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Annexure

=

Sindh Education Foundation
Sample Daily Time Table for Katchi Class

Annexure 1

Time

Duration

Activities

08:00 — 08:10

10 minutes

Assembly Time (Greeting Time)

08:10 — 08:40

30 minutes

Gathering Time (Katchri)

08:40 — 09:20

40 minutes

Early Exploration

09:20 - 10:00

40 minutes

Numeracy

10:00 - 10:30

30 minutes

Break / Snack time

10:30 - 11:10

40 minutes

Language and Literacy

11:10 - 11:50

40 minutes

Artistic Development (2 days in a week) /

Outside (2 days in a week) /

Health & sessions (1 day in a week)

11:50 - 12:50

60 minutes

Learning Corner Time

12:50 - 01:00

10 minutes

Pack-up and Good bye time

Sample Daily Time Table for Grade | & 11

Days

1% period

2" Period

3" Period

4" pPeriod

Monday

Sindhi
8:00-8:40

Maths
8:40-9:20

Maths
9:20-10:00

English
10:00-10:40

Tuesday

1

1

1

1

Wednesday

1

1

1

1

Thursday

1

1

1

1

Friday

8:10-8:40

8:40-9:10

9:10-9:40

9:40-10:10

Saturday

Sindhi
8:00-8:40

Maths
8:40-9:20

Maths
9:20-10:00

English
10:00-10:40

BREAK TIME
Weekdays (10:40 AM — 11:00 AM)

Friday (10:10 AM — 10:30 AM)

5" Period

6" Period

7" Period

English
11:00-11:40

Science
11:40-12:20

Science
12:20-1:00

1

1

1

1

1

1

1

1

1

10:30-11:00

11:00-10:30

11:30-12:00

English
11:00-11:40

Science
11:40-12:20

Science
12:20-1:00

Total working days = 26
Total periods of Maths, Science and English each = 52
Total periods of Sindhi = 26

Total periods in a month = 182




Annexure 2

Sindh Education Foundation
Teacher’s Class Wise Time Table

Name: Ms. Farheen Zaidi (Class Teacher I11A)

Days

Name:

Mon

Days

Tue

Mon

Wed

Tue

Thur

Wed

Fri

Thur

Fri

Name:

Days

Name:

Mon

Days

Tue

Mon

Wed

Tue

Thur

Wed

Fri

Thur

Fri

Name:

Days

Name:

Mon

Days

Tue

Mon

Wed

Tue

Thur

Wed

Fri

Thur

Fri

Name:

Days

Name:

Mon

Days

Tue

Mon

Wed

Tue

Thur

Wed

Fri

Thur

Fri




Annexure 3

Sindh Education Foundation
Schedule of Parent Teacher Meeting

School Name: School code:

Name of Student Parent’s Name Scheduled Timings

Name of Teacher:

Signature:

Name of Entrepreneur:

Signature:




Sindh Education Foundation
Substitution Plan for Teachers

Day:

Annexure 4

List of Absentees

V.

Vi.

Vii.

viil.

Name of teacher Absent

Period

Substitute Teacher




Annexure 5

Sindh Education Foundation
Statement of Teachers’ Workload
For the Academic Year 2007 — 2008

Total periods
per week

Name of the Faculty Subject Class Allotment

Ms. Farheen Zaidi Urdu 3A, 3B, 4A, 5A, 5B




Annexure 6

Sindh Education Foundation
Syllabus Break-up for the Academic Year
20X X — 20XX

Name of Teacher: Class:

Prescribed Books: Subject:

Working Days | Topics to . . Events to
Months | Week | Date in Week be Covered Sub-Topics | Holidays be held
01
02
03
04
01
02
03
04
01
02
03
04
05
01
02
03
04
01
02
03
04
01
02
03
04
01
02
03
04
01
02
03
04
01
02
03
04
01
02
03
04

