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National Education Foundation (NEF)  has been mandated vide its ordinance XX-2002 to provide free education to the disadvantaged group of Islamabad Capital Territory, Azad Jammu & Kashmir, Gilgit-Baltistan and FATA since 1998. NEF has remarkably been discharging its responsibilities with utmost dedication and effectiveness. NEF established more than 800 Community Model Schools in its areas of jurisdiction so far.  

Community Model schools (CMS) is a flagship program of NEF. Presently, NEF has been sustaining 42 Community Model Schools in three district of AJK i.e. Muzaffarabad, Bagh and Hattian Bala. These schools are performing well. In this regard, 

1. COMMUNITY MODEL SCHOOLS 
The features of the community model schools are as under:-

i. Model
The model of CMS was a tripartite model consisting of three partners i.e. NEF, Community and NGO. But the role of NGO no more exist as due to financial crunch the monitoring role of NGO has been shifted to NEF administration.  

ii. Criteria for establishment of schools 

The criteria of the establishment of CMS are as under:- 

a. There should not be any government schools 

b. There should not be any school in the radius of 2.5 km 

c. Community should be willing to play their role and facilitate NEF in establishing schools in the form of providing shelter, land, building etc 

d. Remote areas would be preferred 

iii. Role of NEF

The roles and responsibilities of NEF administration are as under:-

i. Provide financial support the schools 

ii. Provide teachers honorarium  as per financial resources 
iii. Carry out monitoring of the schools 

iv. Provide free text books to the students 

v. Coordination with the CEC and Community

vi. Provide free teachers training 

vii. Provide all basic necessities as per its financial resources  

viii. Ensure provision of quality education 
ix. These schools will be run from the proceeds of Multipurpose Endowment Fund of NEF

iv. Role of Community
The following are the role assigned to the community of respective schools 

a. The community will provide land, shelter, rooms, building etc for the school

b. There should be a Community Education Committee (CEC) comprising of a chairman and four members 

c. The CEC will be responsible for monitoring of the schools, keep close check on the teachers and their performance, 

d. Resolve issues of the schools at community level 

e. Provide the missing facilities by mobilizing and motivating the community 

2. CMS RULES AND REGULATIONS
NEF has always been working hard to provide free quality education in a conducive environment to the disadvantaged group of society. The Community Model Schools Policy formation is another step to improve quality, standards of the schools, learning out comes, environment of schools, incentives to the teachers etc.  

The CMS policy will be applicable immediately after is approval from the Board of Governors of National Education Foundation. This policy has been formulated with a mission to make the community model schools as model in operational areas of NEF. 

i. Role of NEF 
The following will be the role and responsibilities of NEF 

a. Financial support to the schools from the proceeds of multipurpose Endowment Fund of NEF 

b. Monthly in time disbursement of honoraria to the teachers 

c. Incentives to the teachers are per available fund

d. Annually scheduled monitoring of the schools and report submission to the Managing Director with recommendations and suggestions which will be considered and action will be taken accordingly 

e. Provision of annual scheduled free teachers’ training on the basis of findings of monitoring visit or as per need 

f. Replacement of teachers on merit through proper procedure as defined in this policy
g. Provision of teacher at 1:30 teacher to students’ ratio
h. Provision of free text books 

i. Provision of all basic facilities by mobilizing the community and as per financial resources of NEF after approval of Executive Committee 

j. NEF will make every possible effort to engage private sector, NGOS, Volunteers under this program for facilitation, volunteer services etc 

k. Annual budget of these schools will be prepared and get approved from BoG every year 

l. Coordination with AJK Govt. , CECs and Communities 

m. Formation of CECs 

n. Address any unforeseen issues of the schools 

o. The Managing Director NEF will be responsible for implementation of  above mentioned roles/ responsibilities 
ii. School Administration 
The school administration will comprise of the following;
A. Head teacher 

The main administrator of the school will be the head teacher. 
I. Eligibility criteria 

The head teacher should meet the following criteria 

a. Should be the teacher of the school 

b. Should be the senior most teacher of the school  
c. Should be the most qualified teacher of the school
d. Should fulfil his/ her responsibilities otherwise may be replaced 
e. Can be replaced with the junior or less qualified if not performing well 
ii. Selection 

a. The head teacher will be notified by the head office after approval of Director (F&P)

b. In case of poor performance (academic and administration) of head teacher, the Assistant Director (F&P) will put a case for replacement of head teacher with recommendation of second in seniority. in case the second in senior possesses lower qualification then other , then the teacher with higher qualification will be preferred 

iii. Role and responsibilities of head teacher 
The head teacher will be responsible for the following:-
a. Management and administration of school 

