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BOMET UNIVERSITY COLLEGE
(A Constituent College of Moi University)

COMMUNITY SERVICE AND LEARNING CO-ORDINATION UNIT

GENERAL INFORMATION ON COMMUNITY SERVICE AND LEARNING FOR THE
STUDENT-TEACHERS IN THE SCHOOL OF EDUCATION

1.0 INTRODUCTION

The purpose of this handbook is to help the student on Community Service and Learning recall
essential elements of CS, rules and regulations, so that they may achieve growth in knowledge, skills
and attitudes as required by the teaching profession and community engaementfor which they are
being prepared.

The COMMUNITY SERVICE AND LEARNING exercise is co-ordinated by the COMMUNITY
SERVICE AND LEARNING Management Committee of the School of Education.

For organization purposes, the schools to which students are posted have been divided into several
zones. The schools are within a relatively easy travelling distance of a convenient suitable centre - Zone
Communication Centre. A Zone Coordinator has been assigned to each zone. The Zone Coordinator is
responsible for the co-ordination of supervision in a zone. Student-teachers should discuss their needs
with the Zone Coordinators.

Students are advised to familiarize themselves with regulations and other points contained in this
booklet. If in doubt about any aspect of the practice, feel free to discuss this with any of the
supervisors or call your Zone Coordinators.

1.1 CODE OF BEHAVIOUR FOR STUDENT DURING CS
1.2 PREAMBLE
Teacher education must be concerned with training in all areas. Community Service and Learning is
an exercise of apprenticeship. Whilst student-teachers are in practicing schools in cooperation with
other nearby organisations, they should be given the opportunity of participating in as wide variety of
educational and community activities as possible:
(@) -they shall be required to be on the job full time, just as any other teacher;
(b) -they shall be given responsibilities as teachers and in other areas;
(c) -they shall be immediately accountable to the Head-teachers during the entire
Community Service and Learning period, just like any other member of staff;
(d) -they shall be assessed on their personal behaviour and performance outside the school,
outside classroom as well as on their ability to teach.



1.3 ETHICAL PROBLEMS

(@)

(b)

One glaring fact is that most student-teachers have good moral intentions. The School of Education
would like to emphasize the importance of good behaviour at all times. A teacher, viewed in
traditional or contemporary terms, is always regarded by society as a model for the society. It is
the personal responsibility of each student-teacher to reflect this throughout the practice.

The difference between a profession and a business is that, with business, the guiding motive is
profit while in a profession, the guiding motive is service. The student-teacher has the responsibility
to serve his pupils. Indeed, the development of the teaching profession and community
engagement owes more to dedication, sacrifice and commitment to the welfare and social
advancement of the community than to the economic gain of the teacher. Rarely does the
teacher of yesteryear sit down to reflect on what he would gain by devoting his total working
hours to imparting knowledge and discipline to the children under his charge or care. This
service is not confined to the classroom or to games. The behaviour and attitudes of a student-
teacher out of the classroom represents what might be called ‘the hidden curriculum’ of indirect
moral education. It is important to note that according to Teachers Service Commission (TSC),
flirtation and sexual relations with school students are regarded as professional defaults. These
general guidelines specified below should act as a code of conduct for both student-teachers and
their supervisors during their whole teaching career.

1.4 GENERAL CONDUCT

(a)

(b)
(©)

(d)

€)

(f)

The student-teacher shall be required to perform his teaching, administrative and supervisory
duties that relate to the teaching service and community engagement, and any other duties which
he may be required to perform, to promote education, the teaching service and community work.
A student-teacher shall be required to abide by the directions given by the Head-teacher or any
other person under whose supervision he is placed.

A student-teacher shall be required at all times to perform his duties and to conduct himself in a
manner that befits a responsible and professional teacher, both at his work and in his relationship
with fellow teachers, his pupils and the members of the public.

During COMMUNITY SERVICE AND LEARNING, student teachers are required to abide by
the established school regulations. In cases where student teachers are offered or assisted to get
accommodation by the school, they should abide by the arrangements made with the school and
pay up all bills incurred before leaving the school.

University staff members on COMMUNITY SERVICE AND LEARNING are assigned to
supervise and assist all student- teachers under their care. Consequently, student-teachers are
required to co-operate fully with any supervisor assigned to them.

Cases arising from misconduct such as rudeness, insubordination and unprofessional behaviour
during COMMUNITY SERVICE AND LEARNING shall be forwarded for disciplinary action
by the University.

