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. FOREWORD

When examining human rights within the
education system, questions inevitably arise
regarding school dropouts. The Ministry of
Education, Science and Technology (MEST) is
particularly invested in this topic, considering its
efforts, with partners, for the implementation of
the right to education for all. Projects aimed at
reducing school dropouts started when MEST
was established, and they have consistently
been involved in the implementation of national
legislation, such as the Law of Pre-university
Education and By-Laws, Kosovo Education
Strategic Plan 2011-2016 and the National
Action Plan against Dropout 2009 - 2014.

All of these adequately reflect the principles and
requirements of the Convention on the Rights
of Children. It is worth emphasising the annual
actions undertaken by MEST, such as: provision
of free textbooks for students of compulsory
education (Grade 1-9), which contributes to
prevention of school dropouts; funding transport
for children with disabilities; exemption from
payment of non-formal education for social
cases; affirmative measures for Roma, Ashkali
and Egyptian (scholarships, facilitation of their
enrolment in Grade 10, financial support to
education centres that help children to enhance
school performance etc.); education reintegration
of cases referred by shelters and social work
centres, and the collection, processing and
analysis of statistical data, etc. These actions are
jointly conducted with municipalities, such as:
organising transport for students who live further
than 4 km, municipal scholarships for cases in
need, data collection on drop out cases, etc.
Furthermore, MEST issued the Administrative
Instruction (Al) 19/2012 on the Establishment
and Strengthening of Prevention and Response
Teams towards Abandonment and Non-
Registration in Compulsory Education (PRTANS),
which aims to create appropriate mechanisms
to deal with this problem. In alignment with
the establishment of these teams, the project
“Enhancing Access to and Retention in Education

for Vulnerable and Disadvantaged Children”
supported by United Nations Children’s Fund
(UNICEF), and implemented by the European
Centre for Minority Issues (ECMI) Kosovo, was
created in continuous coordination with MEST
and the municipalities involved in the project.

This project supports the implementation of
Administrative Instruction 19/2012, assisting
municipalities in establishing PRTANSs, as well as
the development of action plans at the municipal
level to address the problem of out of school
children (early school leavers, children who never
enrolled in school, children with social problems,
children with disabilities, etc.).

Furthermore, the Department of Pre-University
Education Policy/MEST issued the Administrative
Instruction (Al) 19/2012 on the Establishment
and Strengthening of Prevention and Response
Teams towards Abandonment and Non-
Registration in Compulsory Education (PRTANS),
which aims to create appropriate mechanisms
to deal with this problem. In alignment with the
establishment of these teams, the Department of
Pre-University Education Policy and its director
Alush Istogu, coordinated ensuing activities
by appointing the Working Group tasked with
prevention and response to non-enrolment and
dropouts at the level of MEST, thereby paving
the road for the implementation of the project
“Enhancing Access to and Retention in Education
for Vulnerable and Disadvantaged Children”
supported by United Nations Children’s Fund
(UNICEF), and implemented by the European
Centre for Minority Issues (ECMI) Kosovo, was
created in continuous coordination with MEST
and the municipalities involved in the project.

Although, the data shows a decline over the
years' regarding school dropouts, existing figures
are still of concern, as MEST and municipalities
continue to promote inclusion and seek to ensure
the right of a quality education for all.

'EMIS data of MEST
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lll. INTRODUCTION

Although, the enrolment rate is over 95%?2 for compulsory education in Kosovo, some children
and adolescents never enrol in school, attend very irregularly, or do not complete lower secondary
education. These groups of children are normally referred to as out of school children, dropouts
or early school leavers, because we have categories of children who have never enrolled in
school, children at risk of dropping out of school and children who have already dropped out of
school during their studies. These children are, therefore, deprived of their right to education,
and as such the Prevention and Response Teams toward Abandonment and Non-Registration
in Compulsory Education (PRTANSs), which were established based on Administrative Instruction
19/2012 by MEST, should have the capacity to identify, refer, and handle cases efficiently.

