
APPENDIX 1 

CONTENT OF TRAINING COURSES 

The basic consideration of course construction was agreed to be that whatever 
participants acquired through training should help them to do their jobs more 
effectively. I n particular, courses should help educational administrator s 
and supervisors to relate the areas for which they were primarily concerne d 
to socio-economic developmen t and national objectives at different levels of 
planning; to enable them to see the educational system and its linkages as a 
whole; to improve their co-ordination of the sub-systems in which they 
operated; and to manage people, funds, and facilities more effectively. 

Courses should be essentially practical. Thi s did not mean that they 
should be arranged as a series of unrelated activities strung together like 
a string of sausages. Cours e design should be based on a sound conceptual 
framework and should be structured t o help participants interpret their own 
experience in relation to this framework and to extend tha t experience through 
a sequence of learning situations including practical visits and attachments. 
Participants should be better equipped to tackle problems which they had 
already encountere d and to develop strategies for dealing with new problems 
which would arise in a changing situation. Course s should therefore blend 
together training in specific ways of handling specific problems and a greater 
awareness of the principles which underlie the problems and th e techniques of 
problem solving. 

Training should focus on task areas common to administrative and super-
visory staff (includin g headteachers and deputies, inspectors, supervisors 
and education officers). I n this way the understanding of basic concepts 
could be related t o practical training in the administrative processes of 
planning, decision making, organizing, co-ordinating, communicating, influ-
encing, and evaluating in each task area. A  course could cover one task area 
or a selection of conceptually related areas according to the time available 
and the particular needs of participants. Trainin g in different task areas 
could be arranged t o provide a common course as part of specialist courses 
for administrators and supervisors. 

Concepts Tas k Areas and Administrative Processe s 

(a) Organizatio n Nationa l objectives - Planning and evaluating education 
theory, aims, goals programme s in relation to national objectives and 
and objectives instrumenta l targets for social and economic development; 

implementation, supervision and support of development 
projects. 

(b) Huma n Pupil s - Grouping of pupils, setting and streaming: 
relations and allocatio n of pupils to courses; academic and pastoral 
creative deve- counselling ; assessment procedures (interna l and 
lopment of external) ; recording of pupil progress and skill 
potential profiles ; control of pupil-behaviours. 
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(i) Leadershi p 
and decision 
making in formal 
and informal 
organizations* 

Staff - Assessment of needs; recruitment selection, 
and induction of staff (as applicable); conduct of 
supervisory discussions, principal-teacher, and 
inspector-teacher; preparation, conduct and follow-
up of staff meetings; co-ordination of auxiliary 
staff and para-professionals; staff development 
(internal, and by external in-service courses); 
self-evaluation of staff and progress reviews; 
continuing professional development and pro-
fessional ethics. 

(ii) Grou p dyna- Communit y - Programming school community contacts; 
mics, power, us e of community expertise and resources in school 
structures, organi- programmes ; integration of school interests with 
zational development area s of community concern; involvement of teach-

ing staff in out-of-school education and community 
development; role of parents associations, school 
committees and boards of governors. 

(c) Manageria l concepts Managemen t - School management system; channels of 
and programme development 

(i) System s 
theory 

(ii) Curriculu m 
development and 
learning theory 

communication; network and critical path analysis; 
identification of routine and developmental activi-
ties; delegation of duties or responsibilities; 
improving consultation sideways, upwards and down-
wards; allocation, and use of resources; office-
routine, record keeping, simple accounting procedures. 

School programme - Curriculum planning, implemen-
tation strategies and evaluation; assisting adap-
tation in relation to local environment and 
individual abilities; lifelong education; balance 
and assessment (internal and external) of school 
programmes and activities; support needs and 
motivation - use of library facilities and teaching 
materials, inter-school co-operation and subject 
associations; rationale and procedures for piloting 
new curricula; feed-back channels. 

(iii) Course design Trainin g - Development of training skills and 
and appraisal technique s including course design and appraisal; 

development of national in-service programmes in 
educational administration and supervision. 