1.5 ABSENCE FROM DUTY

(a)

(b)

(©)

No student-teacher should absent him/herself from COMMUNITY SERVICE AND
LEARNING without written permission from the head-teacher with a copy to the Zone
Coordinators. Such permission shall be given on the weight of the reasons given.

Any student who, for legitimate reasons (e.g. sickness) wishes not to participate in COMMUNITY
SERVICE AND LEARNING in the third year should obtain written permission from the Dean of
the School of Education. This will be considered as any other medical case.

If a student-teacher is absent from his/her school for a consecutive period of one week without
prior permission, he/she shall be deemed to have absconded from the COMMUNITY SERVICE
AND LEARNING and shall be made to repeat it the following year.



(d)

(€)

(f)

A student-teacher shall inform the Head-teacher of any intended absence well in advance. It must
then be arranged that:
(i)  the student-teacher sets work for the classes to be missed,

(i) no class is left unattended because of the student—teacher’s absence;
(iii)  the Head-teacher is informed immediately the student-teacher returns;
(iv) any written work set is marked.

At the beginning of Community Service and Learning, student-teachers should report to their
respective schools on the day they are required to start Community Service and Learning at the
latest. The student —teachers must not leave their respective schools before clearance is given by
the head-teachers at the end of Community Service and Learning.

Student-teachers must bear in mind that a teacher’s work does not necessarily end when the last
lesson finishes. He/she must be prepared to contribute to other extra-curricular or out-of-school
activities assigned by the Head-teacher.

1.6 LEAVE AND SICK LEAVE

(a)
(b)
(©)

A student-teacher who is unable to attend to his duties must apply and get permission in writing
by the school head with a copy to the Zone Coordinators.

Leave of absence is at the discretion of the school Head and Zone Coordinatorss who may
refuse permission if they are doubtful about the validity of the reason given.

A student who, on account of illness must be absent from duty shall be required to produce to the
school Head and subsequently to the Zone Coordinators a medical certificate from a government
medical doctor or from the University Medical Officer within forty eight hours. The medical
certificate must cover the whole period of absence due to illness.

1.7 DRUNKENNESS AND DRUGS

Drunkenness while on duty is a serious professional offence. Abnormal behaviour due to abuse of drugs
shall also be considered as a serious professional offence which also calls for disciplinary action.

1.8 PREGNANCY

In the best interests of the health of any pregnant student and that of the unborn child, students are
strongly discouraged to take Community Service and Learning when pregnant. Those who are
expectant should seek to defer Community Service and Learning course.



2.0 RELATIONSHIPWITH THE SCHOOL
Students and the School:

Student-teachers are to be regarded as being temporarily on the staff of their host school
forganization and under the general control of the head of institution.

In their staff relationships and professional duties, students should observe the principles set
out by the school or organization.

If it is necessary to be absent or to leave the school during school hours, students must
request leave from the head before such absence. If absent for one or more days, they should
also inform the Zone Coordinators, stating the reason for the absence.

During the first two days of the practice period, students must: acquaint themselves with
school routine and their duties; prepare suitable CS documents, schemes of work in their
subjects from the syllabuses and/or teaching programme used in the school; prepare four
copies of their teaching timetable and project plans and give them to the Zone Coordinators
during the first week in the school.

The student’s CS documents including timetable should give full details needed by his
supervisors, including dates of holidays, examinations and special days when he/she cannot be
observed.

This timetable should show (approximately), an equal distribution of time to the teaching
subjects and CS activities. In general, all students are expected to teach not less than 12
periods per week.

After supervision, the student must ask the supervisor to sign the student’s supervision
record which shall be returned to the Zonal coordinators after Community Service and
Learning.

Any change in the information shown in the original CS programme and timetable should be
notified immediately

to the Zone Coordinatorss.

In his/her relationships with the staff and learners, the student is expected to observe the best
professional ethics. This implies co-operating with staff at all times, conforming as far as
possible to the demands of school routine, and refraining from voicing criticism of his/her
colleagues or of the school/organization and administration.




3.0 THE STUDENT AND HIS/HER TEACHING/CS

1. All students should prepare lesson and project plans for all their activities.

2. Full preparation of each CS activities and lesson will include a lesson and project plan.

3. Lesson plans should be written in a special lesson preparation book issued for this purpose. This
book must be presented to the supervisors for inspection during their visits to the class being
taught.

