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PROLOGUE 
 

  Initially this manual was compiled as Part of Literacy 

Manual. After extensive deliberations, it was deemed fit to separate the 

“Conceptual Framework for Literacy Programme” from, 

“Operationalization Of Literacy Programme” due to the fact that both 

have different audience. 

 

  This Literacy Manual is meant for the management and 

supervisory staff of Literacy Programme. It deals with the methodology 

and operationlisation of literacy programme. It took us three years to give 

it final shape. Many changes have been made on the basis of feedback, 

and research data collected during implementation of, “Literacy for All 

Project, NWFP”. The research data is based on operationlisation of 37000 

plus literacy centres having 0.85 million learners (six batches each of 4-5 

months) in all the 24 districts of NWFP.  

 

  The aim is not to prescribe a rigid framework for the field 

staff but to give broader guidelines for the establishment and 

operationlisation of literacy project. Change is otherwise inevitable and 

this manual is no exception. While the basic principles and sound 

administrative measures have universal applicability, the operational 

plan is to be devised and adapted as per local requirements. From the 

very outset, we were cognizant of the fact that other institutions have 

prepared voluminous Literacy Manuals. Scanning through all the 

available material it was felt that the same set of manuals have been 

prepared for the policy makers, management and supervisory staff. Even 

lessons on pedagogy and training modules are incorporated. In literacy 

programme we have quite a varied audience and the requirements of all 

cannot be addressed through a single manual.  

 



  

  The importance of detail modules cannot be denied. Because 

of peculiarities of literacy programme even minute details should be 

worked out. At the same time the need for a comprehensive but concise 

literacy manual was badly felt. This manual will provide overall guidance 

while the modules will be developed separately. Similarly functional 

literacy is now integral part of literacy programme. Two volumes of 

“Functional and Social Literacy” Manuals, in Urdu, have been developed 

separately. Since the primary focus of Functional and Social Literacy 

Manual is teachers and Community Social Motivators, therefore the 

same have been prepared in Urdu. Once the field staff is equipped with 

the Conceptual Framework, and its applicability, training modules and 

further details can be worked out through operational plan. The field 

staff can also benefit from modules prepared by other institutions.  

 

  The focus of this manual is to equip the staff to launch and 

monitor a literacy programme in an effective manner. Monitoring has 

remained a much weaker link in the literacy programmes. This manual 

was subjected to intense scrutiny of experts in a conference held in June, 

2007.  

 

  Finally the Consultants minutely examined the manual. The 

final shape is the result of valuable contribution made by Mr. Arshad 

Saeed Khan, Senior National Specialist (Education), UNESCO, 

Islamabad, Prof. Allah Rakha Saghir, Ex-Chairman, Planning & 

Management, Allama Iqbal Open University, Islamabad, Dr. Mumtaz 

Manglori, Educationist, Ex-Subject Specialist, NWFP Textbook Board 

Peshawar and Mr. Inayatullah, Former Chairman, National Literacy 

Commission (President, PACADE), Lahore just to name a few.    

 

 



  

  Errors, both of context and substance, are inevitable so the 

suggestions for further improvement are eagerly awaited. 
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NEED ASSESSMENT PLAN (NAP)
 

1.1   Objectives of Need Assessment 
   

  Within the aim of literacy programme the specific objectives of 

need assessment are to:- 

 

• Collect, compile and analyse relevant data. 

• Analyse the socio-political, administrative and geographic 

environment. 

• Clarify the role and responsibilities of field staff. 

• Devise methodology for progress and process monitoring. 

• Identify issues of administrative and logistic support. 

• Workout Training Need Assessment (TNA) of the staff. 

 

  Need Assessment Plan (NAP) is to be prepared in the light of 

objectives of literacy programme. NAP would be pre-action-plan based on the 

relevant data and conceptual framework of literacy programme.  

 

  NAP is not a one-time exercise. It is a continuous process. Except 

geographic and climatic factors, other socio-economic variables keep on 

changing and hopefully for the best. Unforeseen events like natural and man-

made disasters can disrupt the whole series and sequence of activities. We 

have the tragic example of 8th October, 2005 devastating earthquake in NWFP. 

Apart from collection and interpretation of data, the qualitative assessment of 

prevailing situation in an area should be the focus of need assessment plan. 

 

  NAP is to proceed in a sequential manner. It does not mean that a 

subsequent activity can only start once the previous one is completed. 

Activities may go on simultaneously.  
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Proper and comprehensive need assessment is vital for the success of literacy 

programme. Need assessment is usually construed as counting of heads. 

Secondary data is used for calculating the number of illiterates. It is essential 

that, while, carrying out need assessment related aspects such as prevailing 

socio-economic environment, administrative constraints, infrastructure 

facilities, geographic and climatic factors are taken into account. Similarly 

causes of illiteracy are to be clearly and comprehensively identified. 

Comprehensive identification of issues would ensure that proper strategy, to 

deal with the problem, is in place prior to launching of literacy programme.  

 

  As a matter of fact, overall need assessment should be integral part 

of literacy programme. It usually happens that PC-I (Planning Document) and 

the Project Manual are prepared on the basis of wild estimates. Feasibility 

survey and other studies, prior to launching of literacy programme, must focus 

on related factors. The management should have an overall clear picture. It 

should provide guidance to the field staff. Properly trained field staff should be 

able to promptly collect, analyse, interpret and report the data. Thus the need 

assessment exercise in the districts should be in continuation of overall 

objectives. The focus of this exercise should be to workout details and also to 

highlight peculiar socio-economic, administrative and geographic issues.  

 

1.2  STAGES IN NEED ASSESSMENT 

a. Proper identification of issues. 

b. Appraisal of the situation.  

c. Strategy to address the issues. 

d. Costing. 

e. Developing network of activities. 

 

a.   Proper identification of issues. 

  In the light of conceptual framework, the field staff should focus on 

literacy related issues. It is not only the extent but understanding the depth of 

illiteracy is important. Data with regard to literacy is to be analysed in the 
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context of socio-geographic, administrative and other related issues. Both 

quantitative and qualitative methods are to be used to collect the information 

and its subsequent analysis. Few examples from the ‘Literacy For All’ Project 

NWFP (2004-2007) are quoted. These factors were not properly taken into 

account at the time of need assessment1. 

 

• In backward mountainous regions of Hazara and Malakand, the 

young male population (Age 18—30), temporarily migrate to Punjab 

and Karachi in search of causal jobs during the winter. In such 

snow-bound areas, female literacy centres are more successful 

during the winter, due to less work load, as compared to male 

literacy centers. 

• During the month of Ramadan less female attendance, due to work 

pressures, like cooking etc. was observed in female LCs. 

• Areas having intensive cropping pattern such as Tobacco harvest 

(Swabi and Mansehra districts) and vegetables growing season 

(Swat and Mansehra) less male attendance was observed in literacy 

centres.  

 

Similarly, causes of female illiteracy are to be properly identified. Such 

assessment is mostly qualitative and can be ascertained through 

background interviews, group discussions and feedback through 

questionnaire.  

 

b.    Appraisal of the situation 

  In participatory rapid appraisal, the field staff has less time to 

arrange and analyse the data to assess the overall situation. In tribal and 

semi-tribal society perceptions are, at time, more relevant than facts. 

