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APPENDIX 17
TRANSCRIPT OF INTERVIEW FOR TEACHER

TEACHER 1 (FEMALE)
CAPE COAST METRO

INTRO BY TEACHER: | am a first degree holder, currently on a Masters programme in Education
Administration & Management. | have been teaching for 8 years as a teacher in this school.

VENUE: School premises.
TIME: 11:30-12:02
SECTION A
DECISION-MAKING (Descriptive)

Q1. Briefly tell me your understanding of decision-making (DM)?
Tr: | understand DM to be a continues process whereby you take decisions that concern an organization
or institution which concerns people in an organization.

Q1b. So if DM is what you’ve just said, then what is school DM?
Tr: School DM are those decisions that are taken in schools which concerns the school, teachers, head
teachers, pupils, all stakeholders and everything about the school.

Q2. Kindly tell me how DM happens/takes place in your/this school?

Tr: It can be from the head teacher to the teachers or teachers to the head. In this school there are
certain decisions that are taken by the head alone and others too with the teachers, sometimes too the
head takes the decision first before bringing teachers on board.

Q2b. can you please tell me such situations where the head takes decisions alone?

Tr: We have something called the School Performance and Improvement Plan (SPIP) when she is
preparing there are certain things she consider before she brings it on board. As to whether we need
such things or not but decisions that concerns students welfare like discipline etc that one teachers come
together to decide on.

Q3. How often do you/this school have meetings in a term to discuss issues concerning the school?
Tr: Ideally it should be 2 staff meetings, but there are certain times we do have emergency meetings.
This happens when an issue crops up from a regular meeting with the head or higher authority.

Q3a. How are these meetings organized?
Tr: She (head) writes a letter which is circulated for us to read and sign for which states the day, date,
time, and venue for the meeting. With emergency meetings she quickly calls all the teachers present

whiles standing and discuss with us.

Q3b. could you say something more about what issues are normally discussed during those meetings?
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Tr: Issues that are normally discussed are academic performance of the pupils (BECE results) especially
when they are about to write their exams we discuss how best we can improve their performance as we
try to compare with previous results to see if there has been improvement in teaching. We also discuss
discipline issues among pupils.

Q3c. Can you briefly tell me how you arrive at decisions?
Tr: Err sometimes we vote on an issue by raising our hands, sometimes too we don’t even draw into
conclusion and we stand up and go.

Q3d. Will you say you are always pleased/satisfied with proceedings and outcome of your meetings?
Tr: Sometimes like | said, we don’t even draw into conclusion and we leave the decision hanging and
then she will try to do what pleases her or takes decision that is right to her. So am not always pleased.

SECTION B
OPINIONS AND EXPECTATIONS ON DECISION-MAKING

Q1. Tell me how you feel decisions should be made in your school?

Tr: To me DM in this school should concern everyone and | believe it’s a team work. When you try to
bring people together because if you take your decisions alone, someone will try to stand against it but if
you try to involve the person into the decision-making at least he/she knows that he/she is part of the
decision and its binding him/her and try to make sure the decision taken is binding all.

Q1b. Can you tell me specific reasons why you want decisions to be made that way?
Tr: Like | said two heads are better than one so one person can’t do everything, we take decisions to
bring our ideas on board which to some extent bring us together.

Q2. How do you want to be involved in DM in your school?

Tr: Oh, definitely | want to first be involved in the consultation, making the decision and after the
decision has been taken which all of us have to make sure that the decisions we have taken have to be
implemented. You don’t just take a decision and hang it somewhere.

Q2b. Can you tell me more about the roles?

Tr: We realized that the pupils were not coming to school on time so we tried to make a rule that at a
specific time all pupils should be at school. So we made a rule that when a child comes to school late
he/she should be punished after school.

We also realized that there was no discipline committee in the school so we tried to form one

Q2c. So, on which of the committees are you on?
Tr: | was on the examination committees but currently because of my further studies am no more on any

of them because there wasn’t transparency and trust among the head teacher and committee members.

Q2d. Can you mention some of the committees in this school?
Tr: We have the welfare, discipline, guidance and counseling and the examination committee.
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Q3.There are 4 areas teachers want to participate. In order preference which of the following areas
would you want to participate?

Tr: First, goals/vision/mission of the school 4

Second, staff development 3

Third, curriculum development (teaching & learning)2

Fourth, managerial issues. 1

Q3a. Can you give any specific reasons why you prefer goals/vision/mission than the others?

Tr: Before any institution or organization is established you should have your goals for setting up such
and institution, definitely you should have a goal in mind, what you want you achieve and you might
have a vision before setting up your organization.

Do you know the mission and vision of your school?
Tr: Yes, our goal is pass and pass well.

Q4. Some teachers say their school have improved during the last 18 months, what do you say about
your school?

Tr:Yes, in terms of academic results my school has improved for instance this year’s results were better
than last years. With infrastructure we’ve had a new KG and some new text books and computers for our
library.

Q4a. Will you say your school has improved over the last 18 months through teacher participation in
DM?

