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This flipchart is to help strengthen the management of primary schools. These activities will help 

strengthen the ability of community members, primary school Boards of Management (BoM), head 

teachers, inservice coordinators, and teachers to better carry out their responsibilities. The school-based 

activities in these booklets support and strengthen work-place skills and knowledge and help develop 

individual personal development. 

 

Teachers, Boards of Management and communities can decide which capacity building activities are needed 

and the approach they will use.  

 

The capacity building activities in this booklet help you learn about: 

• How everyone should help the carry out Practical Maintenance at the school; 

• The importance of good quality workmanship and materials; 

• Safety tips; 

• How to store materials and tools securely; 

• Female sanitation needs at a school; 

• What tools your school should have; 

• Where to fins information about how to carry out common maintenance at your school.  

 

Regular Practical Maintenance will help improve our schools. I commend these activities to you. 

 

 
 
 
 



NATIONAL SONG  NATIONAL PLEDGE  PRAYER 
O arise all you sons of this land 

Let us sing of our joy to be free 

Praising God and rejoicing to be 

Papua New Guinea 

Shout our name from the 
mountains to seas 

Papua New Guinea 

Let us raise our voices and 
proclaim 

Papua New Guinea 

 

Now give thanks to the good Lord 
above 

For his kindness, his wisdom and 
love 

For this land of our fathers so free 

Papua New Guinea 

Shout again for the whole world to 
hear 

Papua New Guinea 

We’re independent and we’re free 

Papua New Guinea 

 

 

We the people of Papua New 
Guinea 

Pledge ourselves, united in one 
nation 

We pay homage to our cultural 
heritage 

The source of our strength 

We pledge to build a democratic 
society 

Based on justice, equality, respect 
and 

prosperity for our people 

We pledge to stand together as 

One people, One nation 

One country 

God bless Papua New Guinea 

 

 

Almighty and Eternal Father, 

We thank you and praise you. 

For the infinite love and mercy, 

You rain down blessings upon mankind, 

in spite of their faults and failings. 

Bless our nation PNG, and her people. 

We are pilgrims on our way to freedom, 

with good news for all we meet. 

Help us travel lightly, travel together. 

Learn as we go, we are disciples, 

The mission is urgent, 

The journey is long. 

Help us travel with authority, fearing no 
one. 

We are apostles, 

Opponents of evil. 

Let the cross be our compass, love be 
our sign. 

To lean upon your great strength, 

Trustfully and to wait patiently and 
serenely 

For the unfolding of Your Will. 

 

Amen 
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Topic 1: Who should carry out practical maintenance at the school? 
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Topic 1: Who should carry out practical maintenance at 

the school? 
1. The students and teachers 
The school should have work parades, and all the teachers and students should help 
look after their schools. 
2. The BOM 
The BOM can have a school maintenance sub-committee that should have at least 
two women members. This sub-committee should carry out maintenance surveys 
each term and present to the BOM school maintenance plans for funding. Then they 
need to work with the P&C to arrange for the community to carry out the work. 
3. P&C 
The P&C should be fully involved in the preparation of school action plans and in 
working with the BOM in deciding who will carry out the maintenance needed at 
the school. The P&C should prepare their own work parades to carry out the work.. 
 

Discussion questions  
 

1. How well do you think your school is maintained? 
2. Make a list of the main maintenance tasks that need to 

be carried out at your school? 
3. From the list, what maintenance tasks could the 

students and teachers carry out? 
4. From the list, what maintenance tasks could the 

community carry out? 
5. Are women helping to plan and carry out the 

maintenance? 
6. Is your BOM and P&C organising school maintenance 

work parades at the moment?  
7. What tasks require a carpenter or other professional 

tradesperson? 
8. Does the school have enough funds to carry out the 

work? 
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Topic 2: Do we have a healthy environmentally friendly school ? 

 
 



 4 

 
Topic 2: Do we have a healthy environmentally friendly 

school ? 

 

Our children will be healthier  

if our school is a healthy place! 
 
If our school has trees, lawns, playing fields, gardens, 
flowers, plenty of water, enough clean toilets, showers for 
the older girls our school will be better for our children. 
 
We need to make sure that our school has proper drains, 
rubbish bins, etc. to stop rats, mosquitoes, flies from 
giving our children diseases. 