August




Sindh Education Foundation
Format of GR Register

Annexure 7

Place of birth

Last
institution
attended

Date of
Admission

Class in
which
admitted

Date of
removal

Class at the
time of
removal

Cause of
removal

Remarks




Annexure 8

=

Sindh Education Foundation
Teacher’s Record Sheet

Name of Teacher Qualification Subject(s) Allocated




Sindh Education Foundation
Teacher’s Personal Record Sheet

Annexure 9

Name of Teacher

S/o/ Dlo

Quialification

Class
taught

Subject
taught

Work
load/period

Address

Contact #




Name:

Sindh Education Foundation
Teacher Bio Data

Father Name:

NIC:

Address:

Annexure 10

Contact #:

Quialification:

Academic:

Professional:

Courses:

Co-curricular activities:




Annexure 11

Sindh Education Foundation
Admission Record Sheet

Admission
Name of Student | Father Name Address Contact # Required Remarks
In (class)




Annexure 12

Sindh Education Foundation
Dropout Record Sheet

Reason of
Name of Student Father’s Name Class/Sec school
leaving




Annexure 13

Sindh Education Foundation
Meeting Record Sheet

Day: , Date: , Time:

Chaired by:

Participants:

Points Discussed Responsibility Follow up

Signatures of Participants

28|Page




Annexure 14

Sindh Education Foundation

PTM Record Sheet

Day: Date:

Class & section Total students Parent visited Percentage (%)




Annexure 15

Sindh Education Foundation
Student profile

Paste photograph

Student’s Name:

Class:

Father’s Full Name:

Mother‘s Full Name:

Father’s Occupations:

Mother’s Occupations:

Guardian’s full name:

Relation with the child:

Guardian’s Occupations:

Postal Address:

Office Address:

Phone: , Res:

Any Heath Problem or Allergies:

Last inoculation date:

In case of emergency Contact:

1. Name:

2. Relation :

3. Contact#:




Annexure 16

Sindh Education Foundation
Class Observation

Name of school: Name of teacher:

Class & section observed: , Day: , Date:

Subject: , Unit/Chapter: , Topic:

Period: , Observer’s name and Designation:

Lesson Planning:

1. Obijectives are clear, relevant and specific

2. The teaching aids are relevant and well
prepared

3. Methodology is step by step explained and
pointed out

4. The activities are appropriate for the level of
learners and topic/lesson

Beginning:
5. Greets the learners well, helps in
proper setting down of the class
6. Introduced the topics with simplicity
7. Hand writing on the board was legible and
catered to the level of the learner
8. Begin with effective attention gather

Middle:

9. Explain the theme of the topic
logically using a step by step approach

10. Time management is effective, explanation Vs
written work

11. language was appropriate for level of learner

12. Maintained good positive/body language

13. Learners were involved effectively and their
participation encouraged

14. checked learning /understanding of the
learner during the lesson

15. Appropriate feed back was given to learners

16. Special effect is made to involve slow learner

17. proper cont assessment procedure were
planed

31|Page




18. Teach is carrying lesson planer/subject book

19. Learner’s notebook neat, regular and well
maintained

20. The teacher class room management is
effective, he learners are sensibly seated. The
teacher uses positive disciplinary approaches
to achieve learner cooperation

Ending
21. Gives an overall recap of the lesson
22. The teacher sets/plan appropriate amount of
written work adequate feedback and home
work to the students
23. Exercise?
22x4=88

Score Total:88 percentage

Key:

0=Unacceptable(incomplete teacher)
unsatisfactory: Needs to improve a lot

Satisfactory: Competent but needs to improve a lot
Good: Shows good practices but could still improve
Very good: Excellent practices, only small
improvement

Final grading:

0 40% below average

41 70 % average

71 100% Above Average
Any other suggestion( if required

Observer’s signature
Teacher’s Signature




S.No G.R.No

A

Annexure 17

Sindh Education Foundation

SCHOOL NAME
ADMISSION FORM

PHOTOGRAPH

PARTICULARS OF STUDENT
Name of Student
Father’s Name
Date of Birth (In figures)
(In words)
Place of birth Religion Gender
Mother Tongue Surname
Admission in class
Last School Attended
Last Examination with Year
Present Address
Permanent Address
School leaving certificate attached (Yes or No) Phone (Res)

PARTICULARS OF PARENTS/GUARDIAN
Guardian Name
Occupation Income (Per month)
Occupation Address
Phone (Office) Signature
Emergency Contact#:
Any medical problem (s):

FOR OFFICE USE ONLY

He/She is fit /unfit for the admission in Class
Master/Miss has been admitted in

Class Sec: deposited dues with receipt No

Amount
Date:

Head Mistress /Principal




Annexure 18

(LEAVING CERTIFICATE)

[LEAVING CERTIFICATE]

34|Page

Date: MNo__ I S.No:

General Registration Mo.