Tr: Yes, because we complained and made decision about our wooden structure for the KG and we now
have a new block for the KG.

Q4b. What do you think can be done so that your school can improve?
Tr: | think if we can get a computer lab and a library for the students it will go a long way to improve the
academic performance of our students.

SECTION C
PARTICIPATION IN DECISION-MAKING

Q1. What are the main challenges/barriers that makes it impossible for you to participate in DM in
your school?

Tr: Let’s say if someone brings out an idea/opinion during meetings and that idea is not taken he/she will
next time decide not to say anything during meetings. More so, “When they (head teachers) take
decisions they should make sure that the decisions are implemented; you don’t take decision and leave it
just like that. If a person sees that an idea brought up has been implemented, definitely next time he/she
will fully get him/herself involved anytime you want him/her
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Qla. Some head teachers say some teachers are lazy and some do have meetings within meetings?
What do you say?

Tr: Sometimes too you see head teachers will do something without involving anybody that makes
teachers feels bad and reluctant to participate. Again the leadership style of the head also turns teachers
off from participating in DM.

Q1b. In what areas/issues does the head not involve you?

Tr: They (head teacher) might see them (teachers) as lazy because if you don’t involve the person how do
you expect the person to help you to achieve your aims. Me for instance if you don’t involve me | will not
to give a helping hand when the need arise. In terms of the SPIP, there are certain things she brings on
board others too not.

Q2. Will you tell me what you think should be done to get teachers to fully participate in school DM?
Tr: When they (head teacher) take decisions they should make sure that the decisions are implemented,
you don’t take decision and leave it just like that. If a person sees that an idea brought has been
implemented definitely, next time he will fully get himself involved anytime you want him/her to.

Q2b. What do you think are the reasons why some of these decisions are not implemented?
Tr: | think first and foremost is finance because most of the decision needs money to effect its
implementation.

Q2c. What do you think teachers should also do?
Tr: | think teachers need to respond on time to meetings and accept responsibilities to be on committee.

Q3b. At the end of this interview what is your opinion about teacher participation in DM?

Tr: To me | see teacher participation in school DM is whereby teachers are fully involved in the DM
process in the affairs of the school. | think it’s a good idea for teachers to participate because it will
enable the school to achieve the goals and vision of the school.

Q3c. Some teachers say the school prefects should be involved to some extent in school DM.

Tr: Oh yes, even not the school prefects but the whole school pupils. Sometimes when we are taking any
decision that concern them it will be very good to include them because they are the ones with whom its
concern and they know their problems and understand them better than us.
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APPENDIX 18
TRANSCRIPT OF INTERVIEW FOR HEAD TEACHER
HEAD TEACHER 1 (FEMALE)
CAPE COAST METRO

INTRO BY HEAD TEACHER: | completed teacher training in 1987. | furthered with a Diploma and Post-
Diploma in Education at the University of Education, Winneba. | have been teaching for 26 years and 2
years as a head teacher in this school.

VENUE: Head teachers office.
TIME: 12:25 - 12:57
SECTION A
DECISION-MAKING (Descriptive)

Q1. Briefly tell me your understanding of decision-making (DM)?

Htr: Thank you: to make decision is to say your mind or share your views on something by adding some
people. In decision-making there must be something for which people share their views on especially
when it concern others they will be invited to share their views to arrive at a common goal.

Qla. So if DM is what you’ve just said, then what is school DM?
Htr: School DM is where you meet your teachers and other stakeholders to discuss the issues with them
before you arrive at a conclusion and see to it that the decision is implemented.

Q1lb. Do you always make your decision before meeting your staff?

Htr: As far as | know as a leader, | need not to go to a meeting without having a decision in mind. | always
put it to them so when they bring out their suggestions and | see to things that it goes with what | want
it to be done before we conclude on an issue.

Q2. Kindly tell me how DM happens/take place in your/this school?
Htr: Before we make a decision | do my investigations and invite teachers and discuss with them to come
out with a solution.

Q2a. How do you arrive at a decision?
Htr: Oh sometimes it’s the majority who carries the vote, however, here we don’t normally vote. But
normally its general consensus by responding in a positive affirmation to an issue.

Q3. Have you attended any workshop/insert on DM within the past 10 month?
Htr: No | haven’t.

Q3a. Do you think It’s important to have insert on DM for head teachers?

Htr: Yes, | think head teachers need insert on DM will enable them to make good decision for their
school.
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Q3b. Why do you think so?

Htr: You see to make decision is not an easy task so we need to have some constant insert/workshops to
keep us updated. You see, it is very necessary that teachers and head teachers become aware of how
decisions are made by providing insert or workshops for teachers, head teachers and all stakeholders to
update them in their day-to-day administration of the school”

SECTION B
OPINIONS AND EXPECTATIONS ON DECISION-MAKING

Q1. Tell me how often do you have meetings in a term to discuss issues concerning the school?

Htr: Normally meetings within the term should be 2-3 normally at the beginning and at the end of the
term but sometimes we do have emergency meetings where we normally stand and do a quick and brief
meeting.