(iv) Evaluatio n Evaluation - Preparation of tools of information 
and evaluation; the implication of such tools; 
the basis and methods of test construction. 

Expected Outcomes 

Courses could be expected to achieve the following outcomes: 

(a) Deepenin g participants awareness of the relationship 
between education and socio-economic development in terms of 
planning for instrumental objectives and national goals. 

*The concepts indicated under (b), (i) and (ii) provide a framework for all 
three task areas, relating to pupils, staff and community. 
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(b) Improvin g the efficiency and effectiveness of parti-
cipants in their performance in a specified tas k area. 

(c) Developin g co-operative attitudes among participants 
towards the interlocking nature of their roles, by discussions, 
case studies, and group activities involving headteachers, 
inspectors and educational administrators in a particular task 
area. 

(d) Assistin g participants t o identify particular task areas 
where trainin g in educational administration and supervisio n 
would be of benefit in their country and, by example, assisting 
them to formulate and run programmes to meet such needs on in-
service basis. 

Structure of Training 

The training programme would comprise seminars, workshops, case studies and 
simulation exercises. Lectures , if needed, should be at a minimum. Ther e 
would be observation of the appropriate administrative process within a 
particular school or district of the education system in the host country of 
the regional centre. Thi s might take the form of a practicum arranged during 
the course to enable participants to undertake a period of internship in the 
host country. Th e particular mode of the practicum would depend on avail-
ability of suitable institutions , adequate supervisions, costs, and th e 
individual needs of participants. 

The professional group identified as supervisors and inspectors are 
concerned with ensuring effective implementation of policy and perform both 
advisory and evaluative functions. The y could profitably trai n with admin-
istrators at some other levels on courses as suggested above. Alternatively , 
special courses could be provided for supervisors, developed on the basis 
of clinical supervision and extending those skills to wider contexts after 
participants had trie d out the skills for an extended period in supervision 
of teaching staff. 

The following skills should be developed; observing, interviewing, 
counselling, report-writing, researching and linking teacher s with thei r 
colleagues and with th e headquarters. 

Participants would be trained in these skills through a basic course 
unit: The Supervisor and th e Teacher, concentrating on how to help teacher s 
analyse their own (ad d each other's) teaching performance and its outcome in 
relation t o pupil learning and behaviour. Th e course would cover technique s 
of clinical supervision: 

Planning 
Observation 
Analysis 
Treatment of teachers' classroom performance 

Incorporated i n this unit would be a period of extensive practice for parti-
cipants, to include visiting a school with their senior inspector or a course 
tutor. 
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The second part of the course would compris e two further units: 

The Supervisor and the School 

(a) Technique s of organization development: communication 
flows, effective meetings, goal clarity. 

(b) Inter-grou p and inter-rol e conflicts, procedures for 
problem-solving an d decision-making. 

(c) Crisi s management. 

The Supervisor and the System 

(d) Curriculu m development and evaluation. 

(e) Staf f development. 

(f) Publi c relations and community involvement . 

(g) Strategie s for implementing change. 

Participation i n the courses would be expected b o improve the efficiency 
and effectiveness of participants i n the performance of their duties. The y 
would be expected t o develop new attitudes to their role - a stronger commit-
ment t o its supportive functions and a clearer understanding of the functions 
which the y already performed on an intuitive basis. The y would be expected 
to acquire and develop new skills particularly i n the area of guiding teacher s 
to more effective performance of their duties and i n the management of change 
to implement policy i n education. I t was expected tha t participants in 
courses at a regional centre would perform a training function after their 
return home. 

It was felt, however, that the initiative take n by some ministries of 
appointing an officer specifically t o be responsible for the development of 
in-service programmes was a valuable development and tha t such officers would 
profit from the courses conducted specifically fo r the training of trainers. 
Such courses would use either of the course models described above, and with 
regard C o those areas, would especially demonstrate th e development of 
training methods. Cours e design and appraisal would for m a component of che 
course, providing opporcunity fo r ch e study and development of training skills 
and techniques . 