                                                 
1 Literacy for All-Project NWFP. PMU Reports (2004-2007). 

Email: mis@eef.org.pk Web: www.eef.org.pk 
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Statistics are vital but the same should be analysed in juxtaposition with 

the other socio-economic and environmental issues. Proper appraisal would 

enable the staff to devise a viable strategy.    

  

c.   Strategy to address the issues 

  Once the issues are properly identified, corrective measures can be 

proposed accordingly. Field staff should keep in mind that in case of 

literacy,  it is not only identification of learners and establishing literacy 

centres for the illiterates. Related issues like administrative, socio-economic 

and geographic warrant a fool proof strategy.  

  Strategy should not be mere expression of wishes. It must be 

based on ground realities and in consonance with the objectives of the 

project. 

 

d.   Costing 

 Managers should be mindful of the resource and time constraints. A 

proper need assessment takes into account the aspects like recruitment 

of staff, capacity building, operationalization and monitoring regime. 

Logistic and administrative support is to be in place before the 

operationalization of the activities.  Care is to be taken that time 

allocated for each activity and costing is within the devised parameters.  

 

1.4  ASSESSMENT TOOLS 

1.4.1   Data Collection 

  Foremost is the collection of primary and secondary data, its 

arrangement and analysis. It may include statistics relating to population, 

literacy, land utilization and availability of infrastructure facilities. 

 

Data is to be analyzed in the context of:- 

a) Requirements of literacy centres both for male and female. 

b) Availability of teachers. 
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c) Infrastructure facilities such as electricity, communication, existing schools, 

other government buildings and availability of private accommodation. 

d) Causes of illiteracy such as socio-political, economic, administrative and 

geographic.   

e) Gender disparities and its causes. 

f) Geographic and climatic constraints. 

g) Socio-economic environment. 

h) Analysis of communities. 

i) Response of various stakeholders towards literacy, especially female literacy. 

j) Working season and employment pattern. 

k) Administrative and logistic constraints such as supply of learning material, 

law and order problems, lack of roads and weather conditions. 

l) Possible rescheduling of activities and alternate plan. 

 

Such rescheduling may occur due to disasters, shifting of literacy 

centres, resignation or removal of teachers due to various reasons. 

 

Indicators, both qualitative and quantitative are set as per 

objectives of the programme. Data may be collected using both quantitative 

and qualitative methods. Setting parameters means that data collection should 

be carried out in a systematic way. It does not mean that information collection 

should proceed in a sequential manner. Various activities can be initiated 

simultaneously.  

 

Quantitative methods may include baseline data with regard to 

selected indicators such as overall literacy, male, female literacy, population, 

dispersal of illiterates, gross and net enrolment etc. 

 

Qualitative methods are equally important specially for non-formal 

adult and adolescent literacy. The field staff should be well-versed with the 

social fabric of local society. In-depth understanding of stakeholders, 

communities, interactions and social process is essential. In a tribal and semi-
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tribal society like NWFP, setting proper qualitative indicators, collection and 

analysis of qualitative information is highly crucial. The field staff must 

properly understand the local environment. Success of literacy programme 

greatly depends upon participation of community, therefore quality of 

qualitative methods of collecting information is of utmost importance. 

Qualitative and quantitative methods are not mutually exclusive and can be 

carried out simultaneously. 

 

1.5  PROFILING 

  Past experience of literacy programme is essential for formulation 

of future strategy. Unfortunately we badly lack the desired information. In LFA, 

due care has been taken of this aspect. Twenty eight Sector Returns and 

Records (SRs), have been devised. The same were tested and as a result of 

feedback, after completion of six Batches (37,000 plus L.CS), suitable 

amendments have been made accordingly. Sector Records and Returns meant 

for Need Assessment Plan are by no means exclusive or exhaustive. These are 

indicative only. There are certain variables which require constant updation. 

Keeping in view the broader guidelines the district staff can add more columns.  

 

1.5.1  Sector Profile (SR1) 

  Sector profile (annexure-I ) is divided into; 

i)   Basic statistics such as subdivisions, union councils, 

infrastructure, land utilization, population, literacy, education facilities and 

gender disparities. 

ii)   Social Profile 

 Main tribes, community, stake holders, causes of illiteracy, main 

socio-political issues. 

iii)  Economic Profile 

Include employment pattern, land utilization data, working season, 

labour, industrial issues etc. 
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iv)   Geographic Profile 

Geographical factors include environment, natural disasters and  

terrain etc. 

v)   Organisational Profile 

Constitution of sub-sectors, clusters, number and spread of 

literacy centres. 

 

1.5.2.  Community Profile  (SR2 Annexure-II) 

  Since there are climatic, social and economic variations within the 

districts and sectors, therefore community profile is a much closer look at the 

prevailing issues. Community profile must provide details of local communities 

and tribes, their life pattern, important villages and basic statistics regarding 

population, land utilization and level of literacy. 

 

1.5.3.  Village Profile (SR3 Annexure-III)  

 This profile focus on the focal village and its satellites. Number of 

illiterates, giving causes of illiteracy are to be clearly identified.  

  Details of LCs and CSOs are to be given. Both community and 

village profiles have been devised in ‘Urdu’. The aim is that the supervisors and 

the CSMs fully understand the contents of these SRs and should be able to fill 

up the details comfortably. Comprehensive SR2 and SR3 can provide solid base 

for compiling SRI and the future vision plan. The columns given in these SRs 

are indicative only and the sectors can add further details. 

 

1.5.4.  Setting of targets and achievement of goals 

 Batch-wise targets are to be specified by the PMU in consultation 

with the district staff. Since some of the LCs may be dropped due to certain 

reasons, therefore the districts may plan for establishing say 10-20% plus LCs. 

While targets are important and relevant, the whole emphasis shall be on 

achievement of objectives rather than targets. 
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1.5.5.  Role and responsibilities of sector/ district staff in Need  

Assessment Plan 

  Designation of staff is indicative only. Various institutions may 

proceed as per their organisational setup but with defined role and 

responsibilities for each tier of staff.  Sector Director, being overall managerial 

head, shall develop NAP. NAP shall be part of Sector Vision Plan (SVP). Sector 

Profile (SRI) is an important document of SVP. SVP is to be prepared as per 

strategic plan upto the year 2015.  

  While preparing NAP the Sector Director is to ensure that the 

sector staff perform their specified primary and secondary roles. 

   

  Under the overall guidance and leadership of Sector Director, 

Social Organiser shall be the coordinator and the team leader for the need 

assessment teams. The composition of need assessment team will be:- 

Social Organiser   ..  Coordinator 

Sub sector Team  .. Supervisor 

     .. CSMs 

     .. LFA teacher 

     .. CSO/Members 

     .. Co-opted members 

     .. (NGOs, social activists, members of 

Sector Consultative Committee etc.)  

  Social Organizer (SO), in consultation with the respective field 

staff, shall prepare Need Assessment Plan (NAP) which shall contain the 

following; 

• Identification of problems. 

• Data of population, area, literacy, enrolment, male/female literacy ratio, 

administrative setup, situation analysis, social environment, logistics, 

sectarian issues, community response, publicity plan, contacts with the 

community, contacts with the existing CSO, prospects of further expansion 

and 

• Appraisal of issues 
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• Strategy to address the issues 

• Costing of plan as per objectives.. 