Qla. How are these meetings organized?

Htr: For normal meetings we sit in a room and have our meetings but with the emergency ones
sometimes after school assembly we stand and have the meeting. Sometimes too teachers converge in
my office and we briefly discuss issues.

Q1b. Could you say something more about issues that are normally discussed during these meetings?
Htr: Mostly it’s about the children learning habit, lateness to school; sometimes too it’s about the
teacher’s punctuality. Basically it’s indiscipline and academic work.

Qlc. Will you say that you are always pleased/satisfied with the proceeding and outcome of meetings?
Htr: For me am 80% satisfied with proceedings from our meetings.

Q1d. What about teacher attendance?
Htr: Very positive. They all do attend whenever they are in school and if they aren’t, they do ask for
permission.

Qle. Tell me about the attitude of your staff towards meeting?

Htr: Naa, me | don’t have problems with their attitude, they know me and how | am. | use my time
consciously to do everything so they know me well. Sometimes their attitude emanates from the leaders
themselves and their style of leadership.

Q3. Tell me how you feel decisions should be made in your school?
Htr: | don’t have my own way, so far as am working with people | have to involve them in everything.

Q3a. Some teachers are of the view that students should be involved in DM.
Htr: YES, but not all issues but sometimes we can call the leaders to elicit their views.

Q4. In order preference which of the following areas would you want your staff to participate?
Htr: Curriculum development first

Second, goal, vision and mission of the school

Third, staff development

Fourth, managerial issues
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Q4a. why curriculum first?

Htr: It is my first because We are here as teachers first to teach the children to learn and all the
rest will follow suit, so in this school | give teachers room to make their own decisions about
what and how they want to teach, only if it will benefit the children.

Q4b. Can you briefly describe how you involve teachers in the areas mentioned in Q4
Htr: | do organize periodic insert to upgrade their knowledge and skills in teaching and learning while
correcting their lesson notes (curriculum)

With staff development | do update and expose them to other opportunities for promotions and further
studies.

With managerial they are given the opportunities to serve on committees.

Q4c. How vibrant are you committees?
Htr: They are very very strong and active.

Q4d. Do you trust them to make decisions on their own?
Htr: Yes, for that yes, sometimes they do make decisions on their own so when they meet me then we
streamline them together.

Q4e. Does this school have a vision and mission statement?
Htr: Yes we do have and the teachers are very much aware of it.

SECTION C
PARTICIPATION IN DECISION-MAKING

Q1. Some head teachers are of the view that lack of implementation of decisions, money, age,
qualification, experience, long service, leadership style and religious beliefs are the challenges
/barriers that make it impossible for you to participate in DM in your school?

Htr: “Yes there are so many factors such as lack of implementation but finance is the major one.
Decisions made need to be put into reality. Teachers become motivated when their views become reality.
This can only happen when we have money to implement such decisions. Some heads are not open in
terms of finance and this raise suspicion among staff member. Here sometimes | have to use my own
money to support the implementation of decisions becomes the capitation grant always delays Yes all
these factors are challenges. Some heads are not open in terms of finance but here am always open and
even sometimes use my own money to support them. : | also do believe that age, experience, religion
and qualification do serve as a barrier to teacher PDM but in my school there isn’t anything of that sort
here because every staff member is seen as a colleague not a subordinate.

Q1la. So what about victimization and transfer?

Htr: There is trust among my staff, | even defend my teachers but when it’s comes that | have to
discipline, | do it without reporting any of them.
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Q1l1b. Some heads say that lack of implementation of decision is the major barrier to TPDM.

Htr: Sometimes in some schools yes, you know some of the head teachers find it giving money to
implement decision made but here even if there is not money | even give my own money out.

Q2. Some head teachers say their schools has improved over the last 18 months, what do you say
about your school your school has improved over the last 18 months because of TPDM?

Htr: Mostly school improvement has to do with children learning habit, lateness to school and
sometimes about teacher punctuality. Basically school improvement is measured by academic excellence
and state of discipline in your school. Yes, in my school discipline has improved and academic is
okay. With infrastructure and logistics, | have been doing some repairs and renovations, so | will
say its okay.

Q3. Will you tell me what you think should be done to get teacher to fully participate in school DM?
Htr: Yes but all these things | have mentioned weren’t done by me alone. For this all the teachers help
and that’s why we have improved.

Q3. Will you tell me what you think should be done to get teacher to fully participate in school DM?
Htr: Teachers need to be motivated by the school and the parents or the community. Motivation such as
parental or community regular visit and praises from the head and community will go a long way to
improve TPDM.

Q4. At the end of this interview what is your opinion of about TPDM.

Htr: It is very necessary that teachers and head teachers become aware of how decision are made by
providing insert/workshop for teacher, head teachers and all stakeholders to update them in their day-
to-day administration of the school.

Q4b. What do you want to add to this discussion?

