
INSTRUCTION MANUAL: WHAT TO DO IN A SCHOOL 
 

General Instructions 
 

 Visit the school given in the list of schools. Ensure that you visit the school during school times. Make sure 
you reach the first school as soon as it opens in order to catch the headmaster (HM) on time, and before 
he/she becomes too busy. 

 If there is a school from 1-8, and 2 separate headmasters but both schools are in the same compound, then 
please take enrolment, attendance, teacher information, teacher training etc from BOTH HMs separately. 
If the infrastructure for primary section and upper primary section is separate, then please take the 
information for the BEST case scenario. Example: Suppose primary section and upper primary section have 
different toilets, and the primary section toilet is unusable, while the upper primary is in a better condition, 
then fill the information based on the upper primary toilets. 

 In case you have an upper primary school (1-8) with 2 HM’s and 2 bank accounts, then both bank account 
information should be taken. 

 On top, please mark the respondent. In case of more than one respondent, mark whichever applicable. 
 In the top right hand corner of the first sheet, write start time of the survey and the date. Date should be in 

dd/mm/yyyy format. 
 In the top box of the Observation Sheet, fill school type. Primary =1-4/5, and Upper Primary 1-7/8, or any 

other. If other, fill what you mean by other. 
 Write the Year of Establishment. By Year of Establishment, we mean year that the school building was 

established/built. It is usually written on the school building. If not, ask the HM. 
 Meet the HM. If the HM is absent, then ask for the HM’s number and speak to him on the phone in order to 

set up an appointment. Meanwhile, take whatever information is available. But you may need to revisit the 
school in case the HM is not there.  

 In case the HM is unavailable for BOTH days of the survey, meet the senior most teacher of the school and 
get the information available.  

 Introduce yourself (refer to section on “How to Introduce Yourself) and give the HM, letter and where 
necessary & available, the state permission letter. Be very polite.  

 Assure the HM and teachers that the name of the school will not be shared with anybody. 
 

Section 1: Teacher Numbers and Attendance 
 
This section is to be filled on the basis of information provided by the HM or the senior-most teacher in the HM’s 
absence.  
 
We want the following information about the Head Master, the regular / permanent teachers, contract teachers, 
and any other type of teacher, separately:- 
 
a) number appointed (1st column), b) numbers present in the school as on the day of the survey (column 2), and 

c) number on deputation (3rd column). 
 
Important points: 

 Information about the HM would be written in the 1st row. 
 Information about the Permanent/Regular teachers would be written in the 2nd row. 
 Information about the Contract teachers would be written in the 3rd row. 
 Information about any other teachers should be written in the 4th row. In case of “other”, specify what 

“other” means. Eg: guest lecture, volunteers etc 
 

The HM should be asked the following questions:- 
 “No. of teachers appointed” 
 “No’s on deputation”. 
 The column on “No’s present should be filled in BY OBSERVATION. 
 Exclude the HM while counting the number of regular government teachers.  



 Deputation:- Consider a school in our sample. Suppose a teacher from this school is sent on deputation to 
some other school. Then we will exclude that teacher. Suppose, this school has a teacher on deputation 
from other school, then he/ she will be added in the appropriate teacher category in the column “No. on 
Deputation”. 

 Suppose a regular teacher has been appointed as “Acting HM”. In this case, there are two things to keep in 
mind: 1) he/ she will be counted as a regular teacher; and 2) In the HM row No. appointed will be 0, while 
the Number on deputation will be 1 ( See Situation 2). 

 In many states contract teachers / para-teachers are called by different names such as Shiksha Mitra, 
education volunteer etc. 
 

Example:- 
 

Situation 1: A school with 1 HM, and 3 regular teacher and 2 contract teachers and 1 guest teacher, of which 1 regular 
teacher and both contract teachers are absent. 
 

 Teachers  
No. 

Appointed 
(Ask HM)  

Number 
present 

(observe 
yourself) 

Number on 
deputation 

Head Teacher  1 1 0 

Regular Teachers  3 2 1 

Contract Teacher  2  0 0 
Others ( guest teacher) 
 

1 1 0 

 
Situation 2: HM is an acting HM and there are 3 other regular teachers (excluding acting HM) and 2 contract teachers 
and 1 other teachers. 1 regular teacher and both contract teachers are absent. 
 