Evaluation 

Evaluation would be done by participants, staff and ch e participating 
countries. Th e participants would evaluate themselve s and also th e course. 
Staff members would evaluat e th e achievement of thei r participants and also 
che effectiveness of the course. Participatin g countries would evaluate both 
the effectiveness of th e officers the y send and ch e effectiveness of the 
course offered t o the participants. Follo w up of the participants would be 
needed for feed-back. 
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APPENDIX 2 
LIST O F PARTICIPANT S 

A n g u i l l a 

Mr. A . R i c h a r d s o n 
A s s i s t a n t S e c r e t a r y 
M i n i s t r y o f S o c i a l S e r v i c e s 

Barbados 

Miss C . Arche r 
Educa t ion O f f i c e r 
M i n i s t r y o f E d u c a t i o n an d C u l t u r e 
Bridgetown 

Bermuda 

Mr. J. S. Richards 
Chief Education Officer 
Department of Education 

Cayman Islands 

Mr. 0. Rankine 
Education Officer 
Grand Cayman 

Grenada 

Mr. S. Charles 
Assistant Education Officer 
Ministry of Education, 
Youth and Social Affairs 

St. Georges 

Guyana 

Mr. T. Ramjattan 
Headmaster 
Corentyne 

St. Kitts 

Mrs. D. Richardson 
Principal 
Teachers Training College 

Antigua 

Mr. J. Knowles 
Education Officer 
Ministry of Education and Culture 

Barbados 

Mr. G. Braithwate 
Education Officer 
Ministry of Education and Culture 
Bridgetown 

British Virgin Islands 

Mrs. I. Turnbull 
Education Officer (Teache r Training) 
Department of Education 
Tortola 

Dominica 

Mr. W. Fevrier 
Principal 
Grand Bay 

Guyana 

Mr. F. Arokium 
Headmaster 
Georgetown 

Montserrat 

Mr. J. Daniel 
Principal 
Plymouth Junior Secondary School 

St. Lucia 

Miss T. Mason 
Education Officer 
Ministry of Education and Culture 
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St. Vincent Trinidad and Tobago 

Mr. W. Ryan 
Education Officer 
Ministry of Education 
Kingstown 

Mr. R. Chester 
Schools Supervisor 
Ministry of Education and Culture 
Port of Spain 

Trinidad and Tobago 

Mr. F. Thomas 
Schools Supervisor 
Ministry of Education and Culture 

Turks and Caicos 

Mrs. G. Been 
Headteacher 
Salt Cay 

Course Director 

Mr. R.V. Goodridge 
Director 
School of Education 
Cave Hill, 
University of West Indies 
Barbados 

Course Consultant 

Dr. M.K. Bacchus 
Professor, 
Sociology of Education, 
University of Alberta, 
Canada 

Commonwealth Secretariat 

Dr. M,N. Haq, 
Assistant Director, 
Education Division, 
Commonwealth Secretariat 
(14-20 May 1979) 

Mr. S.E. Packer, 
Education Officer, 
Education Division, 
Commonwealth. Secretariat 
(8-13 July 1979) 
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APPENDIX 3 
DAILY TIMETABLE 

Week 1 Resource Persons 

14 May 

15 May 

16-21 May 

Opening ceremony. 

Introduction to the course. 
Present and emerging role of educa-
tional administration in the Caribbean. 

Factors influencing the goals or 
objectives of educational institutions: 

a. Ho w national development policies 
are set and educational policies 
fitted into the national 
framework. 

b. Ca n education play an effective 
role in national development and 
social change? 

c. Wha t conflicts arise between 
economic development and the 
goals of education? 

d. Th e allocation of resources 
between educational and economic 
projects. 

Leslie Atherley 

Grace Branker 

Joyce Cole 

Erskine Sandiford 

Leonard Shorey 

Week 2 

22-24 May Interpersonal relationships in admini-
strative settings. A n examination of 
role, role set, role taking and role 
making, intergroup and inter-role 
conflict, perception of self and others, 
power, leadership and authority in 
schools and ministries: 

a. Wha t relevance do these concepts 
have for understanding behaviour 
in an administrative setting? 

b. Use s and limitations of authority. 
Power in the administrative 
hierarchy. 

c. Professiona l competence and 
legitimacy vis a vis legal 
authority. 

d. Overcomin g the obstacles which 
hinder productive inter-personal 
relationships. 