In order to assist these teams, the “Manual for School PRTANs” and the “Manual for Municipal
PRTANs” were drafted.®

The drafting of these manuals was supported by the mentioned project and complements the
“Compendium of Documents on School Dropouts” supported by OSCE, both of which are meant
to facilitate the work of the PRTANSs at the school and municipal level.

2 Agency of Statistic of Kosovo, Multiple Indicator Cluster Survey in Kosovo (2014)
3 Electronic versions of both manuals are available also on the CD attached to this publication.



WHY A MANUAL AND WHO IS THE MANUAL FOR?

This manual will help School PRTANSs to exercise their role and mandate in prevention, response,
and treatment, of the problem of dropout and non-enrollment in compulsory education.

The primary audience of the manual are internal school mechanisms (school directors, members
of School PRTANSs, school teachers, and students), as well as other stakeholders and relevant
municipal institutions (Municipal Education Departments, Municipal PRTAN team members, Mu-
nicipal Offices for Communities and Return, Centres for Social Work, and Civil Society Organi-
sations).

The manual also indirectly targets other stakeholders such as Ministry Officials, representatives
of the Inspectorate, teacher trainers, education professional associations and other profession-
als working with children in the area of safety and security, justice, health, protection, social
services, sports, leisure and culture.

WHAT IS IN THE MANUAL?

The manual gives information on the role of School PRTANSs. It also provides guidelines and
tips for School PRTANSs to gain the necessary skills to do their work. Lastly, the manual pres-
ents concrete tools to help School PRTANs undertake actions that will contribute to drop out
prevention and response.

Skills

Knowledge & PRTAN's need
information for for their work
PRTANSs o
{ Tools for
PRTANSs to take
actions

What do the icons mean?
The manual uses a range of icons to ease your reading.

‘@ ldeas and tips g‘_) Example
4]

Instruments Important

What is on the CD?

The manual is accompanied by a CD. The CD contains:

¢ The PDF versions of both manuals (the Manual for School PRTANs and the Manual for Municipal PRTANSs)
* The electronic versions of all the tools and instruments to facilitate filling, recording and sharing for
electronic use as well as for easy printing
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1. CHILDREN OUT OF SCHOOL

1.1. WHO ARE GROUPS AT RISK?

Children from vulnerable groups that are likely to become out of school are the following: chil-
dren with disabilities; repatriated and returnee children; children with different social problems;
children from the Roma, Ashkali and Egyptian communities; pregnant or married girls; adoles-
cent children working to contribute to their family’s income; trafficked children; and survivors of
sexual abuse or neglect.

Children not enrolled, not attending, or at risk of dropping out of school can be different ages,
ranging from those in pre-primary education (ages 5 to 6) to those who are at the end of their
compulsory education.

To prevent dropouts however, PRTAN teams need to pay attention to a fourth category of chil-
dren: children at-risk of dropping out. These are children, in general, frequently absent from
school, sometimes for long periods of time due to iliness, travel, or other reasons. Children at risk
are sometimes “not graded”. They can also be children presenting a number of risk factors (see
sub-chapter 1.2) that put them more at risk of dropping out than their peers.

Apart from prevention role, PRTANs deal with issues of response, treatment and referral of drop-
outs, and are supposed to deal with four main categories of children:

1. Children who are of compulsory school age but are not enrolled, and not attending school;

2. Children who are at risk of dropping out of school;

3. Children who are of compulsory school age, and are dropping out of school before completing
Grade 9;

4. Adolescent and youth who have completed Grade 9, but have dropped out of the next level
of education.

1.2. WHAT ARE THE RISK FACTORS FOR NOT ENROLLING, NOT
ATTENDING AND DROPPING OUT OF SCHOOL?

There is a range of factors affecting school drop outs. Some of them are listed below:

Individual factors:
Diseases, disability, early marriages, lack of family support, involvement in negative activities,
drug abuse, individual approach to education, etc.

Family factors:

Lack of proper parental care (without both or one parent, and divorces), education level of par-
ents, families, cultural mentality, lack of cooperation/failure of a family to adapt to surrounding
people (especially migrant families); children as breadwinners etc.
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School factors:

Geographic location of schools (risks during travel especially in mountainous areas), teacher-
student relations and vice-versa, student-to-student relations (misbehaviour, incorrect
evaluation, violence, misuse of information technology, etc.), lack of proper professional services
in dealing with problems within the school, inadequate level of cooperation with schools and
other municipal services to the community, the impact of negative external phenomena etc.