Teachers  
No. 

Appointed 
(Ask HM)  

Number 
present 

(observe 
yourself) 

Number on 
deputation 

Head Teacher  0 1 1 

Regular Teachers  4 2 0 
Contract Teacher  2  0 0 
Others ( guest teacher) 
 

1 1 0 

 
 
Section 1.1 Teacher training 
 
The teachers receive various types of trainings. This subsection collects the information about the trainings 
received by each type of teacher for two financial years- April 1, 2009 till March 31, 2010 and April 1, 2010 till date 
of survey.  
 
The sequence of filling the format should be first HM, then regular teachers, then contract teachers and finally any 
other teacher. 
 
The teachers who have not received any training in either of the financial years, should not be included in the 
table. 
 

 ASK the HM whether he has received any training. IF yes, mark the different training names and number of 
days for each training. The HM should be asked first and his serial number will be H1. If he has received 
more than one training, again put serial number H1 and put the training type and number of days. 



 ASK the HM about trainings received by other teachers. If he does not know, ask each teacher individually. 
 ASK the regular teachers if they have received any training. IF yes, mark the first regular teacher receiving 

training as R1, then write different training names and number of days for each type of training.  
 Each subsequent regular teacher receiving training will be numbered as R2, R3, and so on. If a regular 

teacher has received more than one trainings, the serial number for him/ her will be the same. 
 Follow the same procedure for contract teachers and any other teachers. 
 If a teacher has not received any training, don’t write a number for him. 

 
Example: A school has 1 HM and 3 regular teachers, 2 contract and 1 other teacher, i.e. total 7 teachers.  The 
trainings received by them are as follows: 
 

a) The HM has received 2 types of trainings,  
b) one regular teacher has received 1 type of training, another regular teacher has received 2 trainings and 

the third regular teacher has received NO training,  
c) only 1 contract teacher has received any training.  

 
The filled table looks as follows:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Comments: 
 

- Since one regular teacher has not received any training, we have excluded him from the above table. 
- In the type of training, write the name of the training as mentioned by the respective teacher.  
- It might happen that a school has large number of teachers, and the HM is giving information in a 

haphazard manner. For example: There are 5 regular teachers who have received more than one training. 
Hence you need to note R1, R2,….., R5. Now suppose the HM first tells you some information about the 
teacher corresponding to R1, then goes to R5, and then comes back to R1. Then it would be difficult to keep 
track of who was R1 and who was R2 etc. In such situations, you can write the name of the teacher next to 
their number on the left hand side of the table in the available space. 

 
Section 2: Children enrolment and attendance 
 

 ASK the HM for the enrollment register of all the standards. 
  Look at the registers of all the standards and fill in the enrollment.  
 If a standard/class has many sections, then take total enrollment. (Please see situation 3 for the example). 
 ‘Attendance’ column must be filled by doing a headcount yourself. MOVE AROUND to the classes/areas 

where children are seated and take down their attendance class-wise by counting them YOURSELF.  
o Situation I: If the students are sitting class-wise, it is easy to count, by just going to different 

classrooms, and counting the students. 
o Situation 2: If the students from different classes are sitting together, you may need to seek help 

from the teachers to distinguish children class-wise. In such a case, ask children from each 
standard to raise their hands. Count the number of raised hands and accordingly fill the same in the 

I. How many teachers have received training    
 Type  of training April 2009-  

March 2010 Number 
of Days 

April 2010 till date of 
survey 

No. Of days 
H1 In service 8 4 

H1 Radio 2 0 

R1 Special learning 4 0 

R2 In-service training 8 2 

R2 Computer 1 0 

C1 Computer 0 1 



sheet, class – wise. Please note that only children who are physically present in the class while you 
are counting should be included. 

o Situation 3: Attendance of class with many sections: Take headcount of the individual sections, add 
them up and then write down the total attendance. Example: Suppose standard II has three 
sections- A, B, and C, with 30, 35, 35 students respectively. Then please write only 100 (35+35+30). 

o Situation 4: If MDM is taking place when you visit the school, wait for the MDM to finish and then 
take the headcount once the students go to their classrooms. 