Full Mame:

Father's Name:

Religion:

Place of Birth:

Date of Birth:{in words):

Last School Attended:

Date of Admission:

Class Studying now:

School dues:

Date of Leaving School:

Reason of Leaving School:

Progress:

Conduct:

General Registration No.

Full Name:

Father's Name:

Religion:

Place of Birth:

Date of Birth:(in words):

Last School Attended:

Date of Admission:

Class Studying now:
School dues:

Date of Leaving School:

Reason of Leaving School:
Progress:

Conduct:

Class Teacher




Annexure 19

Sindh Education Foundation
PROGRESS REPORT

Ist Term Test

Held in the Month of

ACADEMICS

Max. Marks
Marks Obtained

wn
=z
o

Subject

English
Sindhi

Mathematics

Science

Social Studies

Islamiat

Urdu

Computer

1
2
3
4
5
6
7
8
9

Drawing
10 G. Knowledge (Oral)
Grand Total

GENERAL INFORMATION

Attendance Out of

General Behaviour Sat

Punctuality Sat

Cleanliness Sat

1
2
3
4 Parents Cooperation Sat
5
6

Self-work Sat
7 Class work Sat
Passed/Failed

Teacher Remarks

Signature of class Teacher

Signature of Parents Signature of Principal

O|Page




2nd Term Test

Held in the Month of

ACADEMICS

Subject

Max.
Marks

Marks
Obtained

English

Sindhi

Mathematics

Science

Social Studies

Islamiat

Urdu

Computer

O | O N 0| DWW |IDN|PF

Drawing

10 G. Knowledge (Oral)

Grand Total

GENERAL INFORMATION

Attendance Out of

General Behaviour

Punctuality

Parents Cooperation

Cleanliness

Self-work

Class work

Passed/Failed

Teacher Remarks

Signature of Parents

Signature of class Teacher

Signature of Principal




3rd Term Test

Held in the Month of

ACADEMICS

wn
=z
o

Subject

Max.
Marks

Marks
Obtained

English

Sindhi

Mathematics

Science

Social Studies

Islamiat

Urdu

Computer

Ol | N[O |BdIW|IN|PF

Drawing

=
o

G. Knowledge (Oral)

Grand Total

GENERAL INFORMATION

Attendance

Out of

General Behaviour

Good Sat

Punctuality

Good Sat

Parents Cooperation

Good Sat

Cleanliness

Good Sat

Self-work

Good Sat

7 Class work

Good Sat

Passed/Failed

Grade

Teacher Remarks

Signature of Parents

Signature of class Teacher

Signature of Principal




Annexure 20

Sindh Education Foundation
ID CARD FORMAT

(Student ID)

PERSONAL INFORMATION

Card. ID G.R No

Name of Student:
Ali Ahmed

Father/Guardian
Muhammad Ali

Home Address

SCHOOL NAME

ALI AHMED

] Contact No # 1 Contact No # 2
Six-A

Date of Birth Session

Issue Date Valid up to

ADMINISTRATOR ::jg)rljagg card please sent it to the following
IDENTITY CARD

(Personnel ID)

SERVICE CARD)

School Address

Name:
S/o orD/o:
Desig.:
S SLamp NI{- i Sign

Princigal Valid Llp [0 Employe:
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Sindh Education Foundation
Government of Sindh

House # 21-A, Block 7 / 8 ,Overseas Cooperative Housing Society,
Ameer Khusro Road, Karachi. Ph : 021-341691411-5
021-343057534 , 021 - 34301460-3, Fax: 021 - 34169181
E-mail ; info@ Sef. Org.pk Webside : www.sef.org.pk