Social factors:
Social problems, poverty, inadequate level of interinstitutional cooperation and with community,
negative phenomena in society, movements, migrations, etc.

1.3. WHAT STAGES SHOULD PRTAN PAY A PARTICLUAR ATTEN-
TION WITH REGARDS NON-ENROLLMENT AND DROPPING OUT?

PRTANSs should pay particular attention to these stages:

1. When children are 6 years-old and are supposed to start primary education;

2. When children are repatriated, or have newly arrived in the country and should be reintegtrat-
ed in education; as well as,

3. When they are moving from one municipality to another, by paying attention to implemetion
of proper procedure for those who are transferring schools.

Past practice shows that investment in education brings benefits, at different levels, for
the individual but also their families and communities and society. Thus, benefits from
education reflect upon:

Economic returns for individuals, families and the society

Better health outcomes for individuals and their families, including their children
Greater gender equality

Greater social cohesion and safe communities (lower criminality rates, etc.)
Lower burden on social welfare and justice budgets as a result of the above
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2. MEMBERSHIP AND ROLE OF
SCHOOL PRTANS

Although Annex 5 gives the Terms of Reference for PRTANs at the school and municipal level,
where the membership and role of teams is explained, below is a table that shows the composi-
tion of PRTANSs at the school level, as well as instructions on certain roles.

Table 1. School PRTAN members

REGULAR MEMBERS OPTIONAL MEMBERS

Permanent members Non-permanent members Permanent members

Experts from

Case manager/
Case leader,
School director,

Parent/representative
of the Parents Council
Student/representative

municipal institutions;
governmental and

non-governmental
organisations dealing
with children,
youngsters and family
issues; community
representatives;
education/cultural
mediators; pedagogic
staff

of the Students
Council

Teacher/representative
of the Teacher Council

Term 3 years* 1 year 3 year

Their inclusion in the
School PRTAN needs
to be approved by majority
of PRTAN members.

Nomination — by the
School Steering
Committee

Appointment - by the
School Steering
Committee

Selection
process

“Specific mandate is of a case manager, who can be nominated or replaces according to the specific need.
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Roles and responsibilities
Table 2. School PRTANs have the following roles

Role 1:

Monitoring the school situation on registration, attendance and drop out.

What does it mean?

School PRTANs should, on a three-month basis, generate data on:

« Thenumber of children enrolled/registered in school.

. The number of classes missed by students. This information, to be useful, should be
presented aggregated by the level of the school, and then disaggregated by grades and sex.

. The number of students who missed a large number of classes for reasons other than illness
or force majeure.

. The number of children who drop out of school, i.e. who have stopped coming to school, and
who have not migrated abroad or to another municipality in Kosovo.

How to do this?

To gather this information, the School PRTANs should be supported by:
* The school administration

* Homeroomteachers

» Classjournals

Role 2:

Monitoring cases of children not-enrolled in school, dropping out of school, and at risk of dropping out.

What does it mean?

School PRTANs should, every three months, meet and discuss specific cases of children who

are not-enrolled, dropping out, or at risk of dropping out of school.

School PRTAN should maintain:

* Alist of children in their catchment area who are not registered in school.

* Alist of students who have dropped out of school (but have not died, transferred to another
school or migrated abroad).

* Alistof students attending school but considered at risk of dropping out.

School PRTANs should identify actions to return these children to school and to support their

retention (more information is provided in Section 5 - The Case Managment Process).

How to do this?

The list of children not registered in school can be drawn from:

* Information provided by civil society organisations;

* Information provided by social workers, community police, or health professionals;

* Information gathered by the school;

* Information provided by municipal authorities: MED, Civil Registry, MOCR, or any other
entity.

The list of children who have dropped out of school can be drawn from information provided by

the school administration, homeroom teachers and other students
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Where to find more detailed information?