4. As soon as possible after the lesson has been given, the student should write self-evaluation
remarks on it as will assist in efficient planning and presentation of subsequent lessons.

5. These may include such points as the following:

(@) Comments on the adequacy of the lesson preparation, for example, the suitability of the
subject material or the aids, and the time allowed for each phase of the lesson.

(b) Comments on the effectiveness of class activity such as extent and quality of pupil,
participation, interest, understanding and co-operation.

(c) Astatement and analysis of pupil difficulties or errors and how they will be followed

up.
(d) A general comment on the extent to which the aims of the lesson were achieved and
suggestions for similar lessons in future. “Did I teach what I set out to teach?”

3.1 Out of Class Activities and Marking

1. It has become important to emphasize that all students on Community Service and Learning
are required to participate in out-of-class activities they may be assigned.

2. Assessment: Student-teachers are required to do any assessment that may be required in their
subjects.

3.2 Boarding/Accommodation
1. The responsibility for meeting any such payments is entirely with the students.

2. Cost of loss, breakage or damage must be met by student if the student is responsible for it.

3.3 Medical Expenses

1. Incase of illness, students are advised to attend the nearest government hospital or dispensary.
2. Inevent of students being admitted to hospital as in-patients, students will be required to make the
necessary payments.

3. They must also have documentation of such hospitalization for the purpose of the Examiners’
Board.



40PRINCIPLES TO BE ADOPTED BY SCHOOLS FOR COMMUNITY
SERVICE AND LEARNING

The purpose of these principles is to guide supervisors and student-teachers while on Community
Service and Learning.

A. STUDENT-TEACHER

1.

When a student is in a school or any other institution, either for observation or practice, he/she
is under the authority of the school/institution. This means that they must observe the expected
standards in regard to punctuality, dress, substance use and other rules for the general conduct
of staff which the school/institution may expect.

The student will be treated like other full time members of staff/employee, will be informed
of the standards expected and will be given the normal privileges as well as duties of staff
members.

The student will be expected to carry out a full range of duties and extra-curricular activities
assigned during the period in the school.

The student will normally teach within the framework of the curriculum as practiced in the
school.

As far as possible, the student should not be used for duties outside CS objectives, e.g. the
invigilation of examinations in other establishments. The student will have a timetable and
project plans which should be adhered to as much as possible.

Students should normally be in schools during the full working hours of the school. If the
student needs to leave the school, he/she should seek the consent of the Head of Institution or
the appointed co-operating teacher.

B. THE SCHOOLS

1.

The schools have a specific role to play in helping the students professionally. A confidential
report will be of value to the University and will be given due weight in the assessment of the
students work.

Besides professional and technical help in the classroom, school community services and
community service learning activities, students should have an opportunity of participating in
routine duties and extra-curricular activities, including sports, music, drama, etc.

Students should be shown not only the syllabus of the pupils they will teach, but the whole
plan of teaching the subject in the school and the community service activities available within
and without.

The Head of Institution will appoint a member of staff to advise and guide the students during
their period of CS.

When an assessor visits a school, he should invariably report to the school office first. If the
Head or Co-operating Teacher wishes to see him, they can leave word to the effect. Normally,
the assessors from University will inform the schools in advance the visits, though this will not
always be possible.

Students on Community Service and Learning should normally have a light teaching load of 9
to 16 lessons per week.

It should be remembered that the period of Community Service and Learning is part of a
student’s period of study. Schools should give students every possible help in preparation for
CS and teaching during this period.

Whenever it is possible, schools will assist in helping the students with accommodation or to
obtain accommodation. The method and amount of payment will have to be negotiated
between the schools and student concerned.



COMMUNITY SERVICE RUBRICS (this is the assessment criteria for your community service

