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Minister’s Statement
   It gives me pleasure to present the first ever policy document for
registration of schools in our country. This policy and its
accompanying set of procedures are designed to assist interested persons or
agencies who wish to establish a school. It provides transparency of requirements when supporting our collective efforts to develop and expand our
education system. This document provides direction for all stakeholders to
ensure those wishing to establish schools have clear and easy to follow steps in
order to ensure schools can be registered as member schools of the National
Education System or permitted schools. It is intended to enable schools to be
registered in a more timely manner.
A priority of Government is to ensure every child in PNG has access to a quality education. The
implementation of this policy and procedures will not only ensure effective and efficient registration of schools
but also enhance delivery of quality education for Papua New Guinea.
It is my desire to build and enhance a quality education system in PNG through Public Private and
Church Partnership in establishing schools under one national framework. I appreciate the enormous
contributions of all stakeholders in providing education to our citizens and I know all will comply with this
policy, so that together as a nation can deliver quality education for all.

................................................
Hon. Nick Kuman, MBE, MP
Minister for Education
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Secretary’s Statement
T
 he School Registration Policy and Procedures has been developed with the
intent to assist all stakeholders with the standard requirements for establishing and
registering member schools or permitted schools. In the National Education
System.
A
 s our education system expands we need to ensure that efforts and
resources are focused in locations and sectors in a sensible, planned and consultative
manner. In the past some schools have been built with the best intentions, but have
failed to understand and deliver the basic standards required for a school and our
students. This has affected the provision and delivery of quality education.
The policy is user friendly, it is intended to provide a more planned and transparent approach to establishing
and registering schools. It is my firm belief that awareness and understanding of the requirements and
procedures will enable everyone to comply with when establishing schools and amending registrations.
I call on all education authorities and stakeholders to uphold and implement this policy. This policy is
consistent with our aim to articulate standards in the education system and ensure all schools meet those
standards.

.................................................
Dr. Uke Kombra, PhD
Acting Secretary for Education
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Section A. SCHOOL REGISTRATION POLICY
1. Policy Statement
All schools and institutions operating in PNG will be registered by the PNG Department of Education.
Two categories of registration will exist
Member schools of the National Education System
Permitted schools operating outside the National Education System

2. Legal Authority
This document is based on the legal authority provided under the Education Act (1983)
Sections 27 (6), 92 -101, 113. Hereafter will be referred to in this document as the Act.

3. Intent
•  Administrative processes will be stream lined and allow for easier school registration
•  Stakeholders wanting  to establish schools can understand and follow correct procedures
•  Stakeholders, National, Provincial,  District Education Officers and Local Level Government must work
together to ensure schools are established and properly registered to cater for the population needs

4. Outcomes
•  All students who enroll in registered schools or institutions are assured their school meets the minimum
standards established by the National Department of Education
•  Registered schools meet the required standards to operate in an environment conducive to  quality
teaching and learning
•  All students regardless of special needs and geographical barriers  attending registered schools have safe
and appropriate hygiene facilities
•  A common and transparent system of school registration and standards are in place for any interested
party which intends to establish a school in PNG.

5. Policy Rules
1. N
 ew schools must follow the School Registration Procedures in order to be registered as a member
school or as permitted school by the Secretary for Education
2. All existing schools are required to comply with this policy by making amendments to their registration
status accordingly
3. All essential documents must be completed and able to be read
These include, but are not limited to
a. W
 ritten proof of Land Title. This must state approval of use from the legal landowners and must be
free of any future restrictions
b. Proof that the school or its amendments is within the relevant Provincial and District Education Plan
c. An establishing School Development Plan (for new Member Schools)
d. An approved School Learning Improvement Plan (SLIP) (for registration amendments)
4. All approvals and support must be granted by the relevant authority levels with evidence to demonstrate
this
5. All actions in the registration process must be successfully completed
6.  The relevant officers must verify that the school has been built /amended according to minimum
establishment/operating standards.
7. To remain registered or permitted, schools must meet the minimum operating standards

School Registration Policy
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6. Responsibility for Implementation and Compliance
The Secretary for National Department of Education is responsible for the implementation of this policy.
Monitoring and evaluation is the responsibility of Deputy Secretary Policy and Corporate Services.
Implementation is the responsibility of Deputy Secretary School and Education Standards and Deputy
Secretary for TVET and UNESCO.
All relevant organizations associated with school registration must comply
1. National Education Board
Approves establishment of national institutions and permitted school
2. National Department of Education
Oversee and implements the policy
School Registration Committee
Membership comprises a representative from each of the following Divisions
General Education Services, Policy and Planning, Standards, Teacher Education, TVET Operations,
Measurement Services, Curriculum Service and Teaching Service Commission.
3.  All officers  employed under the Public Service Management Act and within the National Education
System, Provincial Division of Education and schools
4. Sub National Administration
a) PDoE
Ensures the process and procedures comply
Approves and endorses School Registration and amendments
b) Districts
Ensure the process and procedures comply with the requirements at district and LLG level.
5. Other Stakeholders
a) Church Education Agencies and other Education Agencies
b) Schools. Ensures community participates in development stages
c) Private organizations or individuals