 

Discussion questions 
 
1. Do the school toilets smell? 
2. What can be done to make the toilets healthier? 
3. Discuss what can be done to make your school a more 

attractive place? 
4. Discuss how your school can stop erosion through 

maintaining drains and planting trees. 
Discuss how your school can improve the disposal of 
rubbish, and control insects such as mosquitoes, termites 
and cockroaches. 
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Topic 3: How can we make sure that everyone in the community knows what the school is doing, and how school fees 
are being spent? 
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Topic 3: How can we make sure that everyone in the 
community knows what the school is doing, and how 
school fees are being spent? 
 

 
 

• BOM and P&C minutes can be written on a school 
notice board; they can be prepared as a parents 
circular; the school’s financial report can be 
pinned up at the local churches on Sunday, or the 
Headteacher, BOM Chairperson or Treasurer can 
give a verbal report. 

• The community should be encouraged to ask 
questions about the use of their school fees. 

Discussion questions 
1. What does the picture tell us about transparency (everyone 

knowing what is happening)? 
2. How can transparency be improved at your school? 
3. Make a list of action plans to improve transparency at your 

school? 
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Topic 4: Practical Maintenance words 
 
 
 

 
Words about maintenance:  

routine  
planned  

renovation  
rehabilitation  
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Topic 4: Practical Maintenance words  

 

Routine Maintenance – sometimes is called preventative maintenance 
as it is planned in advance and is to prevent buildings from being 
damaged. Regular inspection needs to be carried out and problems 
identified. Some of these jobs are carried out on a regular basis such as 
cleaning out guttering, toilets and drains. This usually does not cost a lot 
of money. 
 
Planned Maintenance – is planned for and carried out during the Three 
Year School Infrastructure Development Plan. It identifies problems that 
will need to be fixed over the three years, and requires costing and 
budgeting as large expenses may be needed. E.g. the repair of a 
damaged classroom 
 
Renovation – involves the changing of a building into a new function. 
E.g. a classroom into a library, or a storeroom into an office. 
 
Rehabilitation  – involves the repair of school infrastructure that has 
developed major problems such as the replacement of classroom walls, 
repairing water supplies, the replacement of roofing iron; etc. 

 
 

 

Discussion questions and activities 
1. Discuss the meanings of routine, planned, renovation and 

rehabilitation maintenance. 
2. Make a list of the different types of maintenance needed at 

your school under the following four headings: 
a. Routine b. Planned c. Renovation d. Rehabilitation 
3. Discuss what would be a good maintenance policy for your 
school. E.g.  
• To prevent major building repair costs 
• To prevent disruption to the running of the school 
• To improve the image of the school in the eyes of the 

community 
• To keep the school environment pleasant, healthy and safe 
• To look after all school infrastructure 
• To involve all the community in making and implementing 

school maintenance plans 
 

 
 



 9 

 
 
Topic 5: Good Quality Workmanship 
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Topic 5: Good Quality Workmanship 
 

 
 

 
The school community is the most important resource! 
Your school needs to identify school personnel, community members 
and tradespersons available to your school to carry out school 
maintenance activities. When looking for workmen or women, 
tradespersons, or builders and contractors: 
• Ask your LLG if there are tradespeople who can do the work; 
• Identify youth groups, church groups or service clubs from the 

community who can help with the school maintenance 
• If there are suitable tradespeople at nearby mission stations  
• If a local vocational centres or technical school can assist 
• What the SIMO office in NDoE advises 
• If the Technical Services Division of your Provincial Government can 

assist 
• If the local DoW can assist 
• If there is a list of tradespeople in the telephone directory 
• If there is an available local business directories 
 
Before offering a job to someone who you have not employed before, 
you should try to obtain statements or references from previous 
employers. This information will help you make a wise choice. 
Remember that any person, company or organisation engaged by the 
school to carry out maintenance, renovation, or rehabilitation should be 
employed under a contract. 

Discussions Questions  
• Make a list of the people, companies and 

organisations that can help maintain your school. 
• Make a list of all the maintenance work that needs to 

be carried out at the school and list who would be the 
best people to ask to carry out the work. e.g. 
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Topic 6: Good Quality Materials 

 
 

. 
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Topic 6: Good Quality Materials  

 
.  

