OVERALL ASSESSMENT FORM 
CHRISTIAN SOCIAL SERVICES COOMMISION

DEPARTMENT OF EDUCATION
QUALITY IMPROVEMENT SCORING CHART

A: School Particulars

	Name of school:
	

	Owner of school:
	

	Address of school
	

	District / Region / Zone:
	

	School phone/mobile:
	
	Email address:
	

	Name of head of school:
	


AREA = scoring area

S = scoring method: D = documentation check; O = observation; I = staff interview; E = evidence check

FC = full compliance

PC = partial compliance

NC = non-compliance

N/A = not applicable

	1 - GOVERNANCE

	ID
	CRITERIA
	AREA
	S
	FC
	PC
	NC
	N/A
	NOTES

	1.1
	The school has documents for its establishment
	Legal status
	D
	
	
	X
	
	

	1.2
	The school has a valid registration certificate which is readily available or displayed in the office
	Legal status
	D,O
	
	
	
	
	

	1.3
	The school has vision and mission statements which are displayed visibly for staff, students and/or visitors
	Vision/

Mission
	D,O,I
	
	
	
	
	

	1.4
	The school has a valid strategic school development plan
	Strategic plan
	D, I
	
	
	
	
	

	1.5
	The school has an organogram that clearly outlines the lines of responsibility and communication
	Organization structure
	D,O,I
	
	
	
	
	

	1.6
	The school is governed by a board
	Board
	E
	
	
	
	
	

	1.7
	The composition of board members meets government requirements
	Board
	E
	
	
	
	
	

	1.8
	The frequency of board meetings meets government requirements
	Board
	D,E
	
	
	
	
	

	1.9
	The Board approves the strategic school development plan, annual operational plans & budgets and school policies
	Board
	D,E
	
	
	
	
	

	1.9
	The school has a code of conduct / ethics for staff, including mechanisms to monitor adherence and to take corrective action
	Policy
	D,E,I
	
	
	
	
	

	1.10
	The school has regulations and procedures in place to safeguard the rights of students, and to protect them against abuse
	Policy
	D, I
	
	
	
	
	

	1.11
	The school has a copy of the Diocesan education policy and teachers should be aware of the policy
	Legal framework
	D, I
	
	
	
	
	

	1.12
	The school has copies of the 2014 Education Policy & other relevant documents that constitute the legal/policy framework relevant to the school
	Legal framework
	D
	
	
	
	
	


	2 – FINANCIAL MANAGEMENT

	ID
	CRITERIA
	AREA
	S
	FC
	PC
	NC
	N/A
	NOTES

	2.1
	The school has an accountant with sufficient qualifications
	Staff 
	E
	
	
	
	
	

	2.2
	The school has an accounting manual which captures financial regulations and procedures
	Regulations & procedures
	D
	
	
	
	
	

	2.3
	The school has adequate cash management procedures and regulations
	Regulations & procedures
	E,I
	
	
	
	
	

	2.4
	The school has adequate regulations & procedures for procurement
	Regulations & procedures
	D,I
	
	
	
	
	

	2.5
	The school has sufficient internal controls / checks and balances
	Regulations & procedures
	E,I
	
	
	
	
	

	2.6
	The school develops annual budgets - commensurate with their annual plan - and these budgets are used to manage expenses 
	Budgeting
	D,E
	
	
	
	
	

	2.7
	The school has a computerized accounting system
	Accounting system
	O,E
	
	
	
	
	

	2.8
	The school maintains adequate and up-to-date books of account, that allows for easy auditing
	Accounting system
	D,E
	
	
	
	
	

	2.9
	Bank reconciliations are made monthly
	Accounting system
	E
	
	
	
	
	

	2.10
	Financial reports are produced according to set schedules and (internal/external) requirements
	Financial reporting 
	D,E
	
	
	
	
	

	2.11
	The school has a system for identifying/ registering and managing assets
	Asset management
	E
	
	
	
	
	

	2.12
	All school assets are labelled
	Asset management
	D,O
	
	
	
	
	

	2.13
	The school has instituted an internal audit system
	Audits
	D
	
	
	
	
	

	2.13
	The school commissions external audits annually
	Audits
	D
	
	
	
	
	

	2.14
	The last audit report is unqualified
	Audits
	D
	
	
	
	
	


	3 – HUMAN RESOURCE MANAGEMENT

	ID
	CRITERIA
	AREA
	S
	FC
	PC
	NC
	N/A
	NOTES

	3.1
	Number of staff meet requirements as set by the government
	Staff quality
	E
	
	
	
	
	

	3.2
	Qualifications of staff meet minimum requirements as set by the government
	Staff quality
	E
	
	
	
	
	

	3.3
	Cadre meets minimum cadre requirements as set by the government
	Staff quality
	E
	
	
	
	
	

	3.4
	The school has documented her HR policies, regulations & procedures
	HR policy & regulations
	D, I
	
	
	
	
	

	3.5
	The school adheres to URT labour laws
	Legal adherence
	D,E
	
	
	
	
	