7. Scope
This policy covers all stakeholders and education agencies who wish to establish and operate schools within
the National Education System and permitted schools which operate outside the National Education
System as provided for under the Education Act (1983). It also covers all all officers who have a role or
responsibility for any aspect of school registration.
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8. Definitions
De registration of Permitted School Under section 100 Subsection of Education Act states if “Where a school
refuses or fails to comply with regulations referred to in Subsection (4) the minister may order the closure of the
permitted school. This school may not operate after closure.
Instrument of Approval  An official instrument by which Secretary for Education notifies an applicant of a schools
registration under the National Education System
Member School A school that is recognised under PART IV of the Education Act (1983) or under a Provincial Law and
is recognised as a member school of the National Education System
Minimum Operating Standards Explicit stated minimum prerequisites and /or requirements for a school to operate
National Education Board The lawful authority which approves the establishment of national institutions
National Education System The education system across PNG, consisting of national and provincial institutions,
administered under the Education Act (1983).
Provincial Education Board The lawful authority with the power to approve the establishment of provincial institutions
Permitted school  A school other than a member school of the National Education System. As defined in the Education
Act (1983) these schools are not within the National Education System however must gain a permit to operate.
School Refers to college and institution which provides education as described under the Education Act (1983)
School Registration   The official process of approving and recording a school under the authority of the Education Act
1983, referring to member and permitted schools as classified under the Act.

School Registration Policy
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9. Related Documents
1.
2.
3.
4.
5.
6.
7.
8.
9.

Education Act 1983 amended 1995
Teaching Service Act 1988
Building Act 1971
Tuition Fee Free Policy 2016
Lukautim Pikinini Act 2015
Organic Law on Provincial Government and Local Level Government 1998
District Development Authority, 2014
Infrastructure Guidelines for Primary and Elementary Schools 2005
Schools Infrastructure Management Manual

10. Document History
When signed this document becomes effective
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School Registration Policy

Signature

Version number

Comments

1.0

Initial First policy document.
See Procedures manual for
details

NEB ANNUAL
REPORT
- 2015
School Registration
Policy
& Procedures

SCHOOL REGISTRATION
PROCEDURES

School Registration Procedures

8

NEB ANNUAL REPORT - 2015

Section B. SCHOOL REGISTRATION PROCEDURES
While education remains a right for all children, it is also equally important that access to education
and that provided meets at least minimum standards of quality.
The procedures have been developed to provide clarity and consistency in all new schools and to
use as standards for existing schools.
The following section supports the School Registration Policy. It details the procedures required for all
aspects of school registration, amendments and changes to any existing registration.
These procedures are designed to assist School Boards, Boards of Governors, Governing Councils,
Provincial Education Boards, Education Agencies, politicians, stakeholders and individuals who have
interest in establishing schools or updating an existing school registration in Papua New Guinea.
The procedures provide minimum operating standards for establishing that will be used as criteria for
approving that registration of member schools in all schools in PNG, elementary, primary,
secondary, vocational and teachers colleges.
The procedures are detailed under the two categories of schools which are in the PNG Education Act
Member Schools
Permitted Schools
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1. MEMBER SCHOOLS
The following summarizes the different categories under School Registration requirements for
member Schools. All necessitate administrative procedures to be undertaken in order to comply with
the Education Act. All require notification to the School Registration Section of the National
Department of Education.
These categories do require the full registration process, as described in Section 1
School establishment
Creating a new school where no previous school existed
Amalgamation 		
Two or more registered schools merge into only one registration, with the remaining registration
ceased.
Re-opening
A school which has previously been closed, is re-opened to operate. This may occur after it has
fulfilled Minimum Operating Standards
Transfer of School
A school which was registered in one location wishes to physically move to a different location, within
the same local area as the original registration.
Change of establishment status
A school changes the status/ category recognition under which it was originally registered eg from
community to primary school.

School Registration Procedures
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Amendment to school registration under the following categories do not require the full
school registration process
Change of Agency
A school operating under a different agency to that which originally registered the school
Change of address
The contact address being different to that which was originally registered for that school
Change of name
Altering in part or completely the name under which the school was originally registered and is
known. All other aspects of the registration remain the same.
Procedures:
1. Form EDA 212 -Section A & B completed
2. A supporting letter with justification for changes to the original registration details endorsed by the
Provincial Education Board
3. Copies forwarded to the School Registration Section to allow for the school’s registration details to
be changed on the official Register of Schools
Closure of School
A school is closed and ceases to operate completely, whether by choice or due to failure to comply
with Minimum Operating Standards
Procedures:
1. School Closure Form completed
2. Verified by the Provincial Education Board
3. Copies forwarded to the School Registration Section to allow for the school’s registration details to
be removed from the official Register of Schools, Alesco, TSC

11
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1.1 Full Registration Process Flow Chart
This is an overview of processes of establishing and registering a Member School and for amending
an existing school registration. These apply to establishing new schools, amalgamation, re-opening
and change of establishment
DISTRICT EDUCATION OFFICE

COMMUNITY/WARD/LLG/DISTRICT/
PROVINCE/EDUCATION AGENCY

1

Initiates idea to establish or amend school
registration

• The need for school is already in district plan
• Recommendation to PEB
* Funding support by DDA/PEC
Minutes, DEB
recommendation/
approval