Anthony McMullan 
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Week 3 Resourc e Persons 

25-29 May Organisationa l structures. Th e M . K. Bacchus 
dynamics and productivity of 
institutions. Motivatio n and 
morale. 

a. Th e goals of educational 
organisations and business 
organisations. 

b. Th e influence of goals on 
organisational structure. 

c. Wh y is the clarity of goals 
important to prevent role 
conflict? 

d. Th e problems of achieving clarity 
of goals in a school setting. 

e. Difference s between publicly 
stated goals and operational 
goals. Wha t are the 'real' goals? 

f. Ho w does a hierarchically 
structured organisation distort 
communication and reduce 
creativity and productivity? 

g. Ar e these ideal structures for 
schools and Ministries? 

30-31 June Decisio n making: Earl e Newton 

a. Ho w does leadership style 
affect the nature of decision 
making? 

b. Ar e there leadership styles 
which positively affect parti-
cipants in the decision making 
process to implement decisions? 

c. Decision s of 'certainty' and 
'uncertainty'. 

d. Delegatio n of responsibilities 
and specification of roles. 

e. Staf f meetings. 

f. Interviewing . 
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Week 4 Resource Persons 

5-6 June a . Structur e and organisational 
dynamics of a Ministry of 
Education. 

Daphne Millington 

Week 7 

Ministry, school and community 
relationships. 

6-8 June Allocation and use of resources 
within a school. 

R. M. Nicholson 

Week 6 

Management of change and 
innovation. 

Week 5 

11-15 June Cours e attachments. 

18 June Oral reports and discussion of course 
attachment. 

19 June Aims and objectives of supervision Senior officers of the 
Ministry of Education, 
Barbados. 

20 June Principle s of effective supervision. 

21-22 June Rol e and functions of the school 
supervisor. Technique s of school 
supervision. Evaluatin g the 
effectiveness of school supervision. 

G. Brathwaite 
D. Jordan 

25 June The elements of the curriculum. Desmond Clarke 
W. King 

26 June Th e curriculum process and the supervisor 
supervisor. 

Desmond Clarke 
C. Glean 

27 June Curriculum innovation Desmond Clarke 
C. Glean 
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28 June 

29 June 

The supervisor and the curriculum 
in the school setting. 
Designing programmes. 

Practical activities. 

D. Clarke 
C. Glean 
D. Clarke 
C. Glean 
W. King 

Week 8 

3 July 

4 July 

5 July 

Job requirements and interviewing. 
Self evaluation schedules for 
Education Officers and Headmasters. 

Caribbean Examinations Council. 

Leadership and delegation of authority. 

Educational aid in the Caribbean. 

Earle Newton 

Earle Newton 
CXC Panel Members 

Earle Newton 

Earle Newton 
Representatives of aid 
agencies 

Week 9 

5-11 July Supervisio n and the improvement of 
instruction. 

12 July Cours e evaluation. 
Closing ceremony. 

Desmond Broomes 
Gerald Rose 

R. V. Goodridge 
E. Newton 
S. E. Packer 
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APPENDIX 4 

THIRD COMMONWEALTH REGIONAL TRAINING COURSE 

IN EDUCATIONAL ADMINISTRATIO N 

Summary Evaluatio n 

Caribbean 1979 

The course team in Barbados administered an evaluation questionnaire in the 
last week. Thi s summary include s most of the items included in the questionnaire. 

Aims and Objectives 

1. T o what extent do you consider that your appreciation of the adminis-
trative process was deepened? 

Very much 8 Muc h 9  Littl e 0 Ver y little 1 

2. D o you consider th e concepts to which you were exposed relevant to the 
practice of educational administration as you have experienced it in the 
Caribbean? 