 

1.6     Dialogue with the Community 

  It may be clarified that data collection and its appraisal is not to be 

carried out in isolation. This caption of, “Dialogue with the community” should 

not give an impression that the community is only contacted at this stage. In 

fact the stage is now set to formalise the contacts with the community leading 

to operationalisation of literacy programme.  

1.6.1   First Dialogue 

  After collection, organization and analysis of data preliminary 

targets shall be set. Areas and local committee will be identified. 

   Thus preliminary survey will be followed by meeting with the local 

community and Identification of potential learners and teachers.  

1.6.2   Second Dialogue 

  By the time of second dialogue, the stakeholders in a local 

community are clearly identified. The need assessment teams workout the 

strategy to meet the elders in a local community. CSOs are constituted in 

consultation with the local community. Some of activities during this phase 

may be: - 

• Identification and enlistment of learners. 

• Constitution of CSOs. 

• Identification of teachers and alternate teachers. 

• Identification of location of L.C. 

1.6.3   Third Dialogue 

  The Need Assessment Team (NAT) in collaboration with the  CSO to 

finalise the learners list and exact location of L.C. 

• Final identification and Recruitment of teachers. 

• Finalization of list of Learners. 

Throughout this whole exercise the Sector Director must not 

remain detached. He will be holding regular and periodic meetings with the 

staff, apart from regular visits to the field. Sector Director will accord approval 
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of tentative work plan after extensive consultations with the social organizer, 

supervisors and the CSM(s). 

  The Sector Director, after refinement of NAP, shall submit the 

same to PMU for final approval. The Sector Director shall also examine the 

male and female ratio of literacy centres, restructuring and clustering of sub-

sectors, logistic support and monitoring. 

  Approval of top management must be obtained at least one month 

prior to operationlisation of LCs so that the field staff has ample time to make 

arrangements. 

 

1.7     Responsibilities of Social Organizers 

• To act as coordinator for need assessment. 

• Training of all the sector staff, such as supervisors, CSMs and 

teachers regarding, pedagogy, mobilization, motivation and 

organisation of community. 

• Social and Functional Literacy, specific aspects to be identified. 

• Formation of CSOs. 

• Monitoring of NAP and devising monitoring regime for 

operationlisation of literacy programme. 

• Any other task assigned by the PMU. 

 

1.8     Responsibilities of Supervisors 

 

1.8.1   Primary Responsibilities 

• Need assessment  

• Teachers training. 

• Monitoring 

1.8.2.  Secondary Responsibilities 

• Social and Functional Literacy 

• Any other task assigned by the PMU  
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1.9     Responsibilities of CSMs

 

1.9.1.  Primary role 

• Need assessment with focus on community. 

• Social and Functional Literacy 

• Motivation and mobilization of CSOs, teachers and learners. 

• Training of teachers with regard to Social and Functional Literacy. 

1.9.2.  Secondary role 

• Monitoring of LCs. 

• Any other task assigned by the PMU. 

 

1.10   Community mobilization and publicity plan 

  It is essential to explain the purpose of literacy programme to every 

segment of society. Its success is solely dependent upon active community 

participation and support. It is true that publicity through electronic and press 

media is a costly affair. Still, while exercising economy, we can convey our 

message to the target groups. It is a continuous process. To muster support of 

community, effective communication with the communities is to be developed. 

Still there are activities which are batch-specific. The local population must 

know the number of LCs being established under the subsequent batches, 

details of sub-sectors, clusters, names and addresses of sector staff. More 

awareness among the communities means greater support for the literacy 

programme. Access to information is very vital for community participation. It 

would also enable us to further refine our programme in the light of 

suggestions from the community. 

  Sectors should have comprehensive brief of Publicity Plan (PP). 

Publicity Plan may contain the following:- 

• Projection and promotion of government policies with regard to aim and 

objectives of literacy programme. 

• Specific instructions and guidelines from the PMU as part of overall 

Publicity Plan. 
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• Schedule of activities for the current batch and during the interval of one 

month for need assessment for the subsequent batch. 

• Roles and responsibilities of various levels of officials to be highlighted for 

the information of communities. 

• Sectors, keeping in view the local social environment may chalk out their 

own programmes. Some of the activities such as seminars, walks, debates 

or other types of gatherings may not be advisable in a sector or in certain 

parts of a district. The situation may be altogether different in other areas 

of the same or other districts.  

  While ensuring the overall achievements of objectives, modalities 

may vary. The following may be some of the constituents and activities making 

part of publicity plan.  

• TV, radio and Press talk. 

• Articles in the press. 

• Posters, leaflets, banners, sign boards. 

• Seminars, debates, walks and discussion forums. 

• Utilizing other events for the publicity of literacy programme such as 

national, religious, sports and cultural events. Functions, public meetings 

to be organized for the political leaders. Banners with messages can be 

devised which are appropriate for a particular event. 

• Linkages with other institutions. 

• Utilizing the services of banks and others. 

• The field staff is cautioned to avoid controversies such as projection of the 

literacy programme through controversial persons or groups. The 

programme must be above the political, religious and ethnic divide. 

• The most vital aspect of Publicity Plan is that our ultimate target group is 

the illiterates. They are unable to read our posters and leaflets. Besides 

the number of illiterates is quite large and dispersed throughout the 

districts. We have to reach every illiterate. Posters may be designed in a 

way that these are attractive, generate curiosity and at the same time 

giving an idea and message to even an illiterate person. Everyone should 

be conscious about the social intricacies of NWFP. Printing of objectionable 
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material would be counterproductive. It may defeat our broader objectives. 

Electronic media and public gathering is an effective mode of delivering the 

message direct to the target group. At the same time other stakeholders 

such as political, community and religious leaders are equally important. 

Success of literacy programme greatly depends upon the active 

participation and support of these stakeholders. We can not launch a 

programme in isolation. So the publicity plan must take care of these 

aspects:- 

• Effective mode of delivery of message to the illiterates. 

• To neutralize the opposition to the programme by targeting the relevant 

groups. It should be clear to every one that by neutralizing the opposition 

to literacy, specially the female literacy, does not mean launching a 

vilification propaganda campaign against the community or religious 

leaders. The aim should be to devise ways and means to communicate 

with them, take them on board and explain our objectives so that 

misunderstandings do not crop up. 

• Mode of publicity for various stakeholders to be devised. 

 The whole PP should be cost effective. The experience indicates that over-

publicity, projection of certain personalities and overspending have proved 

counterproductive. It may create doubts in the public mind about the noble 

intentions of literacy programme. These are just a few broad parameters and 

the field staff can chalk out elaborate publicity plan as per local requirements. 

 

1.12  RISKS AND CONSTRAINTS IN NEED ASSESSMENT 

   

  It is evident that most vital part of need assessment is setting 

qualitative indicator, data collection and making qualitative assessment. 

Probability of errors, both of judgment and facts is also possible in case of 

qualitative information. A lot depends upon the proper training of staff, 

methodology and professional commitment. Few risks and constraints are 

enlisted below: 
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•   Training of staff 

  The staff must be well versed with the local environment and data 

collection techniques. Training in participatory rapid appraisal is also essential. 

•   Cooked data 

  There is every likelihood that the field staff present cooked data. 

Inferences and conclusions drawn from such data are misleading. 

•   Filtered information 

  The field staff may suppress certain information or paint a rosy 

picture with regard to situation. 