Htr: We as head teachers have to enable the teachers to take part in everything that goes on in the
school and we must also be open to them as well whiles trusting them.
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APPENDIX 19
TRANSCRIPT INTERVIEW FOR CIRCUIT SUPERVISOR

CIRCUIT SUPERVISOR 3 (FEMALE)
MFANTSEMAN MUNICIPAL

INTRO BY CIRCUIT SUPERVISOR: I hold a 3 year Cert ‘A’ and on a master programme in
school supervision. I have been a C/S since 2007 to date.
VENUE: head teacher’s office.
Time: 10:30-12:07
SECTION A

DECISION-MAKING (Descriptive)
Q1. Briefly tell me your understanding of decision-making (DM)?
Cs: DM is about seeking new and ideas from teachers and other stakeholders on how best to run the
school activities and programs.

Qla. So can you kindly tell me what school DM is?

Cs: In school DM we have various ways in which teachers are allowed to bring out their views and to
contribute to the running of the school. Example: PTA meetings, during these meetings all stakeholders
that are concerned come out with views on issues that is on board. We also have the staff meetings and
during these meetings teachers are allowed to share ideas especially when there is a peculiar challenge
they will bring their contribution and then we look at the best options that will solve the problem.

Q2. Kindly tell me how DM happens/takes place in schools within your circuit??
Cs: We have school based decisions that are taken. Sometimes we come together and makes decisions
that’s where we meet all heads.

Q2a. Can you please limit it to a particular school?

Cs: Assuming | come to a school and | find out there is something going on, whether negative or positive,
first the interaction will be with the head concern, we bring the issue and we discuss and if there is the
need to bring in the teacher concerned or few teachers on board we do that, if there is also the need to
meet the entire staff we do that.

Q2b. So if it involves all the teachers how do you arrive at a decision?

Cs: Okay, if its involves all the teachers we meet the head we discuss and we try to come to a
compromise by taking our own decision before meeting the entire staff and put the issue to them then
allow everybody to bring out his/her views.

Q2c. Does it mean that before you meet teachers you’ve already made a decision?

Cs: Yes we might have had our own decision but that decision is flexible for amendment. If suggestions
from teachers links with ours then we can stand on it and use it, f not we try to come to a compromise.
Sometimes if the need arise we vote, sometimes too the majority will heed to it by actions, other times
too the situation might be that the teachers might not have any solution and would prefer mine/ours.

Q3. Have you attended any workshop/insert on DM within the past 10 month?
Cs: No | don't really remember, but there hasn’t been anything on DM.
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Q3a. Would you like to attend on DM?
Cs: YES, because its good if everybody knows how decisions should be made or implemented is better. |
think if we are given anything on that it will be very helpful.

SECTION B
OPINIONS AND EXPECTATIONS ON DECISION-MAKING
Q1. How often do you have meetings in a term to discuss issues concerning schools within your circuit?
Cs: At the beginning of every term we normally organize meetings at least by the first 3 weeks of
reopening we need to have meetings. So during that meeting | brief them on the planned activities for
the term. Then we are supposed to have at least 2 PTA meetings in a term, beginning and end of the
term. Individual schools set their times for their meetings and they invite me.

Qla. Can you tell me how these meetings organized?
Cs: Yes, meeting with the heads | normally send text messages to their phones and getting to the day or
early in the morning | call them on their phones to remind them of the meeting.

Q1l1b. What about the staff meetings?

Cs: Normally when | visit a school and after my observations | meet the head teacher and brief him/her
where things went wrong or well, or sometimes too the school will call you that they need you at their
meeting.

Qlc. Could you say something more about issues that are normally discussed during these meetings?
Cs: With the schools we talk about teaching and learning and how it can be improved. Activities that will
improve teaching and learning. With some schools we concentrate on their peculiar problem such as
reading etc; issues concerning parent teacher relationship, discipline and welfare issues.

Q1d. Will you say that you are always pleased/satisfied with the proceeding and contribution by staff
members during meetings?

Cs: Most at times yes but there are situations where teachers won’t compromise so they make things
difficult. At times we have to be firm so that normal or proper way of doing things can be done

Q2. Is it true that some teacher’s attitude towards meetings are appalling?

Cs: It’s true that some teacher’s attitude to meeting is very appalling. With GES the moment you try to
be vocal or come out with your views it’s like they try to victimize you, especially when the directorate
meet the teachers they don’t talk because of fear of victimization and transfer and at the end of the
meeting some decisions have to be imposed on them. We need leaders who are competent and bold to
lead if our schools are to improve

Q2a. Some teachers say they don’t talk at meetings because their views are not considered?

Cs: Most a times teachers are quite at meetings, however | think it depends on the nature and
relationship, if there is conducive and free atmosphere and the person who is leading the meeting has
open him/her self up teachers will always contribute, but if you come as a boss teachers will just sit and
look at you.
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Q2b. Some head teachers share the opinion that some teachers come to meeting late and do have
meetings within meetings. What do you say?

Cs: Yes its true it’s all boils down to the conducive atmosphere because when the atmosphere is not
conducive for them to come out then they will be discussing and challenging your views among
themselves without coming out with it.

