PREFACE

T

hese Training Materials have been prepared to support school and community training in
School-Based Management, Community Participation, and Active, Creative, Effective, and
Joyful Learning. This is a key program of the Government of Indonesia aimed at improving the
quality of basic education by empowering schools and communities and enhancing teacher
professionalism.
This package was developed by the Managing Basic Education (MBE) project (USAID) in cooperation with the Ministry of National Education, Creating Learning Communities for
Children(CLCC) project (UNESCO/UNICEF/NZAID) and IAEPB project (AusAID).
It is expected that this package will be used more broadly at schools and in communities
according to their need. We recommend that the activities are fully/completely implemented
without ignoring the practical activities, in particular. We will be pleased to receive feedback/
comments/suggestions to improve this book.
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INTRODUCTION

A. Introduction
•

The School Based Management (MBS) /Community Participation (PSM) /
Active Creative, Joyful and Effective Learning (PAKEM) Training Packages
1, 2and 3 have successfully enabled many schools to manage themselves better, to
improve community participation and to develop better teaching and learning processes. Schools have made School Development Plans (School Development
Plan) and School Budgets (RAPBS) in a participatory, transparentand accountable manner. School stakeholders have also had a better sense of belonging toward
their schools. Community participation is no longer limited to funding but has also
included academic affairs. Moreover, the learning process has become more creative
and productive and is likely to yield better results in the future.

•

This positive tendency needs to be continually developed. School Development Plans
(School Development Plan) need to be used as the main reference in the development and implementation of all school programs. It is expected that School Development Plan will not become a pile of useless documentation or something to be displayed to outside visitors, but rather a functional, working document. The school
vision and mission stated in these documents needs to be realistic. School programs
need to be designed more specifically, measurableand developed in a participatory,
transparentand accountable manner.

•

At present, various forms of financial assistance are given to schools, either from the
government (BOS) or the community and these funds need to be managed properly,
transparentlyand accountably. Such assistance should increase the motivation to improve the quality of education at school level. All parties involved in schools need to
have a positive attitude, mutual trust and should work together to improve the quality
of education at schools; not the other way around.

•

Active, Creative, Joyfuland Effective Learning (PAKEM) also needs to be promoted further. Teachers must become more professional and have many quality learning ideas. Teachers’ Working Group meetings (KKG/MGMP Meetings) – a forum where
teachers can share ideas, experienceand work – need to be developed to become
more effective, efficient, attractive, challengingand useful for teachers. Likewise, the
assistance function of School Principals, Supervisors, or more competent teachers
needs to be developed. Assistance need to be provided more frequently in an effective and joyful manner.
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•

The use of libraries and reading corners in the context of improving students’
reading interest and competence is expected to improve quality. Teachers must be
able to use books in the learning processes. The use of libraries and reading corners
needs to become an integral part of the learning process.

•

This is also the case with the implementation of class assessment. Teachers need
to apply a balanced and sustainable assessment system. With such assessment, it is
expected that teachers will be able to monitor the learning process, assess students’
competence achievementand give feedback as well as take appropriate measures to
develop students’ potential.

Training Package 4 builds upon concepts introduced in previous Training Packages. This
package discusses matters related to School Based Management, Community Participation and
PAKEM. This package is designed to fulfil the needs described above. With Training Package 4,
school principals, school committees, teachersand other education stakeholders are expected
to be capable of realizing their School Development Plansand managing various sources of
funds provided to schools in an effective, efficientand responsible manner. With this Package,
School Principals and Supervisors are also trained to be able to provide productive assistance to their teachers, promote the implementation of quality Teacher Working Group (KKG/
MGMP) programsand implement effective and efficient Principal and Supervisor Working
Group (KKKS/MKKS, KKPS/MKPS) programs. In this training package,teachers are trained
to develop and use Libraries and Reading Corners, carry out balanced assessment practices
and manage as well as develop programs to enhance teacher professionalism through productive and sustainable Teacher Working Group meetings (KKG/MGMP).

2
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B. How to use District Training Materials
Training Package 4 consists of 6 units: the organization of the units is flexible. However, the
recommended program is illustrated below:

Participants: Education
Officials, School Principals,
Supervisors, School
Committee Representatives

Unit 2 : Development and Use of
Libraries and Reading Corners
Participants: School
Principals, Supervisors,
Teachers

Unit 3 : Balanced Assessment
Unit 4 : Teac her Working Group
meetings ( Primary / Junior
Secondary
3-day Training

Unit 5 : Principal / Supervisor Working

Participants: Education
Officials, School Principals,
Supervisors

The two day training for Unit 1 covers the issues of school-based management and community participation. These activities are aimed mainly at education managers. This training can
be separated from the training for Units 2-6, which are scheduled for 3 days for the purpose of flexibility in organization. Training for Unit 5 should be implemented specifically for
school principals and supervisors, for example during the School Principals Working Group
meetings.
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C. Recommended Schedule for Training in Regions
1.

MBS/PSM Training for School Supervisors, School Principals, School Committees and
Teachers
Day 1
08.00 – 08.30

OPENING and Explanation of Training Activities

08.30 – 10.00

UNIT 1A: IMPLEMENTING THE SCHOOL
DEVELOPMENT PLAN
Preparation of School Visit (preparation of plan)

11.00 – 12.00

UNIT 1B: SCHOOL FUNDING MANAGEMENT
(SCHOOL OPERATIONAL FUNDS AND COMMUNITY
PARTICIPATION)
Introduction
Presentation by Resource Persons

12.00 – 13.00

BREAK

13.00 – 14.30

Group Discussion

14.30 – 15.30

Sharing of Results of Group Discussion
Reflection, Review, and Revision

16.00 – 16.30

Division of participants for school visits
Day 2

4

07.30 – 10.30

UNIT 1A: REALIZING SCHOOL DEVELOPMENT PLAN
(continued)
School Visit

10.30 – 12.00

School Development Plan (RPS) Review

12.00 – 13.00

BREAK

13.00 – 14.00

School Development Plan Review (continue)

14.00 – 15.00

’Sharing’ of Works
Reflection, Review, and Revision
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2. PAKEM Training for Teachers and School Principals
Day 1
08.00 – 09.30

UNIT 3 DEVELOPMENT AND USE OF LIBRARIES AND
READING CORNERS
Introduction, Resource Persons, Discussion of Problems

09.30 – 11.00

Ideas/Activities for Using and Developing Libraries / Reading Corners,
Follow Up Plan

11.00 – 12.00

UNIT 3: BALANCED ASSESSMENT
Introduction, Discussion Kinds of Reporting, Discussion of Types of
Evaluation

12.00 – 13.00

BREAK

13.00 – 15.00

Resource persons’ experience in using Portfolios, Discussion about
scoring rubric
Day 2

08.00 – 12.00

UNIT 4A: MANAGEMENT OF TEACHERS’ WORKING
GROUP (PRIMARY/ JUNIOR SECONDARY)
Introduction, Identifying Problems, Resource Persons
Preparing varied KKG-MGMP programs
Role of teachers, principals and supervisors in KKG-MGMP
Preparation for KKG-MGMP Practical

12.00 – 13.00

BREAK

13. 00 – 16.30

UNIT 4B: TEACHERS’ WORKING GROUP (KKG AND
MGMP) PRACTICAL
Introduction, Teaching Experiences
Discussion / Lesson Plan Improvement, Simulation and Revision
Day 3

07.30 – 09.30

Teaching Practice in School for the members of KKG and MGMP

09.30 – 11.00

Discussion and reflection on the teaching practice

11.00 – 12.30

Evaluation of and Reflections on KKG / MGMP Practical
CLOSING

3. Supervisor / Head Teacher Working Group meeting Training
According to
KKKS/MKKS and
KKPS/MKPS
schedule
+ 2 hours

UNIT 5 SUPERVISOR AND HEAD TEACHER WORKING
GROUP (KKKS/MKKS and KKPS/MKPS)
Introduction, Discussion of Problems
Experience of Resource Persons
Preparation of KKKS/MKKS and KKPS/MKPS Program

According to
KKKS/MKKS and
KKPS/MKPS
schedule
+ 2 hours

UNIT 6: MENTORING
Introduction, Discussion of Problems
Experiences of Resource Persons
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UNIT 1 :

SCHOOL BASED
MANAGEMENT
A. Realizing The School
Development Plan
B. School Funding Management
(School Operational Fund,
BOSand Community
Participation)

UNIT 1 : SCHOOL BASED MANAGEMENT

UNIT 1 :

SCHOOL BASED
MANAGEMENT
A. Realizing the School
Development Plan
Duration: 5 hours and 30 minutes

A. Introduction
A School Development Plan has already been developed by all target schools. However, this
plan should be used more as a tool for school development rather than merely as a school
document. School more work to realize the Development Plan.
In relation to the above, several things need to be improved. The vision and mission included
in the School Development Plan should be made more focused and realisticand should be
directed more towards lesson quality improvement. Human resources management also needs
to be improved. Clearer decisions need to be made on who does what, for how long, with
whom, where to begin, etc.. This is particularly important considering that as a consequence
of the disbursement of School Operational Funding (known as BOS), there are many schools
which now have a far greater amount of money for undertaking school quality improvement
programs.
Therefore, in this training, all school stakeholders are required to conduct these activities: (a)
to review their School Development Plan and modify it into a more focused and realistic plan,
as well as to use it at all times as a reference point in the implementation of the school management, (b) to prepare an action plan for the activities that have been agreed upon and (c)
to prepare a school accountability report. All parties involved in school should work together to
perform their respective duties and responsibilities in order to achieve the mutually agreed targets,
particularly the improvement of the quality of education in their schools.
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UNIT 1 : SCHOOL BASED MANAGEMENT

B. Objectives
On completion of this training session, School Principals, School Committees and Teachers
will have:
1. Reviewed School Development Plan to make the targets more focused, realistic and
give more attention to the issue of education quality improvement,
2. Prepared a program management plan for activities that have been agreed upon and
3. Prepared an accountability plan for school activity programs.