1. The Early Warning System for Students at Risk of Dropping Out: see Section 4.
2. Case Management: see Section 5.

3. Refferals of cases (children out of school and at risk of dropping out) by NGOs: see Annex 6
and?7.

Role 3:

Planning for the prevention, management and response of non-enroliment and drop out.

What does it mean?

School PRTANSs should develop, every year, an action plan for non-enroliment as well as drop-
out prevention and response.

The action plan should include the main activities that the school will be conducting to prevent
and respond to non-enrollment and drop out as best possible.

The action plan will also identify the partners the school can work with on these issues.

How to do this?

School PRTANSs can either develop a specific action plan on drop out prevention or include a
drop out prevention and response component in the School Development Plan. The latter is
highly recommended, to avoid multiplying the numbers of action plans in each school. This will
also ensure that the whole school is accountable for the implementation of drop out prevention
and response interventions, and not only School PRTANS.

To the extent possible the plan should reflect the priorities of the Municipal Action Plan on Drop-
out prevention and response. But it should also capture the specificities of the school, its
audience, and challenges.

Where to find more detailed information?
See Section 6 for planning tips.

Role 4:
Reporting on issues relating to non-enrollment and drop out.

What does it mean?
School PRTANSs should routinely report to the School Steering Council, the Municipal PRTAN
and MED onissues pertaining to non-enroliment, school absenteeism, and drop-outs.

In addition, School PRTANs might be asked to report on an ad hoc basis to MEDs, and to MEST
whenever/if required.
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How to do this?

The reporting modalities will vary from one municipality to another. School PRTANSs are likely to

be asked to report on the following issues:

* Dataonenrolment, attendance and drop out;

* Specific cases of children not registered in school or having dropped out of school;

* Progress on the school action plan for dropout prevention and response;

* Interventions that are yielding positive results and lessons learned from; interventions that
are less effective.

To ease their reporting role, School PRTANs are advised to:

» Keep records and minutes of meetings held in order to comply with requests for information
from municipal and central authorities;

- Keep accurate data on enrolment, attendance and drop out,

« Keep upto date lists of cases of the children/students they are managing.

Where to find more detailed information?
See Section 8.

3. IDENTIFYING OUT OF SCHOOL
CHILDREN

3.1. WHAT IS THE COMMON PROFILE OF CHILDREN NOT-EN-
ROLLED AT SCHOOL?

Children not enrolled or not attending school are often:

¢ Children of age 5-6 who are not attending pre-primary education

¢ Children of primary school age who did not enrol in Grade 1 on time;

¢ Children who have never enrolled in school due to either a disability or frequent movement
within, or outside, Kosovo;

Returnee and repatriated children waiting for a school placement;

Children who have been trafficked;

Children facing the most extreme forms of violence;

Children with chronic or long term ilinesses;

Working and exploited children.

3.2. WHAT IS THE COMMON PROFILE OF CHILDREN WHO ARE AT
RISK OF DROPPING OUT?

Children who are at risk of dropping out are often:

¢ Children with different individual, family and social problems;

¢ Children with chronic or long term ilinesses;

e Working children, involved in detrimental activities (drug dealing, trafficking, exploited in
forced labour, etc.).
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3.3. WHAT IS THE COMMON PROFILE OF CHILDREN WHO HAVE
DROPPED OUT SCHOOL?

Children who have dropped out of school are often:

¢ Children whose families do not value education;

Children affected from travelling risks, lack of transport, illnesses;
Children involved in early marriages;

Children affected by poverty;

Children with low level of attainment and learning;

Children who are victims of violence and other detrimental activities.

3.4. WHO CAN IDENTIFY OUT OF SCHOOL CHILDREN?

Out of school children can be identified by a number of institutions, mechanisms and profes-
sionals:

CHILDREN AND

OTHER STUDENTS

== =

OUT OF SCHOOL
HEALTH
PROFESSIONALS

CHILDREN

o \K
= a=

PRTANs at school level, pursuant to their mandates should be focused primarily on
identifying children who are at risk of dropping out, and those who have dropped out

@  school but can also contribute to identifying the children not-enrolled at school.
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4. EARLY WARNING SYSTEM
FOR CHILDREN AT RISK OF
DROPPING OUT

How to identify cases which are at risk of dropping out of school? The Early Warning System
(EWS) is procedural system with a school-based tool (see Annex 1, Tool 1) which aims to identify
students at risk of dropping out of school based on specific predictors of drop out and to support
them remaining in school, at least until they complete compulsory education, through a range
of activities. EWS is used by all school internal mechanisms including PRTANSs to identify and
prevent school drop out.