Q2c. Some teachers are of the opinion some head teachers do discuss issues and take decisions with
their friends before being discussed among the staff and that ages, and long service does play a role?
What do you say?

Cs: Yes its true, | can give you some examples of schools within the circuit. Examples are those who have
been in a particular school for a long time. However in school DM age, experience and academic
qualification play a role because when you consider age and experience the person is more exposed to
the realities of day to day school issues.

Q2d. What about religious beliefs of the leader and members?

Cs: Yes yes, it does especially with the mission schools they have their own doctrines and most of the
heads are appointed are from that religious body so they sometimes try to go according to their
doctrines.

Q3. Can you please tell me how you feel decisions should be made within schools in your circuit?

Cs: | think everybody should be given the opportunity to come out with his views, opinions and
expectations on an issue because ‘two head are better than one’ because looking at the school situation
experience alone can solve problems, other factors that are embedded in other staff members need to
come into play for a successful solution.

Q4. In order preference which of the following areas would you want teachers in your circuit to
participate?

Cs: Staff development first

Followed by Goals, vision and mission of the school

Curriculum development next and

Managerial issues

Q4a. Why staff development first?

Cs: Yes, teachers are the staffs so | think developing their capabilities will enable them acquire
knowledge for the achievement of the vision and also for the implementation of the curriculum.

With staff development | do organize workshops and counsel them on their opportunities available for
them to upgrade themselves.

With managerial, | think that one boils much on the head since he/she is directly working with them.
With goals and mission of the school, with the help of PAGE Partnership for Accountable Governance in
Education. They are helping us to implement some of the school policies. They come out with funds to
run some of these workshops. Just last week we organize an insert for schools on how to write a mission
and vision statement for the school. Although few schools have their mission and vision statement but
their activities are not linked to it.

Curriculum; teachers are the implementers and they are on the field facing the challenges as | allow
them err their views.
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SECTION C

PARTICIPATION IN DECISION-MAKING
Q1. Some teacher, heads and C/S are of the view that lack of implementation of decisions, finance and
leadership are some of the challenges /barriers that make it impossible for you to participate in DM in
your schools within your circuit. What do you say?
Cs: Yes, lack of implementation of decision, finance and leadership style is some of the major challenges.
However, some teachers don’t participate because their views are not taken and those taken are not
implemented, this makes them feel rejected and keep silence and not involve at all. So they have the
feeling that even if | contribute my view it won’t be taken or implemented.

Qla. Are there any challenges you will want to add.

Cs: Yes, | will even go for victimization because if you are bold and you come out with a good idea they
say you are ‘too known’ ‘are you the only person who have gone to school’ this makes them keep quiet
at meetings.

Q1b. Have you done anything to address such issues?
Cs: Yes most at times | always make them to know that meetings are an open forum so | try to solve
situation on the ground on one to one before issues are discussed among all staff members.

Q2. Some C/S say schools within their circuit has improved over the last 18 months, what do you say
about schools in your circuit?
Cs: Okay, | think so because every time we try to improve what had been done previously.

Q2a. Why do you say so?
Cs: The BECE results, the end of term exams, school climate, logistics have all seen some improvement
except infrastructure which am not satisfied.

Q2b. are you saying that your school has improved over the last 18 months because of TPDM?

Cs: | will say yes because with the help of NGO’s school have been made aware some of the things they
need to do to contribute for effectiveness and efficiency in addition, some of the schools have improved,
others too haven’t. Some have improved because teachers were involved in decision-making and
because they feel that they are involved in whatever goes on in the school so they give out their best,
however, In terms of academic performance | will say its okay but with discipline we still have a long way
to go.

Q3. What do you think should be done to get teacher to fully participate in school DM?

Cs: | think we should create cordial relationships among teachers and staff and also making teachers
aware their importance and role in DM. | also think head teachers should be fair, firm and accountable to
teachers. In addition First teachers need to be motivated and encouraged not necessarily financial. This
can be done at their normal speech and prize giving-day. It’s also good to refresh them during and after
meetings only if the funds are available.

Q4. At the end of this interview what is your opinion of about TPDM.

Cs: | think more and more teachers views need to be considered in DM because their views might be the
best to solve issues since they are the people on the ground as well as the implementers of the decision
made. | also think decisions shouldn’t be imposed from above because situations differ from school to
school.
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Q4a. Some circuit supervisors are of the opinion that students should be involved in SDM?

What do you say about that?

Cs: Yes | would agree with that in most cases children have their own way they perceive and understand
issues so involving them will let them come out with their views.

Q4b. Is there anything you want to add to this discussion?

Cs: Sure; you see we have nice dressed educational policies but the problem is with it implementation.
Example is with the program we are having with PAGE its helping us to be enlightened on issues in DM.
So | think if there are more of those NGO’s around they can look at where some of those policies are not
working so that they can help.
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APPENDIX 20
SUMMARY OF OBSERVATION FOR SITE 1

OBSERVATION GUIDE 2

Name of observer: Dampson Dandy George
Head teachers’ code: {A}

School Pseudonym Name... Al

Date: 3rd /02/2014

Day: Monday.....