C. Equipment and Materials
The following equipment and materials should be prepared:
1. Cardboards
2. Markers
3. Writing paper
4. School Development Plan (For the Training of Trainers programs School Development
Plans from 8-10 schools must be brought to the training; whereas for training at
district level, each school must bring its own School Development Plan)
5. Sample of a School Accountability Report or School Activity Report, not School Budget (RAPBS) report
6. Schools to be visited (approximately 7 Primary Schools and 3 Junior Secondary Schools)
7. List to show which participants will visit which school.
(Note: On the first day, the participants will have been divided into several groups. Each group
visiting school must be consist of participants of various groups)

10
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UNIT 1 : SCHOOL BASED MANAGEMENT

D. Activity Steps

The Unit I A training will take place over a two day period because school visits will be conducted on the second day. The activities of Unit I A training are as follows:

FIRST DAY
1.

Introduction (15 Minutes)
As introduction to the discussion of these materials, the Facilitators should:

2.

•

Present the training objectives (slide 2) and program (slide 3)

•

Ask each group (school group) to examine the Realization of The School Development Plan in schools (Slide 4)

•

Describe several points, either positive or negative, related to the School Development Plan (Slide 5)

Group discussion on school visit preparation (75 minutes)
•

The facilitators explain the activities for school visit preparation. The facilitators explain about the objectives of school visit (slide 6), namely:
a. To find out about the School Development Plan made by the schools.
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UNIT 1 : SCHOOL BASED MANAGEMENT

b. To find out about the changes occurring as a result of MBE interventions – to
what extent are they related to the School Development Plan?
c. To explore ideas to be applied in the participants’ own schools and districts.
•

The facilitators presents the issues that can be examined in schools (Slide 7)

•

The participants conduct discussions in small groups based on profession (Supervisors, Principals, Teacher etc) to prepare instruments to be used during school visits.

•

The participants conduct discussions based on the groups for the visits. Each group
will visit 2 schools. The group discussion is aimed at agreeing the instruments
to be use by professional groups. Hence, there are various professions in each visiting
group.

•

Presentation by 1-3 groups and inputs from other groups .

•

To conclude the facilitators display slide 8 on tasks to be undertaken during school
visits.

SECOND DAY
3.

School Visit (180 minutes)
The participants visit schools and do the activiities that have been prepared.

4.

•

During the school visit, the facilitators assist the participants in schools, help them find
significant information than can be applied or developed in their schools.

•

Each group prepares a report on the visit that is focused on Things that can be
learnt and applied in schools and districts. The visit reportss are to be written
on large paper.

School Visit Report Presentation (30 minutes)
Two Group Members present their visit reports to other groups (For example: Group A
to B, B to C, C to D, D to Fand so on).
There can be presentations from 2-3 different groups.

5.

Review of School Development Plan (150 minutes)

The participants will work in groups (in training at the district level, the participants are
grouped based on their respective schools). School groups shall fill out format 1 containing

12
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UNIT 1 : SCHOOL BASED MANAGEMENT

the action plan for the realization of school development work plan. Therefore:

6.

•

Prior to group work, the facilitators display slide 13, containing the framework for the
School Development Plan realization and format 1 (slide 14) to be filled out in
group work.

•

During group discussion, the facilitators assist the groups, facilitate the discussionand
provide assistance in solving problems related to the filling out of format 1.

Sharing the Results (30 minutes)

Simultaneously, the groups display or present the results of their group work to the participants from other groups.
•

The Facilitators need to ask each group to present their group work results.

•

The Facilitators need to ensure that the participants are capable of criticizing and
writing what can be learnt to be applied in their own schools.

7. Reflection, Reviewand Revision (30 minutes)
In school groups, the participants reflect on their previous activities by identifying the
strengths and weaknesses of their activities compared to the activities of other groups. They
are then asked to revise their documents and reports.
•

The Facilitators ask the participants in school groups to reflect, review and revise
their School Development Plan.
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To increase
students’
interest in
reading

T R A I N I N G

The number of
library books
read by students
in each class is
still less than 10
in each semester

Students’ low
interest in
reading

• We do not
current
condition

• …..

• The Indonesian language
teacher and the teachers’
association buy the books
that children like

• The school principal
together with the
Indonesian language
teacher conduct survey
on the types of books that
students like

• Increasing reading book
collection in the library
• Student survey on their
most favorite books

• There is monthly
synopsis contest

• The contest is organized
by OSIS (Students’ Union)

• Monthly synopsis writing
competition

• The ratio of reading
books to students
improves to 2 : 1,
especially for the
types of reading
books that children
like

• Every morning
everyone reads

• The number of grade
1 students absent
decreases by 5% in
the subsequent year

• Students who are
often absent are
identified

5

Success Indicators

• Prepare reading materials
in the reading corner

• Grade 1 teachers
together with the class
association hold a weekly
meeting, record the list of
the most frequent
absentees and visit
students who are absent
(for more than 3
consecutive days)

4

Resources Arrangement

• Silent reading program
before the class begins

• …..

• To involve the Parents Class
Groups in forming a
students’ absence
supervisory team to design
and implement strategies to
address this problem

• In the 1st
grade, 5 out
of 40 children
are absent
each month

To reduce
students’
absence from
12.5% to 5%

3

2

1

Activity Program to be
Conducted

Present
Condition

Target of
Activity
Program

• Count the
increased number
of students that
read books

• Count the
increased number
of books

• Some synopses
are displayed

• All school
members like to
read

• Check students’
attendance in
CLASS DATA

6

Success
Evaluation
Method

Materials for Facilitators
Form 1
ACTION PLAN FOR IMPLEMENTATION OF SCHOOL DEVELOPMENT PLAN

• Written report
to be presented
in the meeting
with the
committee and
students’ parents

• Written report
to be presented
in meeting with
the committee
and students’
parents

• The results are
to be displayed

7

School
Accountability
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1

4

3

Activity Program to be
Implemented
4

Resources Used
5

Success Indicators
6

Data Collection
Method

7

School
Accountability

Column 1: To be filled out with the targets to be achieved by the school after observing developments in other schools. The targets should be realistic, measurable, not too difficult and not too easy to achieve
Column 2: To be filled out with the present situation and condition in relation to the targets to be achieved
Column 3: To be filled out with activity programs that enable the achievement of the targets, the starting points of which are the conditions in
column 2
Column 4: To be filled out with other information related to program implementation, for example, who does what, with whom, how, when, for how
long, etc.
Column 5: To be filled out with the criteria to be applied in determining the success of the program
Column 6: To be filled out with the data or information collection method to be applied in evaluating the success of the program
Column 7: To be filled out information about with how the program concerned will be reported and the form of accountability report that will be
submitted to the school and later integrated in the school accountability report

Notes:

Present
Condition

Target of
Activity
Program

Materials for Participants
Form 1
ACTION PLAN FOR IMPLEMENTATION OF SCHOOL DEVELOPMENT PLAN

UNIT 1 : SCHOOL BASED MANAGEMENT

15

16

SAMPLE OF DATA OBTAINED FROM THE VISITED SCHOOLS

Materials for Facilitators

UNIT 1 : SCHOOL BASED MANAGEMENT

T R A I N I N G

P A C K A G E

4

UNIT 1 : SCHOOL BASED MANAGEMENT

T R A I N I N G

P A C K A G E

4

17

UNIT 1 : SCHOOL BASED MANAGEMENT

18

T R A I N I N G

P A C K A G E

4

UNIT 1 : SCHOOL BASED MANAGEMENT

T R A I N I N G

P A C K A G E

4

19

UNIT 1 : SCHOOL BASED MANAGEMENT

B. School Funding Management
(School Operational Fund, BOS,
and PSM)
Duration: 3 hours 30 minutes

A. Introduction
School funding management generally prioritizes school operational funds which are received
from the government and contributions from the school committee. Some schools succeed
in using funds from communities/and from donors, such as from the business sector, industrial sector, alumni, etc.
As from July 2005, the central government established a program for channelling national
budget funds from the Fuel Oil Subsidy Program to the education sector through the Ministry of Education. The program is known as School Operational Funding (BOS).
The existence of BOS gives rise to several problems. First, many school principals spend most
of their time focused upon the accountability report and as a result attention towards education quality improvement activities in their schools decreases. Second, school stakeholders
are still confused as to how to manage the funding. A variety of guidelines for the preparation
of the School Budget (RAPBS) add to the confusion of School Principals in preparing an integrated School Budget Third, community financial contributions in the BOS era are decreasing, therefore it is necessary to find other forms of community participation. Fourth, with the
various sources of funding, schools need to manage their funds in a more transparent, accountable and participative manner.
In this training, the participants will be trained how to manage BOS funds appropriately and
accurately, by giving significant attention toward quality improvement activities in their schools;
to identify and increase community participation in the BOS era; as well as to understand
how to prepare a School Budget that is acceptable to all parties.
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UNIT 1 : SCHOOL BASED MANAGEMENT