b. Ensuring quality of education 

c. Monthly checking of note books of students and passing instruction to the teachers as deemed necessary 

d. Maintaining and ensuring teachers and students attendance 

e. Keeping and maintaining school record 

f. Coordination with the Head office 

g. Informing the Head office about the issues 

h. Submission of annual result 
i. Providing information as required by head office 

j. Preparation of time table and lesson plan and its strict implementation

k. Ensuring that no student is being charged for any thing 

l. Coordination with CEC

m. Calling CEC meeting after every four months  and addressing the issues of the schools  and sharing the minutes of the meeting with head office 

n. Maintenance of the building 

o. Ensuring cleanliness of the school 

p. Providing conducive environment to the students 

q. Make all possible arrangement during winter and summer to the students 

r. Informing head office regarding absentee or inefficiency of the teachers 

s. Forwarding resignation of teachers at least 15 days before 

t. Providing monthly teachers and aya leave record to the head of office 

u. Providing information regarding drop out 

v. Discharging her/his duties honestly and efficiently 

w. Motivating the community members to send their children to schools 

x. Increase the enrolment of the school 

y. Ensuring the teachers student ratio 

z. Requesting head office for additional teacher in the first month of academic session 

aa. Display of school sign board on the approved specimen of head office 

B. Community Education Committee 
i. Composition 

a. Community Education Committee will comprise of one chairman
b. at least two members (maximum four members) 
ii. Selection 

a. Will be selected on the recommendation of the teachers. 
b. The parents of the students would be preferred. 
c. The chairman will be selected from the members 

d. Member with higher qualification will be preferred to be the chairman or a member will more influence in the community may be preferred to be the chairman 

e. The committee will be notified by Assistant Director (F&P) after getting approval from Director (F&P)
iii. Replacement or termination 
a. If the chairman and any member wants to be replaced , head teacher will inform the head office in writing 

b. If a member misses three consecutive meetings he/ she will be replaced 

c. If the chairman doesn’t attend two consecutive meeting he will be replaced with another member 
d. In case of resignation of any member, the head teacher will be nominate another most suitable member from the community 

iv. Role and responsibilities 
The role and responsibilities of the CEC are as under 

a. Visiting school once a month and recording comments on the CEC register 

b. Surprise visit to school 

c. Check attendance of teachers and students 

d. Report head office about any negligence and absentee of teacher 

e. Report head office of poor performance of the teachers 

f. Motivate the community members to provide shelter, building , renovate the building, furniture etc 
g. Hold a meeting once in a four months and share the minutes with head office 

h. Provide/ recommend at least three most candidates for new appointment and replacement of teacher 

i. Ensuring that no student is being charged anything in any form 

j. Ensuring display of sign board 

k. Addressing the issues of the schools 

C. Community supervisor 

There may be a community supervisor from the community who will volunteer his services and will be responsible for monitoring and supervising the bunch of schools in the same outreach of vicinity. The community supervisors will only be selected where at least 3 schools are in the close out reach or easy access. 
i. Eligibility criteria 

The community supervisor should meet the following criteria 

a. Should be from the local community 

b. Should be willing to provide volunteer services 

c. Should be having minimum graduation degree 

d. Should be willing to carry out monthly visit and report to head office 
ii. Selection procedure 

The following procedure will be followed for selection of supervisor 

a. NEF will group the schools of the same vicinity 

b. The head teachers of the schools will be directed to nominate two to three person fulfilling the eligibility criteria 

c. A committee comprising of Assistant Director (F&P) and Assistant Director (Accounts) will make a comparative assessment and proposed three candidates to the Director (F&P) for final selection 

d. The committee will talk to the top three candidates about their willingness 
iii. Role and responsibilities 

The community supervisor will be responsible for the following 

a. Monthly surprise random visit of the schools 

b. Report submission to the head office mentioning issues and performance of schools

c. Ensure attendance of teachers and students 

d. Checking attendance of teachers and students 

e. Recording comments on register 

f. May be paid honorarium as fixed by the Executive committee / BoG for services and travel expenses 
iv. Replacement and termination 

a. The community supervisor may be replaced and terminate if not meeting the role and responsibilities
b. The supervisor may be terminated or replaced with the approval of Director (F&P)
3. Teacher appointment, replacement and resignation 
A. Appointment of teachers 
The following procedure will be opted for appointment of teachers 

i. The CEC or head teacher will submit at least three most suitable nominations with documents 

ii. Anyone from community can apply for the post 

iii. The teacher should be from the same community 
iv.  a committee of two officers comprising of at least on officer of Grade 17 and  will take written test and interviews on the same date. 
v. The committee will submit its recommendations to the Director (F&P) for approval 
vi. The teachers may be appointment and may be mentioned in the appointment that the teacher is being appointment on lumpsum basis at the fixed honorarium , it’s a honorary job , the teacher cannot claim for any regularization ,  NEF can terminate the teacher at any stage without serving prior notice  etc 

vii.  In case of appointment of two to three teachers, the test and interview may be conducted at head office in Islamabad otherwise as per convenience of the office. 
viii. However, in case number of teachers to be appointed is greater than three, then the test and interviews may be conducted by the committee in Muzaffarabad 