Time...10:00...... End: ...11:15 ......

Focus for observation: Emergency ( ) Normal )

Physical setting (Where, who & how meetings are organized)
e Meeting was held at staff room an average space for teachers.

e Tables and chairs well arranged with teachers well seated.

e Ventilation was quiet okay as the room had 2 double windows (1.82m by 1.2m) however
some teachers kept fanning themselves.

e There was written circular to inform teachers about the meeting in advance by the head.

e Some of the tables had books all over them as teachers sat in the meeting with some of
the teachers flipping through and marking exercise.

e The meeting began with a prayer after which the head read the agenda to staff.

e Head teacher sat at the corner facing the staff with the secretary sitting close by.

e The agenda of the meeting was read to teachers by the head.

e Pupils were found moving about whiles others were playing and making noise.
e Teachers seem to set at their normal setting at their normal places in the staff room
e Teachers were well dressed.

Relationships/interactions/activities among Participants
(Who are the participants and how many, physical movements)
e All the participants were teachers.

e 17 trs were present including the head. There were 11females and 6 males present.

e Few teachers seem to be busy on their phones whiles the meeting progress.

e Pupils keep coming in as they were being called by some of the teachers as I think they
were thirsty.

e Others about 3 were also busy writing their notes or preparing for notes for classes.

e 2 teachers, 1 male and 1 female arrived late.
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A teacher had the head down on the table seem to be sleeping or sick for greater part of
the meeting.

There was a form of clique among teachers as they seem to related with those in their
clique.

Participation level of Teachers: (teachers contributions, tone and issues discussed)

Issues discussed were discipline, lesson note preparation, academic work, school
development and sports.

Other issues were on in service training for teacher, and social welfare of teachers and
pupils.

Teachers listening as head teacher briefs and at a point in time invited questions and
suggestions from teachers.

Committee leaders of discipline and examination were also asked to brief the staff on
issues.

About 4 teachers, 3 males and a female teacher ask and gave suggestions on school
discipline and academic work.

Staff listened attentively and came in when they were invited by the head.

Discussions made among teachers and head were more of explanations on issues than
decision-making.

At the later part of the meeting 2 teachers raised issues for which head took time to
explain to staff.

Direction of conversation/communication (direction and flow of interaction)

During the majority of the meeting direction of conversation was always from the head to
the staff except were on one occasion decision had to be made that staff came in.
Teachers ask lot of questions and suggestions which were explained by the head, though
some teachers seem to disagree with some of the answers given by the head.

Though there were many suggestions from teachers, most of them were not decided on as
head told them he needs further clarifications from above authorities.

At the later part of the meeting direction of flow of interaction was from teacher to head,
head to trs and occasionally among teachers.

Strategy used to arrive at a decision (how decision was taken)

2 decisions were made on school discipline and academics where teachers agreed based
on consensus by raising their hands. Still head teacher added some few suggestions to the
decision made.

Teachers were then asked to form special committees to support the existing ones to see
to and monitor the implementation of the decision taken.
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e A suggestion made by a teacher to fine parent who don’t attend PTA meeting was
withheld by the head on the grounds of legal implications.
General observation on participation in decision-making

e The school is situated in a very reputable College school with vast stretch of compound

e Student population is approximately 320 students, 21 teachers, one head teacher and one
assistant head teacher as at the time of the observation.

e The meeting was well attended with a well articulated briefing from the head.

e The meeting followed the agenda listed by the head teacher.

e The meeting followed the normal routine as previously observed

e Teachers were free to talk though some were doing their own things as the meeting
progress.

e [ observed that the young teachers were those who were contributing and giving most of
the suggestion.

e Majority of the teachers were between 30-45 years of age with few, about 4 of them
above 50’s.

e Noise from the pupils playing around disrupted the meetings several times.

e Pupils were called by teachers to buy chilled water for them as the room temperatures
increased some were getting thirsty.

e Phones calls by some teachers were also observed.

e Overall relationship between staff and head was cordial and friendliness.
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APPENDIX 21
SUMMARY OF OBSERVATION FOR SITE 2

OBSERVATION GUIDE 1

Name of observer: Dampson Dandy George
Head teachers’ code: {Al}

School Pseudonym Name...A2

Date: 7th/01/2014

Day: Tuesday.....

Time...10:25...... End: ...11:10 ......