•   Communication barriers 

  Communication barriers due to certain perceptions, emotions and 

lack of trust may develop. The community may not get a clear message 

withregard to objectives of literacy project. Promotion of female literacy may face 

such barriers. 

•   Time and resource constraints 

  Need assessment exercise is to be carried out in a rapid manner. 

Time is the essence as score of subsequent activities may not get started till 

completion of need assessment. The whole exercise must also be cost effective. 

•   Violation of social norms 

  The field team, specially the female staff, must ensure observance of 

social norms and values. Any violation of social norms may send wrong signal to 

the community and that too at the very outset. 

•   Misplaced priorities or ranking. 

 In participatory appraisal, the issues are to be prioritised and 

assigned ranking as per broader objectives of literacy programme. 

  The management must devise a system of cross check and on-the- 

spot remedial measures. 

 

1.13   Training Need Assessment (TNA) 

  Capacity building of staff has been discussed separately. Training 

Need Assessment (TNA) should also be part of Need Assessment Plan (NAP). In 

adult literacy, continuous training is required. The purpose of discussing 
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Training Need assessment (TNA) in the last is to drive home the point that 

some of the training needs are already identified at the stage of formulating 

literacy programme. During the need assessment exercise the managerial staff 

can further identify the specific training need requirements of various tiers of 

staff. Such training need assessment may focus on and identify the gap 

between the present job performance and the desired job performance. During 

and after the need assessment exercise, the training requirements at 

organisational, operational and individual levels may be identified. After 

operationalisation of literacy programme, training need assessment withregard 

to monitoring, logistic support, administrative issues, and social environment 

can further be evaluated. Such collection of data and feedback shall form part 

of future need assessment.         
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ORGANISATIONAL SETUP
 

2.1.  Under adolescent and adult literacy programme, we ‘formalise’  

non-formal mode of education by providing a formal institution. Size of 

organizational setup greatly depends upon the scope and spread of programme, 

geographic factors and availability of infrastructure facilities. While the 

nomenclature may vary from organization to organization, the basic principles 

of organizational setup are universally applicable.  

  Keeping in view the scope of literacy programme, the overall 

organizational setup may be as under:- 

a).  Upper management. 

b).  Mid-level management. 

c).  Supervisory staff. 

d). Staff for community mobilization and organization. 

e). Teaching staff 

The organisational setup should be flexible. While organising the 

basic unit as per cited management parameters, horizontal expansion can be 

made according to size and spread of literacy programme. Geographic factors 

such as terrain, climate and lack of communication are also important in 

deciding the size of organisational setup. Non-formal literacy programme is 

intensively activity-based. Emphasis must be on achieving quality rather than 

the quantity. It requires constant guidance, review of activities and supportive 

monitoring. The job of top managers is not only to head the various 

departments but to guide and lead. Thus leadership role is more important 

than the managerial role. 

  The job of upper management is to devise the long-term strategy, 

provide guidance and ensure capacity building of managerial, supervisory and 

teaching staff. The upper management may comprise of Project Director and 

the Project Management Unit. 

  The District managerial staff such as Sector or District Director 

and Deputy Sector Director (Social Organizer) can be categorized as mid-level 

management. It is the most critical level as it will act as a bridge between the 
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supervisory staff and upper management. It is for the mid-level management to 

develop vision plan and Need Assessment Plan. Extensive training in 

management, monitoring, pedagogy, community mobilisation, communication, 

motivation and functional literacy is required for this tier. This tier will also act 

as Master Trainer for the supervisory staff. The mid-level management is 

supposed to lead the rest of the team. 

  The lower management or supervisory staff is the lynchpin of 

operationalization or execution of literacy programme. It is for the supervisory 

staff to give the literacy plan a practical shape. 

  The role of supervisory staff is not only important in developing 

Need Assessment Plan (NAP) and its execution, but equally vital in ensuring an 

effective progress and process monitoring. Intensive capacity building of 

supervisory staff is required in pedagogy, andragogy, monitoring, functional 

literacy, motivation and mobilization of community. Apart from ensuring 

quality of teachers training, the supervisory staff is to coordinate the activities 

of community mobilization staff such as community social motivators. 

  It is for the supervisory staff to ensure that quality of learning is 

maintained. The prime objective of literacy programme is to ensure quality of 

learning alongwith attainment of functional literacy by the learners. In fact 

functional literacy and community mobilization are one of the crucial impact 

indicators to be measured so as to assess that objectives of the literacy 

programme are being met. 

 

2.2  Community mobilization. 

  Based on experience gained from LFA Project NWFP, the 

community social motivation and functional literacy staff is to be de-linked 

from the supervisory staff. At the mid management level, Social Organiser is to 

act as overall coordinator with regard to community mobilization and 

functional Literacy. Community Social Motivators (for 15-25 literacy centres) 

perform their duties under the overall guidance of Sector Director and the 

Social Organiser. 
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  Thus the social organization unit will be free from administrative 

and financial responsibilities. Primary focus of training for community 

mobilization staff should be motivation, mobilization of community, pedagogy, 

monitoring, adult psyche and functional literacy. 

 

2.3  Teaching staff. 

  In Pakistan, training courses are mainly designed for formal 

education. There is shortage of master trainers as for as adult psyche, 

pedagogy, andragogy and teaching through non-formal methods are concerned. 

Intensive and continuous training of teaching staff is required. Besides, 

functional literacy is now considered as an integral part of learning process. 

The teaching staff is to be acquainted with the concept of functional literacy. 

 

  Teachers also require training in maintenance of record as 

maintained at LC level (SR 5) (Annexure-IV) and filing of reports (SR 8) 

(Annexure-V).  

The above module has been successfully tested. The concept was 

given practical shape in the form of LFA project, NWFP.  

 

2.4  Organogram 

While making changes as per local requirements, various tiers of 

management can be organized as below: -  

 
2.4.1  UPPER MANAGEMENT
 PMU Headed   By 

 Project Director  
 

 
 
  

Deputy Director  
Supporting Staff  

 
 
 
 
 

   Asstt. Director  
Statistical Officer (MIS). Programmer Asstt. Director Training and Community

Accounts Mobilization 
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2.4.2  MID LEVEL MANAGEMENT 

 

Sector/ District headed by 
Sector Director 

  Sector Director is the overall head of sector / district and 

responsible for effective and efficient operationalization of literacy programme. 

The roles and responsibilities of other staff are to be defined clearly. There are 

certain aspects of literacy programme such as pedagogy, informal mode of 

education, adult psyche and class management which are equally important 

for every one. Thus the capacity building of every single official right from the 

teacher to District  in-charge is required. All administrative matters such as 

logistic support, recruitment and removal of staff etc are to be performed by the 

sector director so that the rest of the officials such as social organizer and the 

supervisors are free from political and administrative pressures. 

 

  While primary and secondary roles and responsibilities of sector 

and district staff are to be spelt out, but at the same time they are not to be 

completely de-linked and isolated from each other. The experience of 

completely de-linking the supervisors and community social motivators has not 

been a success in case of LFA Project, NWFP. Initially supervisors were directly 

placed under the sector directors and the CSMs under the administrative 

control of social organizers. It resulted in administrative problems such as poor 

monitoring and lack of proper need assessment.  