	3.6
	(For girl schools only) At least 50% of all staff is female
	Gender
	E
	
	
	
	
	

	3.7
	All staff have clear job descriptions
	Roles & responsibilities
	D,I
	
	
	
	
	

	3.8
	The school keeps up-to-date files for each staff member (appointment letter, JD, CV & copies of certificates, 
	Filing
	E
	
	
	
	
	

	3.9
	A system to assess & manage staff performance is in place and in use
	Performance management
	D,E,I
	
	
	
	
	

	3.10
	The school has a documented transparent and competitive’ remuneration structure
	Staff Remuneration
	D,E,I
	
	
	
	
	

	3.11
	The school invests in staff development
	Staff development
	E,I
	
	
	
	
	

	3.12
	Indicator for staff turnover: the number of teachers who left during the past year
	Staff turnover
	E
	
	
	
	
	

	3.13
	The school has a documented induction procedure to orient and support new staff
	Staff induction
	D,E,I
	
	
	
	
	


Table 3.1 Number of teachers versus teacher requirements: forms 1 – 4

	
	Maths
	Physics
	Chemistry
	Biology
	Kiswahili
	English

	No of students
	
	
	
	
	
	

	Total no of streams (total of forms 1-4)
	
	
	
	
	
	

	No of periods / week (total of forms 1-4)
	
	
	
	
	
	

	Total number of periods/week (No of periods x streams)
	
	
	
	
	
	

	Required number of teachers (Total of previous column / 32)
	
	
	
	
	
	

	Actual number of teachers
	
	
	
	
	
	

	Score
	
	
	
	
	
	


Score: 1 = actual is equal of bigger than required; 2 = actual is not equal to required, but is acceptable; 3 = actual is not equal to required, and is not acceptable

Table 3.2 Qualifications of teachers

	Gender
	Total
	Qualified
	Unqualified

	
	
	Diploma 
	Degree 
	Masters 
	Diploma 
	Degree 
	Masters 
	Others (please specify)

	Male 
	
	
	
	
	
	
	
	

	Female
	
	
	
	
	
	
	
	

	Total 
	
	
	
	
	
	
	
	


	4 – SCHOOL MANAGEMENT

	ID
	CRITERIA
	AREA
	S
	FC
	PC
	NC
	N/A
	NOTES

	4.1
	The head of school meets minimum academic qualifications
	Qualifications
	E
	
	
	
	
	

	4.2
	The school develops annual plans, in line with the strategic school development plan
	Planning
	D
	
	
	
	
	

	4.3
	School has set targets for student performance
	Planning
	D,E,I
	
	
	
	
	

	4.4
	The school has adequate mechanisms to monitor implementation of their annual plans, and to take corrective action where necessary
	M&E
	E
	
	
	
	
	

	4.5
	The internal school curriculum is evaluated periodically, resulting in improvements
	M&E
	D,E,I
	
	
	
	
	

	4.6
	Staff meetings are held at least once per month
	Staff participation
	D,I
	
	
	
	
	

	4.7
	School management is aware of the financial health of the school and has put in place modalities to sustain and improve its financial sustainability
	Financial sustainability
	E
	
	
	
	
	


	5 – ACADEMIC QUALITY ASSURANCE

	SN
	CRITERIA
	AREA
	S
	FC
	PC
	NC
	N/A
	NOTES

	5.1
	Syllabi are available for all subjects / forms
	Curriculum
	D
	
	
	
	
	

	5.2
	Schemes of work are available and used for all subjects / forms
	Student centred approach
	D,O
	
	
	
	
	

	5.3
	Lesson plans are made and used for all lessons
	Student centred approach
	D,O
	
	
	
	
	

	5.4
	Bank of questions (internal & external) is available and used for each class
	Student performance monitoring
	D,O
	
	
	
	
	

	5.5
	School keeps records  of quizzes, tests and examination; and carries out examination analyses 
	Student performance monitoring
	D,E
	
	
	
	
	

	5.6
	School has records of students continued assessment
	Student performance monitoring
	D,E
	
	
	
	
	

	5.7
	Teachers routinely review and enter notes in students’ exercise books
	Student performance monitoring
	D,O
	
	
	
	
	

	5.8
	Availability of well-filled subject log book
	Monitoring teacher routine responsibility
	D,E
	
	
	
	
	

	5.9
	Availability of well-filled class journal
	Monitoring teacher routine responsibility
	D,E
	
	
	
	
	

	5.10
	Availability and use teaching aids
	Use of teaching aids
	E,O
	
	
	
	
	

	5.11
	Evidence of students’ meetings to discuss academic issues, forwarded and addressed
	Student participation
	D,I
	
	
	
	
	

	5.12
	Evidence of regular teaching assessments of teachers
	Teacher assessment
	D,E
	
	
	
	
	


	6 – INFRASTRUCTURE, FURNITURE, EQUIPMENT & SECURITY

	SN
	CRITERIA
	AREA
	S
	FC
	PC
	NC
	NA
	NOTES

	6.1
	The school has sufficient classrooms
	Infrastructure
	E,O
	
	
	