Focus for observation: Emergency ( ) Normal ()

Physical setting (Where, who & how meetings are organized)
e The meeting was held in the office of the head teacher where chairs were moved in by

pupils.

e Teachers were called by the head teacher verbally to attend the meeting.

e Head teacher sat on his desk in his office with teacher sitting in a semi-circular form.

e Because the room was small (3.96m by 3.05m) 2 teachers were sitting outside the room.

e Meeting was held in a small room with teachers without much ventilation, the size of
1.58m by 1.15m.

e The room had posters of teacher’s names and duty router of staff members displayed on
the wall.

e Teachers were well dressed

Relationships/interactions/activities among Participants
(Who are the participants and how many, physical movements)
e 9 teachers out of 13 staff members were present as the meeting began.

e 5 female and 5 male teachers were present at the beginning of the meeting which was
later joined by a male teacher at 10:45.

e There was a brief interruption by a visitor to see the head for which some teachers didn’t
like.

e The secretary was called to take the minutes of the meeting.

e Head sat in front with the secretary sitting close by.

e Majority of the teachers were in a relax mode with some attentive and others looking on.

e 2 different phones rang but only one teacher went out to receive a call.

e There wasn’t much physical movement among teachers except when it was time for
teachers to talk when 2 females and a male teacher gave their comments
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Participation level of Teachers: (teachers contributions, tone and issues discussed)

e Issues discussed were teacher’s responsibilities in school, lesson note preparation, teacher
punctuality, pupils exercise, mock exams for JHS, extra classes, classroom cleanness and
the capitation grant.

e Teachers were quite as head read to them all the issues of the day.

e Only 2 females and 1 male were those who raised issues concerning extra classes and
provision of marker boards.

e Teachers tone were that of pleading mode on that of the extra classes as the head maintain
his stand on the decision made previously about it.

e [ observed that some teachers were murmuring and expression show that they were not
happy facial gesture when the head maintain his decision.

e Head suspended the topic and promised to discuss it latter.

Direction of conversation/communication (direction and flow of interaction)

e For most part of the meeting the direction of flow of communication was from the head
who had a written down agenda in a small note book.

e It began with the head welcoming staff back to school after a prayer was said.

e Teachers join the discussion only when the head had finished and had asked them to.

e [ observed that only 3 teachers were the main contributors of the meeting. With one
female teacher dominating the discussions and asking the head questions.

e It was only when the issue of marker board was raised that almost all teachers came in to
stress the need of it

Strategy used to arrive at a decision (how decision was taken)

e When teachers raised the issue of the extra classes the response from the head was they
should keep still maintains what he had earlier and will discuss on latter date.

e On the issue of the marker board he agreed saying he will work on it.

e What I observed was that because actually there wasn’t much issue raised by teachers to
discuss as most of the sat either unconcerned, whiles others were waiting to go and write
their lesson notes.

General observation on participation in decision-making

e The school had a population of 452 students, 14 teachers, one head teacher and ne
assistant head teacher.

e The school is located along the Accra-Mankessim-Cape Coast road

e Pupils were left untended to during the meeting and there were lot of noises which tend to
disrupt the meeting.
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Most teachers were quite listening whiles others sat lazily in their chair looking on.
The general mode of teachers wasn’t cheerful as it reflects on their faces and they way
some say lazily on their chair.

I observed that majority of the staff will be in their late 40s and early 50s

After the long brief by head teacher, he then invited teachers to come in.

Teachers were more concerned about the extra classes and the marker board than the
issues raised in the agenda of the head teacher.

However, no concrete conclusion was arrived on the two issues raised by teachers as it
was kept on hold by the head, the head teachers said the extra classes will remain as
previously done.

Most of the contributions came from one particular female teacher.

Form my personal observation the meeting though it was supposed to be one of the
normal meetings as it’s the opening day seem to more of an unplanned or emergency
meeting.

Overall atmosphere was quiet static, one way conversation without much contribution
from teachers.
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APPENDIX 22
SUMMARY OF DOCUMENT ANALYSIS FOR SITE 1
DOCUMENT ANALYSIS SCHEDULE 2
Analysed by: Dampson Dandy George

School Pseudonym Name: ...Al Date: 04/03/2014

Type of document/items:
e Staff minutes book

Type:
e Staff minutes book

Dates:

13/10/11
11/07/12
09/01/14
20/07/11
29/11/13

Items:
e Organization of the meeting

e Circulars were sent around for teachers to read and sign, sometimes pasted on the school
notice board

Head inform secretary to write circulars.

At times oral notifications are given to teachers.

Except emergency meetings.

Meeting place was always at the staff room.

Participants/number Present

13/10/11- number of teachers present were not recorded
11/07/12- number of teachers present were not recorded
09/01/14- 18 out of 21 present
20/07/11- 20 out of 21 present
29/11/13- 21 out of 21 present
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e Agendalissues discussed

e 13/06/13- discipline, sanitation, teacher-teacher relationship and school fund.

e 11/07/12- report cards, lesson notes, capitation grants and school welfare.

e (09/01/14- extra classes, teacher’s responsibilities at school, code of ethics, preparation of
lesson notes, discipline issues, sports, teacher’s supervision and academic work.

e 20/07/11- examination financing, carols services, payment of PTA dues, project
inspection and discipline

e 29/11/13- extra classes, teacher responsibilities, code of ethics, lesson notes preparation,
student discipline, sports.

e Participation level/contributions/suggestions by participants

e From the minutes it indicates that teacher participation was high as there were about 8
contributions were made by teachers at staff meeting.

e The document showed participative staff meeting with head allowing teachers to
contribute and give suggestions.

e Decision taken/how it was taken

e Teachers voted on extra class fees with majority by raising their hands.

e There was also a decision made on the capitation grant that was suggested by a teacher
and agreed by consensus.

