthe
ingitutions

° Explain therecruitment and sel ection processin educational ingtitutions.

° Know theimportance of training and devel opment intheinstitutions.

° Understand the process of optimizing individua performance.

Explain the need for educational supervision and stress management in
educationd inditutions.
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3.0 INTRODUCTION

Inthe previouschapter, you havelearned that human resourcesplay animportant role
inensuring quality educationin educationa ingtitutions. Along with theidentification
and estimation of manpower requirements, non-human resource management a so
playsacrucid roleiningitutions. Asweaready |earned inthe previouschapter, human
resource management involvestraining and devel opment, performance appraisal,
educationa supervision, optimizing individua performance, and stress management.
However human resources alone are not enough for the proper functioning of an
ingtitution. Ingtitutions need non-human resourcesfor their effectivefunctioning.

3.1 OBJECTIVES

After reading thislesson, youwill beableto:

° Describe the meaning and concept of non-human resource management

° Explain the need and importance of non-human resource management

° Discussthe processof identification and procurement of non-human resources

° Explorethe utili zation and maintenance of non-human resources

3.2 MEANING AND CONCEPT OF NON-HUMAN
RESOURCE MANAGEMENT

Inan educational institution, non-human resource management refersto management
of physical and material resourcesthat play crucial rolesintheinstitutions. These
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resourcesass st infacilitating al operationsof theingtitution. Theseresourcesinvolve
infrastructure, technology, finances, and materia sthat are used inthefunctioning and
growth of educational institutions. Resource management hasgenerally focused on
human resources, such asteachers, administrators, and support personnel. However,
theideaof non-human resource management hasa so becomeimportant asaresult of
technol ogical development in education. Digital technology, educational software,
hardware, infrastructure, and learning materid sareexamples of non-human resources.
Non-human resourcesarealso called physica or materia resources.

For creating an optimal teaching-learning environment and effective administration,
these non-human resources should be efficiently managed. It needsstrategic planning,
efficient use of resources, proper alocation of resources, and regular maintenance.

ACTIVITY 3.1

I dentify at |east ten non-human resourcesavailablein your ingtitution and compare
thislist with that of your peer. Suggest at least 2 waysby which you can enhanceor
maximizether utilization.

. INTEXT QUESTIONS 3.1

1.  Non-human resource management refersto the management of:
a) Machinesand equipment
b) Furniture
c) Garden
d) All of theabove
2. Theprimary god of non-human resource management isto:
a8 Maximizeprofitsfor theorganization
b) Ensuretheefficient useof non-human resources
c) Promoteenvironmenta sudtainability
d) Improveemployeeproductivity
3. Whichof thefollowingisakey aspect of non-human resource management?
a) Recruitmentand sdection

b) Performanceappraisa
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c) Maintenanceandrepair

d) Employeetrainingand development

Non-human resource management involves:

a) Allocating resourcesto different projectsor departments

b) Evduating the performance of machinesand equipment

c) Implementing strategiesto reduce waste and environmental impact
d) Allof theabove

The concept of non-human resource management emerged from therecognition
that:

a) Humanresourcesare more valuablethan non-human resources
b) Non-human resourcesrequire specialized management techniques

¢) Non-human resourcesare more predictableand controllablethan human
resources

d) Non-human resourcesdo not contributeto organizationa goals

3.3 NEED AND IMPORTANCE OF NON-HUMAN
RESOURCE MANAGEMENT

Whilethefocusof educational ingtitutionsisprimarily on managing human resources
such asteachers, staff, and students, non-human resourcesare equally important for
the smooth functioning and overall effectivenessof theingtitution. Hereare somekey
reasonswhy non-human resource management isimportant in educationd inditutions:

1.

Infrastructure and Facilities: Aneducationd ingtitution’sphyscd infrastructure
andfacilities, such asitsclassrooms, libraries, labs, sportsfacilities, computer
systems, and other equipment, are referred to as non-human resources. A
favorablelearning environment ismade avail abl e to studentsthrough proper
resource management, which improvestheir educational experience. Well-
designed laboratories and classrooms enhance student engagement time.
Technology hubs in laboratories can aid in skill development. Adequate
infrastructure providesapositive environment to learn that improves student
performance.

Operational Efficiency: Thetotal operationa efficiency of an educational
ingtitution isinfluenced by how well non-human resources are managed. It
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requiresthat resources are alotted properly, maintained regularly, and used
efficiently. Institutions can improvetheir operations, cut down on waste, and
distribute resourceswherethey are most needed by effectively managing non-
human resources.

3. Safety and Security: Non-human resource management entailstaking steps
to protect students, employees, and tangible assets. Thisincludesputtingin
place safety procedures, doing routine mai ntenance checks, and supplying
essential safety gear. Educational institutions build a safe atmosphere that
promoteswdl-being and freesstaff and studentsto concentrate ontheir academic
objectivesby placing ahigh priority on safety and security.

4.  Budgetary Considerations: Planning and alocating fundsfor theacquisition,
upkeep, and replacement of physical resourcesare part of non-human resource
management. Efficient management ai ds organi zationsin making the most of
their financid dlocations, selecting resourceswisdly, and cutting back onwasteful
gpending. Educationd ingtitutionscan optimally utilizethelr financial resources
and dlocatefundstoinitiativesthat directly benefit sudentsand saff by managing
non-human resourceswell.

5. Long-Term Planning: To keep current and useful physical resources,
educationa ingtitutionsmust plan for future demands, technol ogy devel opments,
and shiftsin instructional approaches. Institutions can adapt to changing
educationd trendsand remain a theforefront of innovation by actively managing
non-human resources.

3.4 ICT AS NON-HUMAN RESOURCE IN EDUCATIONAL
INSTITUTIONS

I nformati on and Communication Technology (1CT) hasemerged asan essential non-
human resource within educationa ingtitutions. Through theintegration of computers,
internet connectivity, software applications, and interactivedigital tools, ICT has
transformed the way studentslearn, teachersinstruct, and administrators manage.
Thistechnol ogica advancement enhances collaboration, critical thinking, and problem-
solving skills, as students engage with multimediacontent and virtua smulations. As
ICT continualy devel ops, indtitutionsand vocationd ingtitutionsmust ensureequitable
accessand effective utilization, recognizing itsimportant rolein nurturing digital literacy
and preparing studentsfor the chalengesof anincreasingly technol ogy-drivenworld.

|CT toolsfacilitate multimediacontent that catersto diverselearning styles. Educators
and students can accesstheinformation for their learning through ICT. Thesetools
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also assst in managing theadminigtrative activitiesof theingtitution. It lso assstsin
developing collaborative programsthat allow for group projects. It also encourages
onlinelearning, webinars, and workshopsthat give opportunitiesfor continuous
development of learning. It also breaks down geographical barriersand connectsall
learnersglobally.

3.5 INFRASTRUCTURE AS NON-HUMAN RESOURCE IN
EDUCATIONAL INSTITUTIONS

I nfrastructure servesasanimportant non-human resourcewithin educationd ingtitutions,
shaping the environment in which learning and growth take place. The quality of
classrooms, laboratories may influence the engagement and motivation of students,
impacting their overall learning experience. Proper infrastructure not only supports
effectiveteaching but a so contributesto ahalistic educationa environment, promoting
creativity, critical thinking, and collaboration. M odern institutions recognize that
infragtructureextendsbeyond physicd fadilities, surrounding digita platforms, and online
resourcesthat enhance remotelearning and communication. In sum, infrastructure
standsasthe silent partner in education, playing an essentia rolein nurturing the next
generation of learners.

Asanon-human resourcein educationd indtitutions, infrastructureisessentid. It hasa
direct impact on the standard of theingtitution, the capacity for research, information
access, and the generd well-being of both studentsand staff.

For example XY Z, Accredited Vocationd Ingtitution, hasupgraded itsinfrastructure
over thepast few years. Infrastructure playsacrucid rolein vocationd ingtitutionsthat
enhancetheoverdl experienceinthefollowing manner:

1.  Modern classrooms: XY Z, avocationa ingtitution hasrefurbished classrooms
withtechnical toolsthat facilitateinteractive and multi-media-based learning.

2.  Technology labs: Thelatest computersand software are made availablefor
studentsto enhancetheir vocationa skills.

3. Library and resource centers: A widerangeof journas, books, and digital
resources should bewd |-stocked which motivates studentstoward self-learning
and research.

4. Administrative support system: XY Z, institution optimizes advanced
adminigtrative systemslike students’ management software, communication
platforms, providing fieldwork environment, biometric attendance system,
effective system for student records, etc.
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Resource 5.  Safety measures: Establishing effective safety protocols, CCTV cameras, and
Management emergency response systems createsasafelearning environment.

6.  Accessibility features: The infrastructure is designed to be accessible to
studentswith disabilities so asto ensureinclusivity and equal opportunitiesfor
dllearners,

— —§ ACTIVITY 3.2
Notes

Conduct adiscussionin classon how ICT and I nfrastructure work as non-human

resourcesin educationd institutions.

. INTEXT QUESTIONS 3.2

1.

What isthe primary need for managing non-human resourceseffectively?

a) Toincreaseemployeesatisfaction

b) Tominimizeoperational costs

c) Toenhancecustomer experience

d) Toimprovemarket share

What isthe significance of non-human resource management in an organi zation?
a) Itensureslega complianceand adherenceto regulations.

b) It enhancesemployee motivation and engagement.

c) Itimprovesthequality and efficiency of operations.

d) Itfosterscollaboration and teamwork among employees.

How doeseffective non-human resource management contributeto organizationd
success?

a) Itreducestheneedfor human resources.

b) Itincreasesemployeeturnover rates.

c) Itenhancesproductivity and effectiveness.

d) Itminimizestheimportanceof technology and automation.

Which of thefollowing isapotential risk of inadequate non-human resource
management?
a) Decreasedemployeeloyalty

b) Improved decision-making processes

Open Vocational Educational Programme



Non-Human Resource Management

¢) Increased employeemoraeandjob satisfaction
d) Enhancedingtitutiona adaptability

Why isitimportant to align non-human resource management with organizetiona
goas?

a) Toavoiduseof obsoletetechnology
b) Toensureefficient resourcedlocation
c) Todecreaseemployeeperformance

d) Todiscourageinnovationand crestivity

3.6 PROCESS OF IDENTIFICATION AND PROCUREMENT IN NON-
HUMAN RESOURCE MANAGEMENT

3.6.1 Process of Identification in Non-human Resource Management

Theprocessof identifying non-human resource management in an educationd ingtitution
involvesseverd steps.

1.

Needs Assessment: Finding out the specific non-human resourcesthat the
ingtitution will need tofulfill itsacademic objectives. Thiscanincludetoolsfor
thelaboratory, sportsequipment, mai ntenance of equi pment, library resourcesetc.

Establish Standards: Establish the standardsfor assessing and choosing non-
human resources. Think about their educationd relevance, qudity, dependability,
cost, upkeep requirements, interoperability with current systems, and adherence
to safety regulations.

Investigate and Review Your Options: | dentify possible non-human resources
that fit the defined requirementsby conducting research. Thiscould entail looking
through supplier offerings, catal ogues, websites, and webpages, aswell as
speaking with educators, administrators, and professionalsin rel ated sectors.

Evaluate and Compare: Consider the listed materialsin light of the set
standards. Design method to compare optionsfairly and rate them by how well
they meet the needs of theeducational.

Budgeting and Funding: Prepare the budget for purchasing non-human
resources. Investigate financial options, such as grants, contributions, and
budgetary allocationsfrom theinstitution. Takeinto account thelong-term
expenses, such asupkeep, improvements, andtraining.
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Activity 3.3

Thefollowing table describes the budget with the appropriate heads, categories,
descriptionsand all ocation of fund. You arerequireto put the budget of the non-
human resourcesof your ingtitution keeping in mind the budget category giveninthe

Notes

table below-
Budget Category Description Allocated Fund
(Rupee)
Personnel cost Salaries, wages, and benefits XXX
totechnical staff
Technica Materid Books, Supplies, Equipment XXX
Facility Maintenance Repairs, Utilities, Upkeep XXX
of buildingandfurniture
Technology and Compuiters, software, XXX
Equipment lab equipment
Adminidrative Officesupplies, insurance, and XXX
Expenses other adminidrativeactivities
Outreach Advertising and promotiona XXX
activities
Contingencies Emergency fundsfor unforeseen XXX
expenses
Total Budget XXX

Consultation and Approval: Enlist the assistance of appropriate stakeholders,
such aseducators, supervisors, I T specialists, and mai ntenance employees.
Appropriate sel ections can be aided by their knowledge and viewpoints. The
suggestion for action are present to therelevant decision making authoritiesfor
approach.

Procurement: start the procurement procedure as soon astheresourceshave
been approved. Contacting suppliers, requesting proposals, negotiating costs,
and ensuring adherenceto procurement guidelinesareall part of thisprocess.
Implementation and Integration: Arrangefor the non-human resourcesto
bedelivered, installed, and set up. Make surethey are effectively incorporated
into the curriculum, infrastructure, and teaching strategiesdready inplaceat the
ingtitution. Assist teachersand staff in using and maintaining the resources by
providing training and assi stance.
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9.

10.

Monitoring and Evaluation: Cond stently eva uatethe non-human resources
effectivenessin achieving thedesired goals. In order to find any problemsor
potential areasfor development, collect input from instructors, students, and
other users. Keep an eye on how well the resources perform, how long they
last, and how well they work with new technology.

Maintenance and Replacement: Create amaintenance strategy to guarantee
theresources durability and good performance. Examine, maintain, and repair
equipment asneeded regularly. The procurement department crestesaprocedure
for replacing broken or old materials, taking into consideration evolving
educational standardsand technologica developments.

It can be understood by anillustration with adiagram that auniversity needs
recent journalsfor research scholarsin the educational department asanon-
human resourceto achieveitsacademicgods:

ACTIVITY 3.4

Engagein asurvey of non-human resourcesin education. Youwill beabletogain
hands-on experienceinidentifying, ng, and eval uating non-human resources
inan educationd ingtitution.

. INTEXT QUESTIONS 3.3

1.

Which of thefollowingisastepinthe processof identifying non-human resources
for management?

a) Recruitment

b) Traning

¢) Peformanceevauation
d) Procurement

Which of thefollowingisakey factor to cons der during theidentification process
of non-human resources?

a) Avallahility of resources
b) Budget condraints
¢) Market demand

d) Employeesatisfaction
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3.

Theprimary purpose of identifying non-human resourcesfor management isto:
a) Maximizeprofitability

b) Enhancecustomer satisfaction

c) Improveemployeemorae

d) Minimizeresourceutilization

During theidentification process, which of thefollowing aspects should be
evauated for non-human resources?

a) Cod-effectiveness

b) Rdiability anddurability

c) Compatibility withexisting systems
d) All of theabove

Which of thefollowing techniques can be used to i dentify non-human resources
for management?

a) Jobandyss
b) Peformanceappraisas
c) Marketresearch

d) All of theabove

3.6.2 Process of Procurement in Non-human Resource Management

Inthe context of resource management in education, procurement refersto the process
of acquiring the necessary resourcesand materia sto support thefunctionsof educationd
ingtitutions. Itinvolvesidentifying, selecting, and obtaining the goods, services, and
equipment required to make poss bleteaching, learning, and administrative functions.

The procurement process for non-human resource management in institutionsis
undertaken by the procurement division and involvesthefollowing steps:

1.

Identify the Need: To manage resources effectively, the administration must
identify the non-human resources needed. This can comprise any tools,
technol ogy, or software required for running different parts of the educational
indtitution.
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2.

10.

Needs Analysis: Tofind out therequirements, characteristics, and functiondities
of the non-human resources, athorough needsanaysisisdone.