B. Additional teacher 
i. Additional teacher will be provided to the schools as per the ratio of 1:30 teacher to students 

ii. In case of increase in enrolment by 20 students, one additional teacher may be provided but after verification of the number of students 

iii. The head teacher in writing will request the head office after admission or start of new academic session 

iv. The teacher will be appointed as prescribed in the appointment of teacher section 
C. Replacement of teacher 
i. If any teacher remains absent for two days without any intimation or prior approval of leave, an explanation following inquiry will be conducted and accordingly as per findings penalty may be imposed and may be replaced. 

ii. If any teacher resigns , the new teacher will be appointed 
iii.  On poor performance or terminated on the basis of any disciplinary issue, new teacher will be appointed 
iv. The same procedure as prescribed in appointment section will be opted 
D. Minimum qualification 

i. The minimum qualification will be matriculation 

ii. Candidate with higher qualification and professional qualification will be preferred 

E. Committee  
A committee will comprise of the following 

i. Assistant Director (F&P)/ as approved by MD/ Director
ii. Assistant Director (Accounts)/ Member as approved by Director/ MD
F. Approving authority 

i. The committee will make its recommendation 

ii. The appointing authority will be MD/ Director (F&P) 

iii. However, in case of absence of MD for a long period Director (F&P) on the recommendation of the committee will be the approving authority 
4. Honorarium and TA/DA
The category wise honoraria of teachers and aya are as under:-
(In Rs.) 
	S. No.
	Category 
	Monthly Honorarium 
	Additional incentive 
	Total 

	Teachers Honoraria

	1
	Head Teacher 
	As per qualification 
	500
	Hon+500

	2
	Masters with M.Ed/ B.ED, PT, CT 
	6500
	500
	7000

	3
	Masters
	6500
	--
	6500

	4
	B.A/B.Sc.  with M.Ed/B.Ed/ PT/ CT 
	6000
	500
	6500

	5
	B.A/ B. Sc.
	6000
	--
	6000

	6
	F.Sc/F.A / Matriculation 
	5500
	--
	5500

	Aya / sweeper Honorarium

	1
	Aya / sweeper 
	2000
	--
	2000


The honoraria may be revised as per financial resources and need of the time after seeking approval of BoG. 
TA/DA 
i. Daily allowance to the teachers for any official visit/ training will be paid @ Rs. 500/- per teacher
ii. Travel allowance to the teacher will be paid @ 1.5 times of Daily Allowance.
iii. Accommodation allowance in case of teachers training or any activity to be held in Islamabad or out of Kashmir for the AJK schools will be Rs. 1000/- teacher per night 
iv. The community Supervisor may be given lump sum Rs. 500/- per month per school subject to submission of monthly report to the head office in the first week of every month. 
5. Leave rules 
The teachers may avail leave as per the following during the financial year from January to December of each year.

i. Casual leave 
A teacher may avail maximum 12 casual leave during the financial year after approval of head teacher. The head teacher is competent to sanction her casual leave of maximum two days. But the head teacher has to maintain the attendance register and keep the record of the application. In case of casual leave of head teacher, the head teacher will be bound to inform the Assistant Director (F&P)-NEF. 
ii. Maternity leave 
Female teachers can avail maternity leave of 90 days.  the conditions for maternity leave are as under 

a. The teacher has to submit an application to the Managing Director for approval along with a certificate of expected delivery with clearly mentioned date from a doctor.

b. The application has to be submitted at least 15 days before commencement of leave. 
c. The teacher, who is requesting maternity leave, has to provide a teacher from the community to work for 90 days. The documents of the proposed teacher may also be sent along with the application of leave 
d. The teacher must be having minimum education of matriculation 

e. The teacher may be paid Rs. 5000/- per month

f. The head teacher will be responsible to report the head office on completion of maternity leave of the teacher and her joining. 

iii. Medical leave 
The teacher may avail medical leave in case of any emergency on the production of medical slip from a govt. hospital. The medical leave in case of any prolonged disease has to be submitted to the head office with all medical test reports and other relevant documents 
6. Monitoring of the schools 