4.1. HOW THE SYSTEM WORKS?

The EWS can be implemented in a straight forward sequence of actions

School
School distributes

School School

PRTAN : _':RtTA’;‘h Case
discusses Ini '8 ©s N B Managment
cases of ase process

Homeroom
teachers fill
in the
Identification

agrees Identification
on a list of Sheets to

indicators homeroom Sheet students at Managment
teachers risk process

Additional detail on the specific steps undertaken are summarised below, with reference to rel-
evant tools and other related sections of the manual.

STEPS TOOLS AND COMMENTS

& School agrees on a  Alist of indicators is recommended below, Chapter 4.2.
|u-J list of risk indicators
o School distributes Identification Sheets are provided in Annex 1 for printing.
& Identification Sheets  An electronic version is available onthe CD.
[= to homeroom The identification sheet shall be distributed to all homeroom
2 teachers teachers either in paper or in electronic form.
Homeroom The Identification Sheet is filled in every semester by the homeroom
® teachers fill in the teacher.
o Identification A focal point from the School PRTAN shall be assigned for their
ll-l_J Sheet collection.
(7 Details on how to fill in the Identification Sheet are provided in
Chapter4.3.
School PRTAN Each case of a student with an orange and red status is reviewed
discussed cases during School PRTAN meetings.
: of students at risk PRTAN teams take the final decision on which students should be
W going through a Case Management process depending on the
5 seriousness of the case and the perceived level of risk.

Detailed explanations on the Case Management Process are
provided in Section 5.
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4.2. WHAT INDICATORS
SHOULD BE USED TO IDENTIFY
CHILDREN AT RISK?

There are many predictors of drop out. The most common are: irregular attendance, low aca-
demic performance, misbehaviour at school, and difficult family or personal circumstances of

the child etc.

The recommended indicators for your school are the following:

Attendance

Academic
performance

Behaviour

Age

Health

Family circumstances

Family engagement

Peer pressure

Safety

Student has missed more than 18 classes in the month for no valid reason

Student cannot read, write or count appropriately for his/her age OR
Student has very low grades in core subjects

Student repeatedly misbehaves, or is repeatedly very aggressive at school

Student is older than his/her classmates by two years or more

Student has a disability or special educational needs OR
achronic disease OR
other serious physical/ psychological health issues (including past trauma)

Student is facing complex family circumstances such as:
Student is an orphan or does not live with parents;

Student's parents have a disability or a mental iliness,
Student's family faces extreme poverty, or any other extreme
circumstance;

Student is married or is a parent;

Student is working.

Student's family does not value education; refuses to engage with the
school or engages very little with the school

Student's siblings/cousins/parents have dropped-out from school or have
attended very irregularly

OR

Student's main peer networks include children or youth out of school (older
youth, dropped out students) or people with recognised anti-social
behaviour

Student is victim or at risk of:
Domestic violence
Other forms of abuse or neglect or exploitation
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As the situation in each school is different, indicators can be adapted to better reflect the context.
For example if several children have dropped out in previous years due to insufficient means of
transport to school, a “transport” indicator can be added to the proposed list of indicators.

Not all “at-risk” students will drop out! Students are resilient and they have strengths which
can counter-balance their level of risk, such as regular attendance, strong motivation,

skills in language and maths, strengths in some non-core subjects, including arts and
physical education, strong interest and motivation in other aspects of life and the world,
or strong family, community or peer support

Absenteeism is the first predictor of drop out. Inmediate action should be
taken when a child is repeatedly absent.

4.3. HOW TO FILL IN THE IDENTIFICATION SHEET?

Homeroom teachers are responsible for filling in the Identification Sheet for their class every
semester. A simple code is used for each indicator: “1” if the indicator is positive, or blank if the
indicator is negative. The status of each student is determined by the sum of indicators scored
positively. Every student with at least 2 positive indicators should be referred to the School PR-
TAN for follow up.