Good Advice  
• Use treated timber whenever it is available 
• Use hardwood for the stumps and bearers 
• Check which timbers in your community last the longest 
• Check if your community has ways of preserving timber  
• Always check all timber you are using for termites or borers 
• Always make sure that the timber is given enough time to dry  
• Check that you are buying good quality hardware. There is cheap roofing 

iron and louvers that will rust much quicker than good quality roofing iron 
or louvers. Don’t accept poor quality materials.  

• Store timber in stacks away from the sun and rain  
• Never use sand straight from the sea for cement work – the concrete won’t 

last.  Wash the sand in clean fresh water first.   

Discussion questions  
1. What are some of the oldest buildings standing in your 

community? Discuss what materials have been used. 
2. Which buildings at your school need maintenance because 

poor quality materials were used? 
3. What are the local names for the best hardwoods in your 

community? Where can they be found? 
4. Which people in your community understand good quality 

timber the best? List their names. 
5. Which is the best company to buy quality hardware for a fair 

price near your school? 
6. Who is the best person in the community to check timbers 

and hardware being delivered to the school when 
maintenance work is being carried out? 
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Topic 8: Safety First 

 

 
  

Posters from Fissoua Vocational Centre NIP 
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Topic 8: Safety First  

 

Advice:  
• Always have a first Aid kit in the Headteachers office 
• Have school rules about climbing on roofs and up trees 
• Show how dangerous tools should be used 
• Have adult supervisors whenever children are using tools 
• Make sure protective clothing is used when required 
• Never try and fix electrical faults yourself – always get an 

electrician 
• Use professional tradespeople for complicated work 
• Don’t let too many people work on the one task – accidents can 

occur 
• Keep students away from dangerous sites 
• Lock up dangerous tools, fuel or materials in a safe place 
• Cover or fence dangerous spots such as holes in the ground 
• Turn off electricity if you are drilling holes in walls or on the roof. 
• Make sure ladders are secure before climbing up them 
• Check how strong roofs are before standing on them 
• Have one teacher responsible for the school tools and use a 

borrowing book 

Discussion questions: 
1. Ask participants to tell stories about accidents that have 

happened at the school. 
2. Ask participants to tell how those accidents could have 

been stopped. 
3. Discuss if the school has a First AID Kit and if it has been 

kept up to date with bandages and dressings. 
4. Discuss what are the main safety problems in your school 

community. 
5. Discuss how these problems can be best avoided. 
6. Discuss the advice listed on this page and discuss whether 

the school is already following this advice. 
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Topic 9: Building Rules and Regulations  
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Topic 9: Building Rules and Regulations 

 
You must check the building regulations before you employ 
non-professionals to carry out work, to make sure you are 
not breaking the law and that the work is of a good quality. 
 
The Building Board in each province usually has to give 
approval before: 
• Erecting new buildings 
• Demolishing old buildings 
• Extending or altering old buildings 
• Carrying out structural repairs 
• Choosing a site for a building, bore, well, etc. 
It also determines the type and quality of many building 
materials.  
 
In some provinces the Building Board is only interested in 
buildings in town or district centres. You will need to 
confirm what regulations apply for your school in your 
province.  
 
 

Discussion Questions 
1. Discuss whether your province has a Building Board and a 

Building Inspector? If so, list the name of the Building 
Inspector. 

2. Discuss the responsibilities of the Building Board ie. 
• the issuing of building permits and certificates 
• setting and charging fees for services 
• classification of buildings and the types of construction for all types 

of buildings 
• site requirements, building sizes and heights, room sizes and 

heights. 
• Street alignments 
• Sight and ventilation requirements 
• Approving construction materials 
• Working stresses and loads, including wind loads, and provisions 

for seismic areas 
• Requirements for foundations, footings, and excavations 
• Fire protection requirements 
• Provisions relating to the joining together of buildings, or building 

subdivision 
• Building services including sanitation, sewerage, drainage, 

plumbing, and the type of equipment to be used for those services 
• Restoration and alteration of buildings 
• Dangerous and ruinous buildings 
• Fences and awnings 
• Location of dangerous buildings 
• Requirements applying to public buildings including schools 
• Special requirements for kitchens, bathrooms, laundries, 

bedrooms, toilets, and others 
• Imposing penalties by fine. 
3. Discuss what your school needs to do in regards to Building 
Board approval for work at your school, and of how the 
regulations can help improve the quality of the infrastructure. 
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Topic 10: Sanitation  
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Topic 10: Sanitation   
 

