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Instructions:-

Answer both questions.

Provide brief answers. (point form).

01.

The Zonal Director of Education informed all principals to continue with the

management of all school activities in his zone efficiently, and he will visit the

schools during the following week to examine the office activities and evaluate the

principals.

(i)

(i)

(iii)

(iv)

(v)

If you are working as the principal in a school in this zone, state the kinds of
files you maintain in the school. What are the advantages of a sound filing
system? (10 Marks)
“The data required to take decisions regarding a school, can be easily obtained
from the school office.” Examine critically. (10 Marks)
Mention five forms used to facilitate the office activities of a government
school and state the advantages and disadvantages of those forms. (10 Marks)
State five points regarding the school office management to which the Zonal
Director of Education may draw attention to in the supervision of your school.
(10 Marks)
Name and explain five essential quality standards of a primary school.
(10 Marks)
(Total — 50 Marks)
P.T.O.



02.

While it is the responsibility of the Head of the institution to provide a list of duties to

an officer reporting for duty, the list of duties can be given in accordance with the job

position in the organization structure, organization goals and the rules governing the

institution.

Q) What action can be taken by a principal in the case of a teacher who has
neglected the duties entrusted to him by the principal? (10 Marks)

(i) State briefly what ‘misconduct’ is, and discuss the procedures that the Head of
an Institution can take regarding misconduct. (10 Marks)

(ili)  State five severe punishments that can be meted out to an accused as per
chapter XLVIII of the Establishment Code, and describe the pre-conditions
that should be fulfilled in meting two such punishments (10 Marks)

(iv)  Discuss the advantages and disadvantages of subjecting a newly appointed
officer to government service, to a period of probation. (10 Marks)

(V) “Even though modern technological equipment have been provided to many

government schools the Heads of those schools do not make use of them.”
Examine critically. (10 Marks)
(Total — 50 Marks)
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