Dy District Director 
/Social Organiser 

Supervisor  
for each sub-sector  

Community Social Motivators  
for Cluster of LCs15—25  

Teaching Staff 

 
Supervisory  

Staff for 
Sub-Sector 
of 20—30 

LCs 

Community  
Mobilization 

Staff 
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  The CSMs and the social organizers were responsible for the need 

assessment and supervisors were responsible for monitoring. It was observed 

that the supervisors did not own the LCs identified by the community 

mobilization team comprising of social organizer and CSMs. Based on lessons 

learnt, the primary and secondary role and responsibilities of various tiers of 

staff are to be assigned as below:-  

 

2.5.  Sector Director        ...         Team Leader 

  He is to develop the vision for the district/sector and ensure that 

the programme is executed in an effective and efficient manner. 

 

2.5.1  Social organiser 

(i).  Primary role

  The primary role of Social Organiser is to mobilize and organize the 

community by constituting CSOs. He is to exercise effective control over the 

CSMs. He is also responsible for social and functional literacy and taking care 

of the training of the sector staff. Social Organizer is to act as coordinator for 

need assessment. He will ensure that Sector Record and Returns are 

maintained and submitted by the CSMs and supervisors regularly. 

(ii).  Secondary role

• Indirect monitoring of LCs. 

• Pedagogy. 

• Progress and process of learning. 

 

2.5.2   Supervisor 

(i).  Primary role: 

• Need assessment  

• Teachers training  

• Monitoring of LCs. 

• Maintenance and submission of Sector Records and Returns (SRs). 

• Interaction with the community. 
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(ii)  Secondary role: 

• Training of CSMs. 

• Overview of functional and social literacy. 

 

2.5.3 Community Social Motivators (CSMs) 

(i)  Primary role 

• Need assessment. 

• Community mobilization and organization. 

• Functional and social literacy. 

• Teachers training with regard to community motivation, functional 

and social literacy. 

• Maintenance and submission of Sector Records and Returns (SRs) 

 

(ii)  Secondary role: 

• Indirect monitoring of LCs. 

• Training in pedagogy. 

 

2.5.4  Teachers 

  Teachers training in andragogy, class management, adult psyche, 

motivation and non-formal mode of education is essential. Teachers have to 

perform secondary role of imparting functional and social literacy as it would 

ensure continuous learning and motivation of learners for lifelong learning. 

 

  This organisational model has been proposed and tested in LFA 

Project while keeping in view the peculiar needs of non-formal adult literacy, 

such as administrative, social, technical, financial and logistic aspects. There 

are less vertical tiers with flexibility for horizontal spread. It should also be kept 

in mind that various echelons of management perform multiple roles at the 

same time. Thus a vibrant organisational setup is required.   
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CAPACITY BUILDING OF STAFF 
3.1  Capacity building is a continuous process. Keeping in view the size 

and spread of literacy programme, capacity building of literacy staff is a 

gigantic task. Availability of Master Trainers is also a problem. Adult literacy is 

not extensively dealt under the formal training programmes of education like 

PTC, SET, B.Ed and M.Ed. Institutional memory of past literacy programmes 

and managerial experience is badly lacking. 

 

3.2  TRAINING NEED ASSESSMENT (TNA) 

  Project Management Unit and the districts have to workout TNA for 

all levels of staff. TNA must be developed before operationalization of literacy 

programme. It is to be flexible. Constant review is required as per feedback 

from the field staff. Based on role and responsibilities of various tiers of staff, 

TNA should include the following aspects.  

3.2.1  Training common to all 

• Pedagogy / Andragogy. 

• Motivation, organisation and mobilisation of community.  

• Communication skills. 

• Adult psyche and class management under non-formal system of 

education. 

• Social and Functional Literacy. 

• Guidance for Post Literacy. 

• Monitoring.  

• Need Assessment. 

3.2.2   Job specific 

i.  Teachers 

(a) LFA experience indicates that even trained teachers are not 

well-versed with the concept of pedagogy and phonetics. In 2006 

(Batch-IV) about 43% teachers were PTC, SET and B.Ed, yet extensive 

training was required especially in phonetics. Teachers are to be 
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familiarized with concept of motivation, adult psyche, functional 

literacy and working with the communities. 

(b)   Non-formal education and adult psyche 

  Contrary to advantages available under formal system of 

education such as duration and discipline, the non-formal mode of 

education demands distinct approach. The teachers have to adopt 

themselves to the situation in a way that they are seen as friends by 

the learners rather than typical teacher of a formal school system. 

 

(ii)  Supervisors

  The role of supervisor is most important. In fact supervisors 

are lynchpin between the mid level management and the teachers. 

Apart from their supervisory duties, the supervisors have to act as 

teacher, trainer and social organizer.  

3.2.3    Training Need Assessment (TNA) 

TNA for supervisors must focus on the following aspects; 

i. Primary focus 

• Pedagogy / Andragogy 

• Need Assessment 

• Monitoring 

• Motivation 

• Community Organization  

• Administrative and logistic support 

• Sector Returns and Records 

ii. Secondary aspect  

• Social and functional literacy 

• Accountancy 

i. Community Social Motivators (CSMs) 

Focus of training 

• Motivation  

• Community Organization  

• Functional and Social Literacy 
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 Secondary Training 

• Pedagogy 

• Monitoring  

 

ii.  Mid / Upper level management

   It includes social organizers, sector directors, PMU staff, including 

Project Director. The managerial staff plays the role of leader, teacher and 

master trainer. They have to sufficiently equip themselves in the following 

fields:- 

• Pedagogy. 

• Need Assessment  

• Monitoring 

• Management / Administration 

• Communication 

• Motivation 

• Community Mobilization and Organization 

• Accountancy 

• Statistics, collection of data, its arrangement and analysis. 

• Social and functional literacy 

The list is by no means exhaustive. 

 

3.3   MODE OF TRAINING  

  Depending upon the level and number of trainees, the mode of 

training can be devised. In LFA, training of trainees and direct training of target 

groups was tried. Each has its sown merits and demerits. Due to spread and 

size of programme, centralized, regional level and even sector/district level 

training of literacy staff like teachers, community social motivators and even 

supervisors, at times, is not feasible. Training of female staff is also a delicate 

issue due to social norms of the area. It is possible that the female staff is not 

allowed off-hours travelling or night stay during such trainings. 
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3.3.1   Training of Trainers 

Merits: 

• Less time consuming 

• Cost effective 

• Better training and understanding due to experience and qualifications of 

trainees. 

Demerits: 

• The training gets diluted at each level due to cascading. 

•  Indirect feedback of target group. 

 

3.3.2   Direct training of target group 

Merits: 

• More effective as the target group directly interacts with the trainers. 

• Direct and prompt feedback. 

Demerits:  

• Costly 

• Travelling and accommodation of large number of trainees is required. 

• Logistic and administrative issues. 

• Social norms such as out-station night stay of female staff. 

• Time consuming. 

 

3.3.3   Combination of Master Trainers and the target group 

  The model proved successful and cost effective in case of LFA 

Project, NWFP. Alongwith the Master Trainers, an equal number from the 

target group like supervisors and CSMs were also selected for training. It not 

only facilitates interaction and direct feedback from the target group but also 

enlarge the pool of Master Trainers.  