Budgeting: Thefinance department of an educational institution decideshow
much money will be spent on purchasi ng non-human resources. Thisinvolves
taking into account the price of acquigition, ingtalation, ingtruction, maintenance,
and any ongoing costsrelated to the resources.

Research and Supplier Selection: Theingtitution carriesout researchtofind
suitable supplierswho can supply the necessary non-human resources. When
choosingthe supplier (), factorsincluding reputation, quality, pricing, support,
and compatibility with current systemsaretaken into account.

Request for Proposal: The proposal of non-human resources describesthe
preci sepecificationsand requestsproposa sthat include pricing, implementation
strategies, warranties, customer support, and any other pertinent data.

Evaluation and Selection: Thereceived proposals are assessed using pre-
established standards, including compatibility, cost, functionality, and quality.
Thebest supplier(s) for the non-human resources are chosen after the proposals
have been eval uated by a sel ection committee or other decision-making body.

Contract Negotiation: After a supplier has been chosen, the terms and
conditions of the purchase are included in the contract. Prices, payment
conditions, delivery dates, warranties, support services, and any other relevant
agreementsareincluded.

Procurement and Implementation: Theinstitution movesforward with the
acquisition of non-human resources after the contract is signed. Ordering,
recaiving, and ingtalling theresourcesto the established normsaredl part of this
process. During thisphase, any essentia staff training or support may also be
given.

Testing and Quality Assurance: Non-human resources aretested to make
surethey satisfy with the given specificationsand function asintended. This
procedureassistsinlocating any problemsthat must befixed before complete
implementation.

Deployment and Training: Theresourcesareimplemented and includedin
theingtitution’sresource management systemsafter they passthetesting process.
To guaranteethat the personnel can properly usethe new resources, training
sessionsmay be held to familiarize them with .the use of theseresources.

Notes
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11.

Continuous Support and Mai ntenance: For non-human resources, the supplier
offers continuous support and maintenance. This involves resolving any
technological problems, delivering updates and upgrades, and supporting the
faculty asrequired.

L et’sconsider an example of an educational institution requiring projectorsin each
department. Aningtitution hasto follow thefollowing stepsasgivenin thediagram:

1.

10.

Identify the need: Theinstituionidentifiesthe need for 3 projectorsin each

department.

Needs Analysis: To find thefeatures of projectorsaccording to the need of
each department.

Budgeting: Prepare a budget and allocate fund according to demand of
projectorsfor each department.

Research and Supplier Selection: To find suitable suppliers for the
projectors.

Request for Proposal: Request proposal from supplierswhichincludesprice
of projector, warranty, customer,support.

Evaluation and Selection: Evaluate all aspectsand select the best supplier
for the projector.

Contract Negotiation: After supplier hasbeen choosen, other agreements
should beinvolved whilecontract negotiation.

Procurement and Implementation: Ordering, receving and installation of
projectorsin each department.

Testing and Quality Assurance: Testing of all projectors should be done
beforeusing.

Deployment and Training: Training sessionsshould be held to operatethe
projectors.
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11. Continuous Support and Maintenance: Suppliersoffer continuous support

and maintenancefor projectors.

Figure 3.1 The procurement Process.

ACTIVITY 3.5

Describethe process of procurement followed in your institution and given an

exampleof your choice?

. INTEXT QUESTIONS 3.4

1.

Which of thefollowing isNOT astep in the procurement process for non-
human resource management?

a) ldentifyingtheneedfor non-human resources

b) Evduatingpotentid suppliers

¢) Negotiating contractsand agreements

d) Puttinginplacesafety protocols

What isthe first step in the procurement process for non-human resource
management?

a) ldentifyingtheneedfor non-human resources

b) Requesting proposalsfrom potentia suppliers

¢) Conducting market research

d) Evduatingpotentia suppliers

What isthe purpose of conducting market research in the procurement process
for non-human resource management?

a) Toidentify potentid suppliers

b) Toevduatesupplier performance

c) Todeterminethebudget for resource procurement
d) Tounderstand market trendsand pricing

Which of thefollowing activitiesisinvolved in eva uating potential suppliersfor
non-human resource procurement?

a) Reviewingsupplier proposasand qualifications
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b) Negotiating contractsand agreements
c) Devedopingaprocurement plan
d) Trainingemployeesonresourceutilization
5. What isthefinal step in the procurement process for non-human resource
management?
a) Evduatingpotentia suppliers
b) Identifyingtheneed for non-human resources
¢) Trainingemployeesonresourceutilization

d) Managing supplier relationshipsand performance

3.7 UTILIZATION AND MAINTENANCE OF NON-HUMAN
RESOURCES

The utilization and maintenance of non-human resourcesin non-human resource
management in educationa ingtitutionsinvolvesthe effective management and care of
physical assetsand resources. They contribute to the effective functioning of the
educational institution. These resources may include infrastructure, equipment,
technol ogy, and other tangible assets.

3.7.1 Utilization of Non-Human Resources

1.  Resource Allocation: To ensurethat non-human resourcesare used to their
full potential, they must be alocated properly. Based on the demands of the
indtitution and itsprograms, thisentail schoos ng themost gppropriatedistribution
of resourceswhichincludesclassrooms, laboratories, libraries, sportsfacilities,
and equipment.

2.  Scheduling and Timetabling: To maximizethe use of resources, efficient
scheduling and timetabling are necessary. Planning class schedul es, providing
timedotsfor different activities, and ensuring that resources are shared and
used by numerous userswithout conflict aredesirable.

3.  Maintenance and Upkeep: To preservethelongevity and continued proper
functioning of non-human resources, regular maintenance and upkeep are
essentia. Thisrequirescarrying out routine checks, repairs, and preventative
mai ntenance of equipment, technology, and infrastructure to keep themin
excellent condition.
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4.

Inventory Management: To keep track of the non-human resourcesavailable
intheinditutionsand inventory must bemaintained whichincludesther condition
and number. Thisrequires cataloging tools, materials, and other resources,
maintai ning on how they’ re being used, and replacing or restocking them as
required.

Technological Integration: Computers, software, and other technol ogy-based
resourcesarefrequently includediningtitutions' non-human resources. Managing
and maintaining theseresources, whichindudesupgrading software, guaranteeing
network access, and offering technica help, isnecessary for effectively integrating
technology into the curriculum.

3.7.2 Maintenance of Non-Human Resources

1.

Cleaning and Sanitization: To maintain asafe and healthy environment for
sudentsand aff, regular cdleaning and sanitization of dassrooms, labs, restrooms,
and other fecilitiesiscrucid.

Safety Measures: Educationd institutionsarerequired to follow safety rules
and put policiesin place to guarantee the physical safety of students and
employees. Thiscan entail doing routine safety inspections, addressng any risks,
and offering suitableinstructions on operating facilitiesand equipment.

Repair and Replacement: Non-human resources occasionally need to be
repaired or replaced owing to damage or wear and tear. To maintain aproductive
learning environment, it'scritica to providerepair requestswith prompt attention
and to haveaprocedurein placefor replacing faulty or old equipment.

Resource Disposal: To maintain a clutter-free and effective learning
environment, non-human resourcesthat are no longer functional or pertinent
must be properly digposed of . To reducethe negative effectson theenvironment,
recycling or appropriate disposal techniques should be used.

. INTEXT QUESTIONS 3.5

1.

Which of thefollowing best definesthe utilization of non-human resourcesin
non-human resource management?

a) Theprocessof acquiring non-human resources

b) Theprocessof effectively deploying and maximizing theuseof non-human
resources
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c) Theprocessof maintaining non-human resources
d) Theprocessof disposing of non-human resources

Why istheeffective utilization of non-human resourcesimportant in non-human
resource management?

a) Tominimizethecost of acquiring non-human resources
b) Toensuretheavailability of resourceswhen needed

c) Toimproveproductivity and efficiency

d) Allof theabove

Which of thefollowing factors should be considered when determining the
utilization of non-human resources?

a) Avallability and capacity of resources

b) Cost and maintenancerequirements

c) Skill requirementsandtraining needs

d) Allof theabove

What doesmai ntenance of non-human resourcesinvolvein non-human resource
management?

a) Repairingand servicing non-human resources

b) Disposing of non-functional resources

c) Acquiring new resources

d) Noneof theabove

Which of thefollowingisakey objective of maintaining non-human resources?
a Maximizingthelongevity and performanceof resources

b) Minimizingtheutilization of resources

¢) Reducing theneedfor acquiring new resources

d) Digposingof non-functiona resources
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©-| WHAT YOU HAVE LEARNT

Non-human resource management in instituti ons focuses on managing thetangible
assetsthat contribute to the educational process. It involves planning, acquisition,
allocation, utilization, and maintenance of non-human resourcesto enhanceteaching
and learning experiences.

Efficient non-human resourcemanagement iscrudia ineducationd inditutionsfor severd
reasons. Firdly, it ensuresthat necessary resourcesare avail ableto support curriculum
delivery, sudent learning, and administrativefunctions. Secondly, effectivemanagement
helpsimproveresource all ocation, reducing wastage and unnecessary expenses. It
a so hel psin planning and budgeting, ensuring that resourcesare acquired and utilized
cost-effectively.

| dentification of non-human resourcesinvolves assessing the needs of theingtitution,
such asequipment, technology, facilities, and materid srequired to meet theeducationa
objectives. Thismay involve conducting resource surveys and consultation with
stakehol ders. Oncethe needs of non-human resourcesareidentified, the procurement
processbegins, whichincludesactivities such as preparing specifications, and obtaining
guotations, eval uating suppliers, negotiating contracts, and procuring the resources
withinthebudgetary constraints.

After procurement, the resources need to be effectively utilized to support educational
activities. Thisinvolves assigning resourcesto specific classrooms, departments, or
programsbased on their requirements. Proper utilizationincludestraining staff to use
theresources efficiently. Maintenance of non-human resourcesiscrucial to ensure
their longevity and functionality. Itinvolvesregular ingpections, repairs, upgrades, and
replacement, if necessary preventive maintenance schedul es, adherence to safety
protocols, and keeping track of resource usage and performance areimportant aspects
of maintenance.

qﬁ TERMINAL QUESTIONS

1.  Whatisthemeaning and concept of non-human resource management?
2. Discussneed and importance of non-human resource management.

3. What arethe stepsinvolved inthe process of identifying non-human resources
for management purposes?

4.  Explantheprocessof procuring non-human resourcesfor effectivemanagemen.
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5. How canorganizationsensuretheoptimal utilization of non-human resources?

6. What arethekey considerationsfor the maintenance of non-human resources?

7.  What arethe potential benefitsof effectively managing and maintaining non-
human resources?

8.  How cannon-human resource management contributeto overal organizational
efficency?

9.  What dtrategiescan beemployed to maximizethelongevity and productivity of
non-human resources?

10. What roledoestechnology play intheutilization and maintenance of non-human
resources?

‘&, ANSWERS TO INTEXT QUESTIONS

3.1

d)
b)
c)
d)
b)

o &~ W bdpoE

3.2

o &~ LW Dd R
Ne)

3.3

All of theabove

Ensuretheefficient use of non-human resources
Maintenanceand repair

All of theabove

Non-human resourcesrequire speciaized management techniques

Tominimizeoperationa costs
Itimprovesthequality and efficiency of operations.
It enhancesproductivity and effectiveness.
Decreased employeeloyalty

Toensureefficient resourceallocation

Procurement
Avallability of resources

Maximize productivity
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4.

34

3.5

o &~ W Do

o & w0 D

d)
d)

& e £

a)

All of theabove
All of theabove

Putting in place safety protocols

| dentifying the need for non-human resource

To understand market trendsand pricing
Reviewing supplier proposasand qudifications
Managing supplier relationship and performance

Theprocessof effectively deploying and maximizing the use of non-
human resources

All of theabove
All of theabove
Repairing and servicing non-human resources

Maximizing thelongevity and performance of resources

LEARNING OUTCOMES

After reading thislesson, you are ableto:

Definenon-human resource management inthe context of educationd ingtitutions.

Explainthe significance of effective non-human resource management for the

smooth functioning and growth of educationa ingtitutions.

Describethe procurement process, including assessments, budgeting, sourcing

of suppliers, evauating options, and making informed decisons.
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4. 0 INTRODUCTION

Financia management playsavita roleintheeffectivegovernanceand administration
of educationd ingtitutions. Thischapter amsto provideacomprehensveunderstanding
of financid management concepts, itssignificancein educationd inditutiond leadership,
and thevariouscomponentsassociated withit. Wewill explorethe meaning and concept
of financial management, discussthe need and importance of implementing sound
financia practices, examine sourcesof funding and resource mobilization, delveinto
typesand preparation of budgets, understand financid rulesand regulations, and explore
financia auditing and record management techniques.

4.1 OBJECTIVES

After reading thislesson, youwill beableto:

° Explain the meaning and concept of financial management
° Discusstheneed andimportance of financia management
° | dentify the sourcesof funding

° Explainthe processof mobilization of resources

° Explain thetypesof budget and steps of budget preparation
° Describethefinancid rulesand regulations

° Describefinancid auditing and financid record management

Notes
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4.2 MEANING AND CONCEPT OF FINANCIAL MANAGEMENT

Financial management involvesthe strategic planning, organizing, directing, and
controlling of an organi zation'sfinancial resourcesto achieveitsgoa sand objectives.
Inthecontext of inditutiond leadership and management, financid management focuses
oneffectively managing financid activitieswithineducationd inditutionssuch asschools,
Accredited Vocationd Ingtitutions (AV1s) and Accredited Ingtitutions (Al s).

Financia management ensuresthat financia resourcesareoptimally alocatedtovarious
functions, such as curriculum development, infrastructure maintenance, faculty
recruitment, and student support services. Itinvolvesbudgeting, resourcemobilization,
financial analysis, risk management, and decision-making to ensuretheingtitution’s
financid sustainability and success.

4.3 NEED AND IMPORTANCE OF FINANCIAL MANAGEMENT

Education systemin Indiaismainly divided into two segments: higher education and
school education. Inaddition to this, there are standal oneinstitutesfor vocational and
skill based education. All inditutesare governed by theMinistry of Education at nationd
level and Sate education departmentsfor different work protocols. Educationingtitutes
enjoy academic and administrativefreedom to makeindependent financia planning.
Financia management iscrucia for institutiona leadership and management dueto
severd reasons. Firstly, it providesaframework for effectivefinancial planning and
control, ensuring that financia resourcesare utilized efficiently and allocated to the
most critical aress. It helpsleadersprioritize expenditures based ontheinstitution’s
goasand objectives.

Secondly, financial management promotes transparency and accountability. By
maintaining accuratefinancia recordsand following appropriatefinancia rulesand
regulations, educationd ingtitutescan ensurethat dl financid transactionsare conducted
ethically and in compliance with legal requirements. This fosters trust among
stakeholders, such asstudents, parents, staff, and funding agencies.

Furthermore, financia management enableseducational ingtitutesto makeinformed
decisionsabout resource mobilization. They canidentify and explorevarious sources
of funding, such asgovernment grants, tuition fees, donations, and partnershipswith
external organizations. By diversifying funding sources, |eaders can reducefinancial
dependency onasinglechannd and createasustainablefinancia basefor theindtitution.
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4.4 SOURCES OF FUNDING

Educational institutions have various sources of funding to meet their financial
requirements. | ngtitute heads need to understand and effectivel y mobilizetheseresources
toensurefinancid stability and growth.

Sources of funding may include government grants and subsidies, tuition fees,
research grants from various funding agencies, donations from individuals or
organizations, corporate sponsorships, income from investments, and revenue
from commercia activitiessuch asrenting facilitiesor offering specialized programs.