 
Example 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Section 3: Infrastructure related questions – which of the following activities have been undertaken? (3.1 
to 3.18) 
 
General instructions 
 

 This section needs to be asked for 2 financial years. 
 Please do not tick, please fill in the round box  
 The infrastructural activity (questions 3.1 to 3.6) must have started after March 31, 2009 to be 

included in the financial year 2009-10 and after March 31, 2010 to be included in the financial year 
2010-11.  

 For Section 3.1 to 3.6, please mark the start time (when the activity was started) and the finish time 
(when the activity was completed) for both financial years.  
 

Specific Question-wise Instructions 
 

 Explain to the HM that we need information for 2 financial years – last year from April 1 2009 till 31st 
March 2010 and from April 1, 2010 till the date of the survey. 

 3.1: ASK the HM if there has been any whitewash (puttai) in the last two years. 
 If the answer for either is YES, please ask him/her when the puttai started and when was it completed and 

fill accordingly. 
 3.2: ASK the HM if there has been any construction of new boundary wall/ fencing in the last two years. 

(Important note: Just throwing a few tree branches haphazardly does not constitute fencing.) If the answer 
is YES, please ask him/her when the construction of boundary wall started and when it was completed and 
fill accordingly. 

 3.3: ASK the HM if there has been any construction of a new classroom in the last two years. If the answer is 
YES, please ask him/her when the construction of new classroom was started and when was it completed. 

II. Enrolment Information 
Standard Children Total 

Enrolment  
Take from 

register 

Children total 
attendance today 

by headcount 

Std 1 14 10 

Std 2 8 8 

Std 3 9 2 

Std 4 15 11 

Std 5 14 10 

Std 6 13 10 

Std 7 18 18 

Std 8 20 10 



Important note: construction of classrooms that started before 1st April 2009 will NOT be considered, 
EVEN if they are completed after April 2009. 

 3.4: ASK the HM if there has been any major repairs done in last financial year and/or this financial year. 
Give examples of what you mean by major repairs. Eg. repair of boundary wall, repair of roof, repair of 
classroom etc. If the answer is YES, ask when the activity was started and when it was completed and fill 
accordingly. 

 3.5: ASK the HM if there has been any construction of any new toilet. Please do not consider toilets built 
before April 1, 2009. If the answer is YES, ask when the activity started and when it finished and fill 
accordingly. 

 3.6: ASK the HM if there has been any construction of any new drinking water facility in this financial year 
and last financial year. If the answer is YES, ask when the construction started and when it finished and fill 
accordingly.  

 3.7: ASK this question only if the answer to question 3.5 was YES, i.e. if there has been a new toilet 
built in either of the two financial years. ASK the HM where the funds for this new toilet come from? If 
more than one source, mark all. Toilets built before April 2009 should NOT be considered in this question. 

 3.8: ASK this question only if the answer to question 3.6 was YES, i.e. if there has been a new 
drinking water facility built in either of the two financial years. ASK the HM where the funds for this 
new drinking water facility came from? Write accordingly. Note that no option is provided here. Write the 
answer as given by the HM. Drinking water facilities built before April 2009 should NOT be considered in 
this question. 

 3.9: ASK the HM if the community has contributed towards the school last year or this year or both years? 
Fill accordingly. 

 If the answer to this question is NO, please go to question 3.11 
 3.10: If the answer to this question (3.9) is YES, please ask the HM in what way has the community 

contributed? Mark whether it has been in ‘Cash’, ‘Kind’, ‘Labour’ or any ‘Other’ way. You can mark more than 
one answer.  

 For example, 
o Situation 1: if the community has donated a water tank, or books or any other items – please fill 

kind.  
o Situation 2: If the community has handed over cash, please fill cash. 
o Situation 3: If the community has helped providing labour in building a classroom, please mark 

labour. 
o Situation 4:  If the community has helped build a water-tank from its own money and labour – 

please mark kind and labour. 
 If the community contribution can not be placed in any of these categories, please put in “other”. Do not 

forget to specify what ‘other’ means. 
 3.11: Similarly, ASK the HM if the Panchayat has contributed towards the school last year or this year or 

both years? Fill accordingly. 
 If the answer to the question 3.11 is NO, please directly go to question 3.13. 
 3.12: If the answer to the question 3.12 is YES, please ask the HM in what way has the Panchayat 

contributed? Mark whether it has been in ‘Cash’, ‘Kind’, ‘Labour’ or any ‘Other’ way the same way as the 
previous question.  