PROVINCE /EDUCATION AGENCY
Initiates idea to establish or amend school
registration

National Institutions

2
1

PROVINCIAL EDUCATION BOARD

3 • Verifies the need for school is in the PEP

National Institutions
Completed forms, minutes,
DEB & PEB recommendation
/approval

•
•
•
•
•

Use of form EDA 212 & SR procedures
Verifies documents, inspections
Endorses or rejects based on SR Policy
Approvals noted in minutes meetings
Submits PEB meeting minutes and
documents to NDoE (GES)
(November – March )

* Agrees to funding support Secondary,
TVET, Teachers Colleges

NATIONAL DEPARTMENT OF EDUCATION
GES
School Registration Section
Receives applications, liaises & manages all administration at
National level
NEB
Endorses or rejects application
(National Institutions only)

Completed forms,
minutes, approvals

SCHOOL REGISTRATION COMMITTEE
(May annually)
Endorses or rejects application

PAYROLL AND RELATED SERVICES
Inputs codes, position numbers, amendments of
information on Alesco
MINISTER
FOR EDUCATION

SECRETARY
FOR EDUCATION

Signs Declarations for
National Institutions

Signs Instrument of Approval

Notifies applicant, PEB,TSC and Divisions

4
5

TEACHING SERVICE
COMMISSION
(June annually)
Approves, creates,
re-classifies, abolishes
teaching positions

Copy of Registrations/
amendments & codes

6
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1.2 Detailed Registration Processes

The following details the steps required to obtain school registration as a Member School. These processes
are mandatory. These apply to establishing new schools, amalgamation, re-opening and change of
establishment

Action
1. Local Level
1.1 Registration will be sought one year in advance of
opening as an operating school
2. District Level
2.1  Person or committee initiates idea of establishing /
amend school
2.2  Committee submits proposed school enrollment data
2.3  Nominates a local contact person for the school’s
establishment
2.4 Submits idea to District Education Board or DDA
2.5 DDA registers submission & confirms a school for that
location and sector is required and is in its plan
2.6 Joint District Committee/District Development Authority
allocates funding for member schools
2.7 The school committee submits an establishing school
development plan and submission
2.7 Gains interim approval from DEB
2.8 School construction commences
2.9 Interim School Committee requests Standard
Officers/Agencies to commence site visit to ensure
building compliance
2.10 Standard Officer/Inspector ” Inspector Checklist for
Registration of Member School “ (Appendix1) and
verifies proposed enrollments. Submits to PEB
2.11 Supervision that school is built In accordance with
Minimum Operating Standards - Infrastructure
2.12 DEB considers Standards Officers/Agency reports
2.13 Joint District Budget Priority Committee/District
Development Authority allocates funding for member
schools
2.14 Recommends to PEB
3. Provincial Level
3.1 Confirms if district funding has been approved
3.2 PEB commits funding (School Establishment Grant)
3.3 Provincial Appointment Officer completes necessary
documents (EDA 212, TSC Form 26)
3.4  PEB confirms district plan for establishment of school /
amendment to registration.
3.5  PEB confirms plans and reports, gives provincial
approval
3.6 PEBs seeks Executive Council approval
3.7  Applications from PEB, meeting minutes & supporting
documents/reports are submitted to NDoE

13
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Who

How

Annual Time line
Commence 1 year prior to opening
a school

Community/Ward/ Committee may be considered the
LLG/ Province
District Education Implementation
Committee (DEIC) or similar

Standards
Officers

District Education
Implementation
Committee
District Education
Implementation
Committee

Written report after site visit

Ongoing

A written document
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4. National Level
4.1 Records & acknowledges receipt of applications
4.2 Pre-screen applications to ensure all documents are in
order
4.3 Applications are returned to Province for completion /
correction if incomplete
4.4 Liaise with IMG for site visits for all National institutions and
if Standard Officers reports need verification
4.5 School Registration Committee meets
4.6 Approves submission
4.7 Meeting minutes with approvals are returned to School
Registration Section
4.8 Recommends approval to Secretary
4.9 Secretary approves/disapproves school registration
4.10 Secretary Signs Instrument of Approval
4.11 School Registration Committee (through Secretary)
submits to TSC to have positions to created, abolished or
reclassified
4.12 TSC creates positions for approved schools and submit to
Payroll and Related Services
4.13 TSC sends details and completed forms to Payroll
4.14 Enter schools details into Alesco to generate school codes
& position numbers and/or registration amendments.
4.15 Sends reports to GESD

School Registration
Committee

Verification to be based on
“appraisal standards”

School Registration
Committee includes IMG

Secretary for Education
Meeting minutes and EDA 212
Form 26

June

Teaching Service Commission

EDA 212
Form 26

August

NDoE (Payroll and Related Services Division)

Meeting minutes and
EDA 212
Form 26

August

4.16 General Education Services informs TSC, provinces and
other stakeholders on school codes, position numbers
& registration amendments through the Instrument of
Approval signed by Secretary for Education
* School Registration Certificate issued by Secretary
(pending revised Education Act)
5. Provincial Level