Institutional leadersneed to identify and eval uate potential funding sourcesbased on
their suitability, sustainability, and dignment with theingtitution’ sva uesand objectives.
They should devel op strategiesto approach potential donors or funding agencies,
present a compelling case for financial support, and establish partnerships or
collaborationsto enhance resource mobilization efforts.

For example, there are government funded schemes such as Department of Science
and Technology offer many programsto promote and nurture sciencetaent, NCERT
and CBSE runsteacherstraining programs. There are more than 20,000 companies
registered under statutory obligation under CSR to contributetowardssocia welfare
activitiesincluding Education. Moreinformation on this can befound on National
CSR Portd under Ministry of Corporate Affairs (https.//www.csr.gov.in/).

4.5 MOBILIZATION OF RESOURCES

Themobilization of resourcesrefersto the processof acquiring and utilizing financia
resourcesto support theingtitution’soperations, programs, andinitiatives. It involves
identifying, securing, and effectively managing various sources of funding to ensure
financial sustainability and the achievement of theinstitution’sgoals. Hereare key
aspectsof resourcemobilizationfor financia management in educationa ingtitutions:

1.  Partnerships and Collaborations: Educational institutions can leverage
partnershipsand collaborationsto mobilize additional resources. Collaborating
with externa organizationsand community stakeholderscanleadtojoint funding
opportunities, shared resources, in-kind contributions, and expanded networks.

2.  Identifying Funding Sources: Educational institutionsneed to identify and
explorediversefunding sources. These sources may include government grants,
privateinvestments, CSR funds, donationsfromindividuasor organizations,
and revenuefrom commercid activities.
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3.  Grant Writing and Fundraising: Educationd ingtitutionscan proactively seek
external funding through grant writing and fundraising efforts. Thisinvolves
researching and identifying relevant grant opportunities, preparing persuasive
grant proposals, and cultivating rel ationshipswith potentia donorsand funding
agencies. Fundraising activities may include events, campaigns, alumni
engagement, and partnership development.

4.  Budgeting and Financial Planning: Effectivefinancia management requires
robust budgeting and financia planning processes. Ingtitutiona leadersneedto
dignfinancid resourceswiththeinditution’ssrategic prioritiesand dlocatefunds
accordingly.

5.  Resource Allocation and Optimization: Oncefinancial resourcesare secured,
effectiveresourcedlocation becomescrucia . Optimization of resourcesinvolves
ensuring the efficient and effective utilization of fundsto maximizetheir impact
ontheingtitution’smisson.

Themohbilization of resourcesfor financid management in educationd inditutionsrequires
drategic planning, effectivecommunication, and proactiveeffortsto secureand optimize
financial resources. By diversifying funding sources, engaging in grant writing and
fundraising, and digning resourceswith ingtitutiona priorities, educationa ingtitutions
can enhancether financia sustainability and support the delivery of qudity education
and programs.

Many organizationsoffer supportintheform of financia grants, in-kind resourcesand
skill development programs. I ndtitutionscan exploretheir specific funding requirements
and should design their proposalsaccordingly.

Grant Writing Proposal for financial support

Asmentioned earlier, an educational institute can explorefund raising opportunities
offered by various government & non-government institutions and corporate
organizations. Thefirs epinthisdirectionistoidentify suchingitutionsthrough print
media, web-search and through professional networking. Once, a few such
organizationsareidentified, following suggested steps should befol lowed:

1.  Anysupport schemeoffered by afunding agency isdesigned with very specific
objectiveswhich areclearly writtenin the proposal guidelines. For example,
Company X may invite proposal to build up STEM labsin schools, an NGO
offershelptotrain teachersin early childhood education, anindustry wantsto
select and train undergraduate students asinternswith apossiblejob offer, abig
datafirm wantsto set up and fund high-end researchin Deep learning. So, the
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representativeof theingitutesmust read the proposa guiddinesclearly toidentify
thethrust areasin which grantsare offered.

Ingtitutionsmust identify their need areasand matchit up with the corresponding
availablefinancial schemes.

Thegrant proposal must highlight thevision, need and deliverables.

The break-up of the proposed budget should be provided under heads and
sub-heads as asked by thefunding agency.

Each budget head should be supported by adequatejustification.
A tentativetime-linewith achievabl etargets should be provided.

Thegrant proposa should bewrittenwith clarity justifying the need of financia
support and how the grant would strengthen the exi sting eco-system of the
educationd indtitute.

Thegrant writing for generating fundsshould beaconcalving proposd presenting
the purpose, need and futurevision of theingtitute.

. INTEXT QUESTIONS 4.1

1.

Which of thefollowing isnot apart of the Financia Management?
a Vidoningthelnditution

b) Mohilization of Resources

¢) FundRasng

d) Budgeting

Financial Management isimportant to:

a) promotetrangparency and accountability infinancid transactions
b) deveop cordid relationsamong staff members

c) develop better research practices

d) know moreabout competitors

AnIngtitution should explore multiple channelsof fund raising:

a) toraisefunds

b) toscaeuptheingtitution

Notes
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c) tobuildbrandvaue

d) toreducedependenceonasingle sourceof funding
4.  ‘Grant Writing' isaprocessof:

a) fundraisingfromexterna sources

b)  budgeting

C) resourcedlocation

d) partnershipand collaboration

4.6 BUDGET

Wehear theterm’ Budget’ very commonly, invariouscontexts, ranging fromtheMinistry
of Finance, businesses, non-governmental organizations, educationd ingtitutions, and
even households. However, it isimportant to del ve deeper into the precise definition
of theterm*“Budget.”

According to thedictionary meaning, it refersto an estimate or aplan that outlines
expendituresinreaiontoincome. Essentidly, abudget representsafinancid framework
rather than a comprehensive and coordinated plan. In fact, a budget is a fiscal
expression, rather than acomprehensive and coordinated plan, expressedinfinancial
termsfor the operationsto be undertaken and resources availablein an enterprise. In
our case, thefocuslieson educationa institutions, wherein abudget isformulated for
apecifictimeframe.

Henceit can be said that abudget servesasafinancia blueprint designedto achieve
the objectivesof educationd indtitutions. Itisan essentid tool for maintaining financia
oversght. Thebudget not only mirrorstheambitionsof theingtitution but dso outlines
the necessary financia resourcestofulfil thosegods.

Budgetsare generally planned asper thefinancial years (13 April to 31 March) on
annud basis. Ingtitutes can further dividethe budget on quarterly or monthly basis.

Advantages of Budget

° A budget isused as a control measure to compare projected coststo actual
costs;

° Regular budget monitoring identifiesareas of excessveor insufficient spending;

e A reasonablebudget enhancescashflow;
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e A goodbudget will have enhanced savings,
° Budget helpsin assessing the performance of theinstitution and accountability.

Thebudget isplanned under two main heads: Non-recurring or Capital investment &
expendituresand Recurring expenditures. Institutes must foreseethe long term need
to build up infrastructure and bifurcate the dedi cated budget for capital investment, in
additiontotheregular ongoing yearly expendituressuch assdary, maintenance, library
fund, laboratory devel opment etc.

4.6.1 Types of Budgets

Budgetingisafundamenta aspect of financid management for educationa ingtitutions.
Itinvolvesestimating and dlocating financia resourcesto variousactivitiesand programs
withintheingtitution.

Therearedifferent typesof budgetsthat ingtitutional |eadersneed to befamiliar with.
Thesebudgets servedifferent purposesand help in managing thefinancial aspectsof
theingtitution. Hereare some of thekey types of budgetsin educational ingtitutions:

1.  Master Budget/ Operating Budget: Thisisanoverdl financial and operating
plan prepared annually which outlinesthe projected revenues and expensesfor
theupcoming fiscal year. It coversitemssuch assalaries, utilities, supplies,
mai ntenance, and other operating costs.

2.  Capital Budgets: Thistypeof budget isfor termsmorethan oneyear and are
centred on long-term expenditures, such asinfrastructure devel opment or
equipment purchases. Itischallenging to preparesinceit callsfor cash flow
projectionsover alonger timeframe. For example, aschool preparing abudget
for new building.

3.  Departmental Budget: Thesebudgets, which areelementsof theinstitute’'s
total budget, ded with variousdivisonsand areaswithintheingtitute. They are
typically devel oped for aterm or onefisca year by the personin charge of the
department.

4.  Program budgets: A program budget alocatesfundsfor specific educational
programsor initiativeswithintheinditution. It alowsfor targeted financid planning
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and resource allocation to support various educational activities, such as
curriculum devel opment, student support services, extracurricular programs,
and professiona devel opment.

Grants and Special Projects Budget: Educational institutionsoften receive
grantsor engagein specia projectsfunded by external sources. These budgets
focus on managing thefunds associated with such grantsand projects, ensuring
compliancewith funding guiddinesand effective utilization of resources.

Research Budget: In higher education and research-focused ingtitutions, there
may beaseparate budget dedicated to supporting research activities. Thisbudget
coversresearch grants, funding for research projects, and associated expenses
likeequipment, materias, andtravel.

These are someof themain typesof budgetsfound in educational institutions.
The specific budget structure and categories may vary depending on the
ingtitution’ssze, type, and priorities.

4.6.2 Methods of Budgeting

Thereexist threemethodsof budgeting. These methodsoffer different approachesto
dlocatingfinancid resourceswithin educationd inditutions, providing flexibility, Srategic
alignment, and cost control based on specific objectivesand priorities.

1.

Line-Item Budgeting: Line-item budgeting isatraditional budgeting method
where expendituresare categorized and all ocated based on specificlineitems
or expense categories. Each lineitem representsaspecific expenditure, such as
salaries, supplies, or utilities. Thisbudgeting approach focuses on detailed
expenditure control and historical spending patterns, making adjustmentsor
all ocationsbased on previousbudget cycles.

Program Budgeting: Program budgeting isabudgeting method that allocates
resources based on specific programs or activities within an educational
ingtitution. It involvesidentifying and categorizing programs, such asacademic
departments, student services, or research initiatives, and allocating fundsto
support each program’ sspecific needsand objectives. Program budgeting dlows
for amore strategic all ocation of resources, linking funding to thegoasand
outcomesof individual programs.

Zero-Based Budgeting (ZBB): Zero-based budgeting isabudgeting method
wheredl expensesmust bejustified and gpproved for each budget cycle, sarting
froma“zerobase.” Unliketraditiona budgeting approaches, ZBB requiresa
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thorough eva uation and justification of al expenses, regardlessof previousbudget
allocations. Thisapproach encouragesacomprehensivereview of al activities
and costs, promoting cost efficiency and resource optimization. ZBB aimsto
prioritizefunding based on program performance and va ue, rather than smply
relying on historica spending patterns.

ACTIVITY 4.1

Reach out to at |east 05 educational institutionsfrom nearby areaand investigate
the procedure used to prepare the budget. How many of them have been using the
Line-Item budgeting method? Find out the reasonsfor still using the conventional
budgeting method.

4.6.3 Preparation of Budget

Panning abudget requirestaking into account both theincomeand revenueside of the
budget aswell asthe expenditure side. Thedraft plans must be devel oped based on
tentative estimationsof budget income s nce budget planning must begin many months
beforethe beginning of the next fiscal year.

To prepare abudget, leaders need to gather relevant financial information, estimate
revenues and expenses based on historical dataand future projections, and allocate
resourcesto different cost centresor departments. Budgetsshould bereditic, flexible,
and aligned with theingtitution’sstrategic priorities. Regular monitoring and periodic
revisonsare necessary to ensurethe budget remainsaccurate and adaptableto changing
circumstances.

Inboth forecastingincomeand costing plansfor the purchase of resources, itispossble
to make best-guess estimates, but thereality may be different because of avariety of
factors, such asachangein thenumber of pupilsenrolled or asudden priceinflation.
Findly, we consider theinvolvement of stakeholdersin budget preparation.

There are several approachesto budget preparation. Thefull step-by-step process
for the preparation of thebudgetis:

Step 1: Estimate income ~ Based on the estimatesfor grants, revenue from fees,
and other income-raising, aswell asinformation on the budget allocation from the
dept of Education.

Step 2: Estimate staff costs “ Depending on the number of staff membersemployed
by theindgtitution, salary expenditures, and al sociad insurance contributions, aswell as
known retirements, resignations, responsibility allowances, and new appointments.
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Step 3: Estimate operational expenditure —based on known cost trendsfor utilities,
insurance, supplies, etc.

Step 4: Allocate curriculum budgets to departments or units of the institute —
Useaclear mechanismto distribute fundsequally in accordance with sudents' needs
and indtitutespriorities.

Step 5: Identify premises/infrastructure developments —Beginwith thefirst priority
itemsfrom the devel opment plan and then move onto second-priority itemsif funds
permit, and so on.

Step 6: Plan the allocation of any specific funds that must be used for particular
purposes-Check the projected level s of unspent balancesto make suretheyearly
surplusor deficit correspondsexactly with the strategiesfor either increasing unspent
balancesto pay for future development goalsor reduce overal deficits.

4.7 FINANCIAL RULES AND REGULATIONS

Financial management in educational institutionsisgoverned by specific rulesand
regulationsthat ensure trangparency, accountability, and ethical conduct. Institutional
leadersmust haveacomprehens ve understanding of theserulesto ensure compliance
and responsiblefinancid practices. They serveasaframework to maintain financia
discipline, protect the ingtitution’s assets, and adhere to legal and regulatory
requirements.

Financia rulesand regulaionsmay vary asper thetypeof ingtitutions, their sources of
funding, etc. They encompassareassuch asfinancid reporting, procurement procedures,
fund management, tax obligations, and audit requirements. Theserulesaredesigned to
safeguard theingtitution’sfinancid integrity and prevent misuse of funds.

Thisincludesimplementing financid policiesand procedures, maintaining accurate and
up-to-datefinancid records, conducting regular interna audits, and seeking professiona
guidancewhen necessary. It coversvarious aspects of financial management within
educationd ingtitutions, asgiven below:

1.  Budgeting and Financial Planning: Financia rulesand regulaionsoutlinethe
processand criteriafor budget preparation, approval, and monitoring. They
provideguideinesfor alocating resources, setting financia targets, and ensuring
financid sustainability.

2.  Procurement and Purchasing: | nstitutions must follow specific rulesfor
procurement and purchasing to ensurefair and competitive practices. These
rules define proceduresfor obtaining goods, services, and equipment while
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promoting transparency, accountability, and valuefor money.

3.  Financial Reporting and A ccountability: Educationa ingtitutionsarerequired
to maintain accurate and transparent financial records. Financial rulesand
regulations outline reporting requirements, timelines, and standardsto ensure
theingtitution’sfinancia statementsaccurately represent itsfinancial position
and performance.

4.  Fund Management and Use: | nstitutionsoften managevariousfunds, including
operationa funds, grants, and donations. Financia rulesand regulationsguide
the appropriate management, utilization, and reporting of thesefunds, ensuring
they areused for their intended purposes.

5.  Internal Controls: Financial rulesand regulations establishinterna control
mechanismsto safeguard assets, prevent fraud, and promotefinancial integrity.
Thesecontrolsmay include segregation of duties, approva processes, and regular
auditsto ensure complianceand identify potentia risks.

6.  Compliance with Laws and Regulations: Educationd ingtitutionsmust comply
with relevant laws, regulations, and accounting standards. Financial rulesand
regulationsensure adherenceto legal and regulatory requirements, such astax
regulations, labour laws, and financial reporting standards.

7.  Grants and Funding Compliance: Educationa ingtitutionsoften receivegrants
and funding from government agencies, NGOs, or other sources. Financia rules
and regulations provide guidance on managing and complying with theterms
and conditionsof thesegrants, including reporting, monitoring, and tracking the
useof funds.