STATUS OF EACH CHILD:

0 and 1 risk factor= GREEN

2 risk factors= ORANGE (at risk)

3 or more risk factors= RED (at high risk)

The electronic version of this tool (available on the CD) calculates the status of the child auto-
matically.

After having tried out the EWS, schools might decide to change the values of different statuses/
flags to better address their specific context. For instance, some schools might decide that 3 risk
factors are necessary to reach the orange/”at risk” status and 4 risk factors to reach the red/”at
high risk” status. In some cases, a child with 1 risk factor can also reach the red/”at hight risk”
status.

4.4. WHAT HAPPENS NEXT?

Once homeroom teachers have submitted their Identification Sheets to the School PRTAN, all
cases of children at risk of dropping out should be discussed in the nearest PRTAN meeting.
When the School PRTAN validates the level of risk of a child, it initiates the Case Management
Process.

The Case Management Process is described in Section 5.
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5. THE CASE MANAGEMENT
PROCESS

5.1. WHAT IS CASE MANAGEMENT?

Case Management is an important tool for preventing at-risk students from dropping out of

school, and for ensuring a successful (re)integration in education of children who were not en-

rolled in school, or who have had long periods of break in their education (from a few months to

several years).

By “case”, we mean the person or the child who is in need of support. By “management” we

mean organised procedures and mechanisms.

The aim of case management is:

¢ To identify and mobilise the necessary resources for the “case” (the child not enrolled in school,
or the student at risk of dropping out of school);

¢ To bring together professionals and informal networks to support a person/child holistically; and

¢ To coordinate support interventions.

5.2. WHO IS INVOLVED IN CASE MANAGEMENT?

The persons included in the Case Management Process for issues of drop out and non-enrol-
ment are:

e The Case Manager

e The Case Management Team (in our case, the School PRTAN)

¢ The support network (health and education professionals, family members, extended family
members, mediators, friends, other member of the community)

More information about the role of Case Managers is provided in Chapter 5.4.

5.3. WHAT ARE THE STEPS OF CASE MANAGEMENT?

Identifying
Recording - Assesing the support
Identifying the case and Appointing a needs of the strategies for
the case opening the Case Manager W 1:4/students the child and
case corresponding
resources

Implementing Monitoring the :
Developing a the plan and case and Closing the

plan for the coordinating evaluating the [ case when the
child the results of planned results
interventions interventions are achieved
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When a previously not-enrolled, or not-attending school child is returned to school, s/
he should automatically be placed on the list of children at risk of dropping out and his/

her case should be monitored until the School PRTAN feels that the drop out risk has
disappeared or significantly reduced.

5.4. WHAT IS THE ROLE OF THE CASE MANAGER?

The Case Manager is usually assigned to the case in the first meeting, when the case is dis-
cussed. Case Managers are not necessarily members of the PRTAN team, and they can draw on
human resources from the community. The Case Manager will be working closely with the child
and his/her family, so it is better if s/he has a trustful and respectful relationship with them and
understands the education access barriers faced by the child.

Once appointed to a case, the Case Manager will:

e Liaise with the child and his/her family to assess the reasons behind non-attendance and other
risk factors and explore solutions

e |Liaise with professionals and informal networks to undertake interventions to support the
child’s access and retention in school

¢ Fill in the Case Management Plan in the Recording Sheet Section B (Annex 1, Tool 2.1) based
on discussions with other School PRTAN members

¢ Coordinate information collection to monitor the progress on all interventions planned for the case

¢ Be the focal point for communication with all persons and professionals involved in the case
of the child

* Report data and progress to the School PRTAN both orally and in writing

While the Case Manager is responsible for the coordination of activities for a case, s/he is

not the sole responsible for the case. Decision-making, monitoring and progress reviews

are done during a PRTAN meeting in order to:

¢ avoid too many responsibilities being concentrated on one person only,

¢ get insights and comments from other meeting participants on how to go about each case,

e ensure a good level of communication and coordination between all school actors and
external actors with regard to interventions aimed at supporting children to remain in
education.