   

  Preferably the training of teachers is to be localized at the level of 

Union Council(s). Clustering depends upon the weather, existence of 

infrastructure facilities and the nature of local terrain. 
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3.4   Training Assessment 

   

  All training sessions should be interactive and participative. Apart 

from concept clearance, major focus should be on applicability. No two social 

environments are exactly identical and strategy is to be constantly reviewed in 

the light of feedback from the field staff. 

   

   Besides, it is not only the feedback at the end of training sessions 

but the impact of training should be constantly analyzed and reviewed during 

the field visits. 
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ADMINISTRATIVE AND LOGISTIC SUPPORT
4.1  Certain peculiarities of literacy programme make it quite distinct 

from other programmes. In literacy projects we deal with the adolescent and 

adult learners. The mode of education is non-formal. The timings of literacy 

centres are flexible and are decided by the community and the learners. Again 

the timings are subject to frequent rescheduling due to climatic changes, 

religious practices such as month of Ramadan, working season such as sowing 

and harvesting season. The number of literacy centres may run into 

thousands. The literacy centres are not, usually, located at prominent places 

like government schools but scattered among small hamlets. Besides, large 

number of literacy centres are to be operationalised simultaneously. Due to 

short duration of LCs, 4 to 5 months, the managers have less time 

manoeuvrability. All the activities such as identification of literacy centres, 

learners, accommodation, recruitment and training of teachers is to be carried 

out in a sequential manner. Delay in one activity will result in delay and even 

non-start of subsequent activity. Managers must identify all these 

administrative constraints in the Need Assessment Plan (NAP). Project network 

specifying the activities and the time must be meticulously worked out.  

 

4.2    Constitution of sub-sectors and clusters  

  Sector / district is sub–divided into territorial sub-sectors and 

clusters each headed by a supervisor. Size of sub-sector depends upon: - 

• Density of population. 

• Nature of terrain. 

• Weather conditions. 

• Existing infrastructure facilities. 

• Number of literacy centres to be established. 

  The number of literacy centres under a supervisor may vary, 

depending upon the cited factors. Supervisors are supposed to pay visit to 

literacy centres, at least, once in a week. The number of literacy centers under 
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the supervisor of may vary between 20-35.  Similarly a cluster, comprising of 

15—20 LCs is to be managed by a community social motivator. 

 

4.3  Constitution of clusters 

  Sub-sector is to be divided into clusters. Each cluster is managed 

by a community social motivator. 

 

4.4   Logistic support

  Literacy centres are identified on the basis of existence of 

illiterates. The gravity of illiteracy demands long-term planning. Literacy 

centres should not be scattered all over the sector or sub sectors. Once the 

literacy centres are broadly identified, the next step is to decide about the 

location. 

  Decision about the location is to be made by the local community 

and the learners. The Need Assessment Team (NAT) is to clearly identify the 

exact location and timings of literacy centres. Both these aspects are essential 

to workout the required logistic support. In case the timings of literacy centres 

are fixed in afternoon, then the team must see to it that electricity, or other 

means for proper lighting arrangements, are available. Hot and cold weather is 

also an important factor in deciding the location of literacy centres. Summer in 

Peshawar and Southern Regions are quite hot. Similarly in Hazara and 

Malakand regions, literacy centres are to be located in proper accomodation 

due to severe winter especially if the LCs are operated in the afternoon. 

Clusters are to be constituted in a way that access to all the literacy centres is 

easy. CSM and supervisors can decide a focal point in each cluster and the 

sub-sector.  

  If the literacy centres are located in private accommodation, then 

the requirements for blackboards is to be worked out in advance and 

consolidated demand sent to the district office. In quite a few mosques and 

even madrassas, blackboards are not available. 
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   Books and stationary items are to be supplied to all the literacy 

centres. Similarly planning for supply of books and stationary during the 

currency of batch must be carried out as per learning schedule.   

   

   While giving due consideration to factors like nature of terrain and 

density of population, the sector directors, in consultation with NAT, should 

identify the focal points for training of supervisors, CSMs and teachers. 

Observance of social norms is to be ensured while conducting training of 

female staff. 

  Similarly, logistic and administrative support for the monitoring 

should also be devised. Final assessment of learners is a gigantic task and the 

sectors are supposed to chalk out final assessment plan in advance. 

 

  A final word of caution is that keeping in view the scale and spread 

of literacy centres, multiplicity, interconnectivity, continuity and 

synchronization of activities warrant foolproof administrative and logistic 

arrangements. 

   

   Some of the administrative measures and logistic support precede 

the operationalization of LCs while quite a few may continue till the end of 

batch. Sectors must have a check list of all such measures with specified time 

span. Monitoring does not start and end as far as LCs are operational. It is a 

continuous process.  

 

4.4.1  Checklist for the field staff 

• Constitution of sub-sectors and clusters. 

• Compilation of data with regard to sub-sectors and clusters right up 

to the village level.  

• Availability or lack of facilities such as electricity, roads etc. 

• Number of literacy centres to be established in government schools, 

other government buildings, mosques/ madrssas and private 

buildings. Location of literacy centres will determine the number of 
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blackboards to be made available in advance. Except government or 

private schools, blackboards are to be provided to all the other 

locations.  

• Timings of literacy centres (morning, evening, late night).  

• Details of learners. 

• Name and particulars of teachers. 

• Constitution of community social organisations. 

• Mode of transportation 

• Constraints in monitoring, due to weather, terrain, lack of 

infrastructure etc.  

• Identification of alternate site in case of shifting of LC. 

• Reserve list of teachers for replacement. 

• Cluster or focal point for training of teachers and distribution of 

learning material. 

• Geographic and climatic constraints. 

• Other related issues. 

 

  Literacy centres in government buildings can only start after the 

school hours. It is to be decided whether the local environment permits 

operationalization of literacy centre in the evening. Timings of LCs are to be 

decided by the learners and the local community. 

 

 A viable administrative setup would greatly facilitate the staff to 

concentrate on progress and process of learning. 
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   MONITORING OF LITERACY PROGRAMME 
 

5.1  Monitoring of literacy programmes has certain specific aspects, it 

is an on-going evaluation. In Pakistan, unfortunately, monitoring has remained 

a much weaker link in the literacy programmes. It was mainly due to the 

following factors; 

• Poor planning and hasty execution of literacy programmes. 

• Lack of prpoer need assessment. 

• Lack of capacity building of staff. 

• Lack of effective organisaitonal setup. 

• Lack of effective and efficient monitoring regime. 

• Size and spread of literacy programme. 

• Lack of transperancy and voilation of merit. 
 Common perception attached with the word “Monitoring” is that ‘it 

is only confined to supervision of literacy centres through field inspections’. It is 

not to be confused with the ‘inspectorate’ functions of an organisation. It would 

be a very narrow approach. In fact, supervision of literacy centres is only one 

aspect of whole  monitoring regime. It should not be confined to exercise of 

adminsitrative authority by holding the subordiante staff accountable for 

omissions and commissions.   

 Monitoring starts right from the planning prcoess of literacy 

programme. The whole exercise is supportive in nature. Punitive  action in un-

avoidable cases constitutes only small fraction of it. Thus even the monitoring 

process needs to be properly monitored.  