 3.13: Ask the HM which students the textbooks are meant for, as per the scheme rules. Usually they are 
meant for all students, in which case write ‘ALL’. If the textbooks are meant only for girls, please write “only 
girls”, or if they are meant only for ST girls, please write “ST girls”. If the textbooks are meant for only SC 
and ST (boys and girls), please write “all SC and ST”.  

 If there are no textbooks given to any student, please write None. Go straight to question 3.16.  
 3.14: If answer is YES, please ask when the textbooks arrived in the school for both financial years 

separately.  
o Situation 1: It might happen that the books might arrive in school much before the academic 

session starts, and are distributed to students later. In that case, please write the date of actual 
distribution. 

 3.15: If answer is YES, please ask if all students (who were meant to receive the textbooks as per the 
scheme) receive the text-books this year and / or last year and fill accordingly. 



 3.16: ASK the HM which students get the uniforms as per the scheme. If uniforms are meant for all students, 
please write “all”.  If the uniforms are meant only for girls, please write “only girls”, or if they are meant 
only for ST girls, please write “ST girls”. If the uniforms are meant for only SC and ST (boys and girls), 
please write “all SC and ST”.  

 3.17: ASK HM, when students received the uniform in both years. Please write the response in mm/yyyy 
format. For example, if uniforms were distributed in August 2010, please write 08/2010. 

 3.18: ASK the HM if the students receive the uniforms as per the norms of the scheme. Example: In case the 
scheme norms suggests 2 sets of uniforms to each student and only one set has been given, then answer to 
this question would be “no”. 
 

Section 4: Links with the administration 
 

 4.1: Every school has some kind of a committee to take care of the school-related matters. They are known 
by different names in different states- Vidyalaya Shiksha Samiti (VSS) in Bihar, Parent Teacher Association 
(PTA) in Madhya Pradesh, and School Management Committee (SMC) in Rajasthan. 

 Ask the HM: how often are the committee meetings held? 
o If the answer is once or more than once a month, fill the ‘Monthly’ option.  
o If the answer is twice in six months / once a quarter, fill the ‘Once in 2-3 months’ option. 
o If the answer is twice a year, fill the ‘Once in 6 months’ option. 
o If there is no such meeting, fill ‘doesn’t meet’. 
o If no such committee exists, then fill ‘doesn’t meet’, and mention in the available space. 

Important point: If you are not able to decide which circle to fill, fill ‘Others’ and specify what ‘Others’ mean 
 

 4.2: There is a Cluster Resource Centre (CRC) at the level of cluster to deal with school-related issues. 
 Ask the HM: How often meetings are held by the CRC regarding school matters 

o If the answer is once a week, fill the ‘Weekly’ option. 
o If the answer is 3-4 times a month, fill the ‘Weekly’ option. 
o If the answer is once in 2 weeks/ twice a month, fill the ‘Fortnightly’ option. 
o If the answer is once a month, fill the ‘Monthly’ option. 
o If the answer is twice in six months / once a quarter, fill the ‘Once in 2-3 months’ option. 

Important point: If you are not able to decide which circle to fill, fill ‘Others’ and specify what ‘Others’ mean. 
 

 4.3: There is a Block Resource Centre (BRC) at the level of block to deal with school-related issues. 
 ASK the HM: How often meetings are held by the BRC regarding school matters 

o If the answer is once 2 weeks / twice a month, fill the ‘Fortnightly’ option. 
o If the answer is once a month, fill the ‘Monthly’ option. 
o If the answer is once in 3 months / twice in six months, fill the ‘Once in 2-3 months’ option. 

Important point If you are not able to decide, fill the ‘Others’ option and then mention in the space 
provided. 

 
 Questions 4.4 to 4.6 

The school can face various problems. In the questions 4.4 to 4.6, we will try to know who the HM 
approaches when a particular problem arises. 
No options are given for these questions. Just write down the answer in the space provided.  

 4.4: ASK the HM- who does he/ she approach in case of infrastructure issues. 
(Example: problems related to school building, leaking roofs, inadequate classrooms etc.) 