B. Objectives
Following on from the introduction, after this training the participants are expected:
1. To have the ability to use BOS funds appropriately and accurately especially in relation
to learning quality improvement;
2. To have an understanding of the various guidelines for the preparation of the School
Budget (RAPBS) and the report on its realization;
3. To have the capability to identify the forms of community participation that can be
used to improve the school quality;
4. To perform transparent, accountableand participative school Funding Management
(School Fund, BOS, Community Funding).

C. Equipment and Materials
The following equipment and materials are required in order to complete this activity:
1.
2.
3.
4.

Large chart paper
Markers
Papers and pens
Copies of Guidelines for the Preparation of the School Budget (RAPBS) and Reporting from the BOS and other funding agencies and schemes
5. Copies of the School Development Plan and School Budget (RAPBS) (if possible)
6. BOS implementation guidelines.

22
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D. Activitiy Steps

In order to reach the objectives of this unit the activities are as follows:
1.

Introduction (15 minutes)

In this introduction, findings about the common uses of the BOS and other funding to support School Quality Improvement will be presented. In this session:
•
2.

The facilitators will show slide 12 containing findings about the common uses of the
BOS and other funding to support School Quality Improvement .

Presentations by a Resource Person (45 minutes)

In this session a resource person will give information on BOS management in schools including: planning, use and accountability, as well as community participation in the BOS era.
•

The facilitators will act as moderators during the resource person’s presentation, which
will be continued with discussion or a Q&A session.

Note: For Training of Trainers the resource persons can be from the Provincinal or Central
Government and several Local Governments and communities (Committee, NGO, etc.),
whereas for training at the district level, the resource persons may be from other district or
from their own district.
3.

Group Discussion (90 minutes)

In this session, the participants will gather in small groups to identify problems in planning,
managing and reporting school funding. After that they will discuss a variety of different solutions to the problems. Before the group discussion, the Facilitators display slide 13 about the
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issues to be discussed by the participants as well as giving them an idea of the problems and
examples of a variety of different solutions to the problems, including
a.

Priorities for BOS use

b. Strategies for dealing with different formats used for School Budget (RAPBS) and its
reporting
c. Different kinds of community participation (community participation) in the BOS era
d. Transparent, accountable and participative school funding management.
The group discussion takes place in two stages. First the discussion of each topic takes place
in sub-groups of about 4 persons to discuss the findings and various solutions mentioned
above. Secondly, the whole group discusses all the topics. The Facilitators need to ensure that
group results are written down on large paper so that other groups can read them at the
time of sharing of group discussion results.
4.

Sharing of Group Discussion Results (30 minutes)

This sharing activity is conducted by visiting other groups’ tables, reading the results of other
groups’ discussions, noting other groups’ results and giving advice/inputs to the other groups.
This activity can be conducted twice (2 x 15 minutes).
5.

Reflection and Review as well as Revision (30 minutes)

The Facilitators ask the participants to return to their groups to reflect on, review and revise their work.

E. Supporting Materials
The following supporting materials should be provided in order to support this activity.
•

Slide 12: Findings on the Management of the BOS
•

Slide 14: Form for recording Findings and Alternative Solutions

F. Guidance on Group Discussions
The Facilitators are expected to prepare themselves to facilitate group discussions (to find
out about the BOS, community participation in the BOS era, etc.). The following can be used
as reference material.
•

BOS management priorities
Many school principals spend most of their time preparing/formulating accountability
reports/administrative issues, reducing time for attention to education quality improve-

24
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ment in their schools. The groups are invited to discuss ways to deal with this problem.
•

Strategies for dealing with different formats of School Budget (RAPBS)
and its reporting
There are eleven different guidelines on BOS use. School stakeholders sometimes
tend to give insufficient attention to determining school priorities. Therefore, they are
expected to be able to sort out and select which activities should be designated as
school program priorities, what can and cannot be funded with BOS funds. In formulating these program priorities attention should be paid to the School Development
Plan and getting the agreement of stakeholders.
There are various formats for the School Budget (RAPBS) and its realization report
(SNN, local government, BOS, etc.). Schools need to think about these alternative
formats. The School Budget and its report are expected to cover all revenues and
expenditure in an integrated manner.

•

Forms of Community Participation in the BOS era
The distribution of the BOS has resulted in a decrease in community participation,
particularly in the form of funding. School stakeholders are expected to think of forms
of community participation that do not violate BOS regulations. Several forms of community participation are as follows:
- Resource persons as alternative resources in lessons
- Contributions in the form of materials (building materials, teaching equipment, etc.)
- Assistance with construction, etc.

•

Transparent, Accountable and Participative School Funding Management
There are various sources of school funding. Similarly expenditures also covers various activities. A variety of school stakeholders need to prepare the School Budget in
a more participative manner. Its management and reporting are also expected to be
accessible to all stakeholders.
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Materials for Participants
a.

BOS management priorities

26
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Materials for Participants
b.

Strategies for dealing with different formats of School Budget (RAPBS) and
its realization report
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Materials for Participants
c.

28

The forms of Community Participation in the BOS era, Materials for Partici
pants
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Materials for Participants
d.

More participative, transparent and accountable school funding management
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Slide 16. Findings and Alternative Solutions
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UNIT 2 : DEVELOPMENT and USE of SCHOOL

LIBRARIES and READING CORNERS

UNIT 2 :

DEVELOPMENT and USE
of SCHOOL LIBRARIES and
READING CORNERS
Duration: 2 hours and 30 minutes

A. Introduction
In the information era the students need
to develop a reading culture and habits and
the ability to search for and use information early in their school life. Information
skills are assets needed by students in the
modern and competitive world. Those who
are most likely to succeed are those who
are in control of information.
One of the effective ways to promote the
students’ habits of reading and finding information is by improving the use of school
libraries and reading corners. In many
schools findings indicates that the school libraries are not well used for finding information,
educating, research and recreation. The difficulties faced by schools include a lack of interest
in reading by students, the lack of library facilities, insufficient numbers and variety of books
and a lack of skilled librarians.
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B. Objectives
After completing this unit, participants are expected to be able to:
1.

Promote students’ interest in reading in order to develop students’ information skills
and learning independency
Increase the use of the library
Improve the quality of lessons by using the library/reading corner as learning resources
Increase the number and variety of books in libraries.

2.
3.
4.

C. Instruments and Materials
1.
2.
3.
4.

Library books (text books, reference books, reading books)
Story books
Photocopies of articles and short stories sufficient for all the participants
Printed media, electronic media.

D. Activity Steps
1
Brief introduction
and discussion on
reading interest and
methods to
promote it
(10 minutes)

5
Preparation of Follow
Up Plans and Success
Indicators
(15 minutes)

36

2
Discussion on the
problems faced by
schools in managing
and using libraries
(25 minutes)

3
Presentations
by Resource
Persons
(25 minutes)

4
Exploring ideas/activities for
• use of school
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Notes:
1.

Introduction (10 minutes)
General discussion on students’ reading interest, for example: the importance of reading
habits, influence of family background on the development of reading interest, the importance of the library and reading corner in developing students’ reading habits. Slides 1, 2, 3,
4, 5.

2.

Discussion on problems of managing and using libraries/reading corners
(25 minutes)
a) Discussion in groups (3-4 persons) on the problems of managing and developing
school libraries/reading corners and how to address such problems. Slide 6
b) The groups display the results of the discussion and provide responses and feedback
to other groups.

3.

Listening to a resource person and question & answer session (25 minutes)
a) A resource persons tells of their experiences in promoting students’ reading interest
and in using libraries and reading corners as learning sources.
b) Discussion to compare the experiences of the resource person and the conditions in
the participants’ classes and schools.

4.

Exploring ideas/activities for using and managing libraries/reading corners
(55 minutes)
The participants are divided into groups of 3 or 4 based on subjects. Each group discusses
the following matters:
a) Development of lessons related to the use of libraries/reading corners.
b) Activities to promote the use of books and interest in reading, for example: silent
reading, story telling competition, synopsis writing and making reading journal (refer to
attachment).
The participants display the results of their discussions. Each group gives their responses and comments.
c) Practice in reading stories to students and talking about follow up activities. Alternative: a facilitator tells a story or reads a books in an interesting and exciting way.
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5.