Adheringtofinancid rulesand regulationsiscrucia for maintaining financia stability,
fostering public trust, and demonstrating responsiblefinancial management within
educationd ingtitutions. Theseruleshel p ensuretheingtitution’sfinancial resourcesare
used efficiently and effectively to support itscoremission of providing quaity education.

4.8 FINANCIAL AUDITING

Financia auditing for educationd ingtitutionsrefersto the systematic examination and
verification of aninstitution’sfinancial records, transactions, and processesby an
independent and qualified auditor. The primary objective of financial auditing isto
provide an objective assessment of theinstitution’sfinancia position, performance,
and compliancewith relevant laws, regul ations, and accounting standards.

Someof thekey aspectsof financia auditing for educational ingtitutionsare:
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1.

Independent Examination: Financid auditingisconducted by externd auditors
who areindependent of the educationd institution. Thisindependence ensures
unbiased and objectiveevaluation of theingtitution’sfinancid affairs.

Financial Statement Audit: The corefocusof financia auditingisto examine
theaccuracy, completeness, and rdigbility of theinditution’sfinancid Satements.

Internal Control Evaluation: Auditors assessthe effectiveness of internal
controlswithin the educational institution. Internal controlsare procedures
designed to safeguard assets, prevent fraud, and ensure accurate financial
reporting. The auditor examines control systemsand makesrecommendations
for improvementsif necessary.

Compliance Audit: Educational institutions are subject to various laws,
regulations, and funding requirements. Auditorsreview theinditution’scompliance
withtheselega and regulatory obligations, such astax regulations, labour laws,
grant conditions, and financia reporting standards.

Reporting and Opinion: After completing the audit, the auditor providesa
comprehensivereport that includestheir findings, conclusions, and opinions.
Theauditor’sopinion stateswhether thefinancia statementspresent atrueand
fair view of theinstitution’sfinancia position and compliancewith applicable
Standards.

Recommendations and Follow-up: Auditors may identify areas for
improvement or make recommendationsto enhance financial management
practices, internal controls, and compliance. Educational institutions can use
theserecommendationsto strengthentheir financia processesand minimizerisks.

Thus, it can be concluded that financial auditing playsavital rolein ensuring
accountability and good governancein educational institutions. It provides
assuranceto stakeholders, including management, board members, funding
agencies, and the public, regarding theinstitution’sfinancial integrity and
compliance. By identifying weaknesses and suggesting improvements, financia
auditing hel pseducationd inditutionsenhancether financia management practices

andmaintain publictrust.
Typesof
Auditing
[ |
Externd Interndl
Auditing Auditing
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Advantages of Auditing:

Thehead of educationa institutionsshould takethe auditing processvery serioudy as
itisatool for effectivefinancia management.

Regular auditsof theingtitution’sfinancia recordsallow for theearly detection
of errorsand fraud.

If any audit isschedul ed then the concerned personnel of theingtitutemaintaining
theaccountswould work very vigilantly

Government agencies often accept properly audited revenue and expense
recordsaswell asbalance sheets.

Financia organizationsmay grant loansto theingtitutebased on previoudy audited
bal ance statements.

4.9 FINANCIAL RECORDS MANAGEMENT

Financial records management for educational ingtitutionsrefersto the systematic
organization, storage, and maintenance of financia documentsand recordsrel ated to
theingtitution’sfinancia transactionsand activities.

Someof thekey aspectsof financia record management for educationd indtitutions are:

1.

Document Classification and Organization: Financial records should be
classified and organized in astructured manner to facilitate easy retrieval and
reference. Thisincludes categorizing records based on type, such asinvoices,
recei pts, bank statements, payroll records, contracts, and budgets.

Record Retention: Educational institutions must adhereto specific record
retentionrules, likefor how long thefinancia recordsshould beretained. Retention
periodsmay vary for different typesof records.

Data Integrity and Accuracy: Financial recordsmust accurately reflect the
indtitution’sfinancid transactionsand activities. Proper dataentry and verification
processes should bein placeto ensuretheintegrity and accuracy of financial
information. Thisincludesthe unification of bank statements, verifyinginvoices
and receipts, and conducting regular dataquality checks.

Backup and Recovery: Educational institutions should have robust backup
and recovery proceduresfor financial records. Regular backups of electronic
records should be performed and stored securely to prevent datalossin the
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event of systemfailures, accidents, or natural disasters. Backup datashould be
regularly tested for retrieval and restoration.

5.  Digital Record Management: With theincreasing use of technology, many
educationa ingtitutionsaretransitioning to digital record management systems.
Thisinvolvesthe scanning and digitization of paper records, implementing
€l ectroni c document management systems, and employing e ectronic Sgnatures
for record authentication.

Effectivefinancia record managementiscrucid for educationd ingtitutionsasit enables
accuratefinancid reporting, facilitatesinternal and externa audits, supportsdecision-
making processes, and ensures compliancewith legal and regulatory obligations.

Toeffectively managefinancid records, indtitutiond leadersshould establish
clear record-keeping policiesand procedures. Thisincludesmaintaining
organized and secure physical and electronic records, implementing
gppropriate software systemsfor record management, establishing retention
periodsfor different typesof documents, and ensuring regular backupsto
prevent dataloss.

Inorder to achievethetargetsof effectivefinancia record management, it
is essential to provide training to staff members on the latest record
management policies, procedures, and best practiceson aregular bas's.

. INTEXT QUESTIONS 4.2

1)  Thelengthof Financid Year for financid planning of budgetingis.
a) 1% January -31% December
b) 18 April —31% March
0 1% July- 30" June
d) 1% June—31% May
2)  Whichof thefollowingisnot atypeof budget for financia planning?
a) Capitd Budget
b) Operating Budget
c) Specid Project Budget
d) ExpenditureBudget

Open Vocational Educational Programme



Financial Management

3) LineltemBudget focuseson:
a) expense/expenditureitem category
b) specific programsrun by theingtitute
C) department specific planning
d) savingandfutureplanning
4)  Fnancid Auditingrefersto:
a) organizationof financid records/documentsof aningtitution
b) verification of financia records/documentsof aningitution
c) processingthefinancia records'documentsof aningtitution

d) comparingthefinancia records'documentsof aningtitution

©-| WHAT YOU HAVE LEARNT

Financial management isacrucia aspect of educationa institutions, and this chapter
providesanin-depth understanding of itsmeaning, S gnificance, and variouscomponents.
The chapter coverstopics such asthe concept of financial management, the need for
itsimplementation, sourcesof funding, resource mobilization, typesand preparation of
budgets, financia rules and regulations, financial auditing, and financial record
management. By studying this chapter, readers will develop a comprehensive
understanding of financia management principlesand practicesspecificaly tailored to
educationd ingtitutionsand will beableto makeinformed decisions, allocate resources
effectively, and ensurefinancid sustainability.

qﬁ TERMINAL QUESTIONS

1. Explainwhyweneedto haveabudget for educational ingtitutions.
2. ldentify theprimary componentsthat constitute abudget.

3.  Describethe process of budget administration and justify theimportance of
budget monitoring.

4.  Doesthefear of auditing havethe potentia to reducefraudin schools/colleges?
Providearationalefor your perspective.
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‘&l ANSWERS TO INTEXT QUESTIONS

4.

4

1

2

a) Vigoningthelnditution
a) promotetrangparency and accountability infinancia transactions

d) toreducedependenceonasinglesourceof funding

A W dp R

a) fundraisngfromexternd sources

b) 1stApril-31st March
d) ExpenditureBudget
a) Expense/expenditureitem category

A w0 dpF

b) Verificationof financia records/documentsof aningtitution

LEARNING OUTCOMES

After reading thislesson, you are ableto:

Understand the meaning and concept of financial management and need and
importanceof financid management.

| dentify sourcesof funding and the process of mobilization of resources
Describethetypesof budget and preparation of budget

Describefinancid rulesand regul ationsand Financid auditing and financid record
management
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MANAGING TEACHING LEARNING
PROCESS (CURRICULUM,
PEDAGOGY, EVALUATION)

5.0 INTRODUCTION

Asaleader of an educationd ingtitution, youwill havean academicrolein additionto
being anadminidrativehead. Inthe previouschaptersyou havel earnt about management
of human, non-human and financial resources. Inthischapter you will study how to
mobilized| thephysicd, financid and human resourcesfor effectiveimplementation of
theteaching-learning process. Ininstitution: curriculum, pedagogy and evaluation are
thefoundation of an effective education programme.

5.1 OBJECTIVES

After reading thislesson, youwill beableto:

° Explain various modes of planning of implementation of curriculum and
innovations.

° Describe curriculum devel opment
° Explaintheemerging trendsininstructional strategiesand evaluation

° Discusstheroleof time-table and class-room management in effectiveteaching
learning

° Explain the maintenance and use of eval uation records

Notes
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5.2 CURRICULUM

5.2.1 Planning the Implementation of Curriculum

Curriculumisthesumtotal of al the educationa activitiesand experiences organized
torealizetheam and objectives of any educational programme. It isboth aprocess
and aproduct. While syllabusisdescriptive and describesthetopics, units, chapters
and activitiesto be covered; curriculumis prescriptiveand includesthe entire content
of acourseto achieveall round devel opment of the students. Curriculumisguided by
thenationd education policy. Themost recent devel opment inthisregardisdeve opment
of Nationd Curriculum Framework for School Education 2023 based onthe National
Education Policy 2020. Curriculum isdesigned to be suited to the age and academic
stage of thelearners. Depending upon the approach of curriculum; it can be subject
centered, problem centered or learner centered.

Subject Centered Approach: Thisisoneof themost widdly used curricular gpproach
andisa so known ascontent-driven curriculum. Core curriculum focussesupon mastery
of gpecific subjectsandther related skills. It considerssubjectsastechnica, specidized
areaswithrigidboundaries. For example, the Hindi language curriculum at secondary
school levdl.

Problem Centered Approach: Thisapproach addressesthe societal needs. The
persistent issuesor the contextua problemsareinthe primary focusthereforeitisalso
described as obj ectives-driven curriculum. It pervadesthrough multiple academic
subjects and is closer to the real- life scenario then the subject centered mode.
For example, i ssuesrelated to Sustainable Devel opment Goal s can betaken up.

Learner Centered Approach: thiscurricular approach isbased upon theideathat
learner'sexperiencesare paramount. Thelearner exploresand createsmeaning of the
natural and the socia environment. Henceitisalso called process- driven curriculum.
For example, experientia learning methodol ogies.

How is a Curriculum Developed?

Deve opment of curriculuminvolves need assessment, setting goa sand objectives of
theeducationda programme, designing thecurriculum, itsimplementation and eva uation
example, you haveenrolled for thisdiplomaprogrammeto learn about i nstitutional
leadership. Thecurriculum of the courseisdesigned by theexpertsto meet thelearning
objectives. For this, you have been prescribed acourse syllabus, learning materid and
assessment. Similarly, every educational programme has some objectives and a
curriculumthat isdesigned to meet those obj ectives.

Open Vocational Educational Programme



Managing Teaching Learning Process (Curriculum, Pedagogy, Evaluation)

In order to derive maximum educational benefit of a curriculum, it needs to be
implemented with careful planning. Theimplementation processinvolves making
decisionsabout how to organi ze the teaching and | earning processtaking into account
vison of theingtitute and the existing resources. The delicate equilibrium of autonomy
and authority needsto bemaintai ned throughout the process of implementation. Hence,
implementation isnot to be regarded as an automatic or mechanical step that starts
after development and gets concluded. Itisadeliberate, planned, dynamic and an
0NgoiNg process.

Implementation of Curriculum

Implementation of curriculum involves preparation of the syllabus, textbooksand

other learning materid . An academic planner isthen prepared toincludeall thelearning
and assessment activities. Capacity building of the educatorsisan important step to
implement curriculum effectively. Evaluation, and regular updationto improvethe
curriculumisintegra step of implementation.

Curriculumimplementationisacomplex task that can beaccomplished with systematic
implementation strategies. The successof acurriculum dependsentirely onitseffective
implementation. Over theyears, variousmodelsof curriculum implementation have
emerged. Someof thesemodd snamely, The Overcoming Res stlanceto ChangeModd
(ORC Modd), The L eadership-Obstacle CourseModd (LOC Modd), the Linkage
Model, The Random Change Agent Model (RCA Model) and The Organizationd
Development Moded (OD Model) are morewidely practiced and are being discussed
here. Noticethat the basi c tenetsof thesemodelsaresmilar. Thedifferenceismainly
due to the diverse viewpoints on the process of change. Different aspects of
organizationd change, such asthoseinvolving vaues, leadership, collaboration, agency,
and methodical approaches, Preparedness of the faculty, communication with the
stakeholdersand constructive feedback are highlighted by each model. Themodels
give useful insightsto devel op an eclectic approach address certain obstacles and
possibilitiesduring implementation.

The ORC Model: The Overcoming Resistance to Change Model

Thismodel laysemphasi son addressing thereluctance of the stakeholdersto changes
that are being introduced. It advocatesthat belief and value system of the people
involved should beregarded important and they need to be motivated towillingly take
up the curriculum and not feel imposed upon. Their concernsarisein four stages:
Unrelated Concerns, Personal Concerns, Task-related Concerns, Impact-rel ated
Concerns. Their concerns need to be heard in meetings of suitable sizeand setting.
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Theeducators (teachers, facilitators, trainers, online resource personsetc.) should
develop asense of belonging to the curriculum and not fedl that itissome externally
prepared system that they cannot influence. They need to be affectively awarethat
how they transact the day-to-day activitiesdirectly impactsthe effectiveness of the
curriculum.

They also need to be assured of availability of requisitetime and other resourcesto
implement the curriculum. They need to provided capacity building and updating to
feel more confident and be competent. Their concernsabout the desirablelearning
outcomeswould also need to be addressed. That is, the intended curriculum will
benefit the studentsacademically.

Subordinatesinvolvedin : GiveSchool
Discussionsand Decisions { ?ddre&dPgoplss } Administratorsand
about Programme Change earsand Doubts TeachersEqual Power

n T &

{ ORC MODEL }

4

Convincelndividuasthat
New Programmetakestheir
Vauesand Perspectiveinto

Account

Fig 5.1: The ORC Model [source: slideshare.net]
The LOC Model: The Leadership-Obstacle Course model

Thismodel considersreluctanceto change asan obstacle. It pointsout that the head
of theingtitute should gaugethe extent and nature of theres stance by collecting data.
A cultureof changeisto becrestedintheorganizationin order to successfully implement
curriculum. Thismodel isbased onfiveleadership practices:

I Vision: the stakehol dersmust have aclear understanding of thecurriculumto be
implemented,

ii.  Empowerment: individualswithintheorganization must begivenreevant kills
toimplement thecurriculum.
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iii.  Networking: providing the necessary resourcesfor theimplementation

iv.  Experimentation; the participantsin theinnovation must be motivated to spend
therequired time and effort to make theinnovation asuccessand,

V.  Risktaking: if need be, theorganizationd structuremust bemodified sothatitis
compatiblewith theinnovation being suggested.

Whilethe ORC mode can bevisudized asatwo-stage processof initiation and
innovation; theL OC model introducesamiddlestageof feedback and monitoring
mechani sm to determine extent and nature of obstacles.

The Linkage Model

Thismodel delineatestwo systems: user system comprising the actual educatorson
theground that face the everyday chalengesin theimplementation of the curriculum
and theresource system comprising theresearch fraternity and the policy makers. The
user-resourceinterfaceiscrucia to develop and implement acurriculum effectively. A
cycleof identification of problem, research for solution, optimizing, dissemination and
review of curriculumisdone. Thus, the basic processinvolved isthe transfer of
knowledge.