NDoE (General Education
Services Division)

August

5.1 Provincial office notifies the Local Contact Person that the
school has been registered
5.2 Provides all details to school
5.3 Records all new details on local provincial records
5.4 Supports school

Provincial Office

As soon as possible

School Registration Procedures
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1.3 Documents Required
Applicable to: Establishing new schools, amalgamation, re-opening and change of establishment of schools
The School Registration Committee will base its recommendation for approval on items below. All
documents must be completed clearly and in full. If documents are not included, complete or unable to be
read, the application will be returned to the applicant prior to the School Registration Committee meeting.
After the committee meeting, applicant will be informed if the application is successful or unsuccessful by a
letter from the Secretary for Education.
The following important documents must be made available and must be attached to the application form
when it is submitted to the School Registration Committee.

Document

15

Notes

1. Evidence of the need for the school (location and sector)
is in the District and Provincial Plan and /or National
Plans
2. Approval by DDA /PEC with financial commitment

Compulsory

3. EDA 212 endorsed by legitimate Chairman PEB/DEB

Compulsory

4. TSC Form 26 attached to EDA 212

Compulsory

5. PEB/DEB endorsement of meeting minutes

Compulsory

6. Recent Standard Officer’s Report

Compulsory

First site visit, but be accurate and verifiable

7. IMG report

Compulsory

For all National Institutions and for applications requiring
verification

8. Land title/Lease agreement

Compulsory

Stating approval of use from the legal landowners and must be free of
any future restrictions

9. SLIP

Compulsory

For any application for amendments

Compulsory

10. Other relevant supporting documents (government
support, donor support, agency reports)

Optional

11. Evidence of compliance with Education Act S 93 (1)

Compulsory

School Registration Procedures

Need for amendment to current establishment to be demonstrated

For new schools, change in establishment, amalgamation of schools

Standards Officer/IMG checklist
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1.4 Registration Approval Checklist
The following checklist will be used to assess application for school establishment and registration.
Applicable to: Establishing new schools, amalgamation, re-opening and change of establishment of schools
Member Schools

Elementary
Schools

Primary
Schools

Administrative elements
1
All documents (Section 1.3) are complete and able
to be read
2
All steps in the process are complete

Secondary
Schools

TVET

Teachers
College

Compulsory
Compulsory

3
4

Approval has been gained at each authority level
The school complies with Minimum Operating
Standards (see details below)

Compulsory
Compulsory

5

The school is built according to Minimum Operating
Standards - Infrastructure (see full details following)

Compulsory

1.5 Minimum Operating Standards
Standards Officers or IMG will verify the following minimum operating standards are in place, for the school
to be eligible for registration. Applicable to: establishing new schools, amalgamation, re-opening and change
of establishment of schools
Member Schools

Elementary
Schools

Primary
Schools

Secondary
Schools

TVET

Teachers
College

A. Teaching and Learning
1

Student text and materials

Compulsory appropriate materials in place prior to classes commencing

2

Curriculum materials

Compulsory appropriate materials in place prior to classes commencing

3

Teachers resources

Compulsory appropriate approved resources in place prior to classes commencing

4

Library with books

Classroom library
minimum

Compulsory

5. Classrooms

Number to meet
anticipated enrollment
required

6. ICT

Optional

7. Water and Sanitation (WaSH)

Water, toilets, hand washing – all appropriate facilities in place prior to commencing

8. Staff accommodation (1 per teacher or couple)

Optional (Teachers may
live in village )

Compulsory

Compulsory

Compulsory

Number to meet an- Including speticipated enrollment cialist buildings
required

Trade buildings
Compulsory

Including specialist
buildings

Optional but
recommended

Compulsory

Compulsory

B. Infrastructure

Compulsory

Compulsory

Compulsory

Compulsory

Compulsory

9. Mess

Compulsory where
Compulsory for
boarding is required boarding school

Compulsory

Compulsory

10. Boarding Facilities

Compulsory where
Compulsory for
boarding is required boarding school

Compulsory

Compulsory

Compulsory

Compulsory

Compulsory

11. Accessibility (road, airstrip, hospital, post office etc)

Preferable to be near
community facilities

Preferable to be
near community
facilities

12. Distance to village/ community (approx.)

Maximum
30 minutes walking for
students

Maximum
45 minutes
walking for students

13. Transport owned by school

Optional

Optional

Compulsory

Compulsory

Compulsory

14. Office equipment

Optional

Compulsory

Compulsory

Compulsory

Compulsory

School Registration Procedures

16

NEB ANNUAL REPORT - 2015

2. PERMITTED SCHOOLS
This is an overview of processes of establishing and registering a school as a Permitted School and also to
amend an existing school registration

2.1 Registration Process Flow Chart
COMMUNITY/WARD/LLG/DISTRICT/
PROVINCE/EDUCATION AGENCY
Written request to
Secretary for
Education cc to GES

Initiates idea to establish or amend school
registration

1

NATIONAL DEPARTMENT OF
EDUCATION
GENERAL EDUCATION SERVICES
• Issues application Form 5 to applicant
• Notifies PEO