6.

Silent Reading Practice (20 minutes)
•

The facilitators practice silent reading. The participants are provided with reading
materials and told to read them silently for 3 minutes.

•

The facilitators show them that silent reading is a form of activity for making use of
libraries and reading corners that may promote students’ reading interest and habits.
During the practice the facilitators must also read to serve as a model.

•

The participants discuss activities that may serve as follow up to the silent reading and
story telling activities.

•

The facilitators give examples of follow up activities to supplement the ideas of the
participants. Slide 8

Follow Up Plan (30 minutes)
To follow up the training, each school needs to prepare a realistic plan that can be implemented immediately. It is intended to improve the condition of and promote the use of
school libraries and reading corners. It is necessary to monitor the success achieved in the
improvement of conditions and the promotion of school library and reading corner use
by using clear indicators. Slide 9
Monitoring should be performed by supervisors and the District Education Office and
Ministry of Religious Affairs.
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Material for Facilitators

Story Telling
One of the activities that may promote students’ reading interest is story telling by the teacher
while the students listen carefully. By reading in an interesting way, teachers can liven up the
stories or information books. The listening experience may show to students that there are
interesting or important things in books. This activity is very important especially for children
from families who do not have an established reading culture.
Implementation
Preparation
•

Teachers select books/stories that are useful and interesting to read because of their
moral, literary and/or esthetic values and relevance to the students’ conditions, etc. In
selecting the material teachers should consider the students’ choices or suggestions.

•

Teachers prepare themselves by reading the stories/books first and marking the parts
that need emphasis and illustration and the pauses for questions and answers, etc.

Implementation
•

Before starting the activity, the teacher may fill in the students’ background knowledge
about matters related to the story by asking brief questions about the author, guessing the content of the book based on the cover and title, event setting, pictures, etc.

•

Do not read too fast. If possible, use different tones for different characters.

•

Pauses are needed to make students who are listening even more involved. They
could be asked for comments on the events in the reading or to guess what will
happen based on the information/parts of the story that have been read, etc. Students’ attention may also be directed to interesting/unique expressions used by the
author. Matters related to moral conflicts may also be brought up to teach morality in
a more interactive way rather then by lecturing.

•

There should not be too many pauses/questions because they can interrupt the story
and the enjoyment of listening.

•

In telling stories, meanings are not only conveyed through the teacher’s voice but also
gestures and facial expressions. Therefore, teachers should maximize the use of the
voice, facial expressions and gestures to convey the content of a story.
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•

During the reading pay attention to students’ faces to observe their reaction and
involvement. Empty and uninterested faces as well as a noisy class are the indicators
that their minds are not engaged. If there are only some students showing a lack of
attention, those students may be ask to give comments on the story in order to bring
back their attention. If almost all members of a class demonstrate their disinterest, the
teacher should improve their story telling method or the book may not be appropriate.

•

If a story is too long, it can be stopped to be continued next time (for example 10
minutes in the morning before the lessons or 10 minutes in the afternoon before the
end of school hours).

Material for facilitators

USSR (Uninterrupted Sustained Silent Reading)
This activity is basically intended for giving students a set time to read at school and to provide opportunities for students to enjoy reading. In silent reading students are given a certain period of time, for example 10 or 30 minutes (depending on their age and school conditions) to enjoy themselves in quality reading time without any interruptions.
The objectives of this program are to promote reading habits and to foster reading culture,
for example, building concentration and developing reading competence and fluency through
a programmed fun reading activity.
This program is implemented everyday in many countries, such as US, Australia, England,
Singapore, Malaysiaand Brunei and under many different names, such as SURF (Sustained Uninterrupted Reading for Fun), DEAR (Drop Everything and Read), Book Flood, etc. An Islamic
School in Blitar calls it Iqro’ Time and a Primary School in Malang calls it ‘Membaca,Yes!’ (Reading,
Yes!).
Preparation
•
•

Schools and school committees must agree on the importance of this program.
Funds for routine additions to and updates of the school library collection must be
included in the School Budget

•

Each class should have class library. How?
- Each student donates/lends one of his/her favorite books
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- Class treasury - each student donates one hundred rupiah each day to purchase a
class collection.
- Exchange of collections.
- ………………..
•

Schools determine the duration, frequency and time for the implementation. To establish a routine, the program should have a consistent schedule, for example everyday
after the second break.

•

In order to create a strong reading atmosphere, each class should implement the
program at the same time. Therefore, if the program is implemented at the same time,
the school will be silent because all everyone, students, teachers and even the principal are reading.

•

Teachers and principals should participate in the reading activity to act as effective
models.

•

The program may be given a special name that is attractive to students. They can be
given the task of naming the program, such as: Program Membaca .. oye! (Reading
Program..oye!); Membaca … Yes! (Reading...Yes!); Membaca itu Enak dan Perlu – MEP
(Reading is Pleasant and Necessary), Membaca itu asyik (Reading is Fun); Membaca …
rek! (Reading...guys!); etc.

•

Do not do any additional activities that may disrupt enjoyment during independent
reading.

Class implementation
•
•
•
•
•
•

Each student is ready with the reading material/book to be read
Teachers give a signal that the silent reading activity is beginning
All activities other than reading are stopped and teachers and students read together
(If applicable, students may choose to read on a chair, carpet, mat, floor, etc.)
There should be no sound or activity during the reading activity
After 30 minutes, (depending on the designated duration), teachers give a signal that
the activity is finished. The signal could be an alarm or the teachers’ voice
Students write on their ‘reading journal’ the date, title, number of pages read and brief
comments.
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Reading journal

42

•

During the Indonesian language lessons, students may be asked to write more descriptive and reflective comments after finishing a book.

•

After the reading activity is finished, teachers should continue to the next lesson,
which may “have no relation” to the reading activity.
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Materials for Participants
Form 3.1. Exploring ideas/activities for using libraries/reading corners
No.
a.

Topic

Activity ideas

Lessons related to the use of
libraries/reading corners

b.

Activities to improve the use of
libraries/reading corners in order to
promote reading interest

c.

How to tell stories/read books in order
to awaken the interest of students
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UNIT 3 :

BALANCED ASSESSMENT
Duration: 3 hours

A. Introduction
Various forms of assessment are needed to measure student achievement. In the past paper
and pencil tests were the main form of assessment to measure students’ mastery of curriculum content and were often given at the end of a topic or after a certain period of time,
for example, at the end of a Quarter/Semester. The paper and pencil tests generally focused
on the mastery of the materials/contents that could be easily converted into scores which
were then reported to parents and the school administration .
The Standards Based Curriculum demands students demonstrate their mastery of competencies using a variety of methods. The paper and pencil test alone cannot provide proof of
competency achievement. Teachers now need to apply various methods to collect data (evidence) from students to evaluate their achievement or progress towards the achievement
of the targetted competency to be reached. The paper and pencil test is still useful as a
summative tool, but teachers need to collect data about students’ progress so as to be able
to determine whether their competency has been demonstrated consistently or not.
Teachers should work towards a balanced approach in assessment and evaluation. They can
do it by using:
•
•
•

Tests to measure knowledge
Portfolios to measure progress
Performance assessment assignments to measure the application of knowledge and
skills

While teachers are already used to giving scores to paper and pencil tests and reporting the
outputs in students’ school reports, there are many teachers who are not yet sure how to
measure and report students’ progress by using other assessment methods, such as assessing samples of work, written assignments and data collected through observation.
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This unit introduces the idea of an assessment program which is balanced. It focuses upon
the development and use of portfolios and introduces rubrics as a way to measure student
performance levels based on previously selected criteria. Participants will also explore how a
rubric can be used to help in reporting student progress.

B. Objectives
At the completion of this training, participants will be able to:
1) Understand various types of assessment,
2) Understand the function of portfolios in recording and demonstrating the students’
progress,
3) Understand how to use simple rubrics to measure student progress based on predetermined criteria,
4) Design and use a rubric to report the students’ learning progress.

C. Equipment and Materials
1) Power Point (PP) slides/OHP related to the unit
2) Cardboard/large paper, markers, etc
3) Resource Persons (prepared to make a presentation about the use of portfolios in
assessment and reporting)
4) Example of a rubric and 3 examples of students’ work
5) Three examples of students’ work relevant to each subject (prepared by each facilitator)
6) Reading material.
·
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D. Activity Steps

1. Introduction (30 minutes)
The facilitators introduce the assessment topic by asking groups to discuss and answer the
following questions:
i.

What types of assessment can be used by teachers in classrooms?
Groups take part in a brainstorming session and make a list on chart paper, (for example: observation, checklists, examples of work, anecdotal notes, demonstrations etc)

ii.

How do teachers organize and use various types of assessment for their reports?
Groups report on their conclusions. Groups may present or display their conclusions
to be read by other groups.