¢ On discipline both head and teachers came to agree on the formation of a committee to
take care of disciplinary issues.

e Other suggestions were postponed by head to the next meeting.

General summary of documents

e The minutes book for the general staff meeting was written on pieces of paper only to be
told it will be written back but it wasn’t.

e The papers looked quite old and scattered meaning that they were not properly kept.

e Though many suggestion were made by teachers and taken on board by head teachers
there wasn’t many decisions taken at a meeting. It seems that those decisions taken lack
implementation.

e Most issues like punctuality, capitation, discipline and academic work keeps appearing in
the entire staff meeting. This indicates that decisions are not taken or implemented.

e Though written on pieces of papers the minutes were a bit more comprehensive.

e There weren’t any records for emergency meeting in the minute book.
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APPENDIX 23
SUMMARY OF DOCUMENT ANALYSIS FOR
DOCUMENT ANALYSIS SCHEDULE 2
Analysed by: Dampson Dandy George

School Pseudonym Name: ... A2

Type of document/items:
e Staff minutes book

Type:
e Staff minutes book

Dates:

e 19/05/08
14/04/09
11/02/10
05/09/11
26/11/13

Items:
e Organization of the meeting

Circulars are sent around for teachers to read and sign
Head inform secretary to write circulars.

At times oral notifications are given to teachers.
Except emergency meetings.

Meeting place is always the heads office.

Participants/number Present

26/11/13- 12 out of 13 present

14/04/09- 11 out of 13 present

19/05/08- 11 out of 13 present

11/02/10- 10 Out of 13 present

05/09/11- number of teachers present were not recorded.
Overall teacher attendance to staff meeting was 70-75 percent

e Agendalissues discussed

e 20/03/08- discipline, teenage pregnancy, school improvement.

STIE 2

Date: 07/03/2014
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07/04/10- report cards, lesson notes, capitation grants and school welfare.

17/12/09- completion of report cards, register, extra classes, and general school issues.
05/09/11- capitation grant, punctuality, academic performance.

16/04/11- mock exams, attendance and punctuality of pupils and purchasing of computers.
e 26/11/13- school project, mode of dressing, punctuality, preparation of lesson notes.

e 23/02/14- Payment of PTA dues, student absenteeism, academic performance, office
renovations

e Participation level/contributions/suggestions by participants

e From the minutes it indicates that teacher participation were minimal as only few
teachers’ contributions were recorded in the minutes book

e [t always showed head telling teachers and occasionally teachers asking for clarity or
suggestions.

e Decision taken/how it was taken

e The majority of the decisions were made by the head teacher.

e Few decisions made were in the form of consensus and sometimes they came in the form
of suggestions from few teachers were recorded.

e Mainly decisions consensually taken were those that concerned teaching and learning
while those concerning finance, policies and other administrative issues were mostly
taken by the head.

e In other instances meetings ended without any decision taken.

General summary of documents

e There was proper keeping of staff minutes though it lacked the correct procedure for
recording minutes.

e The minutes book for the general staff meeting was recorded in the same minutes book
for the PTA.

e The book look quite old which shows that it has been used for minutes as far back as
2006

e Not many decisions are taken at staff meeting; it looks like that of a telling by the head
and few suggestions by some teachers occasionally. In most case number of teachers and
parents present were not indicated.

e Most issues like punctuality, capitation, discipline and academic work keeps appearing in
the entire staff meeting. This indicates that decisions are not taken or implemented.

e Though not much comprehensive minutes were taken, there was a well kept staff minutes
book.

e There wasn’t any records of emergency meeting in the minute book.
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APPENDIX 25 SPECIMEN INFORM CONSENT FORM




APPENDIX 26
DEFINITION OF TERMS

The following terms were used in the thesis.

e Decision-making (DM): A process by which organisational problems are
addressed, solved and implemented. It involves choosing between alternatives
to arrive at an outcome.

o Participative/participation decision-making (PDM): It is the inclusion of
the employees in the decision-making process of the organization. It involves
the sharing of decision by authority among stakeholders in a given context
within the organisation. Participation is not only by taking part in the decision-
making process but where their ideas and suggestions are being valued and
considered.

e Head teacher: The head teacher is the head of the teaching staff of a school.
However, other titles such as headmaster, head mistress, educational leader,
or decision maker are synonyms for head teacher and shall be used in this
study. Reference to any one of these terms does not imply that the head of the
school alone is responsible for decision-making.

e Circuit Supervisor: An officer assigned to inspect and supervise teaching,
learning and other school related activities in an educational circuit.

e Basic schools: A basic 9 years of education covering 6 years of primary and
3 years of junior high school (JHS)

e Participation: The process where staff members are allowed to take part in
any of the processes of formulation, passage and implementation of decision
and school policies.

¢ Free Compulsory Universal Basic Education (FCUBE): Basic Education in

Ghana is free and compulsory to every school-going Ghanaian child.
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