* Managing communication with Municipal PRTAN: to ensure effective communication, the
School PRTANs might choose one of the Case Managers to serve as a focal point for all
communications with the Municipal PRTAN.
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5.5. WHAT ARE THE RECORDS AND FORMS FOR CASE MANAGEMENT?

Recording Sheet
The Recording Sheet Section A (Annex 1, Tool 2.1) is filled for each case dealt with by the School
PRTAN. It is filled by different persons depending on the identification route.

5.6. CASE FILE

Case Managers should keep a file for each case. The file contains all information concerning a
specific case, including the Case Management Plan and any supporting documentation such as
attendance records, school performance, minutes of meetings with parents, and letters to and
from external stakeholders etc.When a case is closed, the file is given to the School Administra-
tion for filing. Records should be kept until the child leaves the school.

KEEP IN MIND
It is necessary that sensitive information on children and their families is kept confidential.
This means that Case Managers should not share sensitive information on children with

persons who have no reason to know about it. When looking for general advice and
guidance, Case Managers should not name the case they are referring to.

It is critically important that other children do not access confidential data on one of their
peers. Parents should also not access this information.

5.7. HOW TO DEVELOP AND IMPLEMENT CASE MANAGEMENT PLAN?

This section explains in details how to implement Steps 4, 5, 6 and 7 of the Case Management
Process.

Asessing the needs of each child/student

The assessment of the needs of each child will be based on:

1.Information provided during the identification phase (e.g. information on at risk factors from
the EWS Identification Sheet or information provided by the person who identified a child not
registered in school, such as a Civil Society Organisation®).

2.Additional information gathered by the Case Manager based on:

Meeting(s) with the child and the family (separately, and together, where relevant)

* Meetings with the homeroom teacher or other relevant school staff

* Meetings with the social/community mediator where relevant

¢ Meetings with external stakeholders who know or work with the child, such as civil society

organisation workers, social workers, sports coaches, or other family members, etc.

Information included in the child’s school file

3. Additional information provided by PRTAN team members

The assessment should be kept simple, but should answer the following questions:

1. Why is the child/student not in school, and what are the underlying factors of non-attendance?

2. What can the school do to help the child (re)integrate and remain in school with the support
of local formal and informal networks?

3. Is the child in danger of violence, abuse, neglect or exploitation and should his/her case be
referred to other professionals?

5You can find a referral tool of CSOs in Annex 6.



Identify the reason why the child is often absent from school, or performs poorly, or
behaves badly, and any other factors affecting the child’s education;

Explore possible solutions/measures to help the child remain at school and increase
attendance, performance and behaviour

\\@' Key steps for meetings with children and parents
[ ]

e Agree with the child and parents on a number of measures/interventions to be

implemented by the school, teachers, the family/parents, the child and by other informal
networks if necessary (e.g. extended family members, community leaders, sports
coaches, mediators, etc.) to support the child’s retention in school.( Annex 4 contains a
template of home-school contract that can be used to confirm this agreement)

5.8. DEVELOPING A CASE MANAGEMENT PLAN

The purpose of a Case Management Plan is to:

¢ List the interventions agreed with the child and the parents

¢ List any other interventions to be implemented by the school and external stakeholders (civil
society organisations, MEDs, other municipal authorities etc)

¢ Keep a record of what should be done by whom and when
Enable the monitoring of activity implementation
Enable progress review and evaluation of results

Discuss how to help the child/student, not how difficult s/he and his/her family are
Focus on what can be changed, not on factors you have no control over

Organise Case Management meetings frequently

Keep a record of the activities conducted (e.g. meetings with parents, home visits,
meetings with other professionals, other activities)

Keep arecord of progress on the main problems identified for each case (e.g. attendance,
behaviour etc...)

Think about data confidentiality: do not talk about the case to persons who have no
reasons to know about it; when talking about the case, avoid mentioning the name of
the child if this is not necessary in the discussion.

5 @ Effective strategies for Case Management
[ ]

Needs. These children will have an Individual Educational Plan. In this case it is important

liaise and coordinate with the team following up the Individual Educational Plan to

Some cases monitored by School PRTANs might be students with Special Educational
to
P

avoid overlaps and ensure synergies.