The RCA Model: The Random Change Agent Model

The Random Change Agent Model, is a bottom-up approach to curriculum
implementation. Thismodel recognizesthat teachershaverich experience of actua
educationd setting and possessavariety of professional competenciesand skills. With
adequate support and empowerment, they are capable of implementing curriculum
effectively. Themodd isbased on the premisethat each teacher hasasignificant role
to play during implementation withintheir classroomsand schools.

THE OD MODEL: The Organizational Development Model

Havingitsrootsin management principles; thismode isahalitic goproachto curriculum
implementation asit emphasizesthat thereisaneed to create aculture of continuous
improvement. It entailsseveral phasesincluding diagnosis, planning, implementation,
evauationand Indtitutionaism.

Each of thesemodd soffer adistinct viewpoint onimplementation of curriculum. Heads
of ingtitutes can choose an approach that isbest suited to vision and mission of their
organizations and the available resources. Eclectic, creative and productive
implementation strategies can beformul ated to accommodate the changing needs of
learners.

Notes
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5.2.2 Innovative Curriculum Implementation

Asdiscussed already; curriculum is dynamic, keeps evolving for improvement.
Educational institutes have theresponsibility to prepare thefuture workforcefor a
rapidly changing world. Education systemswith outdated curriculumscannot provide
quality education. Quality curriculum ensuresthat studentsaremore productiveina
growing economy. Thereisanincreased avarenessthat each learner hasuniquelearning
needsthat need to be catered to. Innovative curriculahave novelty in content and
related processes. The content deal swith subject knowledge and the Processes are
concerned with educational operationsand activitiesthat areimplemented. Students
must be provided with the relevant educational content, suitable pedagogy and
necessary resources. Persondized learning, inclusive practices, collaborativelearning,
blended | earning, competency- based education and experientia learning arerecent
innovationsin curriculum.

Theimplementation of innovative curriculumisessentially sameasdready discussed
in5.2.1. Innovative curriculumisnot acomplex or athreat to culture and ethos of the
ingtitution. It should be seamlesdy integrated in the existing framework and educators
should be empowered for the changed scenario. (seefigureb.2) Itinvolveseither a
bottom-up or atop-down approach. Thetop-down approach isimplementation of a
policy whereinnovationisintroduced fromthetop (policy makersand administrators)
to the bottom (institutions and classrooms). On the other hand, in the bottom-up
approach, innovation originates at the classroomsleve, replicated in other classrooms
and ingtitutions, and scal e up to become part of the palicy.

Planned and
Systematic
Incorporation
Integrating _
Ll Corﬁgmlt\:laeti on
E;i(?t éﬂg@( ;.ec',ﬂ with Stakeholders
and Institutional to Prepare
Ethos . them
Innovative
Curriculum
Implementation
Possible with . ”
Affordable apacity
Changesin Building of
Resources Educators
Actsasa

Feasible Solution
to Addressa
Chalenge
or Gap

Figure 5.2: Theimplementation of Innovative Curriculum
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5.2.3 Emerging Trends in Curriculum

Educationisessentialy influenced with trendsin technol ogy, socio-palitical patterns,
psycho-emoationd theories, ecologica changeand humanrightsactiviam, legd verdicts,
businessand economy, commerce and industry etc. Hence, emerging trendsin any
and all of thesewill impact education. Moreover, during the COVID-19 pandemic
technology assumed greater significancein the educationa processes. Thenew tools
that have emerged during the pandemic have becomearegular part of theinstructiona
process. ICT (Information and Communication Technol ogy) application hasincreased
to an unprecedented scae. Onlineand Digita education haverevol utionized theregular
education and ODL (Open and Distance L earning). Someof the significant emerging
trendsare being discussed here.

[EMERGING TRENDS IN CURRICULUMJ

|
| | | | |

ICT- Competency  ||Educationfor || Socio-  |[Entrepreneurship,
Related || Based Education || Susianable || Emotiond || Start-upand
Development || Leaning || Vocationd Skills

— Self-Paced Learning
— Online-Unified Learning Platform
— Useof Artificia Intelligence (Al) and Augmented Redlity (AR)

L Blended Learning

Figure5.3: Emerging trendsin curriculum

1. ICT based Teaching Learning:

Self- Paced Learning: Studentshavevaried learning abilities, learning styles
andlearning needs. Providing learnerswith reading materia's, educationd videos,
on-demand assgnmentsand other learning activitiesthat they can undertakeat
aflexible paceistermed self- paced learning.

It personalizes|earning and hel psface challenges based ontheir skill levels,
without causing disturbanceto their peersor educators. Thishelps student's
gain confidencewith additiona practice.

Online Unified Learning Platforms: These Platforms such as Google
Classroom, offer servicesfor customized educationingtitutions. Therearestudent
support services, faculty resourcesand capacity building, consolidated records
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and analysis of assessments. Parent communi cation, career management and
aumni network maintained throughasinglelogin.

Useof advancetechnology such asAugmented Redlity [AR] andArtificid [Al]
Intelligence. Youwould haveused Al many times, for example, Amazon (Alexa),
Apple(Siri), Google (GoogleAssistant) and Microsoft (Cortana). Al enables
varioustypesof interaction: speak, Sgn, draw, writeand other human modes of
communicationtointeract with aresourcemachine. Al can generate human-like
responses. These can support learning of differently abled studentsand students
with specid learning needs.

Through AR technol ogy, teachers can hel p studentsvisualize abstract concepts
with considerable ease. For example, aclasscan view 3D- structure of acell
during alesson onacdll organellesin biology or watch aninterview of aleader
during alanguage classoninterviewing skills. Gamification using augmented
reality isanother emerging trend. Educationa programmesare designed using
these technol ogiesto devel op concrete skillsoutside the setting of atraditional
classroom. With appropriate use, concepts are retained better and facilitate
activelearning.

Blended Learning- Blended learning combinesdigital learningtoolswithtreditiona
classroom processes of education. Both the learners and the teacher are
physicaly located inthe same space. Lessonsare planned and conducted keeping
inmind thestudents specificlearning needs. Thestudentsget facilitated tolearn
at individualized pace, yet beapart of classroom learning group.

Apart fromthese, severd new learning Srategiesareemerging for digita learners.
However, digital literacy and cyber security awarenessisessential whileusing
suchtechnologies.

Competency-based education- Competency-based learning isan outcome-
based approach to education. Competency inlearning isensured by acquiring
theknowledge, developing skills, incul cating val uesand attitudes. It focuseson
developing problem solving ability compatibleto thelearners age and grade
level. NEP 2020 Stresses on Competency Based Learning. Thefocusneedsto
be on application of learning and acquisition of skills rather than rote
memorizetion.

Education for Sustainable Development (ESD): according to UNESCO,
ESD isan approach to education to prepare future citizenswith competencies
to identify new challenges and devise solutions. It has three dimensions:
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environmental, social and economic. After dedicating adecadefor ESD from
2005-2014, the United Nations Devel opment Programme adopted ESD for
2030. Withinthisparadigm, the Sustainable Devel opment Goals (SDGs), were
adopted by the United Nationsin 2015. The SDGs connect the dots between
environment conservation, alternative energy, alleviation of poverty and
mal nutrition, equity and quality of education, gender sensitization, cultural
tolerance, peace and several other issuesof globa significance.

4.  Social and Emotional Learning: Socia-emotional learning isdeveloping the
self-awareness, slf-control, and interpersond skillsthat areimportant for saif,
work, and life success. Emotional literacy, coping with emotions, empathy,
effectiveintrapersonal and interpersonal communication, managing stressare
someof theskillsthat not only helpinthementa health of anindividua but are
alsovitd for inclusion asenvisaged by modern Indian society.

5.  Entrepreneurship, Start-ups and Vocational Skills: Thejob opportunities
intoday'sworld are adapting to the massive digital audience and remote-work
setupstherefore, sudentswill havetoincul cate aproject-based learning mindset
to dovetail into the new stream of jobs. The New Education Policy of 2020 has
emphasi zed on abetter partnership between education and industry. Soft skills
such asteam collaboration, timemanagement, and organizationd skillscanfurther
help studentsexcel intheir academic career.

5.2.4 Curriculum Evaluation and Improvement

Curriculum eva uationisdonetofind theva ueof an educational programme- bothas
aprocessand asaproduct. It isrequired to check whether it meet itsobjectivesor the
desired learning outcomes. It isacontinuous processthroughout the devel opment and
implementation stages. It isalso comprehensive asit coversentire programmefrom
learning goal sto learning outcomes. It may be conducted asformative evaluation
during the devel opment stages or summeativeafter each phaseor end of theprogramme.
Theeva uation may aso be needed for purposesof accreditation, staff devel opment,
adminigtrativeissuesor itsownreplication. Therefore, it isimportant that the head of
an educational institute should be acquai nted with the concept and methodol ogy for
curriculumevauation.

Student Evaluation: The success of curriculum can be evaluated with regards to
achievements of the students. Observation schedules, oral, written or performance
testscan be utilized for this purpose. A repository of questions can be prepared and
used for improved validity and reliability of evaluation process.
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Curriculum Evaluation should cover not only eva uation of student achievement but
alsotheassessment of different congtituentsof the curriculum.

Themain objectiveof curriculum eva uationisto get feedback about curriculumfor
further improvement. If theresultsof eval uation areignored and not utilised for guiding
the curriculumimprovement, then it cannot be considered aworthwhileexercise. The
rel uctanceto accept the change hasto be managed by the head asdiscussedin5.2.1.

Over thelast two decades, there has been anincreasing trend of getting standardised
testing and subjecting it to complex statistical analyses. Though such amethodol ogy
hasits own merits however, educator should be an integral part of the evaluation
processto enhanceitsvalidity and riability. Evauation helpstoidentify themeritsand
demeritsof thecurriculum. Thisiscrucia to decision-making, i.e., whether to continue
with the same curriculum or make partial changesor discard it completely. It helpsto
establishthesuitability of curriculuminagiven context and for atarget group of learners.
It findsout thelevel of learning outcomes.

It can aso helpin comparing thefeasibility, cost and resource requirement, cultural
suitability etc. Further, it can be ascertained whether there can be abetter method of
implementation of the samecurriculum.

Therearevariouseva uation modelsnamely, the Ral ph Tyler model, theHildaTaba
model, the Metfessel-Michael Model, the Congruence-Contingency Model, the
Discrepancy Evaluation Model, the CIPP Mode and the Connoisseurship Moddl.

Thefirst mgor recorded curriculum eva uation was conducted by Ralph Tylerin 1930s.
Tyler recommended thefollowing stagesfor curriculum eva uation:

I. establishing broad goal s/objectives;

ii.  dassfyingobjectives,

iii.  defining objectivesinbehavioura terms;

iv.  finding Situationsinwhich achievement of objectivescan beshown,
V.  developing/sdecting measurement techniques,

vi.  collecting student performance data; and

vii.  comparing datawith behaviouraly stated objectives.”

Herecommended that "evaluation isarecurring process and eval uation feedback
should be used to reformul ate or redefine objectives.”
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HildaTabas" Grassroot approach” ismodified version of Tyler'smodel. It comprises Resource

7 steps (with eva uation being integral step to curriculum devel opment): diagnosisof Management
learners needs, formulation of objectives, selection of the content, organization of the

content, selection of learning experiences, organization of learning activitiesand

evauation.

. INTEXT QUESTIONS 5.1 Notes

1.  Which of thefollowingisthe sumtotal of all the educational activitiesand
experiences organized to realize the aim and objectives of any educational
programme.

a) Syllabus
b) Curriculum
c) Academicplanner
d) Evduaion
2. Whichof thefollowingisnot essentid for implementation of curriculum:
a) Preparednessof faculty
b) Textbook andlearning resources
c) Academicplanner
d) Advertisement of theingtitution
3. Competency based education asemphasizedin NEP 2020, is:
a) Anoutcome-based approach to education to ensure proficiency
b) Demongtration of theknowledge, skills, valuesand attitudes

¢) Requiredfordedingwithred lifestuationsat theageand gradeappropriate
leve

d) Allof theabove

4.  Which of the following is not a dimension of Education for Sustainable
Deve opment:

a) Environmentd
b) Socid
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¢) Economic

d) Emotiond

5.3 PEDAGOGY

Pedagogy isthe art and science of teaching. There are various paradigms, namely,
cognitivism, behaviourism, constructivism and connectivism which form the bases of
variouslearning theories. Theseact astheoretica foundationsfor variousinstructiona
strategies. A number of basic principles guide the choice of classroom practices. It
includesdiverse nature of contents (subjects) to betaught, students constructing their
own knowledge, significance of experiencesand active engagement of learners. In
order to cater to multipleintelligences, the psycho-socid context andlearning abilities
of thelearner.

5.3.1 Instructional Strategies

Informal, non- formal, open and distance learning or the recent blended learning
formatsof |learning, the educator and thelearner engageinteaching learning activities.
These can be broadly classified into threegroups:

1.  Teacher Centred Techniques
2. Learner Centred Techniques
3. GroupLearning Techniques

Teacher Centred Techniques: Think of aclassroom where ateacher doesmost of
thetalking or assumesan activerole, studentsare passive audience. The content and
pace of thelesson isdecided by theteacher and little modificationisdoneduring the
transaction of thelesson. Thelessonisdeiveredintheform of alecture, demondration,
team teaching etc.

In the lecture method a teacher needs to have command over the subject and be
prepared to deliver the content in alogical sequence. Inthe preparatory stage, the
lectureis prepared along with the teaching-learning aids such as charts, models,
specimensetc. during the presentation stage, the planned lectureisput into action. The
new, complex knowledgeislinked to the previous knowledge of thelearner. The
blackboard summary and teaching aids are used to facilitate the presentation. The
teacher concludesthelesson by summarizing and asking review questions. Teacher
alsoassgnsrevisontasks.
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Demonsgtrationisused asaninstructiona strategy when students need to observethe
teacher asan expert of thetask and learn example, how to draw ahuman brain, how
to reciteapoem, how to bowl aleg spinin cricket, how to tuneaguitar, how tousea
pipetteinthelaboratory, how to useametrescaein thefield etc. Supplementary aids
likevideos, handouits, flash cardsmay a so be used. Apart from devel oping therel evant
skills, studentsalso learn the skill to observe.

Team teaching isamethod where, asthe name suggests, morethan oneteacher conduct
thelesson. For example, if two teachers debate on therole of women in science and
technology, students hear both the sides, understand that there can be multiple
perspectivesto anissue, learn to debate, analyse situationsand learn that can be open
ended questions. Team teaching can al so be conducted for remedial teaching where
oneteacher, for example, explainshow to solve numerical questionsand therest of the
team moves around to spot the stageswhere students commit errors.

Learner Centred Techniques are those where the teacher assumestherole of a
guideor facilitator. Thelearner isactiveand uses self- learning Materials[SLM]. It
providesachancefor the studentsto construct knowledgethrough self-paced learning
technique. Most common instructional strategies of thistypeinclude self- learning
methods, personalised system of instruction, computer-assisted instruction and project
method.

Inthesdlf- learning method |learner isgiven feedback about the progressand directions
for thenext step. Thelearner can visit the content again and again till feelsconfident.
Thisisparticularly asuccessful method for differently abled studentsor sudentswith
gpecia learning needs.

Inthe personalised system of instruction, teacher isoften called aproctor. Thelearner
isprovided with ahighly personalized support materia. Thishastheentire content,
activitiesand exercisesinaprogrammed sequentia manner. Many coachingandtutorids
use such 'non-classroom’ programmes.