2
Form 5
Certificate of
Registration
Form 5
Completed with all
supporting document

4
3

PROVINCIAL EDUCATION OFFICE

8

• Receives notice of intent to establish apermitted school
• Standards Oﬃcer inspects the site, written report on
standards (based on SR Policy & Procedures)
• PEA submits application form, report & supporting
documents to PEB

5

PROVINCIAL EDUCATION BOARD
• Endorses establishment of permitted school in meeting
• Submits completed Form 5, Standards Oﬃcer inspection
report, supporting documents to Chairperson School
Registration Committee

6

NATIONAL DEPARTMENT OF EDUCATION
GENERAL EDUCATION SERVICES
(SCHOOL REGISTRATION SECTION)
• Ensures all documents adhere to Policy & Procedures
• Acknowledges receipt of application

TEACHING
SERVICE
COMMISSION
7

NEB
Recommends approval
Higher Institutions
Teachers & Technical
Colleges, Upper Secondary,
Inclusive Education

SCHOOL REGISTRATIONCOMMITTEE
(May annually)
Recommends approval
Elementary, Primary, Secondary

SECRETARY FOR EDUCATION
Based on recommendations for approval, signs
Certificate of Registration
• Notifies applicant, PEB, TSC & Divisions
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2.2 Detailed Registration Process
The following details the administrative steps required to obtain school registration as a Permitted School.
These processes are mandatory.

Action
1. Local Level
1.1 Registration will be sought one year in advance of
opening as an operating school
2. Provincial Level
2.1. Person or committee initiates idea of establishing /
amend school
2.2. Proponent submits completed Form 5
2.3. Gains interim approval from Education Board
2.4. School construction commences
2.5. Proponent requests Standard Officers/Agencies to
commence site visit to ensure building compliance
2.6. Standard Officer completes “ Inspector Checklist for
Registration of Permitted School “ (Appendix 2) and
verifies proposed enrollments. Submits report to
Secretary for Education
Attention: Assistant Secretary GES

Who

2.12 DEB considers Standards Officers/Agency reports
2.13 Joint District Budget Priority Committee/District
Development Authority allocates funding for member
schools
2.14 Recommends to PEB
3. National Level
3.1. Records & acknowledges receipt of applications
3.2. Pre-screen applications to ensure all documents are
in order
3.3. Applications are returned to Province for completion /
correction if incomplete
3.4. If complete, forwards to school Registration Committee
3.5. School Registration Committee meets and recommends
to Secretary/NEB
Higher institutions- NEB
Elementary, primary, secondary -SRC
3.6. Secretary /NEB approves /disapproves
3.7. Permitted School Registration Certificate signed by
Secretary, sent to applicant

Annual Timeline
Commence 1 year prior to opening
a school

Community/Ward/ Committee may be considered the
LLG/ Province
District Education Implementation
Committee (DEIC) or similar

Standards
Officers
2.11 Supervision that school is built in accordance with
Minimum Operating Standards - Infrastructure

How

District Education
Implementation
Committee
District Education
Implementation
Committee

Written report after site visit
Ongoing

A written document

School
Registration
Section

Verification to be based on
“appraisal standards

NEB

Applications that reach this
committee will only be those which
are complete and correct

School
Registration
Committee
includes IMG

School Registration Procedures

18

NEB ANNUAL REPORT - 2015
2.3 Documents Required
The NEB sub committee on Permitted School Registration will based its recommendation for approval on
items below. All the following documents must accompany the Application Form 5 when it is submitted to
Registration officer, Non system Schools
If all documents are not included, the application will be returned to the applicant. After the Registration
Committee meeting makes its recommendations, applicant will be informed by the Secretary for Education if
the application is successful or unsuccessful.

PERMITTED SCHOOL
Document

Essential

1. Application Form 5
2. Copies of the curriculum being taught in the school
3. Staff names and qualifications

Essential
Essential
Essential

4. PEB and/ or DEB or PEC endorsement
5. IPA Certificate of Incorporation
6. Recent School Inspector’s Report, including verified
Minimum Operating Standards - Infrastructure

Essential
Essential
Essential

7. Land Title/Lease
8. Infrastructure
9. School Philosophy/ Vision and Aim
10. PEB/DEB endorsement Meeting Minutes

Essential
Optional
Essential
Essential

11. Proof of capital and ongoing source of funding

Essential

12. Other relevant supporting documents

Optional

Notes

Note : Requirements for private international school are same as above.
Requirements for international schools who are members of IEA apply through IEA who acts on their behalf

2.4 Registration Approval Checklist
Permitted Schools
Administrative elements
1 All documents (Section 2.3) are complete and
able to be read
2 All steps in the process are complete
3
4
5

6

19

Approval has been gained at each authority
level
The school is built according to Minimum
Operating Standards-Infrastructure
The school provides details of
a) P roposed curriculum and assessment
methodology
b) Enrollment numbers
c) Teachers qualifications
All operational elements are in place
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3. MINIMUM OPERATING STANDARDS INFRASTRUCTURE
The standard requirements of permanent classroom building are subject to Department of Works standard
and PNG Building Act & Regulation Chapter 301.
People who intend to build schools are encouraged to contact the National Education Department’s Project
Unit if more details are required.