Monitoring and evaluation of the schools is a regular component of Community Model Schools program. The M&E may be carried out in phases. Maximum 8 to 9 schools may be monitored during a visit. M&E of all the schools may not be carried out in a single go because frequent visits will keep all the teachers active and alert about the next monitoring. during every schools one or two schools which were monitored during the last visit may be visited again just to convey a message that the monitoring team may visit the schools twice in a year or revisit any school during the financial year. 
Objectives 

The basic objectives of the monitoring will be to:-
i. Assess the performance of the schools

ii. Assess the need of training or area of improvement 

iii. Ensure attendance of teachers and students 

iv. Improve the schools in terms of facilities 

v. Categorise the schools on the basis of performance 

vi. Focus the weak schools more 

i. Calendar 
The monitoring and evaluation of the schools may be carried out as per the following calendar / schedule every year.
	M&E No. 
	Month
	No.  of schools

	1
	May
	12

	2
	August
	12

	3
	October
	12

	4
	March
	12


(Note:  The schools to be revisited are also included in the No. of schools. The schedule may be changed if need)
ii. Monitoring tools 
M&E may be carried out by the team after developing a proforma on the below mentioned parameters. The monitoring team/ officer will submit a detailed monitoring report with the following:-
a. Duly filled  and signed pro-forma 

b. Pictures of the schools 

c. Test papers 

d. Copy of last month attendance 

e. Result of students in case of visit during May.
f. other details as mentioned as per parameters 

iii. Parameters 
The schools may be monitored and evaluated on the following parameter 

A.  Infrastructure
i. School building condition 

ii. No of rooms 

iii. No of washroom 

iv. Boundary wall 

B. School facilities 

i. Furniture 

ii. Washroom for girls 

iii. Lights 

iv. Heating facility for winter 

v. Drinking water 

C. Educational assessment 
i. Checking of note books 

ii. Time table for classes 

iii. Lesson plan and observance 

iv. Reading test 

v. Written test ( including Dictation) Maximum five random students to be selected for written test
vi. No. of students of class 5th appeared in board exam and their result 

vii. No. of students in class 4th and promotion to class 5th 

D. Record 
i. Teachers’ attendance register 

ii. Students attendance register 
iii. Aya’s attendance register 
iv. Admission register 

v. Visitor log book 

vi. Utility expenditure register 

vii. Record of application 

viii. Record of letters of NEF 

ix. Record of result of students 

E. Community Education Committee 

i. No. of meetings 

ii. Minutes of the meeting 
iii. Decisions during the meeting
iv. Implementation status 
v. Attendance of CEC members
F. Learning from training 
i. Topics of last training 

ii. Its implementation 

iii. improvement in teaching methods 

iv. What needs to be further improved?
G. General 

i. School board 

ii. School cleanliness of class rooms and washroom 
iii. Water availability for toilet

iv. Separate toilet for girls 

v. any other 
7. Teachers’ training 

Teachers’ training is also a regular component of this program and may be conducted in the month of July of every year after carrying out first monitoring and Evaluation visit. 
i. Content/ modules 
The content/ modules of the training may be developed in light of the monitoring report to address the weaknesses and issues identified during the visit. 

ii. Allowances to the teachers 

 The teachers may be paid daily allowance, travelling allowance and accommodation allowance as per the training venue and as prescribed in these rules and regulations. Accommodation will only be provided if the training is conducted out of station/ district of the schools. The training duration may be decided as per the content/ modules of the training. 
iii. Training institute
The training institution for the purpose to conduct the training may be selected after approval of Managing Director. The teacher’s training institute of Govt. of AJK may be preferred. However, this may be conducted through any sponsorship or any other organization as per requirement. 
Procedure
The following procedure may be opted to conduct teachers training 
i. A case for teachers’ training to be conducted may be put up to Managing Director –NEF for approval.
ii. The training institutes may be shared the findings of the monitoring report and requested to develop topics/ contents/ modules and suggest duration and share charges for the training. 
iii. NEF will assess the training topics/ contents/ modules, schedules, duration and charges for the training  furnished by the institute 

iv. In case of training institute of Govt. of AJK only one quotation may be obtained. However, in case of any private institute, three quotations for up to Rs. 100, 000 may be obtained as per PPRA rules. 
iv. Training report 

The officer deputed for conducting training will be responsible to submit the report of the training. 