 4.5: ASK the HM- Who does he/she approach in case of teacher issues/ problems. 
(Example: teacher is not regular in attendance, not enough teachers etc.) 

 4.6: ASK the HM- Who does he approach in case of fund-related issues/ problems. 
(Example: grants haven’t reached etc.) 
 

 Section 5: Bank Account Related 
 
We will ask questions related to the bank account of the school where the grants from the Sarva Shiksha 
Abhiyan (SSA) comes. 



 5.1: ASK the HM the name of the bank where the grant- money comes.  
Please note that it is possible that a school might have more than one account, and each of them might be in 
different banks. But we only want the name of the bank where the SSA grant money comes. In some 
states, the money for the TLM grant (Teaching Learning Material Grant) comes to the personal account of 
the teachers. Please do not consider those accounts. 

 5.2: ASK the HM how far is the bank where the above bank account is opened and write the distance in 
kilometres.  

o If the distance is 500 metres, please write 0.5.  
o If the distance is 200 metres, please write 0.2.  
o The HM might say that the bank is in the market, ask him the distance to the market.  
o The HM might say that the bank is just round the corner. In that case, you can finish the survey, 

come out of the school, locate the bank and then write the distance. 
o The HM might say that it takes only 10 minutes to reach the bank. ASK him if 10 minutes by foot, 

cycle or by vehicle, and make a reasonable guess. 
 5.3: ASK the HM how frequently he visits the bank for the school account related matters. 

There is no ‘Others’ option here. 
o If the answer is thrice or more a month, fill in ‘Weekly’. 
o If the answer is once/ twice a month, fill in ‘Monthly’. 
o If the answer is twice / thrice in 6 months, fill in ‘Quarterly’. 
o If the answer is once in each session/ thrice or more a year, fill in ‘Once in 6 months’. 
o If the answer is once / twice a year, fill in ‘Once in a year’.  

 5.4: ASK the HM who are the account holders. 
We want the designations of the account holders, and not the names.  
For example, he might mention that ‘the account is in the name of Shri. Banwarilal.’ Don’t write ‘Shri 
Banwarilal’ in the sheet. Politely ask for Mr. Banwarilal’s designation (like the President of the SMC/ 
VSS/VEC/PTA committee). 

 
 

 Section 6: Grant Information for the financial years 2009-10 and 2010-till date 
This is the most important section of our questionnaire. In this section, we ask information about various 
grants received by the school. First, the information for the financial year 2009-10 (April 1, 2009- March 
31, 2010), and then information for the period April 1, 2010 till the date of survey, is obtained. 
 
On the right hand side, an indicative list of grants is provided for your reference.  
 

o In the ‘Grant’ column, write the name of the grant (say, TLM, SDG etc.). 
o In the ‘Date Received’ column, write the date on which the grant was received, in (dd/mm/yyyy) 

format. 
o In the ‘Amount Received’, write the amount received under that grant. 
o In the ‘Date Spent’, write the date on which the grant amount was spent. Note that the grant amount 

can be spent on multiple dates.  
For example, suppose a school receives Rs. 5,000 as SDG. It might spend, say, Rs. 1,400 in July, Rs. 
2,000 in December etc. Please write all such dates for the grant. 

o In the ‘Amount Spent’ column, write the amount spent on each of the dates written in the ‘Date 
Spent’ column. 

 
Consider the following example. 
 
Suppose a school receives the following grants: 
TLM = Rs. 2,000 on August 20, 2009 
SDG = Rs. 5,000 on August 30, 2009 
SMG = Rs. 5000 on December 12, 2009 
 
Also suppose that the grants were spent in the following way: 
TLM:- Rs. 1,000 on Sept. 3, 2009 & Rs. 1,000 on December 4, 2009 



SDG:- Rs. 500 on Sept. 20, 2009, Rs, 3400 on January 5, 2010, and Rs. 1,100 on March 29, 2010 
SMG:- Rs. 5,000 on March 15, 2010 
 
Then, the information for the year 2009-10 will be filled as follows: 
 
S. No. Grant Date Received Amount Received Date Spent Amount 

Spent 
1 TLM 20/08/2009 2,000 03/09/2009 1,000 
    04/12/2009 1,000 
2 SDG 30/08/2009 5,000 20/09/2009 500 
    05/01/2010 3,400 
    29/03/2010 1,100 
3 SMG 12/12/2009 5,000 15/03/2010 5,000 

 
Note that we want the exact dates on which the grants were received and spent. The exact date of the receipt of 
grants can be obtained from the pass-book and the exact date on which the grants were spent can be obtained 
from the cash-book. Hence request the HM to assist you in looking at the pass-book and the cash-book 
before he tells the dates and the amounts. 
 