	
	

	6.2
	The school has sufficient tables and chairs/benches to accommodate the number of enrolled students
	Furniture
	E,O
	
	
	
	
	

	6.3
	The school has sufficient text books to accommodate the number of enrolled students
	Books
	E,O
	
	
	
	
	

	6.4
	(For boarding schools) The school has sufficient rooms, bed & matrasses to accommodate boarding students
	Infrastructure & furniture
	O
	
	
	
	
	

	6.6
	The school has sufficient toilets etc to accommodate the number of enrolled students (disaggregated by sex)
	Infrastructure
	E,O
	
	
	
	
	

	6.7
	The admin unit has computers, printers and a photocopier machine
	Equipment
	O
	
	
	
	
	

	6.8
	The school has sufficient number of laboratories, well-equipped and  they meet (government) standards
	Infrastructure & equipment
	O
	
	
	
	
	

	6.9
	The school has a sufficiently equipped library / resource center
	Infrastructure & equipment
	O
	
	
	
	
	

	6.10
	The school has a sufficiently equipped computer lab
	Infrastructure & equipment
	E,O
	
	
	
	
	

	6.11
	School has enough fire extinguishers
	Safety & security
	E,O
	
	
	
	
	

	6.12
	The school has taken sufficient precautions to guarantee safety and security
	Safety & security
	E,O
	
	
	
	
	


Table 3.3 Cadre availability

	SN
	Cadre
	Male
	Female
	SN
	Cadre
	Male
	Female

	1
	Head of School
	
	
	8
	Student Counselor
	
	

	2
	Assistant Head of school
	
	
	9
	Sports supervisor
	
	

	3
	Academic dean / master
	
	
	10
	Science lab technician
	
	

	4
	Matron / patron (for boarding only)
	
	
	11
	Office attendant
	
	

	5
	Head of discipline
	
	
	12
	Cook
	
	

	6
	Accountant
	
	
	13
	Driver
	
	

	7
	Chaplain
	
	
	14
	Watchman
	
	


6.1 Number of students versus facilities

	
	Form 1
	Form 2
	Form 3
	Form 4
	Form 5
	Form 6
	Total

	Boys 
	
	
	
	
	
	
	

	Girls
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	

	Number of classrooms
	
	
	
	
	
	
	

	Student – classroom ratio
	
	
	
	
	
	
	

	Number of tables
	
	
	
	
	
	
	

	Student – table ratio
	
	
	
	
	
	
	

	Number of chairs
	
	
	
	
	
	
	

	Student-chair ratio
	
	
	
	
	
	
	


6.2 Number of students’ vs books

	Subjects
	Form 1
	Form 2
	Form 3
	Form 4

	Maths 
	
	
	
	

	Student-book ratio maths
	1-3 p
	
	
	

	Physics
	
	
	
	

	Student-book ratio physics
	
	
	
	

	Chemistry
	
	
	
	

	Student-book ratio chemistry
	
	
	
	

	Biology
	
	
	
	

	Student-book ratio biology
	
	
	
	

	Kiswahili
	
	
	
	

	Student-book ratio Kiswahili
	
	
	
	

	English
	
	
	
	

	Student-book ration English
	
	
	
	


6.3 Number of sanitary facilities

	Sanitary facilities
	Girls
	Boys

	No of holes
	
	

	Hole – student ratio
	
	


	7 – SCHOOL RELATIONSHIPS

	SN
	CRITERIA
	AREA
	S
	FC
	PC
	NC
	N/A
	NOTES

	7.1
	The school has good relationship with the local government
	Government
	I,E
	
	
	
	
	

	7.2
	The schools/ teachers maintains good relationships with surrounding communities
	Community
	I,E
	
	
	
	
	

	7.3
	The school takes measures to forge close relationships with parents of pupils/students
	Parents
	I,E
	
	
	
	
	

	7.4
	The school regularly organizes parent-teacher consultations to discuss pupil/student progress
	Parents
	I,E
	
	
	
	
	

	7.5
	The school upholds communications with student alumni
	Alumni
	I,E
	
	
	
	
	


	8 – STUDENT WELFARE

	SN
	CRITERIA
	AREA
	S
	FC
	PC
	NC
	N/A
	NOTES

	8.1
	The school has sufficient extra-curricular activities 
	Leisure
	E,O,I
	
	
	
	
	

	8.2
	The school organizes activities that improves self-reliance (life skills) of students
	Life skills
	E,O,I
	
	
	
	
	

	8.3
	Student council (school management vs student council)
	Student participation
	I,E
	
	
	
	
	

	8.4
	The school provides career development counselling services
	Counselling
	I,E
	
	
	
	
	

	8.5
	The school provides psycho-social counselling services
	Counselling
	I,E
	
	
	
	
	

	8.6
	The school has a system for reporting confidential information
	Confidentiality
	I,E
	
	
	
	
	

	8.7
	The school provides remedial services to ‘slow’ learners
	Special needs
	I,E
	
	
	
	
	

	8.8
	The school is accessible to students with physical disabilities
	Special needs
	I,E
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