 
Toilets 
All schools need hand washing facilities and toilets of some kind. The Papua New Guinea 
Public Health Regulations determines: 
• How many toilets should be supplied in schools – The National Infrastructure Guidelines 

recommend one toilet for every 60 boys and one toilet for every 40 girls. 
• Where these toilets can be located - Separate toilets for male and female students, and 

the female toilets to be in a secure private area. 
• How they should be constructed – There are many new designs. The new VIP toilets do 

not require air vents.  
Town schools 
In town areas, septic tanks are built to a certain size, and when the number of students using 
the septic system exceeds what the tank can hold, problems occur such as the overflowing 
of the tank. Tanks should be emptied each year. 

Female Sanitation Needs 
When women are included in the school maintenance committee, schools will be better able 
to plan for and meet female student’s special needs. As girls develop, they need to use the 
toilet more often than males and they require special provisions for particular hygiene 
needs. They also need shower and washing facilities and more privacy to attend to their 
personal hygiene. 
Toilets for girls should: 
• Be close to classrooms 
• Be built so there is privacy while the girls go to, and use the toilet 
• Allow for the disposal of sanitary napkins 
• Have a good supply of water either within the toilet or nearby for personal hygiene 
 
 

Discussion questions  
1. Discuss whether your school has enough toilets using the 

National Infrastructure Guidelines i.e. one toilet for every 60 
boys and one toilet for every 40 girls. 

2. Discuss whether your school toilets need maintenance or 
need to be replaced. 

3. Discuss what toilets should be used at your school. VIP, 
drop shore, VIP, septic, etc? 

4. Discuss whether all the Teacher’s houses have good toilets. 
5. Ask the women to form a group and discuss whether the 

girls toilets are suitable and what extra work needs to be 
done. E.g. the building of a privacy fence; relocation of girls 
toilets, the building of a shower and washing facilities, etc. 
When the women have met ask them to report to the whole 
group. 
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Topic 11: Water 
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Topic 11: Water    
 

 

Water 
It is recommended that school students need 8 litres per student per day in 
schools that have pit toilets, and 50 litres per student per day in schools that 
have flush toilets. The National Infrastructure Guidelines recommend that 
each class has its own water tank, and that a 4500 litre tank be fitted to the 
classroom for wet areas of PNG, and a 9000 litre tank for drier areas. It is 
important that the teacher controls the use of the class tank so water is not 
wasted or misused. 
 
It is important that: 
• Water is always available 
• There is enough water for the students 
• The water is clean 
• The water is treated if necessary to make it drinkable 
• The water is tested if there are signs that the water is not suitable for 

drinking 
 
Schools may need to be closed if there is no water at the school. 
 

Discussion questions   
1. Discuss whether your school has enough water for all its 

students and teachers. 
2. Discuss whether the water is clean and healthy. If not 

discuss what needs to be done to improve the quality of the 
water. 

3. Discuss when was the last time the school ran out of water. 
Has action been taken to make sure that this doesn’t 
happen again? 

4. Discuss who your school would contact to test the water if 
you were not sure if it was clean enough. 

5. Discuss what the community needs to do to make sure that 
the water supply is well looked after for the school and 
community. 

6. Discuss how the school can best save water and not waste 
water. 

7. Discuss what type of water storage system is best for your 
school. (tanks, wells, piped water, pumped river water, 
creeks, spring, etc.) 
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Topic 12: Tools - Carpentry, Plumbing, Electrical and Mechanical Tools  
 

 

 

 

 
 

 

 

Woodworker’s Bench Vice Sash Cramp G Cramp Saw bench Pinch bar Wire brush Paint brush 

 

 

 

 

 

 
 

Screw drivers Plane Hand Brace Ladder Hand saws Sledge hammer Claw hammers Mallet 

 
 

  

 

 

 

Spanners  Chisels Metal file Nail punch Stiltson pattern pipe 
wrench 

Tin snips pliers Sockets and ratchet  

  

 

 

 

 

  

  Spirit Level Tape measure Metal ruler stanley knife   
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Topic 12: Tools- Carpentry, Plumbing, Electrical and Mechanical  
 
Tools are needed for basic school maintenance. Your school may keep these 
tools in the Making a Living storeroom. It is a good idea to have a teacher 
responsible for a ‘Basic School Maintenance Tool Kit’ to maintain your 
school. Professional trades people use their own tools. Your school should 
have its own tools. 
 