The facilitators present power point slides to describe “balanced assessment”, namely
using various assessment techniques to provide information about students’ progress.
This model recommends the following:
•
•
•

Tests to measure knowledge
Portfolios to measure progress
Performance assessment assignments to measure application and student performance

The Facilitators explain that in a standards based curriculum, assessment of progress is
very important rather than just a final summative assessment. Teachers need methods to
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track students’ progress towards the achievement of given competencies. In this session,
the participants will see portfolios for measuring progress and rubrics for assessing the
level of the student performance.

2. Portfolio ( 20 minutes)
Resource persons make presentations about portfolios; what is a portfolio, how a portfolio is managed, what is included in a portfolio, who manages a portfolio, how a portfolio is
used to help in reporting to stakeholders. The resource persons give the opportunity to
participants to ask questions.

3. Rubric
a) Activity 1 (20 minutes)
i.

The Facilitators distribute 3 compositions written by students to each pair of participants.

ii.

Each pair is asked to read the three pieces of text and give scores on a scale of 0-10.
No directive is given to the participants. Participants give scores to the work and
discuss the results in groups. Groups then discuss the following:
• How did you determine the scores that you gave?
• Are there many variations among the participants within the group?
Groups report and discuss their reports.

b) Activity 2 (20 minutes)
Each pair is then given an assessment sheet and asked to reassess the students’ work
by using the scoring criteria given in the assessment sheet (performance rubric). Participants compare and discuss the output. Is there any difference between the assessment given using the scoring rubric and assessment without a rubric? Which one
gives more objective scores?
The Facilitators present “Performance Assessment and Rubric” slide. Discuss and provide reading materials for further information.
c) Activity 3 (45 minutes)
In subject groups, the participants are asked to make a simple rubric by themselves to
give scores to student work (this is best conducted in subject groups) The basic form
can be given to the participants to help them develop a rubric.
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The participants identify a task and the competencies needed to complete the task. The
facilitators can provide examples or the participants may use existing lesson plans or students’ work for this exercise.
•
•
•

Choose the concepts to be taught and the criteria for evaluation
Determine the range or levels of competency that will be scored
Develop a grid. Include the concepts and criteria in the grid.

The participants discuss and share the rubric developed among themselves. They discuss
how the rubric can be used to help teachers in giving objective scores to students work
samples, presentations and assignments.

4. Using the rubric outputs for reports (20 minutes)
The participants are asked to discuss report/school report formats they are using at the
moment or a sample of school report provided by the facilitators. Using the rubric scores
obtained from Activity 2, discuss how to use such information for school report (for
example: scores can be included and criteria are used to describe competencies)

5. Development of ideas for assessment plan (25 minutes)
The teachers are asked to develop a “Balanced Assessment” plan for their classes.
•

Paper and pencil test; when, what is the most appropriate thing to be assessed by
using paper and pencil test?

•

Portfolio; what is included in a portfolio? How often? Make a plan for what is to be
included in a portfolio and when it is implemented.

•

Rubric; when is the most appropriate time to use a rubric as an assessment tool?
What type of assignment will be best measured by using a rubric?

•

What type of assessment will teachers use to help them in collecting data about the
students’ progress?

The facilitators wrap up the session by reviewing the activities and giving the opportunity
to participants to ask questions.
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EXAMPLE OF A STUDENT’S ESSAY – 1

Tectonic Earthquake
[Milo]

[Usamah]

The earthquake occurred in Yogyakarta and Bantul. It occurred at 5 to 6 o’ clock. There
were many casualties and almost all houses were destroyed due to the tectonic earthquake. All houses were razed to the ground. Many people took refuge in safer places and
people were in trouble and were starving. The victims were treated in hospitals and hospital corridors for the hospitals had been full of victims. The earthquake claimed more than
500 lives. Some of the victims were treated in ambulances. Some of the victims were buried
in the remains of their own houses. A large amount of humanitarian aid in the form of
clothing, food, medicines and money was received for the Yogyakarta tectonic earthquake
disaster victims. Temple Perambanan and Temple Sewu were destroyed, too. Some earthquake victims were unconscious but were still alive and seriously wounded.

EXAMPLE OF A STUDENT’S ESSAY – 2

[Broken]
Name:Tara
Grade: V Mkh

[Bodies]
Date: May 30, 06
Jogjakarta Suffering Earthquake Tents

Clothing, Blankets, Drinks, Milks, Instant Noodles, Toys
The suffering of Jogjakarta started at around 5 o’clock. It was Saturday, May 27, 2006. The
earthquake measuring 5.9 on the Richter scale hit Jogjakarta and the nearby areas.
The earthquake occurred due to the shaking of the earth’s plate in the South Sea.
Actually, the earthquake occurred 3.3 meters above sea level that is why the earthquake
was enormous.
The suffering of Jogjakarta got worse, the earthquake claimed millions of lives and some
of the victims were not discovered yet because they were buried under the debris and
millions of others were seriously injured. Some of the victims were stitched on their heads.
I was so sad and amazed at the same time. I was surprised and asked God for forgiveness.
Other than the magnitude of victims, many houses were razed to the ground. They had
nothing left. Since then, Jogjakarta has suffered from enormous losses. Even the royal palace
and Temple at Prambanan were destroyed. I feed so sad. Some of the victims are the relatives of my friends, but thank God, they are safe.
To date, assistance from various countries continues flowing in. Thank God, such assistance has alleviated the suffering of Jogjakarta. In addition to the above, assistance from all
parts of Indonesia has also been received. I invited my school to donate to Jogjakarta. My
proposal has been approved by the headmaster and I do hope all people who read this
writing will also donate to Jogjakarta. Amin!
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EXAMPLE OF A STUDENT’S ESSAY – 3

The DI Yogyakarta Earthquake
It occurred on Saturday, May 27, 2006 and we saw our brothers and sisters crying. The
earthquake in Yogyakarta occurred at 05.50 West Indonesia Time. Our beloved city unexpectedly was razed to the ground and has only left debris. The earthquake was so disastrous
measuring 5.9 on the Richter scale. It claimed the lives of 5000 brothers and sisters of ours.
We have never imagined that before. Yogyakarta and the nearby areas have been razed to
the ground. Such a beautiful Yogya has turned to be earth and ruins. We are sad about it.
The tectonic earthquake has destroyed Yogya. The Asian plate is in the opposite direction to the Australian plate.
The only thing I can do is to pray and to send goods that you need.

These are translations of the children’s work in the slide presentation at the
end of ths unit.
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Handout/Additional Reading

Rubric and Performance Assignments
A Standards Based Curriculum requires students to demontrate what they have learned in
various ways. Students must demonstrate their competency or their progress towards the
competency. This cannot always be conducted by using a written test, therefore new methods are required for conducting assessment.
What are Performance Assignment and Rubric?
Unlike true-or-false or multiple choice tests which require students to choose one of a number of given options, a performance assessment demands students to complete a task or create
their own answers. For example, a writing performance assessment demands students to actually write something, not merely answer multiple choice questions regarding grammar or
punctuation.
Performance assessment consists of 2 parts, namely: a task and a set of scoring criteria or
“rubric.” The task may generate a product, performance or lengthy answer to a question
requiring students to apply their reasoning skills.
Since performance assessment does not have answer key like multiple choice tests, the scoring may generate subjective evaluation with regard to the quality of the student work. It is a
regular thing for us to see teachers examining students’ writing and giving scores ranging
from 0 to 10. However, we do not know the criteria used to give such scores. Students do
not obtain useful information on why a certain score is given to them and there is no feedback on which part of the assignment that has been done well and which part that needs
improvement.
The following example is not a rubric as it does not indicate any performance criteria.
0
Bad

1

2

3

Moderate

Good

Very Good

4
Excellent

Assessment using this scale depends on the teachers’ interpretation of the terms such as
“moderate” or “good”. If a student gets a “moderate” score, the student concerned, his/her
parents or other teachers do not have any idea of what the student can already do and what
the sudent cannot yet do.
A rubric is a scoring key describing various levels of competency quality ranging from excellent to bad for assessing an assignment, skill, project, essay, research report or specific performance. Its objective is to provide feedback on the students’ progress and to provide a detailed assessment of the end products.
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The following is an example of a rubric for assessing fictional writing.

Rubric for Fictional Writing
In the example below, the criteria assessed include: plot, settingand characters. Details of the
criteria are: who, what, where, when and why from the story. The table below is an example
of a rubric. By discussing the rubric step by step, students will find it easier to understand
the standards for the assessment of their work.
Teachers may determine the passing grade. For example, if emphasis is to be given on all of
the three criteria, teachers may determine a score of 3 as the passing grade for all of the
criteria. Therefore, if a student gets a score of less than three in one of the criteria, the concept must re-taught and the student must redraft the writing.