3.1 Elementary, Primary, Secondary Schools
Prior to establishing a school consideration for building infrastructure meeting the following standards are
critical. Details stated are the minimum required.
		
Type of Buildings
There are no building materials recommended, although permanent materials are preferred. Building must
be sturdy and safe. Factors such as location, local resources and available construction skills, funding and
enrollment will determine the optimum construction type. All buildings must be safe, appropriate for learning
and have facilities and a layout suitable for the intended age of the students.

A. Classrooms
General Classroom
Each classroom must have a blackboard/white board
Minimum width
5.8 meters
Preferred width
7.8 meters
Classroom should be constructed to accommodate a maximum of 35 pupils
Minimum 1.2 square meters per student with 2 meters of space between the first rows of desks and the
black board.
Size of a classroom 7.6m x 7.8m width
Total area		
59.28 m2 per room
Total of 1 full single story double classroom
Minimum size		
17.6 x 7.8 meters
Specialized Classrooms
Specialist buildings will be required for secondary schools eg physics, biology, and chemistry laboratories.
Art building, computer laboratory with computers, library.
Schools with 120 students
A multipurpose classroom which is used for home economics and science classes should be of minimum 2
square meters per student
1x workshop which is used for practical skills/home economics or agriculture classes (min. 3m2 per student)
Schools with 240 students
1x science laboratory (2 m2 per student)
1x home economic classroom ( 2m2 per student)
1 x workshop which is used for practical skills or agriculture classes (3m2 per student)
Accessibility to TV if possible
Note: a
 ll dimensions and layout of the specialist classrooms are the same as the general classroom except for
furniture and plumbing and sanitary fittings for science laboratory and home economics.
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B. Administration
Staffroom
For teachers to store equipment, prepare lessons and meet
Office
Basic office equipment
Accessibility to communication/telephone
Lockable with storage space for school documents
Office size
2.4 meters X 7.8 meter = 18.72 m2
Furniture
Basic furniture should be provided in each general and specialist classroom. Specialist rooms have
additional requirements.
  •  A chair and a surface to write on, or a table / desk should be provided for every student
  •  A chair and desk / table should be provided for every teacher.

C. Accommodation
Dormitory Building
Dormitories should be constructed to provide sleeping facilities for students who board at the school. They
must provide safe and secure place for students free from both human and animal intrusion. Open
dormitories should accommodate not more than 40 students with lockable sub division (cubicles)
  •  One bed per person
  •  Spacing between single bed or bunk bed should be at least 1.4 meters.
  •  4.2m2 per student for single bed dorms and 3m2 for bunk bed dorm should be provided
  •  Each student should have a locker
  •  Beds should allow easy fixing of mosquito net
Area of the dormitory
10 pupil x 4.2 m2 = 42 meters      
			
6.5 meters wide.
Notes: A
 ll girls’ dormitories should be separate from boys, have privacy and able to be locked from the inside,
for girls’ safety.
All dormitories must have two doors, for emergency evacuation. One as normal entrance and second door if
possible positioned opposite the main door
Mess and Kitchen (for boarding schools)
  •  Hygienic space for food preparation  
  •  Able to secure food away from pests
  •  Tables and chairs for students to sit and eat meals
Staff Accommodation
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Married teaching staff
  •  1 x two bedroom (L-40)
  •  1 x 3 bedroom (H65 or IMQ) high or low set house with toilet/shower and kitchen (indoors or out-door)
and access to water supply or 1 x 9000L tank installed.
Single teaching staff
  •  1 x 2 bedroom house or single quarters with shared facilities.
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D. Water Sanitation and Hygiene Facilities
Drinking water
•  Clean, uncontaminated and safe drinking water must be supplied. Water may be supplied by tanks or town
water supply.
Toilet and hand washing facilities
Day Schools
Staff Toilets
In large schools 1 toilet plus 1 hand basin should be established for every 15 female staff and for every male
staff.
For supervision purposes the staff toilets at day schools should be located next to pupils’ toilets. At small
and medium size schools with staff houses in close proximity, teachers could use the toilets at home.
Student Toilets
Toilet ratio required
Female students
Male student 		

1: 25 (lockable)
1: 40

Hand washing
2 x hand washing facilities (male/female) for every school PLUS 1 additional hand washing facility for every
60 student.
Boarding Schools
Student Toilets
Toilet ratio
Female students
1: 20 (lockable)
Male student 		
1: 25
1 urinal for every 35 male students
Bathrooms
Shower ratio 		
1: 15
Male/ female facilities separated
Hand washing
2 x hand washing facilities (male/female) for every school PLUS 1 additional hand washing facility for every
60 student.