Tools disappear very quickly if not kept secure. A good method of keeping 
them secure is to keep them in a secure tool room, and the smaller tools in a 
lockable patrol box with a list of the tools glued onto the lid. If you have a 
secure store room it sometimes helps to have a shadow board where the 
outline of the tool is painted on the wall where the tool is stored. The 
maintenance teacher should check school tools out of the room and the box, 
and records when they are returned. School tools should never be lent to 
any other person outside the school.  
 
Recommended tools for a ‘Basic School Maintenance Tool Kit’ are in the 
picture on the chart. 
 

 

Discussion Questions 
1. Discuss the names and uses of each of the tools in the 

picture on the flip chart. Make a list on a piece of paper and 
tick next to the name if your school should have the tool in 
your school tool kit. List how many of the tools your school 
needs. 

2. Discuss whether your school has a safe secure tool shed 
where the tools can be safely kept. If your school hasn’t a 
tool shed, discuss where tools should be safely stored. 

3. Discuss if there is one person responsible for school tools 
and who signs the tools out and in. when they are borrowed 
by teachers and pupils. 

4. Discuss which tools pupils can bring from home for work 
parades. 

5. Make a list of the tools that your school will have in its ‘Basic 
School Maintenance Tool Kit’  
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Topic 13:  Tools: Garden Tools and Safety Gear 

 

 

 

 

Garden Fork Spade Shovel Wheelbarrow Rake Mattock Iron Spike Hose 

 

 

  

 

  

Axe Bucket Grass knife Bush knife Work gloves Hard hat Eye goggles Boots 
  

 
   

  

  Ear Guards Whistle Safety signs First Aid Kit   
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Topic 13: Tools- Garden Tools, Safety Gear and Tool Care Tips 
 
Garden Tools 
Every school should have a set of garden tools for the pupils to use for the 
school gardens. Some schools arrange with the parents for the children to bring 
garden tools from their home when it is time for the pupils to work in the school 
gardens. 
 
Safety Gear 
Every school should have a first Aid Kit so cuts and sores can be treated at once. 
 
Tool Care Tips 
The following will help you keep your tools in good condition and so they will 
be safer to use. 
• Keep tools lightly oiled. Most will rust if not oiled. 
• Keep tools sharp. Blunt tools cause accidents as extra force has to be used to 

make them work. 
• Protect all sharpened edges of tools from damage 
• Only use tools for their proper use 
• Allow only trained people to use them 
• Store tools in a secure dry place such as a lockable store room and a lockable 

patrol box. 
• Make a weekly stock take of all the school tools 
 

 
Discussion Questions 

1. Discuss the names and uses of each of the tools in the 
picture on the flip chart. Make a list on a piece of paper and 
tick next to the name if your school should have the tool in 
your school tool kit. List how many of the tools your school 
needs. 

2. Discuss what items should be the school’s First Aid Kit and 
which teacher should be responsible for looking after the kit 
and treating students who have accidents.  

3. Discuss the Tool Care Tips and make up a set of school 
rules for the care of school tools. 
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Topic 14:  Common Maintenance Problems – Learn the names 
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Topic 14:  Common Maintenance Problems – Learn the names  

 

 
 
 

 

 

Discussion questions  
1. Discuss the names of the different parts of a building. Use the 

English name and then discuss what it is called in Tok Pisin or 
the vernacular.   

2. Start with the parts of the building that are on the ground and 
floor: Baluster, Stairs, Landing, Threshold, Handrail, Floor 
joist, Floor boards, sheeting, pier, Footing / Foundation, 
Bearer, ground line, Skirting,  

3. Then discuss the parts of the building that are on the walls: 
Door leaf, Door frame, Lintel Beam, Architraves, Wall Lining, 
Glass louvers, Fixed Glass, Window framing, cornice, Wall 
insulation, Wall cladding, Wall framing, downpipe,  

4. Finally discuss the parts of the building that are on the roof: 
Eaves soffit, Eaves, Roof Purlins / Battens, Roof Sheeting, 
Roof Trusses/ Rafters, Ceiling Lining, Ridge Capping, Chicken 
Wire mesh, Sisalation, Roof Insulation. 