APPENDIX |

practicum)
Competency Assessable Aspects Rubrics RAT
ING
Communication and | - Clarity and Coherence (oral | Exceeding Expectations (EE): Clear, coherent, and confident | EE
Collaboration & written communication) communication with active listening and effective collaboration. | ME
- Listening Skills Meeting Expectations (ME): Communicates clearly but may need | AE
- Teamwork and Cooperation | improvement in active listening or collaboration. | BE
- Conflict Resolution Approaching Expectations (AE): Communication lacks clarity, limited
- Use of Technology in listening or ineffective teamwork.
Communication Below Expectations (BE): Struggles with communication, lacks
- Language Proficiency listening, and ineffective teamwork.
Critical Thinking and | - Analytical Skills Exceeding Expectations (EE): Thorough analysis, innovative solutions, | EE
Problem Solving - Solution-Oriented Thinking | well-informed  decisions,  critical ~ evaluation, and reflection. | ME
- Decision Making Meeting Expectations (ME): Analyzes and solves problems | AE
- Creativity in Problem competently but lacks creativity or reflection. | BE
Solving Approaching Expectations (AE): Struggles with analysis, limited
- Evaluation of Evidence solutions, and lack of reflection.
- Reflection Below Expectations (BE): Limited analysis, minimal problem-solving,
and poor decision-making.
Critical Thinking and | - Analytical Skills Exceeding Expectations (EE): Thorough analysis, innovative solutions, | EE
Problem Solving - Solution-Oriented Thinking | well-informed  decisions,  critical ~ evaluation, and reflection. | ME
- Decision Making Meeting Expectations (ME): Analyzes and solves problems | AE
- Creativity in Problem competently but lacks creativity or reflection. | BE
Solving Approaching Expectations (AE): Struggles with analysis, limited
- Evaluation of Evidence solutions, and lack of reflection.
- Reflection Below Expectations (BE): Limited analysis, minimal problem-solving,
and poor decision-making.
Exceeding Expectations (EE): Highly creative and original ideas, | EE
. effectively adapts to challenges, and demonstrates strong artistic and | ME
- Innovative Ideas f Kill AE
- Artistic Expression deS|gr_1 . . Lo SKIT'S.

. o Meeting Expectations (ME): Creative ideas but may lack full risk- | BE
Creativity and | - Adaptability - -
Imagination - Risk-taking taking . . o L adgptabm_ty.

- Design Thinking Approaching Expectations (AE): Limited creativity, lacks risk-taking
- Resourcefulness or strugg!es to adap_t ) to challenges.
Below Expectations (BE): Minimal creativity or adaptation, lacks risk-
taking.
. o Exceeding Expectations (EE): Actively participates in community | EE
gzggagcif?gfgf"gsl:g servic_e, demonstrat_es high respect for diyersity and ethica_l standa_rd_s. ME
- Ethical Behavior Mget_lpg Expectations (ME): Involved in some community or civic AE
. - L activities, shows respect but may need to increase engagement. | BE
Citizenship - Civic Engagement . ) o .
> . Approaching Expectations (AE): Limited civic engagement, lacks
- Understanding of Rights derstandin f rights and responsibilities
and Duties understanding 0 o ig N p .
8 Below Expectations (BE): Little or no civic engagement, lacks respect
- Environmental Awareness - - ] :
for diversity or ethical behavior.
Exceeding Expectations (EE): Proficient in digital tools, navigates the | EE
- Basic Technological Skills internet securely, solves problems using technology, and collaborates | ME
- Internet Navigation well online. | AE
- Cybersecurity Awareness Meeting Expectations (ME): Adequate digital skills, but some gaps in | BE
Digital Literacy - Problem-Solving with online security or collaboration.
Technology Approaching Expectations (AE): Struggles with basic digital tools,
- Digital Collaboration lacks  cybersecurity awareness or poor collaboration  skills.
- Digital Communication Below Expectations (BE): Limited digital skills, poor internet
navigation, lacks security awareness or collaboration abilities.
Learning to Learn - Self-directed Learning Exceeding Expectations (EE): Shows strong initiative, sets and achieves | EE
- Goal Setting clear goals, adapts learning style, manages time efficiently, and | ME
- Time Management demonstrates persistence. | AE
- Adaptation to Learning Meeting Expectations (ME): Sets goals and manages time but | BE
Styles occasionally struggles with self-direction or adapting to learning needs.
- Metacognitive Skills Approaching Expectations (AE): Requires significant guidance, lacks
- Persistence effective goal setting or persistence.
Below Expectations (BE): Struggles with self-directed learning, lacks
goal setting, poor time management.
Self-efficacy - Confidence in Abilities Exceeding Expectations (EE): Highly confident, resilient, self- | EE
- Resilience regulated, consistently achieves goals, and engages in self-reflection. | ME
- Self-regulation Meeting Expectations (ME): Shows confidence and achieves most goals | AE
- Goal Achievement but occasionally needs support in regulating emotions or reflecting. | BE

~ ASSESSMENT INDEX: E.E — Exceeds Expectations (80 — 100%), M.E — Meet Expectations (65 -79%), A.E — Approaching Expectation (50 -64%),