3.2 TVET Institutions
Specific standards are required for TVET institutions.
Please also refer to TVET Establishment Guidelines
A. Classrooms
•  A minimum of four (4) classrooms and one multi-purpose workshop to cater for various programs
The nationally approved ratio for TVET Institutions is 1:15 to 20 students
•  Specialist buildings such as Information Communication Technology (ICT), well-equipped workshops,
catering or guest house facilities

School Registration Procedures
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B. Administration

    •  Administration building
    •  Staff offices and a staff room
    •  Basic office equipment such as printers, photocopiers, computers, telephones and email system where
electricity and network coverage exists
    •  Staff computer room is optional

C. Accommodation

Students
    •  At the least one male and/or one female student dormitories in the first year with the capacity to
accommodate up to 40 students are acceptable in a boarding institution.
Staff
    •  Minimum of six (6) Staff houses/ within the institution campus as represented in the academic staff
structure. All teaching staff must reside on campus
    •  Key ancillary staff three (3) kitchen staff (cooks)  houses within the campus as indicated in the ancillary
staff structure

D. Water and Sanitation

   •  Ablution and toilet blocks
   • Safe and appropriate for female students and staff
   •  Regular supply of water or a reliable source of water and standby tanks for clean drinking water

E. Other facilities

   •  Mess and kitchen facilities
   •  Main Hall (optional)
   •  Recreational areas and facilities such as various sports fields. There must be adequate land area
reserved and prepared for this purpose
   •  Regular source of power supply or a generator that is capable of providing constant power supply to
students’ dormitories, classrooms, mess, workshop, kitchen and staff houses
   •  Additional building is needed for FOL/FODE program, for Provincial TVET schools only.
   •  Sick bay to cater for students and staff resting while sick or injured and awaiting for medical attention.

3.3 Teachers Colleges
Please also refer to Teachers College Establishment Guidelines
A. Classrooms
   •  A minimum of six (6) classrooms / lecture rooms to hold maximum capacity of 30 students.
   •  Specialist buildings eg Information Communication Technology (ICT), science laboratory, expressive arts
and conference room are optional in the first year. It is expected they will be progressively built over time.
    •  Library
    • study tables and chairs for students
    •  lighting, safety, security
    •  shelving for various types of books – fiction & non-fiction, resource materials, facilities etc.
(can be fully resourced progressively)
B. Administration
    •  Administration building
    •  Basic office equipment eg printers, photocopiers, computers, telephones and ICT
    •  Staff offices and  staff room
    •  Staff computer room, optional
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C. Accommodation

Students
     •  One male and one female student dormitory in the first year with the capacity to accommodate 40
students each (minimum requirement)
Staff
     •  Within the college campus to accommodate staff as per academic staff structure. All teaching staff
must reside on the campus.
     •  Key ancillary staff houses within the campus as indicated in the ancillary staff structure.

D. Water and Sanitation

     •  Ablution and toilet blocks
     •  Safe and appropriate for female students and staff ( lockable)
     •  Regular supply of water or a reliable source of water and standby tanks for clean drinking water

E. Other facilities

     •  Mess and kitchen facilities.
     •  Main Hall
     •  Recreational areas and facilities such as various sports fields. There must be adequate land area
reserved and prepared for this purpose.
     •  Regular source of power supply or a generator that is capable of providing constant power supply to
students’ dormitories, classrooms, library, mess and kitchen, and staff houses.
F. Transport
There must be sufficient fleet of vehicles to support daily operations of the college, academic programs, staff
and student activities.

4. PLANNING TARGETS
4.1 Teacher : Pupil Ratio
Elementary
1:35
Primary		
1:35
Secondary
1:35 (less for some practical classes)
Vocational
1:31 (less for some practical classes)
Teachers Colleges 1:30

4.2 Infrastructure Planning Targets
Long-term school building targets

School type
Elementary
Primary
Junior secondary (Grade 9 to 10)
Senior secondary (Grades 11 & 12)
Vocational Centre
Technical /Business College
Polytechnic
FODE

Planning target
1 per ward
1 for each ward cluster (maximum of three wards)
1 per LLG
1 per district
1 per district
1 per province
2 per region
1 study center per district

Any additional schools will depend on population and geographic reasons
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5. CONTACT INFORMATION
Assistant Secretary
General Education Services
National Department of Education
PO Box 446
Waigaini, NCD
Papua New Guinea
Phone: 3013361
Email: school_registration@education.gov.pg

6. DOCUMENT HISTORY

When signed this document becomes effective

Effective Date
July, 2016
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Authorized by
Dr. Uke Kombra, acting
Secretary for Education
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APPENDIX 1 Inspectors Checklist for Registration of
Member School
Application for Member School
(All items to be completed by Standards Officer/IMG)
Inspectors are asked to verify the following are in place, according to Minimum Operating Standards.
Comments/numbers should be added below with relevant additional comments attached
School Name.................................................................

Location ...............................................................

School Code ............................ (for amendments application) Date :..... ./......../............
Inspectors Name/s...................................................................... Signature...............................................................
PART 1 Member School Minimum Operating Standards
Please add comments and numbers as appropriate
Circle Type of School >>>>>

Elementary Schools

Secondary
Schools

TVET

Teachers
College

A. TEACHING & LEARNING
Compulsory appropriate materials in place prior to classes commencing
Compulsory appropriate materials in place prior to classes commencing

1. Student texts and materials
2. Curriculum materials
3. Teachers resources
4. Library with books

Primary Schools

Compulsory appropriate approved resources in place prior to classes commencing
Classroom library minimum
Compulsory
B. Infrastructure