5. Discuss other common names for building parts: eg. Stumps, 
bracing timber, etc. 

 
 



 27 

 
Topic 15: Common School Maintenance Problems – Carpentry 

 
• Rusted roofing 

• Roof damage from falling trees 
• Rotten eaves, facia board 

• Decayed insulation support 
• Rusted louvre frames 

• Broken window, louvre glass 
• Blocked, torn fly wire 

• Worn blackboards 
• Loose floor tiles 
• Dropped doors 

• Broken door locks 
• Broken hinges 

• Shower tray leakages 
• General wood rot 

• Broken steps, handrails 
• Peeling paint 

• Metal truss rust 
• Broken concrete 

• Erosion 
• Fencing problems 

• termites 
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Topic 15: Common Maintenance Problems – Carpentry  

 

• Rusted roofing 
• Roof damage from falling trees 
• Rotten eaves, facia board 
• Decayed insulation support 
• Rusted louvre frames 
• Broken window, louvre glass 
• Blocked, torn fly wire 
• Worn blackboards 
• Loose floor tiles 
• Dropped doors 
• Broken door locks 
• Broken hinges 
• Shower tray leakages 
• General wood rot 
• Broken steps, handrails 
• Peeling paint 
• Metal truss rust 
• Broken concrete 
• Erosion 
• Fencing problems 
• termites 
 

Discussion Questions  
1. Discuss which of the common carpentry maintenance 

problems exists at your school. 
2. Make a list of which problems can be fixed by the BOM 

Maintenance Sub-committee, which can be fixed during 
students work parades, and which will need a carpenter to 
fix. 
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Topic 16: Common School Maintenance Problems – Plumbing 

 
 

• Leaking roof 
• Rusted guttering 

• Leaking taps 
• Broken metal pipes 
• Broken PVC pipes 

• Flushing toilet problems 
• Water tank leaks 

• Overflowing septic tanks 
• Blocked toilets 

• Hand pump requires adjustment  
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Topic 16: Common Maintenance Problems – Plumbing  

 

• Leaking roof 
• Rusted guttering 
• Leaking taps 
• Broken metal pipes 
• Broken PVC pipes 
• Flushing toilet problems 
• Water tank leaks 
• Overflowing septic tanks 
• Blocked toilets 
• Hand pump requires adjustment  
 

Discussion Questions  
1. Discuss which of the common plumbing maintenance 

problems exists at your school. 
2. Make a list of which problems can be fixed by the BOM 

Maintenance Sub-committee, which can be fixed during 
students work parades, and which will need a plumber to fix. 
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Topic 17: Common School Maintenance Problems – Electrical 

 
 

• Broken switch 
• Broken GPO 

• Noisy fan 
• Wobbling fan 

• Fuses: tripping, blown 
• Extension leads not working 

• Faulty electrical tools and motors 
• Solar panel problems: panels; battery; fuses; fittings; wiring. 
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Topic 17: Common Maintenance Problems – Electrical  

 

• Broken switch 
• Broken GPO 
• Noisy fan 
• Wobbling fan 
• Fuses: tripping, blown 
• Extension leads not working 
• Faulty electrical tools and motors 
• Solar panel problems: panels; battery; fuses; fittings; wiring. 
 

Discussion Questions  
1. Discuss which of the common electrical maintenance 

problems exists at your school. 
2. Make a list of which problems can be fixed by the BOM 

Maintenance Sub-committee, and which will need an 
electrician to fix. 
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Topic 18: Common School Maintenance Problems – Mechanical 

 
 

• Generator servicing 
• Motor mower servicing 

• Vehicle servicing 
• Outboard motor servicing 
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Topic 18: Common Maintenance Problems – Mechanical  

 

• Generator servicing 
• Motor mower servicing 

• Vehicle servicing 
• Outboard motor servicing 

 

Discussion Questions  
1. Discuss which of the common mechanical maintenance 

problems exists at your school. 
2. Make a list of which problems can be carried out by the 

BOM Maintenance Sub-committee, which can be assisted 
by students during their Making A Living lessons, and 
which will need a mechanic to fix. 

 

 
 