See below for a photograph of what a passbook looks like:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



In some areas, the grants might come separately, and hence it would be easier to fill in the columns quite easily. In 
some areas, the grants might come in bulk. For example, there would be only one deposit entry in the passbook of 
Rs. 12,000 instead of separate TLM, SDG, and the SMG. In that case, please ask the HM for amount of each grant. 
Then the table will look as follows: 

   
S. No. Grant Date Received Amount Received Date Spent Amount 

Spent 
1 TLM 20/08/2009 2,000 03/09/2009 1,000 
    04/12/2009 1,000 
2 SDG 20/08/2009 5,000 20/09/2009 500 
    05/01/2010 3,400 
    29/03/2010 1,100 
3 SMG 20/08/2009 5,000 15/03/2010 5,000 

 
 
Section 7: Access to Financial Information 
 

 7.1: Opening Balance as on 1st April 2010 
How to find the Opening Balance:-  
In the pass-book, find out the last date of the financial year 2009-10, where the transaction (deposit/ 
withdrawal) has taken place.  The balance on that date would be the opening balance for the financial year 
2010-11. 
 

School Pass-Book 

Date Particular Cheque No. Withdrawal  Deposit  Balance  

      (Rs.) (Rs.)   

            

20/02/2010         45,000 

25/02/2010   XXXX 5,000   40,000 

5/3/2010   XXXX   10,000 50,000 

28/03/2010   XXXX 20,000   30,000 

5/4/2010   XXXX   4,600 34,600 

20/04/2010   XXXX 6000   28,600 

 
In the above example, the opening balance would be Rs. 30,000. 

 
 7.2: Date of Last Transaction (dd/mm/yyyy) 

 

School Pass-Book 

Date Particular Cheque No. Withdrawal  Deposit  Balance  

      (Rs.) (Rs.)   

18/11/2010         38,000 

25/11/2010   XXXX 5,000   40,000 

5/12/2010   XXXX   10,000 50,000 

28/03/2010   XXXX 20,000   30,000 

5/4/2010   XXXX   4,600 34,600 

20/04/2010   XXXX 6000   28,600 

29/11/2010    XXXX    5000  33,600  

 



Find out the last date of the financial year 2010-11 when the transaction (either deposit or withdrawal) has 
taken place. Write that date in (dd/mm/yyyy) format. For example, in the above table, the date of the last 
transaction would be 29/11/2010. 

 
 7.3: How did you fill the grant information? 

The grant information in section 6 can be filled by a) looking at the passbook and the cashbook (the most 
preferable), b) only by looking at the passbook, C) only by looking at the cash-book, d) without observing 
any of the documents i.e. only on the recall basis. Fill accordingly.  
 

 7.4: Was the passbook lying in the school? 
If you have already seen the passbook to fill in the information about grants in Section 6 or the HM has used 
the passbook to provide the information - then you already know the answer. Otherwise, you can ask him if 
the passbook is in the school. 

 
 7.5: Did the HM let you see the passbook? 

If you saw the pass-book, then fill “yes”, otherwise “no”. 
 
Section 8: Facilities in the School (by observation) 
 

 The questions in this section are to be answered only by observation. Please do not ask any question in 
this section to either HM or any other teacher. 

 Please take the HM’s permission before you go around the school for observation. 
 

 8.1: OBSERVE if there is any anganwadi in the school. 
An “Anganwadi” is a government-sponsored child and mother care centre. The target age-group is children 
in the age-group of 0-6 years. Generally, an anganwadi is a separate establishment. But in some cases, a 
classroom or some part of the school can be used as an anganwadi. 

 8.2: OBSERVE if there is a separate room for anganwadi. If yes, please fill “yes”. 
In other instances such as the anganwadi being held in the open or in the veranda, please fill “no”. 