Computer-assisted instruction can be called by various namesthese days: online
tutorias, blended learning, flipped classrooms, virtual classroomsetc. Thetimingsand
duration of the programme can beflexible. Doubtsand misconceptionsare diagnosed
from the responses and thelearner isgiven support to clarify the concepts.

The project method isauseful instructional strategy when thereisaspecificthemeor
problem in focus. The learner identifies the problem either independently or in
consultation with theteacher, plansexperimentation, surveysor analysestheliterature.
During implementation the student learns problem solving, critical reasoning, data
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anays's, observation and effective communication.

Group Learning Techniques facilitate not only cognitive but a so affectivedomain
learning. Working in groups, studentsare exposed redl lifelike situation. They learn
intrapersond and interpersond skillsof patience, tolerance, cooperation, collaboration
and empathy. Discussion, debates, peer- tutorial's, seminar, symposium, role plays,
brainstorming, panel discussion etc. are someof the group-learning techniques.

5.3.2 Innovative Teaching Strategies

In the present world, an urgent demand on educationisto prepare citizensto deal
withthestuationsof climatechange, energy crises, wastedisposd, globd peacethresats,
cultural and gender intol erance and economic slowdown. These problemsrequire
dynamic solutions. What isworking today, may not work tomorrow. Informationis
growing at an unprecedented rate. We need studentswho can solve problems, devise
new solutions, makeinformed choices, have quick decision making, aretolerant to
co-exist in aheterogenous society. For this, weneed to prepare citizenswith personal
and professional competencies.

Thereisincreased awarenessabout different learning stylesof Sudents, entrepreneurship
skills, values of global citizenship, digital and cyber literacy and socio-emotional
competence. We have discussed these pointsand theemerging trendsin curriculumin
5.2.2and 5.2.3. To be ableto do justice to these novel curricula; pedagogy or the
instructional strategiesalso need to beinnovative, research- based and appropriate.
Accordingly, experiential and competency- based learning techniquesare gaining
momentum.

Experientia Learning Techniqueisaprocess of making meaning out of experience. It
facilitates|earning by doing. It helpsin competency building. Discovery learning,
simulation, case study technique, problem-solving approach all have engaging
experiencesto devel op competencies (knowledge, skills, attitudesand values). It can
beeffectively used at al stagesof educationa learning from preschool to post-secondary
schoals.

The concept of experientia learning wasinitialy explored by John Dewey, K. Hahn,
K. Lewinand J. Piaget. Many other workers devel oped the concept further. David
A.Kolbiscredited with popularisingit.
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(Source: outlife.in)

Kolb's Experiential Learning Theory (1984) presents a cycle of four elements:

1.  Concrete Experience: |sthehands-on experiencewherethelearner triesnew
things, takesup challengesand doestria and error. Thisexperienceistermed
assuccessor fallure.

2.  Reflective Observation: thisstageisabout reflecting on theexperienceswhich
include both procedure and feglings. Asan after- thought thelearner reflectson
how could it beimproved?How canit be modified to maximizelearning benefit?

3.  Abstract Conceptualization: after reflection and contemplation, thelearner
decides on how to do differently next time. The learner plans with logical
reasoning toimprovenext time.

4.  Active Experimentation: |nthisphasethelearner experimentsfurther with
theideasand putsthe planinto action.

5.3.3 Time-Table Management

Thepurposeof leadership or management ingenerd, isto get thingsdoneefficiently as
well aseffectively. Timetableisamethodica and apre-planned schemeof studiesand
activitiesasper visonand guidance of theleader. It bearsthedaily allocation of time
among the various subjects, activitiesand classlevels. Through thetimetable, the
Head of aninstitution can manage the availabl e resourcesto maximum educationd
benefit. TheHead of aningtitution can planthehoursof schoolwork, thetimealocation
to curricular and co-curricular activities, theteaching load of each teacher, thelength
of each period and thetime of interval. Decisions expressed through the timetable
affect theentire educationa programme and ethos of the organisation.
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Functions of Timetable:

° It ensures smooth and orderly working of the school.

° It preventswastage of academic hours

e  Allowsmaximum useof learning spaces

° Providesprogrammeoverview at aglance

° Minimisesincidenta negligenceof duty

° It ensures equitable distribution of work among teachers.

° It ensuresdidtribution of requiredtimeto different subjectsand activitiesaccording
tother relativeimportanceor difficulty.

° It adjusts schoolwork according to the physiological needs (Fatigue, interest
and freshness of mind and body) of pupils.

° Facilitates mai ntai ning discipline by occupying staff and studentsin productive
work.

e  Allowssubstitutionin absenceof ateacher.
Types of Time-tables

Consolidated Timetable: Thistimetableisacomplete picture of the educational
programmeof theingtitution. It should bedisplayedinthe head'sroom. Thishelpsin
better planning, supervision and del egation of duties.

Class Timetable: Itisatimetable of each classand sections. It marksthedistribution
of subjects, subject teachers and the co- curricular ‘periods in each class. It also
indicatestherecess break and duration of the periods. All the classes need to follow
their respective classtimetable and haveacopy of it displayed intheir classroom. All
theteacher and students of that class should have acopy.

Teacher Timetable: Every teacher hasgot acopy of hisown programme, showing
thedetails of hisacademic and non-academic work.

Vacant Periods Timetable: thisisprepared inthebeginning of each day and displayed
at acommon place such asoutside staffroom, thefront desk etc. Thisisprepared to
allot subgtitution work when someteacher isabsent or on duty to someother job. The
subgtitutionisgivento ateacher whoisfreeinthat period. Thisensuresthat no class
goesunsupervised.
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Academic Calendar: Theacademic calendar givesthe schedulefor the academic
session day-wise and month-wise. It spells out the session start and end, working
days, examination, vacations, holidaysand school functionsliketheannua function,
exhibitions, competitions, sports daysand cel ebration of important days (Republic
Day, Environment Day, YogaDay etc.).

Principle of Time-table Preparation:

Thefollowing principleshaveto be kept in mind during preparation of timetable.

Specific Needs of the Institution: Thisincludes regulations of the State
Department of Education, number of shifts, thenumber of subjects, combination
of subjectsand the number of electivegroups.

Amount of Time Available: Total number of working hours, instructiona and
non-instructiona working days of the academic session/ semester haveto be
kept incongderation.

Relative Importance and Difficulty Value of Subjects: Some subjectsare
morestrenuousthan others. They involveaheavy mentd strainand effort. Such
subjects should be taught during early hourswhen the brainisfresh. Itisa
genera fact that the productivity isbest during second and thethird periodsand
the second and thethird days of theweek. Academically hard subjects should
betaught during these periodsof theday. Similarly lighter subjectsand activities
that require comparatively lessenergy and concentration should be pursuedin
thelast periods.

Incidence of Fatigue: Thetimetableshould beconstructedinamanner that it
allowsfrequent change of place and postureto pupils. Similarly, duration of
periodsin primary classesshould not bevery long aschildren have short attention
gpan. Senior studentsshould have on the other hand cons derable chunk of time
to dojusticeto conceptsthat need uninterrupted learning time.

Principle of Variety and Elasticity: Easy and difficult subjectsand |essons
should beprovided dternatively in thetimetablefor sustaining student interest.
It should be made asflexibleand €l astic as possible for adjustmentsand changes.

Balanced Resource Allocation: Resource and room allocation should be
well considered. All classes should get to visit common rooms such aslabs,
danceroom, music room, play- ground etc. teachers should get reasonable
timeto plan lessonsand prepare activitiesor learning material. Also, not all
senior and experienced teachersbe del egated to aparticul ar section only.

Notes
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Thesedaysdigital solutionsfor preparation of timetableare getting popular.

5.3.4Role of Class Room Management for Effective Implementation
of Instructional Strategies

Managing adassroomissgnificant totheteaching-learning process. Effectiveclassroom
management enhances|earners achievement with respect to learning objectives.
Promoting learning by establishing positive relationshi p between teacher and learner
and among apeer group bear direct influenceonlearning. Learning isoptimized when
theindividual, social and psychological needs of |earners aretaken care of. Major
principlesof classroom management areasfollows:

I. The subject- expertiseand effective communication skill of theteacher

ii. Engagement of learnersin authentic productivelearning tasks. Channdizing their
energy inappropriate activites.

ii.  Equity inthelearning opportunity for each learner. Meaningful and balanced
participation of leanersin educationa activities.

iv.  Theteacher demonstrates such behaviour that can be emulated by the students
to devel op desirablebehavioura qudlities.

V.  Frmness, clarity and consistency inteacher'sinstructions.
vi.  Theteacher should begpproachableand accommodatethe students suggestions.

vii.  Appreciation and recognition of the efforts of the students by the teacher.
However, if astudent isyet to master acontent, the teacher should exercise
patience.

Learners should be monitored closely to ensure their attention. A monotonous
environment can betackled by voice modul ation, active chalkboard usage or change
iningtructional techniques. Audio-visua mediaarehelpful to draw students attention.
Innovative methods of teaching- learning facilitate active engagement of thelearners.
L esson should be conducted inamanner that al learnersare attentivefor most of the
time. Teachersshould evolvetheclassrulesdemocraticaly withthe help of theclass.
Thismakesthe studentstakeresponsibility of the classroom climate and abide by the
rules. Positive feedback on desirable behaviour should begivenliberally. Breaking
complex tasksinto small partsmotivatesthe studentsto be engaged. Learnersshould
betreated with respect and care. Teachersshould listen to them and call them by their
names. Teachersshould report to classtimely and keep learnersengaged in productive
tasks.
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Managing an Inclusive Classroom

Classisamicrocosm of thereal world. Learnerswith different abilities, with varied
socio-economic backgrounds, from different ethnicitiesand religions, of non- binary
genders, from atypical family structures- should all feel safe, secure and respected
insdeaclassroom. Creating such aclimateisa sotheresponsbility of theHead of the
I nstitution. A democratic environment needsto be created wheretheteacher isaware
and responsiveto the context and requirements of al the students.

AsHead of thelndtitution, if youfed that teachersarefinding it difficult to managether
class, you can planin-servicetraining, providelearning resources, suggest peer-
mentoring or addressthegroup of students. Variouspreventive, supportiveand remedia
measures can be applied in such cases. Someexamplesare:

Preventive measures- recognising and rewarding good behaviour, effective classroom
rules, non-verbal communication, cooperativelearning strategies, academic support,
parentd involvement.

Supportivemeasures. promoting desirablebehaviour, eiminating and digressing negetive
attention seeking behaviour, conflict- resolution skill building inlearners, changein
instructional strategy. Remedial measures. notifying possible consequencesto the
students, modifying the Stuation or environment.

. INTEXT QUESTIONS 5.2

1.  Whichof thefollowingisnot anissueof classroom management
a) Learnersask theteacher questionsfromthelesson
b) Learnersdisturbtheir peers.
¢) Learnersharmclasssoomfurniture.
d) Learnersindulgeinname-cdling.

2. Which teacher centred technique will you recommend to teach making a
Madhubani painting?

a) Lecturemethod
b) Demondration
c) Questionanswer

d) Project basedlearning

Notes
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3. Theconcept of experientia learning was made popular by
a) JohnDewey
b) KurtLewin
c) JeanPiaget
d) DavidA.Kalb.

4.  Thereare some mgor principles of classroom management. Which of the
followingisnot oneof those:

a) Theteacher should have subject- expertise and effective communication
ills

b) Theteacher should bestrict and not et the studentsask questions

c) Engagement of learnersin authentic productivelearning tasks. Channdlizing
their energy in appropriateactivity.

d) Equity inthelearning opportunity for eachlearner. Meaningful and bal anced
participation of leanersin educationa activities.

5.4. EVALUATION

In the teaching-learning process, evaluation helpsto identify the extent to which
objectiveshave been met, theimprovement of the academic performance of thestudents
and determinethe quality of teaching. It guidesto modify theingtructional approachto
meet the objectives. Therearetwo bas ¢ gpproachesto eva uation: Formative Evauation
and Summative Eva uation. Formative eval uation isconducted whiletheinstruction
processison to give timely feedback about |earning gaps and monitor progress
continuoudly. It can be conducted in variousmodes apart from thetraditional paper-
pencil test, quiz, presentation, project etc. to report the performance of learners.
Summative eval uation on the other hand, isconducted at the end of acourse/ session
or termto check thelearner'sfinal achievement and for the guidance of theteacher. It
istypically quantitativein naturewhich numeric scoreor letter gradesareassigned to
quantify achievement.

TheNationa Education Policy-2020 proposes compl etetransformation in assessment
for optimized learning and holistic development. It vehemently opposesrotelearning
and advocates competency-based education. It delineatesthat an authentic assessment
of the competenciescan only bedonethroughtesting of higher-order skills, andytical
ability, critical thinking, and mastery of concepts.
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It stressesthat assessment for learning ismost noteworthy form of the assessment.
Thisguidesall the stakehol dersof education: the student, teacher, curriculum by giving
useful feedback.

Thepolicy advocatespreparing aholistic progressreport thet reflectsall thedimensions
of learning of each student. It should also include self and peer assessment. Multiple
assessmentsto be donethrough projects, quizzes, group tasks, portfolios, etc., along
with paper-pencil test. Theprogressreport with al round devel opment will be discussed
with the parents at parent-teacher meeting. NEP a so suggests use of software'sthat
help studentstrack their growth throughout their school years based on acompiled
datafromall thedifferent stakeholders. Thisrepository will providevauableinformation
ontheir strengths, interests, and challenges. Thiswill be used to guidethem to make
suitablechoicefor career.

NEP-2020 further proposes to set up National Assessment Centre/PARAKH
(Performance, Assessment, Review and Analysis of Knowledge for Holistic
Development). PARAKH will set normsand standardsfor student assessment and
evaluation of al recognized school boardsinIndia

5.4.1 Emerging Trends in Evaluation

Education system needsto transform the conventiona examination patternto prepare
studentswith competenciesthat improvetheir employability and futurelife. Emerging
trendsin eva uation practicesat thenationd andinternationd level arebasicdly rdaed to:

e  Outcomebased education.

° Nationd and international achievement surveys.

° Agenciesfor establishing accountability and accreditation.
° Usage of advanced computer- based technology

e  On-demandandonlineexamination

Outcome Based Education [OBE]

L earning outcomes and assessment areintegral to quality education. In agreement
with the UN and global commitment, the Right of children to Free and Compulsory
EducationAct (RTE), 2009, makesevery childintheagegroup of 6-14 yearsdligible
for quality education. The'no-detention’ policy madeit essentia to delineatelearning
outcomes for classes 1 to 8 to optimize learning. This set of learning outcomes
standardized the parametersfor ng learning of eementary school students. The
learning outcomes are not prescriptive. They need to be contextualized as per the
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local-specific requirement. Subsequently, learning outcomesfor secondary school
were a so devel oped.

National and International Achievement Surveys

Education standards serve to measure learner's achievement. Data obtained from
achievement surveys providefeedback toimprovetheteaching-learning planto meet
the standards. Theresults of National Achievement Survey are synthesised at the
digrict-leve, date-level and nationd-level to present ahalitic pictureof theachievement
of the standards. NEP-2020 has recommended a National Assessment Centre-
PARAKH (PerformanceAssessment, Review, and Andysisof Knowledgefor Holistic
Development). The centrewill advise school boardson new schemesin assessment,
educational research, promoteinter-board collaboration and share best practices
amongst them.

Online and On-Demand Examination

Online examination iscomputer-based examination that requiresinternet connection
and browser. Students can appear through personal devicesor devicesarranged by
their ingtitution at aspecified place. On-demand examinationsare generally may be
carried out inonlinemodesor offlinemodes. Theseare carried out when thestudent is
ready to take the examination.