5. Classrooms

Number to meet anticipated enrollment

6. ICT
7. Water and Sanitation (WaSH)
8. Staff accommodation
(1 per teacher or couple)
9. Mess

Optional
Optional but recommended
Compulsory
Water, toilets, hand washing – all appropriate facilities in place prior to commencing
Optional (Teachers may live
Compulsory
in village )
Compulsory where
Compulsory
Compulsory
boarding is required
for boarding
school
Compulsory where
Compulsory
Compulsory
boarding is required
for boarding
school
Preferable to be near community facilities
Compulsory

10. Boarding Facilities

11. Accessibility (road, airstrip, hospital, post
office etc)
12. Distance to village/ community (approx.)
Walking distance for students
13. Transport owned by school
14. Office equipment

Maximum
30 minutes
Optional
Optional

Including
specialist
buildings

Trade
buildings
Compulsory

Including
specialist
buildings

Maximum
45 minutes
Compulsory
Compulsory
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PART 2 Member Schools Compliance with Education Act Section 93 (1)
The Inspector will verify evidence to confirm the school complies with the following Provide details where
needed
1.  The school admits students irrespective of religious or doctrinal affiliations          Yes/ No
											
2. The school operates in a manner consistent with National Education System aims, objects and
purposes						
Yes/ No
		
										
a) For the integral human development of the person
b) Operates a system of education consistent to the requirements of the country
c) Preserves and improves standards of education
d) Provides access to the poor, physical, mentally and socially handicapped as well as those who are
educationally disadvantaged
e) Respects the rights of parents to obtain an education they wish for their children
f) Makes due allowance for diversity
3.  Defines, develop and preserve identity and character of the school (but does not discriminate based on
race or colour ) 			
			
Yes/No
4. No person, other than a teacher are appointed to teaching positions at the school
		
									
Yes/No
5. The curriculum at the school conforms with the curriculum described by the National Department of
Education 					
Yes/ No			
6. The school adheres to minimum age of entry			

Yes/ No

7. The school provides correct number of hours of instruction

Yes/ No

8. The school adheres to the maximum teacher: pupil ratio

Yes/ No

9. Teachers use the approved language of instruction 		

Yes/ No

INSPECTORS RECOMMENDATION
As as result of the above inspection, it is my opinion that this school
Meets the Minimum Operating Standards and requirements.
Does NOT meet the Minimum Operating Standards. A list of unsuccessful areas is attached

..........................................................................
Signature/s
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APPENDIX 2 Inspectors Checklist for Registration of
Permitted School
(All items to be completed by Standards Officer/IMG)
Inspectors are asked to verify the following is in place, according to Minimum Operating Standards.
Comments can be added on the checklist.
School Name:..............................................................................................
..............................................................................................
							
Inspectors Name/s........................................................................................
Permitted Schools

Location:..............................................................
..............................................................
Date....../......./.........
Signature..............................................................

Elementary Schools Primary
Schools

Administrative elements
1 All documents (Section 2.3) are complete and
able to be read

5

6

Secondary
Schools

TVET

Teachers
College

Compulsory

2

All steps in the process are complete

Compulsory

3

Approval has been gained at each authority
level

Compulsory

4

The school is built according to Minimum
Operating Standards-Infrastructure

Compulsory

The school provides details of
a) P roposed curriculum and assessment
methodology
b) Enrollment numbers
c) Teachers qualifications
All operational elements are in place

Compulsory

Compulsory

INSPECTORS RECOMMENDATION
As as result of the above inspection, it is my opinion that this school
Meets the Minimum Operating Standards and requirements 4,5 & 6 for a Permitted school.
Does NOT meet the Minimum Operating Standards. Attached is a list of the areas that fail to comply

....................................................................................
Signature/s
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APPENDIX 3. Acronyms
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ACRONYM

DEFINITION

Alesco
CDD		
DDA		
DEB		
DEIC		
EMIS		
FODE
FOL		
GESD		
ICT		
IEA		
IMG		
LLG		
MPR		
MSD
NDoE
NEB		
NES		
PEB		
PEC		
PPD		
RED		
SD		
SLIP
SRC	
TED		
TSC		
TVET		
UNESCO

PNG human resource payroll management software system
Curriculum Development Division
District Development Authority
District Education Board
District Education Implementation Committee
Education Management Information System
Flexible Open Distant Education
Flexible Open Learning
General Education Services Division
Information Communication Technology
International Education Agency
Implementation Monitoring Group
Local Level Government
Master Position Register
Measurement Services Division
National Department of Education
National Education Board
National Education System
Provincial Education Board
Provincial Executive Council
Policy and Planning Division
Research and Evaluation Division
Standards Division
School Learning Improvement Plan
School Registration Committee
Teacher Education Division
Teaching Service Commission
Technical Vocational Education Training
United Nations Education, Science and Culture Organization
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APPENDIX 4. Forms
Approved forms for use in School Registration processes.
EDA 212

Application Form for Membership /Amendments

Application form used for applying for registration of a school under the Member School status. This form is
also used for applying for variations to an existing registration
TSC 26

Application Form for Teaching Positions

The official application to apply for creation, abolishing and reclassification of teaching positions under the
TSC
Form 5

Application Form for Permitted School

Application form used for applying for recognition to operate as a Permitted School
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