LEVEL

CRITERIA
4

3

PLOT:
”What” and
”Why”

Both aspects
of the plot are
fully developed

One aspects of
the plot is fully
developed but
the other is
not sufficiently
developed

SETTING:
”When” and
”Where”

Both aspects
of the setting
are fully
developed

CHARACTERS
”Who” is
described
through
behaviour,
appearance,
personality,
special
characteristics

Main
characters are
fully developed
with detailed
description.
Readers can
imagine the
characters
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The two
aspects of the
plot aspects
have been
worked on but
not fully
developed,
One of the
Both aspects of
aspects of the the setting are
setting is fully
worked on but
developed, and not fully
the other
developed.
aspect is not
sufficiently
developed
Main
Main
characters are characters are
developed
identified by
with a
name only.
somewhat
detailed
description.
Readers have
difficulty
imagining the
characters.

4

1
None of the
aspects of the
plot are fully
developed.

None of the
aspects of the
setting are fully
developed.

None of the
characters are
developed or
named.

59

UNIT 3 : BALANCED ASSESSMENT

If teachers only put the empahasis on one of the concepts, for example, the development of
characters, students must get a minimum score of 3 for the development of characters in
order to get the passing grade. Meanwhile, the objective of training students to write the
three components of a story is to ensure that students obtain writing experience and feedback for future assignments.
Teachers need to discuss the rubric with students before they start doing their assignment.
The rubric can be presented on the whiteboard or distributed to the students, The rubric
can also give a focus for the teaching and learning process through the emphasis on key concepts and the standard that must be met by students.
All rubrics usually have 2 similar characteristics, namely: one list of criteria and gradation
or levels of achievement. The criteria are chosen to provide teaching and learning guidelines. Each category in a rubric contains performance references and it is used as the basis
for assessing the students’ responses. The categories also contain definitions and examples
to clarify the meaning of each level. A rubric constitutes working guidelines for students and
teachers. Ideally, a rubric is given to students before the students perform an assignment so
that they understand the criteria used to assess their works.
All rubrics have a ranking scale. The rubric above uses a ranking scale of four levels, scale1
for the lowest performance level and scale 4 for the highest performance level. There is no
best ranking scale for a rubric, but a rubric that has a ranking scale of more than 6 levels
should be avoided, because a ranking scale of more than 6 levels will make it more difficult to
clearly distinguish one performance level from another and will complicate the measurement
of differences among performance criteria.
Teachers determine the final scores and the passing grade for performance assignment. For
example, the maximum score in the above-mentioned rubric is 12. Teachers may choose to
convert the score into percentage for the final grade. Some ranking scales indicate the percentage for each level, for example 1 = (50 – 59), 2 = (60 – 69), 3 = (70 – 79) 4 = (80 –
100). This type of scoring provides a range in every performance criterion.
Why use a rubric?
Many education experts believe that rubrics improve students’ final results and therefore
improve their learning. When teachers assess a paper or a project using a rubric, they can
clearly see and measure the quality of the students’ work. If students have received a rubric
before they start their assignment, they will understand how their performance will be assessed and they can prepare themselves for it. By developing a grid and giving it to the students, teachers provide guidelines needed for improving the quality of their performance and
improving their knowledge.
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Once a rubric has been made, it can be used for various activities. A rubric can be slightly
modified and used for subsequent activities. For example, a quality standard provided in a
rubric for fictional composition can still be used for one academic year. Changes can only be
made to the students’ competency and the teachers’ lesson strategies. Therefore, teachers
do not need to make a new rubric for every activity.
The following are some advantages for teachers for using a rubric:
•
•
•
•

Teachers can improve the quality of their lessons by focusing, emphasizing and paying
attention to certain details as a model for students
Students have clear guidlines on the teachers’ expectation
Students can use a rubric as a means of developing their competencies
Teachers can reuse the rubric for various similar activities in the future.
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UNIT 4 :

TEACHERS’ WORKING
GROUP MEETINGS;
PRIMARY AND JUNIOR
SECONDARY
A. Management of Teacher
Working Group Meetings (Primary
and Junior Secondary) (KKG and
MGMP)
Duration: 3 hours and 45 minutes

A. Introduction
It has been explained in the previous
training package that one of the ways
to improve teachers’ professionalism is
the establishment of a professional support system using school clusters. A
teachers’ working group is formed in
each school cluster. At the primary level,
it is called the Primary School Teachers’
Working Group (KKG) while at the
secondary level, it is called the Junior
Secondary School Teachers’ Working
Group (MGMP). The teachers’ professional activities include the development of teaching and
learning activities, including curriculum planning, learning to use materials, leaning to use
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PAKEMand developing skills in using learning resources, class management, evaluation and
the use of textbooks and reference books.
In the PAKEM 1 training, the facilitators were introduced to the management and preparation of KKG/MGMP programs. The result of this training has been implemented and activities have been conducted through KKG/MGMP. However, at times, the program of activities
in these meetings is neither interesting nor challenging and has no significant impact on the
improvement of learning quality in schools. One of the reasons for the ineffectiveness of
KKG/MGMP activities is the fact that the facilitators and working group leaders are not
sufficiently trained.
To support the implementation of KKG/MGMP activities in this fourth training package, the
participants will review/discuss KKG/MGMP activities which have been organized so far, identify the problems faced by the KKG/MGMP, learn about the KKG/MGMP from resource
persons experienced in managing and implementing KKG/MGMP activities focused on the
development of lesson plans. After the training, the participants are expected to have the
skill to prepare, manage and evaluate KKG/MGMP programs, to support teachers and to
promote sustainable professionalism developement.

B. Objectives
Through this training, the participants are expected to:
1.
2.
3.
4.

be able to identify problems in KKG/MGMP
develop various KKG/MGMP programs in accordance with teachers’ needs
identify school principals, supervisors and teachers roles in KKG/MGMP activities
develop KKG/MGMP simulation plans.

C. Sources, Equipment, and Materials
1.
2.
3.
4.
5.
6.
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Resource persons
KKG Programs that have been implemented in districts (brought by participants)
Examples of model lessons (may be taken from ‘best practice’ books)
Markers, large paper,
Materials for Facilitators and TOT Participants on “KKG and MGMP Management”
Presentation (power point) about KKG/MGMP Management
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D. Activity Steps

1.

Introduction (15 minutes)
The facilitators introduced this session, concerning the management of KKG and MGMP.
The facilitators invite the participants to review KKG/MGMP materials from the previous
Training Package.
The facilitators explain that the materials for KKG/MGMP activities in this PAKEM 4 Training are a continuation of the discussion in the PAKEM 1 Training, which is focused on the
effective management of KKG and in accordance with teachers needs so as to become a
sustainable activity.

2.

Identification of KKG and MGMP problems (30 minutes)
The participants are grouped based on their districts. Within district groups, the participants are further divided into two small groups; primary and junior secondary.
Each group of participants identifies problems related to KKG/MGMP. There are at least
four matters to be identified by the participants, namely: (a) activities that have been implemented in KKG and MGMP, (b) problems impeding the progress of KKG and MGMP, (c)
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the extent of the fulfilment of teachers’ expectations in KKG and MGMP, (d) the ideal
implementation of KKG and MGMP. The results of the problem identification activity are
to be written down on a large piece of paper, briefly discussed, and displayed.
3.

Presentations by resource persons about KKG/MGMP (Mentors, Supervisors
experienced in KKG/MGMP) (20 minutes)
For 10 minutes, the resource persons make a presentation about matters related to the
implementation of KKG/MGMP in their regions. The matters to be covered include:
-

preparation of KKG/MGMP programs
management of KKG (per subject or grade, activities, preparation and implementation),
management of KKG/MGMP programs (who is in charge, trainers, the role of principals and school supervisors)
example of varied programs
KKG/MGMP funding
keys to success of KKG/MGMP.

The presentations by the resource persons are followed up by a discussion and question
and answer session for 10 minutes.
4.

Preparation of KKG and MGMP Programs (40 minutes)
For 40 minutes, each group is to have a discussion to prepare a KKG/MGMP program.
Each group has the following assignments:
a.

Identifying topics to be discussed in KKG/MGMP: discussing lesson plans, identifying
learning sources, developing learning ideas, use of library, etc
b. Determining the time of implementation (when and for how long)
c. Managing KKG/MGMP: KKG per grade or subject
d. Preparing KKG/MGMP programs for 4 meetings.

The results of the group discussion are to be written down on a large piece of paper,
presentedand displayed (10 minutes).
5.

Identification of the role of School Principals, School Supervisors, Advisory/
Master Teachers in KKG and MGMP Activities (30 minutes)
In this session, the participants are organized into two groups; (i) Teachers and (ii) School
Principals/Supervisors.
Each group identifies, in parallel, the roles of School Principals, Supervisors, Advisory/Master Teachers in developing KKG/MGMP activities. The results of the discussion are to be
written down on a large piece of paper.
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Materials for Participants

: Mathematics
: VII
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6.

Discussion on the Roles of School Principals, Supervisors, Advisory/Master
Teachers in KKG and MGMP activities (30 minutes)
The two groups present the results of their discussion in a plenary session. The groups
discuss in order to agree upon the roles of School Principals, Supervisorsand Advisory/
Master Teachers as partners in effective KKG/MGMP programs.