On- Demand Exam System (ODES) of Nationa Ingtitute of Open Schooling (N10S)
and IndiraGandhi Nationa Open University (IGNOU) arean appropriateexamplein
this regard. Question papers are prepared based on a prescribed blue-print and
guestion-paper design. Questions are selected from the existing question bank. All
such Question Papersare unique but their difficulty- level remainsthesame.

Tofacilitatethis, ahugerepository of items(questions) strictly adhering to the blue-
print and question paper- design are prepared inform of aquestion bank. A number of
itemsof aparticular difficulty level are devel oped for each category of theblueprint.

5.4.2 Maintenance and Use of Evaluation Records

Every educational ingtitution needsto maintain eval uation recordsin soft copiesand
hard copies. Theserecords contain factua information. A systematic and confidential
maintenance of dataal ong with appropriateretrieva procedureismandatory for each
educationa institution. Computer- based databases are maintained thesedays. The
software used to store, manage, query, and retrieve datastored in arel ational database
iscdledaRdationd Database Management Sysem (RDBMS). TheRDBM Sprovides
aninterface between users, applicationsand the database, aswell asadministrative
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functionsfor managing data storage, access, and performance. Such asoftware can
be used to maintain and analysethe data.

Role and Responsibilities of the Head of Institution in Management and
Supervision for Efficient Record Keeping

The organized maintenance of recordsisabasi c management requirement. It should
not be chaoticin nature.

Thedatacontained in theeva uation recordsisimportant in many ways.
° Needed for mandatory preservationfor astipulated timeby theregulatory agency.
° Needed for guidance of the pupil's plan of activitiesand studies.

e Authenticindicator of persistent strengths and weaknesses of theindividual
learner.

° Reliabletool for theteachersto understand progress of the student(s).
° Possiblerequirement for alegal procedure.
° Canhelpindiagnosisby the professiona counsellor

° Can helpto resolve conflict between parents and the students over choice of
course/ subjects

e  Assessment recordsaresignificant to guidance counsellorsbecausetheseprovide
aholigtic pictureof studentsthey counsdl.

° Recordsof assessment arevita in making decisionsabout discipline, promaotion,
development, learning performance, etc.

e  Assessmentrecordsareavital sourceof accountability of theteacher.

Therefore, it istheduty of the Head to guide and train teachersto prepare, maintain
and retrieve evaluation records. A team of teachers can be del egated to maintain such
recordsin asafe and secured place/ server. Confidentiality, accessibility, systematic
filing and careful storageareamust in maintenance and use of eval uation records.

Cumulative Record Card (CRC) in Schools

A Cumulative Record Card containsthe results of different assessmentsheld from
timeto timeduring the course of study of astudent. It ismaintained by the school for
every student from the day of admission to theschool. Itisinfact apersonal and
educational history of the student needed for professiona guidance and support. All
other student records give asnapshot view of the student'sdevel opment inindividual
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aspects, but the Cumulative Record Card (CRC) provides comprehensive and
longitudinal information on al round development -physica, emotiond, intellectual,
cultura, moral and socidl.

Format for Cumulative Record Card

(Tobefilled at thetime of admission)

L Personal Information:

a)
b)

Nameof The Student:
Dateof Birth:

Nameof Father:

Address:

Dateof Joining the Schooal:
Previous School .

Shling:

II. Family Background

a
b)

Occupation of Father
Qudlification of Father
Occupation of Mother
Qudification of Mother
Annud Family Income:

Specia Home Conditionsetc.

I nformationto befilledin each term/ session:

III. Physico-Medical Report

a
b)

Height

Weght

Vison

Allergy

Medication, if any
Genera Hedlth, etc.
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V. Attendance Resource

] ) Management
V.  ScholasticAchievement
VI. Co-Curricular Activities

VII. Descriptive Remarksby the Class Teacher, Counsellor and House Master

. INTEXT QUESTIONS 5.3 Notes

1. Choosetheincorrect statement:

a) Cumulativerecord card doesnot helpin solving academic problemsof the
student.

b) Cumulative record card gives persona information of a student's
development.

c) Ithelpstoknow strong and weak pointsof astudent.
d) Confidentiaity of CRC should be maintained.

2. Whichof thefollowing statementsisincorrect with reference to maintenance
and use of evaluation records?

a) It may beneeded for mandatory preservation for stipulated time by the
regulatory agency.
b) 1t may beneeded for guidance of the pupil'splansof activitiesand studies.

c) Authenticindicator of persstent strengthsand weaknessesof theindividua
child.

d) Itcanbeputinthepublicdomain.
3. Whichof thefollowingisproposed by NEP 2020:

a) Preparingaholigticprogressreport that reflectsdl thedimensonsof learning
of each student

b) Thisprogressreport dong parent-teacher meetingswill beacommunication
between parent and school regarding al round devel opment of the student.

¢) Theprogresscard would also provide valuableinformation on students
strengths, interests, and challenges. Thiswill beused to guidethemto make
asuitable choiceof career.

d) All of theabove.
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©-| WHAT YOU HAVE LEARNT

Curriculumisthesumtotal of al theeducationa activitiesand experiencesorganized
to realizetheaim and objectivesof any educational programme. To derive maximum
educational benefit of acurriculum, it isrequired to be implemented with careful
planning. Theimplementation processinvol vesmaking decis onsabout how to organize
theteaching-learning processkeepinginmindthevison of theinditutionand theexisting
resources. The stakehol ders should not perceive theinnovative curriculumto be
complex or athreat to culture and ethos of theinstitution. It should be seamlessly
integrated in theexisting curriculum framework and educators should be empowered
for the changed educational scenario. Moreover, duringthe COVID-19 pandemicit
becameevident that technology will drivethefuture of education. Thenew ingtructiona
toolsthat have emerged during the pandemic have become regular feature of the
teaching- learning process. |CT (Information and Communi cation Technology) has
assumed an unprecedented importancein education. Onlineand Digital education
have revol utioni zed face to face mode and Open and Distance L earning (ODL ) mode
. Curriculum evauation isdoneto find the value of aprogramme- both asaprocess
and asaproduct. In other words, to check whether curriculum evaluation meetsits
objectivesor thedesired |earning outcomes.

Pedagogy istheArt and Science of teaching. These can bebroadly classified into
three groups: Teacher Centred L earning Techniques, Learner Centred Learning
Techniquesand Group L earning Techniques. Experiential Learning Techniqueisa
process of making meaning out of experience. It facilitates|earning by doing. It helps
incompetency building. Timetableisamethodica and apre-planned schemeof studies
and activitiesas per vision and guidance of the Head of the Institution. It ensures
smooth and orderly working of the school. Managing aclassroomisanintegra part of
theteaching-learning process. Classroom management hasacloserdationwithlearners
accomplishment of learning objectives. L earnerswith different abilities, different socio-
economic backgrounds, from different ethnicitiesand rdigions, of non- binary genders,
from atypical family structures- should all feel safe, secure and respected insidea
classroom.

In education system, evaluation helpsto identify the extent up to which objectives
have been met, theimprovement of the academic performance of the studentsand the
quality of teaching.

TheNationa Education Policy-2020 proposes compl ete transformation in assessment
for optimal learning and holistic devel opment. It vehemently opposesrotelearning and
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advocates competency-based education. The policy advocates preparation of aholistic
progressreport that reflectsall the dimensionsof learning of each student. It should
adsoincludesdf and peer assessment. Multiple assessmentsto be donethrough projects,
quizzes, group tasks, portfolios, etc., aong with paper-pencil test. The progressreport
alongwith all round devel opment will be discussed with parentsat the parent-teacher
meeting. NEP al so suggests use of software'sthat help studentstrack their growth
throughout their school yearsbased on compiled datafrom dl thedifferent stakeholders.
Thisrepository will provide valuableinformation on their strengths, interests, and
chadlenges. Thiswill be used to guidethem to make suitablechoicefor career. Emerging
trendsin eva uation practicesat thenationd andinternationd level arebasicdly related
to: Outcomebased education, Nationa andinternationa achievement surveys, agencies
for establishing accountability and accreditation, usage of advanced computer- based
technol ogy, onlineand on-demand examination.

q&' TERMINAL QUESTIONS

1.  Describevariousmodesof curriculumimplementation.

2. Describethe need and importance of timetable. Why are different types of
timetablesneeded?

3. Howdoinnovative methodsof teaching help in better classroom management?
4.  What strategieswould you adopt to manage an inclusive classroom?

5.  Enlistthebehavior problemspossiblein an educationa institute and enlist the
measuresthat can be adopted by in the category of preventive, supportive and
corrective.

6. Mentiontheroleof School Head in guiding the teachersfor preparing and
maintai ning Cumulative Record Card (CRC).

SUGGESTED PRACTICAL ACTIVITIES

1.  Asheadof anelementary school inarura area, you plantointroducedigital
toolsof learning asaninnovationintheexigting curriculum. Prepareacurriculum
implementation strategy. It should includethelist of resourcesrequired for the
implementation, plan to orient staff, studentsand parents and changesin the
academic planner.
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2. Prepareacademiccadendar for your ingtitutionfor themonth of July of thecurrent
year. Includeworking days, holidays, festivals, aninterschool event and specia
assembly for thedaysof national or internationa importance.

3.  Preparealist of criteriato evaluatethe curriculum of ayogaingtitutel insurance
course/ tourism and hospitality course.

4.  AsHead of Accredited Vocational Institution (AV1), prepare asummary of
proposalsfor curriculum, pedagogy and evaluation asgivenin NEP 2020 to
conduct an awareness session of your teachers.

‘&, ANSWERS TO INTEXT QUESTIONS

5.1
1. b)
2. d
3. d
4. d

5.2
1 a
2. b)
3. d
4. by

5.3
1 9
2. d
3. d

Curriculum

Advertisement of theindtitution
All of theabove

Emotiond

Learnersask theteacher questionsfrom thelesson

Demondration

DavidA.Kolb

Theteacher should be strict and not | et the students ask questions

Cumulativerecord card doesnot help in solving academic problems
of thestudents

It can be put in the public domain
All of theabove
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Pz Resource
L@ LEARNING OUTCOMES Management

After reading thislesson, you are ableto:
° Explainvariousmodesof planning of implementation of curriculum

° Discussimplementation of innovative curriculum, emerging trendsin curriculum

andidentify therelevant ones Notes _

° Discusstheroleof time-table and class-room management in effectiveteaching
learning

° Explain emerging trendsin eval uation and Discuss mai ntenance and use of
eva uation records
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INSTITUTION-COMMUNITY
INTERFACE

6.0 INTRODUCTION

School isthemicrocosm of society. A variety of socid segmentsmakethe heterogeneous
nei ghbourhood of aschool. When the children from these nelghbourhood homestake
admissionto aschool the classroomsbecomerepresentative of thosediversefamilies.
Children comewith different value systems, different food habits, different mother
tongues, different outlooksto lifeand different social and economic backgrounds. Itis
achallengeto an educationa ingtitution to transact auniform curriculumto adiverse
group of students. Moreover, diversity and societal changesin acommunity enter the
classroomsand changethelr structureand school characteristics.

On the other hand, a school trains and devel ops human resources to make them
socialy useful inthefuture. Indiahas different types of schools—with respect to
structure, affiliation and ownership. Structurally there are primary schools, middie
schoolsand secondary schools. Theexamining authoritiesgiveaffiliation and aschool
can be affiliated to Central Board of Secondary Education (CBSE), International
Baccdaureate(1B), Indian Certificate of Secondary Education (ICSE) or StateBoards.
With respect to ownership there can be government school s, government-ai ded schools,
private unaided schoolsand minority schoolsetc. Thereare study centresand open
schools as well. Education being on the Concurrent List, the state governments
adminigratively superviseal theschoolswithinthe r jurisdictions.

| nteraction between school and community has always been asubtle but continuous
phenomenon. However, aconsciouseffort towards creating aninterface and structured
interactions between the school and the community hasthe potential to createforward
and backward linkagesto benefit both.
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6.1 OBJECTIVES

After reading thislesson, youwill beableto:

° Explainthe concept, need and importance of theingtitution community interface
° Discusstheimportance of establishing public relationswith the community

° Describethewaysto utilizethe community resourcesiningtitutions

° Analyseand explorethe possibilitiesof utilization of community resources

° Demongtratethewaysan Ingtitution can act asacommunity centre

6.2 MEANING AND CONCEPT OF INSTITUTION
COMMUNITY INTERFACE

A community isasocia unit with shared socially significant characteristic, such as
place, set of norms, culture, religion, values, customs, or identity.

An Institution on the other hand is set up with aparticular purpose and catersto a
group of peoplewith respect to that purpose. In that sense, aninstitutionisabody
within acommunity or society and catersto a particular group of peoplein that
community. However, when wetak about an educational institution, the benefitsgo
beyond theimmediatetarget group and impact the entire society inthelong run.

Asper the Oxford English dictionary, I nterface refersto apoint wheretwo systems,
subjects, organizations, etc. meet and interact. Inthe context of an educationd ingtitution
itisthechild around whom the parents, teachersand the community converge.

A child is at the centre of a school community. The parents, the school and the
Neighbourhood or Community encirclethechild'slife. If thereisany gapinthethree
groups, theinterface snapsand thechild suffers. Therefore, itisimportant tobuilda
strong bond amongest the stakehol ders.

Thereare societieswherethe children are brought up by the community. The confidence
levelsand security of the childrenin such societiesare much higher. Examplescan be
taken from Japan where children walk up to their schools on their own and adults
stand by theroadsidesas support to all children, not necessarily their own.

L et usdefinetheroleof the school and thecommunity in child rearing beforediscussing
their interface.

School asaningtitution cameinto being at thetimeof theIndustria revolutioninthe
UK when theinvention of light bulbs allowed factoriesto work even at night and
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women were required to join thelabour force. Theresponsibility of educating and
rearing childrenthenlargdy shifted toaningtitutiona structurecalled school. Theschool
istheearliest social spacefor achild where he/she getstointeract with non-family
members. A school teachesachild basic socia behaviour likehow to conduct themselves
inasocia space, mannersand etiquettes, communication skills, socid responsibilities,
etc. Itisaso the space where children learn history, culture and geography of their
country and that of theworld. Herethey get the opportunity to experiment with science
and technology. A school also hasthe potentia to teach childreninclusion, carefor
humanity, democratic decision making processes, entrepreneurial mind-set and other
skillsto become consciouscitizensinfuture. In essence, the school trainsand devel ops
the human resourcesto makethem futureready and socialy useful.

The natureand working of schoolshave, however, changed significantly over time.
Fromafriendly neighbourhood spacefor child rearing, seenlargely asan extension of
home, the school stoday are varied in structure, ownership and objectives. They cater
to heterogeneous groups and employ teachers as professiona sand education experts.
The closeréationship between parentsand schoolshardly existsthesedaysleading to
akind of tug of war between parents and teachersin managing the child'slifeand
educetion.

Community on the other hand can be defined asthe neighbourhood that surroundsa
school and wherethe child’sfamily lives. Normally they have commoninterestsand
common ambitions. Like school, the community characteristics also have changed
over time. Advancesintrangport and communication hasled toalot of interna migration
of people. Therefore, the neighbourhood in medium or largetownsand citieshave
acquired heterogeneous characterigtics, often creating stressrather than cohesionamong
theresidents. Breaking down of thetraditional joint family system, combined with
internal migration, couplesworking outsidefor long hours have brought the social
interaction upside down. Peopleliving incity flats might not have met their next door
neighboursfor months. Apathy towardsanything beyond their immediateinterest has
affected the neighbourhood companionship adversely.

For example, even asmall fight between two children extendsto their adult parents
unlike earlier timeswhen any adults around would scold both the kidsand sort the
matter out then and there.