ToR of officer 

The officer will be responsible for the following

i. Share the basic purpose of the particular training 

ii. Ensure the proper arrangement 

iii. Attend the session and observe the teachers and their participation 

iv. Ensure the 100 percent attendance of the teachers 

v. Observe the trainers 

vi. Develop a pro-forma of base line assessment of the teachers in the particular topics/ modules 

vii. Develop a post training pro forma with the help of trainers in light of the content taught 

viii. Get daily reflection report from the teachers 

ix. Get feedback of the teachers
x. Arrange refreshment for the teachers 

xi. Develop attendance pro forma 

xii. Coordinate with the training institute and 
xiii. Develop training certificate and appreciate certificate to the best performers 
xiv. Write a report of the training with outcomes, issues and recommendations.
Follow up 

After three months of the training a follow up visit may be carried out. In this visit at least 10 schools may randomly be chosen for class room observation to observe the outcomes of the training. The officer who supervised the training may accompany the master trainer and visit the schools. 
8. Maintenance of data base 

The concerned officer will be responsible to maintain date base of the teachers, students. The data of the schools will be maintained on EMIS. Moreover, the staff under the officer concerned will be responsible for maintaining the files of the schools.
9. Annual result ceremony 

Annual result day be arranged in all the schools on closing of academic year. There may be a combine result day of the schools located in the same district or close to each other. The result day ceremony may be attended by an officer of NEF.  There will be one host school and other will guest. The host school will be responsible for all arrangement of result day ceremony. The district and regions may be selected on alternate basis for result day ceremony to create a competition among the schools and students for better outcome.
Best schools award 

The teachers of top three schools may be awarded certificate or prizes for their performance in last year 5th class board examination. In addition the head teacher of the school at top may be given additional incentive for the performance of the school. 
Best students award top three students

The top three students (graduated from 5th class) may also be awarded prizes in form of cash or shield and certificate. 

10.  Activities 
One day extracurricular activity may be carried out in the school every as per the following schedule and activity:-
	S. No.
	Activity
	Month 

	1
	Clean environment/ community work 
	April 

	2
	Awareness of Self hygiene 
	May 

	3
	Plantation
	June 

	4
	Sports day 
	August 

	5
	Say no to plastic bags 
	September 

	6
	Eat healthy 
	October 

	7
	Naat/ speech competition 
	November 

	8
	Story reading day 
	December 

	Any other activity as suggested by the teachers for personal grooming of the students.


11. Efficiency and disciplinary rules 
Any efficiency and disciplinary case may be dealt through proper procedure which is as under:-
i. Any issue/ case may be brought into knowledge of the Managing Director/ Director 

ii. With the approval of the Managing Director/ Director the teacher may be issued explanation 

iii. In case of no reply notice may be served, failing in reply the second notice may be issued and in case of failing two notice one sided decision may be made with the approval of MD
iv. A detailed report may be prepared with all relevant documents/ facts 

v. The decision may be made by the Managing Director / Director for minor or major penalty 
Minor penalties 
i. Warning 

ii. Stop of additional incentive as mentioned in honorarium section 

Major penalties 

i. Termination of service

ii. Deduction of one half month honorarium 

iii. Removal from head teacher post if case is against head teacher 

Any other point rules and regulations not mentioned in these rules and regulations will be incorporated from time to time with the approval of Executive Committee. 
12. 
Support a school Program  

Under the Support a School Program of NEF, the schools providing free education and facing financial crisis are supported.  

i. Criteria for the support 
The school has to meet the following eligibility criteria: 

a. Should be functional in  ICT

b. Should be providing free education ( should not be charging anything from students)
c. Should be teaching Federal Govt. Curriculum 

d. Should have at least 25 enrolment and one teacher 

e. Schools registered with the concerned authority should be preferred 
e. School located in rural areas will be preferred 

f. School with community involvement should be preferred 

ii.
Role of NEF

The roles and responsibilities of NEF administration are as under:-

a. Provision of honorarium as per policy of NEF Community Model Schools (mentioned above on under section 4) 
b. Provision of one teacher for every 30 students ( 1:30 teachers to student ratio)
c. Provision of honorarium to the aya @ Rs. 2000 per month per school  

d. Provision of Utility charges @ Rs. 1000 per month per school 

e. Provision of free text books 

f. Carry out monitoring of the schools 

g. Provision of  free teachers’ training 

iii. 
Procedure of selection 

Whenever, NEF receives an application for financial support, this may be treated under the program. 

h. The application will be put up properly 

i. A team comprising of at least one Grade 17 officer will visit the schools 

j. A proforma will be developed for visit 

k. The team will write a visit report with pictures and recommendation

l. The same will be presented in Executive Committee with financial implication 

m. The Executive committee will approve/ recommend the same to the board for approval. 

n. After approval, MoU will be signed with the school owner and NEF 

o. The support will be subject to satisfactory performance of the schools
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