 8.3: OBSERVE if there is a separate room for the HM. 
Generally, the HM has a separate room or office, and it is indicated so. Fill accordingly. 

 8.4: OBSERVE and count total number of classrooms in the school 
Please do not include the anganwadi room, kitchen shed, storeroom, and the HM’s room etc. in this 
calculation. 

 8.5: OBSERVE and count total number of rooms being used for teaching at the time of survey. 
 8.6: OBSERVE if there is boundary wall or fencing around the school. If yes, then fill “yes”, even if the wall/ 

fencing is broken, or incomplete. 
Boundary wall/ fencing is a structure indicating the boundary of the school. 

 8.7: OBSERVE if the boundary wall or fencing is complete. 
If the boundary wall / fencing is on all the four sides of the school building, fill “yes”. If the wall/ fencing is 
not on four sides, or it’s broken, and people and animal can enter from that part, fill “no”. 
If the wall of the school forms the part of the boundary, it is still considered a boundary. 

 8.8: OBSERVE if the school has a playground. 
A playground is any level playing field within the school boundary where the students can play and/ or 
playing equipments such as swings, slides.  

 8.9: OBSERVE if the school has a display board with grant information. 
A school is supposed to have a display board providing the information about the grants received by the 
school. If you see such a board for the year 2008-09 or 2009-10 or 2010-11, fill “yes”. 
If there is no such board / there is board but doesn’t have any grant information / the information pertains 
to the years before 2008-09, then fill “no”. 
If the answer is “no”, directly go to 8.11. 

 8.10: OBSERVE the placement of the board and write accordingly, such as, the HM’s office, verandah, 
classroom wall etc. 

 8.11: OBSERVE if the school has a display board for teacher’s attendance. 
Fill “yes” if you see such board in the school. 



 8.12: OBSERVE if there are any library books in the school. Library books include newspapers, magazines, 
books on other subjects (excluding text-books), story-books etc. 
If the books can’t be seen, please ask the HM about it and request him to show them. Mark “yes” only if you 
actually see them. 

 8.13: OBSERVE if there is a separate room for the library and fill accordingly. 
 8.14: OBSERVE if there is a hand-pump or tap within the school premises and fill accordingly. If you fill 

“no”, go to 8.16. 
 8.15: OBSERVE if the above hand-pump or tap is usable. 

If the water is really dirty or there is no water, mark “no”. 
 8.16: If the hand-pump or tap doesn’t exist or is unusable, find out if there is any other source of drinking 

water available i the school.  
 8.17: OBSERVE if there is any other learning material available in the school, other than text-books. 

Learning material includes books, globes, charts etc. If the curriculum related material (alphabets, tables 
etc.) is painted on the walls, it can be treated as learning material. Paintings of the national leaders, 
‘thought of the day’ etc. are not learning materials. 

 8.18: OBSERVE if there are usable blackboards in every classroom. 
Example: If the school has 5 classrooms and 4 have usable blackboards, the answer would be “no”. 

 8.19: OBSERVE if all the students are sitting inside the classrooms. 
 8.20: OBSERVE if the students are sitting standard-wise or in the mixed groups. 

Example: If the students of the classes II and III are sitting together, then answer would be “no”. 
(In fact, you will be able to make observations 8.19 and 8.20 while taking the headcount.) 
 

Section 9: Toilets 
 
 OBSERVE if the school has separate toilet facilities for a) boys, b) girls, c) the teachers, or d) common toilet 

facilities. 
 If you can’t determine the type of toilets, ask the HM or any other teacher. 
 Then observe if the toilets are locked, and finally, if they are usable. Mark accordingly.  
 If there is a separate structure for a toilet even if it is a URINAL it will be included in the toilet category. But 

please mention it in the comments. 
 
Situation 1: Suppose the school has a common toilet. Only tick in the space for Common toilet.  Leave other spaces 
unmarked.  
Situation 2: If the school has two common toilets or other type of toilets, note the information for the toilet which is 
in a better condition. Please mention the details in the comments section.  
 
DO NOT FORGET TO WRITE: 
 

1) THE END TIME OF THE SURVEY. 
2) The mobile number of the HM or the person who provided the information 