In this context structured interactions between community and school may prove
beneficia for the society and will reap sustainablelongterm gainsfor all.

Notes
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M‘:s;‘;‘;ﬂf:nt . INTEXT QUESTIONS 6.1
1. Defineinterface:
a) A pointwheretwo systems, subjects, organizations, etc. meet and interact.
b) A platformwherepeopleinterchangetheir belongings
B " Notes ¢) Anareawheregovernment of two countriesexchangegoodsand services
d) A market fromwherelabourersare picked up ondaily wages
2. Whoarethestakeholdersinaschool community:
a) Students& teachers
b) Paents
¢) Neghbourhood community
d) Allof theabove
3.  Whatistheearliest socid spacefor achildtointeract with non-family member?
a Famiy
b) School
c) Market
d) Village
4.  Structured interaction between school and the community will benefit:
a) School
b) Society
c) Family
d) Allof theabove
6.3 NEED AND IMPORTANCE OF INSTITUTION
COMMUNITY INTERFACE
In ancient times, the Guru played acritical rolein holistic development of achild.
During hisBramhacharyadaysi.e. thelearning and training phase of hislife, astudent
wastrained to do all kindsof community work besides acquiring academic lessons
from the Guru. Consequently, agraduate from aGurukul would beasocialy ready
individual, prepared to perform hisrolein the society.
118
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Inthe present timewe often talk about cooperation and reinforcementsbetween teachers
and parents. But not much about the community involvement in childrearing. Inrural
Indiathechild till belongsto acommunity, but notinametro city. The changing socid
gructure hasaienated familiesfrom thecommunity. A nuclear family or asingle parent
areapprehensiveof exposing the child to peopleoutsidethe small circleof their own.
Even the practice of trusting the child with relatives has vanished. When children do
not interact with people other than their own parents, their socia skillsdo not devel op.

Ananecdotal referencemay explainthisissuewell. A city school organizesannual fun
far and asksitsstudentsto sdll entry ticketsto their neighbours. Thisisanindirect way
to motivatethe childrento go out and meet their neighbours. Theunderlying planisto
improveachild’scommunication skills, confidence, empathy and socia skills. Each
year therewill be somewho hesitateto ask for money from their neighboursand make
parentsto pay instead. Here the parents need to understand that the purpose was not
the collection of money. The actual learning objective of building socia skillsand
empathy for otherswould not befulfilledif children arenot encouraged to go and meet
theneighbours.

Thetechnological innovationsand digital addiction havegivenrisetoa“Me-society”
removingthepracticeof red timesocid interactionfromthelivesof individuas. Research
showsthishasled to decreasein empathy in collegestudents. Thefal out will definitely
impact theyoung children adversely.

Theinditutionwill haveto understand thet they havebeen preparing thechild ultimately
to becomeacitizen who hasto contribute to the community or society.

In Finland, the happiest country of theworld, whereal womenwork and family sizes
small, thegovernment hasinitiated the concept of atown library asthe meeting centre
for families. They bring their childrenthere after officehours. Besdesbooksthelibrary
providesalot of socidly engaging activitiesfor dl. Thishasimproved thesocia bonding
in peoplethereand led to their winning the highest positionin happinessranking for the
severa years.

The other ways of community engagements are to send the children out to the
neighbouring areasto work with the community. Variousactivitiescan beplanned as
learning beyond thefour wallsof classrooms. Thiswill motivateand excitethe students.

Some examples are:

1. VanMahotsav or tree plantation: Studentscan go for plantation drivesinthe
nearby park along with NGOsor Community Organizationsinvolved in such
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Resource work. Free sapling distribution to neighbourhood people and parentscan also
Management beorganized.
2. For nature study students can go out to parksand interact with peoplethere
alongwith observing and collecting floraand fauna.
3.  Takecareto orphanagesto teach them empathy and lovefor orphanage.
Notes J 4. Primary school children can betaken out to meet cobblers, postmen, sweepers,
security guards and other such people who provide essential servicesto us.
| nteraction with them will widen their horizon and incul cate gratitudein young
minds
5. Grandparentscan becalled to addressthe childrenin classin sharing their own
lifestories. Thisislearning History first hand.
6. Parentscanbeengagedin career guidancefor older students.
The ultimate objective isto create bonding and give both parties the feelings to
understand that they are complementary to each other. Without community support it
isnot possiblefor individua sto thrive socidly. When aningtitution is conscious about
itthegainswill bemanifold. It will not only enrich children’slearning but so givethem
anideacf their roleinthe society. The benefitswill cascade downinthefutureensuring
abetter society where people carefor each other and think beyond self.
. INTEXT QUESTIONS 6.2
1. Identify any mgor changeother than changing family structurethat haveimpacted
thefamily -community interface:
a) Socid media
b) Mohbiletelephone
c) Increased per capitaincome
d) Noneof theabove
2. |dentify any onecauseleading to heterogeneity of neighbourhood communities:
a) Migration
b) Pollution
c¢) Townplanning
d) Allof theabove
120
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3. ldentify inwhichstuation under school infrastructure can be used asacommunity
resource;

a) Neghbourhood clubs' cricket match on school ground
b) School astheskill hub centre

¢) Nightschool for thelabourers

d) All of theabove

e) None

4.  ldentify fromthe statements given bel ow which situation depicts benefit from
school-community interface:

a) Peoplefrom the neighbourhood asksfor free accessto school’s sports
fadlities

b) Childrenintheneighbourhood exhibit strong social skillsand emotional
maturity

¢) Neghbouring familiesusethe school space aswedding venue

d) Stray cattleof the neighbourhood can graze on the school ground

6.4 ESTABLISHING PUBLIC RELATIONS WITH THE
COMMUNITY

Thisrequiresgood verbal and non-verbal communication skills.

TheLeader of aningtitution should bevisibleinthecommunity toinfluencethem. A
wak intotheloca market, talkingtoelderly residents, liaisng with thel ocal newspapers
will beeffectiveinthisregard.

The parents can be motivated to act astheinstitution’s spokespersons about their
variousactivities. Inviting important people from the community will establish the
brand value of theingtitution outside.

I nfluencing community behaviour through school activitiescan createvirtuouscircles.
Awarenessabout varioussocid and environmenta concernsthrough street plays, ralies
and poster campai gns can be created effectively.

For example, “No polybags’ campaign by Delhi’sschool children have brought down
theuse of singleuse plastics. They have been successful inforcing their parentsand
neighbours seethe negativeimpact of using polybagson environment and how it chokes

Notes

Module - 2

Resource
Management

Diploma in Institutional Leadership and Management

121



Module - 2

Resource

Management

122

Notes

Institution-Community Interface

the sewagelines, affectsanimal livesboth onland and in sea, and increases carbon
footprints. They have argued about and proved the positive environmental impact of
theuseof cloth or jute reusable bags. Consequently, people have started carrying their
own reusabl e shopping bagsto market these daysand arerefusing single use polybags
fromvendors.

Another environmental issuethat isbeing addressed by the childrenisgloba warming.
Theissue of global warming and carbon footprints have been taken up by school
children, like Greta Thunberg and world over, the students and the adults have got
concerned and motivated by her movement. Children’sinsi stence on zero-garbage
school and neighbourhood and their campaign to segregate household wastesinto
recyclable and compostabl e categories, using separate binsfor the purpose, have
gained currency over time. Rainwater harvesting and sewagewater recyclingareaso
being donein many schoolsand the message is being spread to many residential
Societies.

Relief collections by the studentsfrom their neighbourhood at thetime of natural
caamitieshaveawayspulled in parentsand neighboursto thishumanitarian effort.

Bringing community, parentsand school together requiresefficient planning onthepart
of theschool leadership. It hasto beintegrated in curriculum planning. Thingsthat are
to bekept inmind at the planning stage are:

1.  Whatkindof interactionswill befeasibleand safefor thechildren
2. What will bethe suitable datesand timeduration

3. Whowill coordinate

4.  Whichagegroup childrenwill beinvolvedin specificactivities

5

Whether specia groupsto beformed like Interact Club, Environment Club,
Disaster Management Committeeetc, to takeforward the campaigns

IS

Peopleto assgn communication responsibilities
7. Documentation and record keeping

8.  Maintaining contact detailsof parentsand thefamily inthe neighbourhood to
reachthemoutinashorttime

9.  Reflectiononthework doneand modificationsintheplaninthelight of findings.
ACT — PLAN

t v
ANALYZE «- DO
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6.5 UTILIZATION OF COMMUNITY RESOURCES

Theleader can explorethecommunity resourcesfor theuseof theinditution. Community
resourceslikelocd library, museum, art galleries, theatre etc. can be used asoutdoor

learning spaces.

Ananecdote here: The Principal of aschool in Delhi wasworried about the loss of
children’ssocia spacein 2020 and 2021 caused by Coronainduced lockdown and
school closure. When after 2 years, other spaceswere open the schoolswere till
shut. She observed that the PV R Cinemasat Mallswere open. Shewanted to explore
the possibility of using that spacein morning timesto call studentsand teach them
there. Shemet the PV R Manager and could convince himto allow studentsto come
to the Cinemain the morning when showswere not on and havetheir classesthere.
TheManager, however, did not want to missout on hisbusinessand proposed asmall
amount to be paid assnacks charges. It wasawin-win situation for the school and the
PVR. Theexcitement in having their classes on the big movie screen sitting inthe
theatrewasvis ble onthefaces of the students. The school washappy to help children
come out of theisolation and gloom of two yearsand reclaim their socid space. The
PV R Manager was happy to earn some extramoney at atime when businesswas
really downinthewake of the pandemic.

DR AMA

Educationd visitsto art galleries, churches, temples, mosques, gurdwaras, Museums
andArchaeologica buildings, historicd monuments, famousgardensand parks, water
bodies, market places, cultural centre exhibitionsetc. takethe classout of the school
boundariesand integrateit with the community. Childrenlearn through exposureand
experienceand realizethe sgnificance of community intheir lives.
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Theneighbourhood park hasawaysbeen awonderful spacefor smal childrento play
with friends. School can usethisbank asalearning space by taking studentstherefor
naturewa ksand orientation to local floraand fauna. Variousenvironmenta activities
like measuring green canopy over the neighbourhood can be donein such public
parks. Adopting apark or astatueto keepit cleanwill dsoincul cate socia responsibility
among the students. Tree plantationswith the gardenersinthe park will teach children
inclusion and environment consciousness, besides making them adorable to the
community.

Street playsor Nukkad Natak by the sudentsisastrong mediumtointegrate community
spaceslike market, bus stops, metro stations and streetswith theinstitution. Here
students can deliver their messageswith the help of the play and feel responsible
towards the community. On the other hand, peopl e watching them get sensitise of
varioussocial concerns put up by the students. A successful interfacewill havethe
capacity to build public opinion on social issues.

6.6 INSTITUTION AS A COMMUNITY CENTRE

A school hasthestrong potentia to beused asacommunity centre. It'salready existing
infrastructure which remains unused beyond school hours can be thrown opento
community servicesand community engagement programmes.

Some examples of the after-school Community engagement programmes:

1.  Sportsactivitieswhere the school sportsinfrastructure can be used by the
neighbourhood people. For example, Tenniscourt, Badminton arena, Basketbd|
court, Footba | ground can be used by the community elther freeor at anominal
feeunder the supervision of coaches. Friendly matchesand athletic competitions
ontheschool ground onweekends can pull thewhole community together.

2. Youthengagement programmesin cultura activitiesliketheatre, dance, music
etc. can a so be organised.

3. Recredtiond activitieslikecultura or literary evenings can be organised by the
students, parentsand friends can beinvited to be part of the audience.

4.  Counsdling sessionscan bemadeavailableby employing quaified counsdllors.

5. Afternoonhobby classescan beorganised for childreninvolving artistssfromthe
neighbourhood
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6.

The school can also provide other institutions its space in the evening for Resource
conducting variousvocationd classes Management

All these activities can also be outsourced and fees can be charged to cover the
additional expenseslike paying the coachesor trainers, additional el ectricity and water
chargeshills, paymentsto cleaning staff etc.

. INTEXT QUESTIONS 6.3 Notes

1.

| dentify which popular community resourceslisted bel ow can beexplored by a
school for use:

a Cinema

b) TownHdl

c) Stadium

d) Allof theabove

What arethe precautionsto betaken to create community-school interface?
a) Peopletobeassgncommunication responsbilities

b) Documentation and record keeping

¢) Maintaining contact detailsof parentsand neighbourhood people handy to
reachoutinshorttime

d) Allof theabove

How should aningtitutional leader plan for community interactions?

a) Organizingsocidly useful activitiesthrough socia outreach programmes
b) Takingtoloca politicians

c) Digributing pamphletswithingructions

d) Cadlling parentsto school

How an educational institution can use alocal theatre for its students for
educationa purpose?

a) Conducting classesor organizing acultural programmes

b) Putting thename of thetheatre on school magazine
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¢) Obtainingfreemovieticketsfor sudentsand staff

d) Organisngacharity show

©- WHAT YOU HAVE LEARNT

Institution community interface refers to a point where two systems, subjects,
organizations, etc. meet and interact. |nthe context of an educationd institution, itis
the child around whom the parents, teachers and the community converge.

I nstitution community interfaceis essential for the devel opment of social skillsand
emotiona maturity among the children. It a so makesthe society better by apositive
grooming of itschildrenwho will grow up asrespons blefuturecitizens. They will have
the better understanding of their rolesand respong bilitiesin thesociety.

An effective school leader can establish public relationswith the community with
meti cul ous planning, good communication and by exploring theareasand activities
where students can safely mix with community adults.

Community resourcesliketown hal, stadium, theatre, monumentsetc. can beused for
the benefit of the studentsor for educational purposes. Similarly, theinstitution can
keep itsdoorsopen for thecommunity for usingitsinfrastructural fecilities(freeor at a
nomind fees) and caninvite neighbourhood peopleand organizationsto interact with
the studentson various occasions.

q'&' TERMINAL QUESTIONS

1.  Discussbriefly the concept of aschool community and how itsstructure has
changed over time.

2.  Ligandanadyseafewimportant factorsthat haveled to changesinthecommunity
characterigtics.

3. Whatistheneedfor aningitution-community interface? How will it benefit both
theingtitution and thecommunity?

4.  Explain with examples how an institutional space can engage community
members.

5.  Listafew community resources. Discuss how alocal park can beused asa
resourcefor aningtitution.
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6.  Referringto the anecdote mentionedinthetext, explore how an educational
ingtitution can utilize atheatre asalearning space.

7.  Distusstheroleof theleadershipin planning community-ingtitution interface.

8. Asaninstitutional leader make adraft plan for acommunity engagement
programme with required steps. List the precautionsyou would need to take
here.

‘&l ANSWERS TO INTEXT QUESTIONS

6.1

1. @ Apointwheretwo systems, subjects, organizations, etc. meet and
interact.

2. d) Alloftheabove

3. b) School

4. d.) Alloftheabove
6.2
a) Socid media
a) Migraion
All of theabove

A w0 D
NS

b) Childrenintheneghbourhood exhibit strong socid skillsand emaotiond
maturity

6.3
All of theabove
All of theabove

Organizingsoadly useful activitiesthrough socid outreach programmes

A w0 DB
& & e L

Conducting classesor organizing cultura programmes

Notes

Module - 2

Resource
Management
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Resource $6) LEARNING OUTCOMES
Management As

After reading thislesson, you are ableto:

° Explain concept, need and importance of ingtitution community interface

° Discusstheroleof establishing public relationswith the community
“Notes || o Describethewaysto utilizethe community resources

° Elaboratethewaysto usetheingtitution asacommunity centre
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