All the concepts seemed very relevant 10 

Most o f the concepts were relevant some not relevant 8 

Most o f the concepts were irrelevant though some were relevant 0 

Nearly all the concepts were irrelevant 0 

3. Ho w much, if at all, do you think these concepts might help you to 
improve your effectiveness as educational administrators when you return 
to your jobs? 

Very much 7 Muc h 9  Littl e 2 Ver y little 0 

4. Ho w much do you think the course will help you in your supervisory 
role? 

Very much 7 Muc h 10 Littl e 1 Ver y little 0 

5. Ho w much do you think that the course has increased your awareness of 
the relationship between education and socio-economic development i n planning 
for national aims and objectives? 

Very much 5 Muc h 10 Littl e 2 Ver y little 1 

6. Ho w much do you thin k that group work, involving administrators in 
different branches of the educational system, was useful in giving you or 
reminding you of the perspectives and interests of various professional 
groups in education? 

Very much 6 Muc h 6  Littl e 1 Ver y littl e 0 

7. Ho w much do you chin k tha t you have learnt about the educational prac-
tices and problems in the other countries of the region which might help to 
increase your awareness of your own educational problems? 

Very much 6 Muc h 11 Littl e 0 Ver y littl e 1 
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3. Ho w much do you thin k tha t the course has helped you t o develop an 
awareness of the need for national in-servic e courses in educational 
administration and supervision ? 

Very much 5 Muc h 11 Littl e 2 Ver y littl e 0 

9. Ho w much has the course enabled you t o better identify in-servic e needs 
for personnel i n your education system? 

Very much 3 Muc h 14 Littl e 1 Ver y littl e 0 

10. Ho w much has this course helped i n giving you ideas about how you might 
help run in-service courses? 

Very much 8 Muc h 9  Littl e 1 Ver y littl e 0 

11. Th e course attempted t o provide a variety of learning experiences. 
How much do you think you have gained from each method? 

Very littl e 

0 

0 

0 

0 

0 

0 

0 

1 

Participants pre-
sentation 

12. O f the instructional methods listed below which was used adequately, 
which could have been used less and which could have been more? 

'Mini Lectures' 

Class discussion 

Working and dis -
cussing in groups 

Attachment 

Informal discussion 
among colleague s 

Reading 

Case studies 

Simulations 

0thers 

Film 

Very much 

5 

6 

14 

3 

10 

3 

5 

5 

Much 

12 

9 

4 

14 

7 

11 

11 

11 

1 

Lit" 

1 

2 

0 

1 

1 

4 

2 

1 

1 

Lectures 

Film and discussion 

Group discussion and 
assignments 

Case studies 

Simulation 

Just right 

12 

7 

10 

15 

7 

Used more 

6 

10 

4 

1 

11 

Used less 

0 

1 

2 

CM 

Others 
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13. Overal l was the use of a variety of instructional approaches effective 
or did it confuse? 

Effective Fairl y effective but to o Effectiv e at time s Confusin g 
much variety confusin g at others 

13 1  4  0 

14. Durin g th e period of the course you were put into different groups. 
Would i t have been better t o stay with the same group all the time? 

Yes N o 

0 1 8 

15. D o you thin k that there should have been an examination at the end 
of the course and a formal certificate based upon the result? 

Yes N o 

1 1 7 

16. Wa s the course: 

Long enough To o long To o short 

7 9  2 

17. Fro m th e point of view of a practising educational administrator did 
you consider th e course content and objectives to be: 

Yes N o 

Relevant 1 8 0 

Useful 1 8 0 

Too much 4  1 4 

Too little 3  1 3 

Adequate on variety 1 7 0 

Too theoretica l 2  1 4 

A good balance of theoretical 
and practical issue s 1 6 2 

18. A n overall assessment of the course: 

A very worth-while expereince - very useful 1 7 

Most of the course was useful although some of 
the activities were irrelevant or useless 2 

Most of the course was not really useful 
although some of it was 1 

A waste of an administrator's time 0 
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