7.

Preparation of KKG and MGMP Practice (60 minutes)
In accordance with the KKG/MGMP programs which have just been prepared, the participants select the topic to be simulated in pairs in the KKG/MGMP Practice. After selecting
topics, the participants are to prepare the scenario and the necessary instruments/materials. KKG/MGMP topics are highly varied. In the KKG/MGMP practice, the participants
are to practice “Developing learning plans” for certain topics. The learning topics discussed
in the KKG/MGMP practice are to be selected from the curriculum or “best practice”
booklet.
To facilitate the participants, the preparatory activities are managed as follows (30 minutes):
a. Selecting learning topics to be used in KKG/MGMP
b. Developing scenario for KKG/MGMP session. One of the scenarios for KKG/MGMP
is as follows:
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Materials for Facilitators and Participants

KKG and MGMP Management
Introduction
The world of education is an ever-changing world. Therefore, to be professional, teachers must
involve themselves in the process of changing and growing within their profession. The growing
process will be easier and more beneficial if the teacher undergoes it together with other
teachers. KKG and MGMP are forums for teachers to learn together through activities that
are designed, implemented and evaluated together.
KKG activities in primary schools (SD) may be implemented by teachers of the same subject
but they may also be conducted by class teachers of the same grade. MGMP meetings for
junior secondary schools take place in separate subject groups.
Objectives of KKG/MGMP
One of the objectives of KKG/MGMP is to improve teachers’ capacity planning, implementing and evaluating student centered learning (PAKEM).
Schedule
The activities are to be held every Saturday for 2-3 hours, or on other days agreed upon by
the teachers in the cluster.
Activities in KKG and MGMP
In order to be beneficial and effective the management of a KKG/MGMP working group especially the advisory or master teachers, should design a variety of activities based on the
teachers’ needs, such as preparing lesson plans, preparation and practice in the use of equipment and learning materials, inviting experts to talk, practice in using new teaching approaches,
discussing the latest education issues, workshops, etc.
Preparation of KKG/MGMP
Before the commencement of KKG/MGMP activities, the participants should prepare the following matters:
a. equipment and materials, including text books, relevant to the topics/subjects selected
b. reading and studying the curriculum
c. preparing draft lesson plans
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KKG/MGMP Implementation Method
The following program can be used in KKG and MGMP concerning lesson preparation:

Notes:
Introduction
•
•

General information
Information on KKG/MGMP topics to be discussed

Sharing experience on the topics to be discussed
•
•
•
•

Teaching experience in relation to the topics discussed
Success and difficulties faced in teaching the topics
Forms of student activities and work
Instruments/materials/resources used

Developing lesson plans
•
•
•

Preparing equipment/materials, experimenting (science)/identifying the resources available, etc.
Developing evaluation plans
Preparing “Peer teaching/Simulation”

Simulation of lesson plans
•
•

Discussion on the results of the simulation
Revision of the lesson plans

·
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Closing
•
•

Questions and answers
Organization of future activities (topics, time, venue, organizer)

Sitting Arrangement
In KKG/MGMP activities, the seats should not be arranged like in a conventional class. This
is to promote discussion between and collaboration with other group members. It is
recommended to arrange the seats as follows:
1st Alternative
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B. Practical Teacher Working Group
meetings to improve teaching and
learning
Duration: 7 hours and 45 minutes

A. Introduction
In order to help the participants to learn to manage Teacher Working Group meetings (KKG/
MGMP), the participants are to plan KKG/MGMP activities in pairs. The participants are then
required to practice Primary level (KKG) activities in clusters and junior secondary level
(MGMP) activities in school groups (SMP/MTs.) All teachers in a cluster are to be invited to
participate in KKG/MGMP activities.
KKG/MGMP activities should ideally be very varied, for example, developing lesson plans, developing assessment, identifying learning resources, applying class management, improving skills
in asking questions, etc. In this training, not all activity variations are practiced by the participants.
The main objective of KKG/MGMP activities is to enhance teachers’ competency in planning,
managing and evaluating effective student centered lessons. In this training, the participants
will practice one KKG/MGMP activity model, Developing Lesson Plans (RP).

B. Objectives
Through this activity, the participants are expected to be able to:
1. Practice managing the programmed KKG/MGMP activities
2. Evaluate KKG/MGMP implementation and develop the KKG/MGMP in a sustainable
manner
3. Improve and develop further the skills necessary to effectively support KKG and
MGMP programs.
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C. Sources, Equipmentand Materials
1.

Primary school teachers in one or two clusters
•

2.

Junior secondary school teachers from one or two Junior Secondary Schools (especially teachers who teach science, social studies, mathematics, Indonesian language,
and English language)
•

3.
4.
5.

KKG activities are to be implemented based on subjects, in the following groups: 1st
and 2nd grade teachers are to participate in KKG for early classes, 3rd grade teachers
are to participate in KKG for Mathematics, 4th grade teachers are to participate in
KKG for Indonesian Language, 5th Grade teachers are to participate in KKG for Social
Studies and 6th grade teachers are to participate in KKG for science.

Junior Secondary school activities are to be implemented in the chosen schools (SMP/
MTs). All teachers of the designated subjects are invited to participate in MGMP activities at the chosen locations.

Lesson models and the equipment/materials
Curriculum
Markers, large sheets of papers, writing paper, etc.

D. KKG and MGMP Activity Steps
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1.

Introduction (5 minutes)
TOT Participants (KKG/MGMP facilitators) explain to teachers (KKG/MGMP participants)
the topic for the KKG/MGMP, namely Improving/Developing Lesson Plans. (It is necessary
to note that facilitators should not explain KKG/MGMP theory)

2.

Sharing Experience on Teaching the Chosen Topic (15 minutes)
Teachers have different experiences and ideas in teaching related to the topics/competencies in the curriculum. Each teacher is given an opportunity to present his/her experience
in teaching the discussed topic chosen to be developed in the meeting. The focus of this
experience sharing is to identify how PAKEM can be used in developing lesson plans in
the next session.

3.

Discussion to Prepare Lesson Plan (40 minutes)
If the teachers already have a lesson plan, the activity is to improve the lesson plan. However, for KKG/MGMP participants who do not have any lesson plan, they are to prepare it
with guidance from KKG/MGMP facilitators.
Activities in this session: the participants should agree upon the PAKEM scenario to be
developed (scenarios may also be taken from ‘best practice’ booklet), prepare teaching/
learning aids, work sheetsand teaching materials (such as reading materials), if necessary.
Each group should develop one lesson plan agreed by all participants.

4.

Lesson Plan Simulation (80 minutes)
The simulation is performed by inviting one of KKG/MGMP participants to act as a teacher
in front of other participants/observers in his/her group, who act as students. (The simulation can be limited to about 20 - 30 minutes to give an idea of how the lesson will take
place). It is important for the participants/observers to observe the simulation process,
especially with respect to how far it accords with their idea of PAKEM teaching.
The simulation is to be followed by revisions to the lesson plan.
About an hour before the end of Lesson Plan Simulation session, when KKG/MGMP participants are preparing for teaching practice, Principals and Supervisors gather in a separate group to discuss how they can support the teachers when they are teaching the
lesson in class.

5.

Teaching Practice (120 minutes)
Teachers practice teaching the prepared lesson in their respective schools observed by
the School Principals, Supervisors and facilitators.
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6.

Discussion and Reflection on the Results of the Teaching Practice (90 minutes)
After the teaching practice is completed, the teachers, supervisors, principals and KKG
Facilitators discuss and reflects on the teaching practice.
Lesson plans and student work are placed on a large piece of paper and brought to the
training venue. (Students work is to be used in the Evaluation session).

7.

8.

Closing (5 minutes)
•

KKG/MGMP participants plan the next KKG/MGMP program (Topics, Location, Time,
Instrument/Materials, organizer. etc.).

•

KKG/MGMP Facilitators close the KKG/MGMP activities.

Evaluation and Reflection of KKG/MGMP Practical (90 minutes)
After the KKG/MGMP practice is completed, the participants return to the training venue.
The next activity is discussion and reflection on their perception of the implementation of
KKG/MGMP. They draw conclusions on the implementation the various activities at KKG/
MGMP.
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UNIT 5 :

PRINCIPAL and
SUPERVISOR WORKING
GROUP MEETINGS
(KKKS/MKKS/KKPS/KPS)
(This unit should be implemented during a Meeting of
the KKKS/MKKS and KKPS/MKPS)
Duration: 2 hours

A. Introduction
Successful lessons greatly depend upon the level of teacher professionalism and competency.
Not all teachers are automatically capable of presenting quality lessons in accordance with
the training they have received or the curriculum’s demands. Teachers lack of training and
professional meetings are reasons commonly cited for this. Therefore, teachers need support
in carrying out their duties in the classroom.
Principals and school supervisors are the best people to do this. They have time to help
teachers in presenting lessons. This is also the case for school supervisors who can help teachers in improving their professionalism.
The problem is that the principals and the school supervisors also have limitations in terms
of their capacity to assist teachers in delivering professional/quality teaching. As a result the
Principal (KKKS/KKKS) and Supervisor (KKPS/MKPS) Working Groups need to improve their
capacity as an institution to help principals and supervisors to improve their capacity to support the teachers in their schools. Improved professionalism of principals and school supervisors will lead to increased professional assistance for teachers in schools.
This unit will discuss ways to enhance the functions of KKKS/MKKS and KKPS/MKPS as
professional institutions for principals and school supervisors.
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B. Objectives
After attending this session the participants are expected to be able to:
1. Identify problems/successes achieved by KKKS/MKKS and KKPS/MKPS
2. Formulate /seek various alternative solutions/follows up
3. Prepare KKKS/MKKS and KKPS/MKPS programs in providing technical education
assistance to teachers in giving lessons.