 If proper monitoring system leading to operationalisation of literacy 

centres is in place, then actual monitoring during the currency of literacy 

centres would be not only much easier but effective also. Otherwise the field 

staff would be entangled in correcting the ealier mistakes. For supportive 

monitoring, the staff must be trained both in progress and process monitoring.  
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  Within the aim of the programme and objectives of liteacy project 

the field, staff is to decide:- 

• What is to be monitored? (Progress, process and impact indicators). 

• How? (Mode of monitoring) 

• By whom? (Roles and responsibilities of various tiers of staff) 

• And for Whom? (Action to be taken at appropriat level). 

  Progress monitoring is important to ascertain that the targets, as 

per objectives, are being achieved within the specified time and cost. In literacy, 

it is the quality of learning which is more imoportant rather than claiming 

number of literates and issuing of certificates. Process monitoring is all about 

the quality of learning. The impact of the programme on the learners as well as 

the community is to be ascertained. 

 

5.2  To devise an effective progress and process monitoring, the field 

staff to identify the indicators. The indicators must be objectively verifiable, to 

be followed by means of verification. The indicators may be:- 

 

(a)  Progress indicators 

   To assess attendance of learners and teachers, monthly dropout, 

course completion and number of visits etc. 

(b)  Process indicators

  Quality of learning process such as reading, writing, numeracy and 

knowledge of functional literacy. 

(c)  Impact indicators 

  Impact indicators may include change in learners life-pattern, 

community mobilization and community organization. Participation of 

community in literacy programme may lead to increase in child enrollment and 

decrease in dropout rate. It will be an important impact indicator to measure.  
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5.3  Literacy Management Information System (LIMS)

 In case of literacy programmes, Literacy Management Information 

System (LMIS) is devised to facilitate decision making which is to be based on 

comprehensive, correct and prompt information. Thus monitoring is like an on-

going process of evaluation. Mistakes can only be rectified when there is an   

in-built mechanism of flexibility in the literacy programme. Besides, the 

process of monitoring does not set in motion with the operationalisation of 

literacy centres. The very start of literacy centres would be delayed if our 

monitoring regime does not take care of need assessment  and administrative 

measures such as demarcation of sub-sectors and clusters, logistic support, 

recruitment and training of teachers and selection of sites for literacy centres. 

Thus depending upon the nature of activity, collection, analysis and flow of 

information is to be determined.  
 The broad parameters for every set of activity shall be; 

• Nature of activity to be specified. 

• Optimistic and pessimitic time period ascertained. 

• Costing of activity. It is essential to ensure economy, observance and  

        completion of codal formalties on time. 

• Setting of indicators, both progress and process for each activity. 

• Mode of collection of information. 

• Flow of information. 

• Level of reporting and decision making. 

• Implementation of decisions. 

• Feedback 

• Initiation of  corrective measures. 

• Devising future strategy based on lessons learnt. 

 

5.4 Setting the monitoring process in motion. 

5.4.1   Monitoring of pre-operationalisation of LCs 

 Activites leading to establishment and operationalisation of literacy 

centres are to be closely monitored. Any delay in need assessment or other 
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administative measures would cause delay in operationalisation of literacy 

centres. 

 It is to be mentioned that monitoring does not mean mere 

reporting of activites. Monitoring regime is to be devised in a way that it is 

supportive is nature. It must ensure that corrective measures are taken 

promptly. Success of monitoring greatly depends upon the factors such as 

proper assessment, calculation of time and cost factor. 

 Some of the activities might be qualitative in nature, hence both 

progress and process monitoring is to be carried out.  

Host of activities precede the inauguration of LCs. Only few 

activities may be taking place in a sequential manner while most of these 

activities are to be performed simultaneously. All these activities are 

interconnected and independent. It is not only the progress but the quality of 

activities is more important to ensure quality of literacy. Otherwise 

operationlisation of thousands of LCs in the length and breadth of province 

would result in chaos. Batch duration of 4-5 months does not provide sufficient 

time to rectify the errors, both of concept and facts, committed during the need 

assessment. 

 

5.4.2   Operationalisaiton of Literacy Centres 

 The main activites leading to opening of literacy centres are:- 

• Publicity plan. 

• Constitution of sub-sectors and clusters. 

• Profiling of districts, sub-sectors and union-village.( SR1, SR2, SR3). 

• Need Assessment SR4 (Annexure-VI) 

• Constitution of Need Assessment Teams(NAT). 

• Preparation of preliminary list of LCs and learners. 

• Number of LCs to be established in government and private 

buildings. 

• Alternate place for shifting of LCs. 

• Requirements of books, stationery and blackboards. 

• Timings of LCs. 
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• Number of male and female LCs. 

• Recruitment of teachers. 

• Reserve list of teachers. 

• Training of teachers. 

• Focal point for teachers training. 

• Signboards for LCs. 

• Constitution of CSOs. 

• Meeting schedule of CSO. 

• Selection of focal points for delivery of learning material. 

• Selection of focal points for training of teachers. 

• Enlistment of Master Trainers. 

• Setting target date(s) for inauguration of LCs. 

• Publicity and inaugural functions of LCs. 

• Computerisation of LCs  data which includes:- 

o LCs code and list of learners and LC record. 

o Profiling of learners and LC record such as age and marital 

status.  

  There is hardly any room for complacency. With the 

operationalization of LCs, more hectic activities are set in motion. These 

activities can be classified as:- 

• Type of activity. 

• Mode of monitoring. 

• Types and level of reports. 

• Corrective measures to be taken. 

  Foremost activity is the learning process. While progress is 

important due to time constraints, process of learning is more essential. 

Thus both progress and process monitoring of learning is to be carried out.  

• Schedule of visits of district / sector staff. 

• Specified primary and secondary roles of various tiers of supervisory 

and teaching staff. 

• Month wise attendance of learners. 
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• Monthly dropout. 

• Month wise and book wise assessment. 

• Book wise training of teachers. 

• Monitoring of functional and social literacy. 

• Reporting and actions to be taken at various levels. 

• Follow up action. 

 

It is obvious that huge information will be reported to the districts 

and subsequently to the PMU. All this data is to be organized, analyzed for 

actionable measures. Prompt actions are to be initiated in the light of reporting. 

   

   The SRs have been devised in a manner that at various tiers, 

actions are taken accordingly. To sum up the series of activities, following table 

is drawn up:- 

 

 
Table -1:   Progress and Process Monitoring 

 

 
SET OF ACTIVITIES 

 

MODE OF 
MONITORING LEVEL OF REPORTS 

 
ACTION TO BE 

TAKEN 
 

SR-8 
(Monthly attendance 

report) 
(Annexure-V). 

To be filed by the 
LC teacher for the 

Supervisor. 

Supervisors to collect the 
report and analyze it. 

Sub-sector wise 
consolidation for the 
sector office. Action 
to be taken by the 

sector in case of low 
attendance 

 
SR-9 

Teacher Monthly 
Report indicating 

progress and process 
of learning. 

(Annexure-VI & VII) 
 

To be filed by the 
teacher for the 

supervisor. 

Supervisors to evaluate 
the SR9 in the light of 

visits. 

Action to be taken 
by the supervisor. 

SR-10 Consolidated 
attendance report of 

LCs. 
(Annexure-VIII) 

 
 

To be consolidated 
by the supervisor. Will be sent to Sector. Sector Director to 

initiate action. 