- Intrinsic Motivation
- Self-reflection

B.E — Below Expectation (0 — 49%)

Approaching Expectations (AE): Lacks confidence or struggles with
self-regulation, often unable to meet goals or engage in reflection.
Below Expectations (BE): Struggles with self-confidence, resilience, or
achieving goals, lacks self-reflection
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BOMET UNIVERSITY COLLEGE

GUIDE TO WRITING CSL REPORT
The project is meant to help the attaché acquire skills to identify, address and recommend solutions to issues and
concerns related to the community problems and challenges.
INSTRUCTIONS
During the community service learning practicum each trainee is expected to prepare and submit a community
service practicum report to the Course Coordinator at the end of the practicum.
Keep your project between 15-20 pages on an A4 size paper, Font size 12, Font type —Times New Roman,
Spacing 1.5. The document should be bound.
The report should have the following components:_

APPENDIX 11

THE TITLE PAGE SHOULD INCLUDE THE FOLLOWING 1 Mark
e Thetitle
e Students registration number and Full name
e Practicum Zone and Centre

Preliminary pages 2 Marks
These should include an acknowledgement, abstract and table of contents
BACKGROUND INFORMATION ABOUT THE ORAGNIZATION 3 Marks

e Brief History of the community

e A brief history of the institution you are attached to

o A Brief on the Department/Section — staffing, facilities etc

e Activities/Programmes in the Department especially those related to community service

Choice of the community activities or projects you are engaged in

KEY CONCERNS ENCOUNTERED DURING COMMUNITY SERVICE EXERCISE | 4 Marks
The trainee will discuss issues encountered during the community service exercise as well as
interventions to the same. Any assistance from the members of the organization/department
and community at large received should be mentioned as well as support received form the
superiors

PERSONAL assessment on skills and abilities to handle the community project 4 Marks
PROJECT PLAN 3 Marks
PROJECT IMPLEMENTATION 3 Marks
CBC Competencies and values gained from the project 3 Marks
RECOMMENDATIONS 4 Marks

The trainee should suggest recommendations (way forward on problems and concerns
encountered during the community service exercise experience and how to deal with
problems)- suggest practical solutions to problems in the organization and the community.
NOTE: The following are some of the areas to give recommendations

e Support received from various stakeholders

e Auvailability of the resources/facilities etc

e Personal Reflections

o Recommendations for Future Interns

APPENDICES & References 3 Marks
These may include pictures of facilities, Service charter of the Organization/Department etc




APPENDIX I

TEACHING OBSERVATION FORM

Subject
SIgNature.......cccoeeeevevereeesesene

Preparation
-Schemes of work
-Record of work covered
-Lesson Plan
-Objectives
-Students progress records
-Student’s self evaluation
-T.P file organization etc

Introduction
-Arousing interest
-Link with learner’s experience
-Rationale
-Focusing events
-Others

Lesson development (Teaching Strategies)

-Selection of content
-Sequencing of activities
-Level of instruction
-Use of reinforcement
-Mastery of content
-Class management

(Instructional Procedures)

-Use of methods
-Students participation
-Formative checks
-Evaluation Procedures
-Pace of delivery
-Others

Conclusion
-Recapitulation of the lesson
-Assignment
-Further reading
-Focusing on the next lesson

Resources
-Creative/effective use of learning materials
-Clarity of use/presentation
-Chalkboard organization
-Relevance of materials
-Others
Personality

-Command of language
-Confidence

-Voice projection
-Learning atmosphere
-Attire

-Rapport with students

-Others



APPENDIX VI
TEST LESSON OBSERVATION FORM

PREPARATION

Adherence to Scheme of Work

Lesson plan

Clarity of objectives

Relevance of topics

Adequancy of Marking Scheme

Table of Specification

T.P file organization

Students’ progress records

Students’ self evaluation
INTRODUCTION (before the test)

- Sitting arrangements

- Mode of distribution of question papers
- Instructions to candidates

- Timing of test

TEST ADMINISTRATION (during the test)
Teaching supervision

- Learner’s activity

Clarity of questions

Clarity of instruction in question paper
Utilization of teaching materials

Test atmosphere

CONCLUSION (at the end of the test)

- Adherence to closing instructions

- Mode of collection of scripts

- Marking proposal

PERSONAL QUALITIES OF TEACHER
- Command of Language

Voice projection

Confidence

Attire

Clarity

Rapport with Students

Punctuality
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