C. Equipment and Materials
•
•
•
•

Resource persons
Cardboard
Markers
Sellotape

D. Activity Steps

Notes:
1.

Introdution (15 minutes)
The facilitator raises questions about the current condition of the Principal (KKKS/MKKS)
and Supervisor (KKPS/MKPS) Working Groups, their roles and functions, their major prob-
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lems/successes and to what extent KKKS/MKKS and KKPS/MKPS can help in improving
the teachers’ professionalism.
2.

Identification of problems/successes and solutions/follow-up (30 minutes)
The participants are divided into groups (maximum 6 persons) to hold discussions. They
are to identify the problems/successes in the efforts to improve the effectiveness of the
KKKS/MKKS and KKPS/MKPS as institutions that can improve the quality of education.
The problems/successes identified should be related to efforts to improve the quality of
education/teaching in schools and classrooms, such as a lack of resource persons in KKKS/
MKKS and KKPS/MKPS activities, the difficulties in assisting the teachers in applying the
standards based curriculum, the mastery of the subject content, etc.
The participants present the results of their group work in a plenary session. Issues that
have been presented by the previous groups should not be repeated by other groups in
order to save time.

3.

Presentation by Resource Persons (30 minutes)
Resource persons who are experienced and successful in running KKKS/MKKS and/or
KKPS/MKPS activities give brief presentations about the management and activities and
building effective relationships with KKG / MGMP groups. Allow time for questions at the
end of the presentations.

4.

Preparing KKG/KKKS Programs (45 minutes)
After reviewing the problems/successes and identifying possible solutions, it is expected
that the participants will have a better idea of how to prepare the KKKS/MKKS and KKPS/
MKPS programs. The programs should pay more attention to increasing the roles of principals and school supervisors in providing professional assistance for teachers. The programs should use the attached form.

E. Supporting Materials
1.
2.

KKKS/MKKS and KKPS/MKPS Programs
Basic Form for KKKS/MKKS and KKPS/MKPS programs
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Semester
Cluster
Sub-District
Regency/City

:
:
:
:

Principal (KKKS)/Supervisor (KKPS) Work Program
Academic Year 2006/2007

Materials for Participants
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UNIT 6:

MENTORING
Duration: 2 hours

A. Introduction
Teachers, school supervisors and principals as colleagues or work partners are responsible
for improving the quality of the teaching and learning activities in Primary and Junior Secondary Schools, both Conventional and Islamic. School supervisors and principals can assist teachers, namely as mentors in encouraging and guiding the teaching and learning activities of the
class teacher.
Mentoring is a part of supervision. The focus of mentoring is to assist in enhancing teachers’
capacities to manage the teaching and learning activities, rather than to assess the teachers.
The mentoring activity falls under the responsibility of school supervisors and principals. They
can employ other parties (teachers, facilitators, or others deemed capable of acting as work
partners). This activity can be tested and reviewed in the meetings of Teacher Working Groups
(KKG/MGMP) of schools/clustersand Principal / Supervisor Working Groups (KKKS/MKKS
and KKPS). Mentoring activities can be performed by a supervisor/principal/mentor teacher/
master teacher, or by a mentoring team.
A well planned mentoring activity is performed in three phases:
1. Initial Phase (making an agreement between the teachers and the mentor concerning
the focus, time and method for performing the mentoring),
2. Implementation Phase (collecting data through observation, interview, recording) and
3. Post-Assistance Phase (reflection, discussion of the observation, discussion for improvement and making a new agreement for subsequent assistance).
All phases are to be performed by applying the principles of trust, collegial relationship, openness and enthusiasm.
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B. Objectives
After attending the training, the participants are expected to be able to:
1. Identify differences between assessment of a teachers’ performance and mentoring
teachers to enhance their capacity to manage teaching and learning activities.
2. Seek new ideas to improve mentoring activities
3. Apply the skills in mentoring.

C. Equipment and Materials
1.
2.
3.
4.

Resource persons
Video or case study
Mentoring tips (power point)
Cardboard, markers.

D. Activity Steps

1.

Introduction and Preliminary Discussion (30 minutes)
What is the difference between supervision and mentoring?
a) The participants work in pairs for 2 minutes to discuss their opinion about the difference between supervision and mentoring. Discuss in groups and ask for responses.
The Facilitator gives the definition of supervision (power point slide) as the activity
usually performed by someone having higher authority who is responsible for managing the program, while mentoring is coaching to improve performance.
b) The participants are required to discuss the functions of supervision and mentoring.
In groups, the participants prepare list of functions and types of activity they respectively perform in a table and names of the implementer, for example:
Supervision: visiting schools, administrative work, grading the schools, checking the
attendance, etc (Supervisor, principal, etc.)
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Mentoring: observation, learning process, giving feedback, new ideas, working with
other teachers,Teacher Working Group (KKG/MGMP) activities, reviewing lesson plans
(supervisors, facilitators, teachers, etc.).
Responses are recorded on cardboard, discussedand displayed.
Emphasize the point that a school supervisor has two roles; administrative and mentor. In this session, the focus is on the role of the mentor and how supervisors, principals and fellow teachers can provide effective mentoring to improve teacher performance.
What is the role of supervisor and principal?
The participants are divided into groups (maximum 6 persons in each group). Each
group consists of various parties (principals, supervisors, teachers etc.). Each group
discusses the roles of supervisor and principal.
Groups record responses, discuss and display.
2.

Presentation by resource persons (30 minutes)
a)

The resource person (supervisor) makes a presentation about his activities as a supervisor. The supervisor should briefly explain about the supervision activities, but
the focus of the presentation should be on mentoring activities (10 minutes)

b) The participants engage in a question and answer session with the resource person
to explore lessons learned in assisting teachers with teaching and learning activities,
class visits, study visits, feed back etc. (5 minutes)
c) In mixed groups, the participants discuss how to improve coordination between supervisors, principals and facilitators related to mentoring activities. (15 minutes)
3.

Discussion on effective assistance (45 minutes)
There are two options for this activity. A video presentation (activity a) can be presented,
but this activity can be replaced with activity (b) if there are no facilities for viewing the
video.
a)

Video presentation, role play and discussion
The participants work in pairs. One plays the role of observer who will give feedback
to the teacher about the teaching performance. The other plays the role of the teacher
on the video.
The participants watch the video on the teaching practice. The observer simulates the
supervision with his/her partner without prior special directions.
After the feedback session, discuss how feedback should be given and how they can
assist the teachers in improving their practice through positive encouraging feedback.
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b) If the video is not available, the participants (in pairs) read the case study and engage in
a role play about mentoring. One member plays the role of a teacher in the case study
and the other plays the role of an assistant who gives feedback without prior special
directions.
c) The Participants will then be given a 5 step model (see the next page) which helps
improve the effectiveness of the feedback and assists teachers to think critically about
their teaching. The participants read the hand out. The facilitator explains and, if necessary, gives examples.
After giving the participants time to read and discuss the 5 steps, the participants may
want to watch the video again or re-read the case study. Emphasize that the mentor
should take note what is seen and not make subjective comments or judgmental statements. Facts should be the basis of the discussion and feedback.
Participants practice giving feedback using the 5 step model.
4.

Plenary discussion and summary (15 minutes)
The participants are divided into two groups: group 1 - supervisors and principals; and
group 2 - teachers and school committee members. Each group discusses and compares
the two types of feedback given. Which form of feedback is most effective to enable the
teachers to critically reflect on their teaching? Why is it important?
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CASE STUDY:
Early Class : Thematic
This event takes place in class 1 of SDN Binangun Karya Primary School. Mr. Hambali is
presenting a science lesson concerning planets and natural phenomena. The students are
encouraged to mention names of objects and natural phenomena that can be seen in the
sky and their impact on human activity. They are requested to identify the objects they
know and discuss them with their fellow students. After that they are requested to sketch
one of the celestial objects they choose. At the end of the lesson, the students are requested to describe the drawing. During the activity, Mr. Hambali smiles and gives comments: “Wow, what a beautiful drawing you made”. “Good, it was a good answer”.
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