 



                                                      
LITERACY MANUAL 

37

SR-11 
(Annexure-IX) 

Consolidated 
monthly reports of 

sub-sectors. 

Sector office to compile it 
from SR8, SR10. Sector 

and PMU shall also 
compare this SR with 

the field visits and 
overall observations. 

By the PMU and the 
sectors. 

SR-12 and SR13. 
Supervisors 

fortnightly and 
monthly report  

(Annexure-X & XI) 
 

Supervisors to file 
the report to the 

Sector. 

SO, SD and PMU to 
monitor and assess the 
SR11 and SR12 in the 

light of field visits. 

Action to be taken 
by the sector and 

the PMU. 

SR-14 and SR15. 
Sector Directors 
fortnightly and 
monthly report. 

(Annexure-XII & XIII) 
 

To be sent by the 
Sector Directors 

to PMU. 

PMU special team visits 
to verify. PMU to take action. 

SR-16  
Monthly report of 

SO. 
(Annexure-XIV) 

 

SO to send the 
report to PMU 

through the SD. 

To be assessed at the 
level of Sector and PMU. 

Action at 
appropriate level. 

SR-17 
(Annexure-XV) 

Common Report 
of all the 

inspecting 
officials. 

 

To be initiated at various 
levels. 

Action at 
appropriate level. 

SR-18 
(Annexure-XVI) 

Book-wise 
assessment of 

learners. 
 

Supervisor to initiate the 
SR. Sector to monitor. 

SR-19, 20 & 21  
Sub Sector, 

Consolidated and 
Sector summary of 

learners’ 
assessment. 

(Annexure-XVII, 
XVIII & XIX) 

 

To be initiated by 
the Supervisor 

and consolidated 
by the Sector. 

To be sent to PMU. 

PMU to analyze and 
issue directions 

accordingly. 
Comparison with 

Third Party 
Validation. 

SR-26 & 27  
Fortnightly and 

monthly report of 
CSM. 

(Annexure-XX & XXI) 
 

To be sent to SO 

SO to assess and 
monitor the progress 

and process of social and 
functional literacy. 

Sector to take 
action. 

   
 

  Various SRs are indicative of the fact that both progress and 

process monitoring is essential. The SRs have been devised to ensure collection 
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of information, its analysis and prompt corrective measures at various levels. 

Apart from punitive action, the whole monitoring process is geared towards 

supportive and facilitative role for every next higher level. It may be appreciated 

that monitoring, based on aforementioned parameters, is a continuous 

evaluation.  

 

5.5  EVALUATION

  Effective monitoring is a pre-requisite for proper evaluation. Apart 

from Third Party Validation assessment of each batch, learners must cover all 

the related aspects. In case of literacy programme, the focus of evaluation is to 

ascertain that objectives have been achieved in an effective and efficeint 

manner. In the light of evaluation, strategy for subsequent batches will be 

devised.  
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FUNCTIONAL LITERACY 
 

   It is evident that the gravity and depth of illiteracy is one of the 

indicators of poverty and powerlessness. Apart from eradication of illiteracy, 

the target group is to be educated in social and functional literacy. The aim is 

that the learners should be able to relate the acquired literacy to their 

functional life. There is need to develop active citizenship among the learners. 

They should also be able to know about their rights and obligations. Creation 

of such awareness and sensitization would ultimately lead to empowerment of 

powerless. Acquiring literacy should not be confined to duration of a batch. 

Rather it is a lifelong process. Continuous learning requires motivation and 

guidance. Under LFA Project, two volumes of social and functional literacy 

manual in Urdu have been developed.  

  Volume-I provides guidance to the field staff and contains brief 

discussion on the following issues1; 

• Guidelines for the literacy staff with regard to use of Manual (Volume-I.) 

• Literacy, its definition and argument for promotion of literacy. 

• Tribe, community, community motivation, various stakeholders and their 

role. 

• Need assessment in the context of social, economic, historical and 

administrative context. 

• Establishment of literacy centres, criteria for selection of site and training 

of staff. Dealing with learners under non-formal system of education. 

• Monitoring of social and functional literacy. 

• Maintaining continuous interest of learners and life-long learning. 

Functional literacy is to be made part of learning process. The field staff 

specially the Community Social Motivators (CSMs), are to be trained as per 

contents of Volume-I so as to enable them to understand the overall 

scenario. 

________________________________ 
1. Functional Literacy Mannual Volume-I (Urdu) Published by “Literacy For All” Project, NWFP. 

Pakistan. Email: mis@eef.org.pk. 
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   The CSMs are to interact with the teachers, learners and the 

community social organizations. While paying visits to the LCs, the CSMs 

should hold informal talks with the learners with a view to; 

a. Motivate them to acquire literacy and continue life-long learning.  

b. To educate the learners about the issues and topics covered in Volume-II. 

Functional literacy (Volume-II) has been developed keeping in view the all 

encompassing seven aspects of practical life.  

 These are broadly categorized as under2; 

i. Religion / Islam 

ii. Ethics 

iii. Social Issues 

iv. Health and hygiene (both individual and community) 

v. Environment  

vi. Awareness, sensitization about rights, obligations, social and political 

issues. 

vii. Technical literacy about skills, health and disaster management etc.  

  The list of topics is by no means exhaustive. Apart from literacy 

staff, educationists, religious scholars and community members can talk about 

these issues. 

  Guidance has also been provided, in Volume-I, to the field staff to 

develop ‘Sector Projects’ keeping in view the urgency and relevancy of local 

issues. Based on above aspects, “Social and Functional Literacy Volume-II” has 

been developed. The main topics covered in this volume include:- 

i. Guidance for the field staff 

 

ii. Islam / Religion 

• Fundamentals of Islam 

• Importance of education in Islam 

• Knowledge about virtues 

                                                 
2 Functional Literacy Manual Volume-II (Urdu) Published by “Literacy For All” 

Project, NWFP. PAKISTAN Email: mis@eef.org.pk. 
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• The concept of Islam with regard to health, cleanliness and environment 

.    

iii. Ethics and morality  

• Human rights. 

 

iv. Social Issues 

• Social balance sheet of NWFP 

• Family 

• Narcotics  

• Traffic laws and road safety. 

 

v. Health and Hygiene 

• Food and health 

• Dangerous diseases. 

• Blood donation 

 

vi. Environment 

• Environment of NWFP 

• Water 

 

vii. Awareness and sensitization about life issues 

• Obedience to laws 

• NWFP ----- Our future 

 

viii. Technical literacy 

• Awareness about skills 

• First Aid 

• Fire fighting 

• Disaster management 

• Preparation of juices and squashes  
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  The visitors may talk about these issues keeping in view the age, 

social background and gender of learners. It is to be ensured that the learners 

actively participate in the discussion. 

   

  Even illiterate elders can be invited to the literacy centres for talk 

on culture and traditions and social evils. Religious leaders can play active role 

in motivation and educating the learners about the environment and health 

issues in the light of teachings of Islam. Tribal elders, educationists, health, 

agriculture and forest experts may be invited for talk. For the sake of brevity, 

the issues have not been discussed in detail. District staff, in the light of need 

assessment should decide about the issues which require more focus. These 

are certain aspects such as religion and ethics which are of universal 

applicability. Others like food, environment, health and social evils can be 

discussed in the context of age, gender, socio-economic background of learners 

and local specific issues. 

 
































