The Case Management Plan is part of the Individual Record Sheet, Tool 2.1, presented in the

Annex 1.
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5.9. IMPLEMENTATION, MONITORING AND EVALUATION OF THE
CASE MANAGEMENT PLAN

Implementation

The Case Management Plan’s interventions are implemented by all stakeholders as necessary:
school administration, teachers, families, health personnel, social workers and other communi-
ty members (mediators, sports coaches etc).

Below is an example of formal and informal networks involved in the implementation of a Case

Management Plan:
‘ help with your
be your mentor

homework
give you fewer
chores at home }
welcome you to
give you extra ‘v\ the youth club
organise for free
transport & social
benefits
go to school with
you in the morning

teaching
so you're not late greet you by name
every day when you
arrive at school

Monitoring and Evaluation of Cases
Child/student’s cases are regularly reviewed in regular or extraordinary School PRTAN meetings,
case managemnt meetings, which are closed sessions.

For each case, progress on all planned interventions is presented by the Case Manager. The
Case Manager also provides an update on:

* The student’s attendance

¢ The student’s school performance

¢ The student’s behaviour at school

Progress is collegially reviewed and evaluated by the School PRTAN and necessary follow-up
actions are identified.

Progress information is captured both in the PRTAN Meeting Minutes and on the Case Develop-
ment Plan.

Each student and their parents are notified of any significant change in the Case Management
Plan and are informed of the progress.

Case Managers should think about providing positive feedback to students and their
families and not contacting them only when things are going wrong!
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5.10. WHEN TO REFER A CASE TO MUNICIPAL EDUCATION
DIRECTORATE, CENTRE FOR SOCIAL WORK, AND TO OTHER
RELEVANT INSTITUTIONS?

School PRTANSs refer the most complex cases to the Centre for Social Work (CSW) and the MED/
Municipal PRTAN.

School PRTANs might identify cases of children subject to violence, abuse, neglect or exploita-
tion (including physical and sexual violence, emotional abuse, child labour, begging, trafficking).
These cases should be reported to the Centre for Social Work for further action.

Immediate referral to the Centre for Social Work should be made when the child is in immediate

danger.

When cases are referred to external stakeholders, the school keeps working on the educational
aspect of the case, while other aspects are taken care of by qualified professionals and the re-
sponsible authorities.
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6. SCHOOL PLAN ON PREVEN-
TION AND RESPONSE TOWARDS
SCHOOL DROPPING OUT

6.1. WHAT IS THE SCHOOL ACTION PLAN FOR DROP OUT
PREVENTION AND RESPONSE?

The Al 19/2012 on PRTAN mentions that School PRTANs should develop an action plan on drop
out prevention and response.

This action plan could be a stand alone document or, to avoid the multiplication of plans at
school level, become a component of the School Development Plans.

6.2. HOW TO PLAN FOR DROP OUT PREVENTION AND
RESPONSE?

The diagram below summarises the key questions that schools should ask themselves when
planning for drop out prevention and response.

WHERE ARE
WE NOW?

WHERE DO WE
WANT TO BE?

< -
>

How will we

get there?

How will

we know when Who can help?
we're there?
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Below are few indicative steps that schools might want to follow to develop their plan:

WHERE ARE WE NOW?

1. Gather data on drop out and non-enrollment:

Number of students of compulsory school age not enrolled in school in the school catchment
area & trends over years:

¢ Number of students who dropped out of school & trends over years

e Number of students at risk of dropping out of school & trends over years

e Attendance rate in the school, in each class

2. Analyse data on drop out, non-enrollment and absenteeism:

¢ Who are the children who are not enrolled, are dropping out, or who are at risk of dropping out?

¢ Are they boys or girls? How old are they? What Grade are they enrolled in?

e Why are they not coming to school?

e What are the main categories of reasons for not coming to school?

e What are the reasons pertaining to children themselves (individual factors)?

e What are the reasons pertaining to children’s families (family factors)?

e What are the reasons pertaining to the school itself (school practices & policies not sufficiently
inclusive and supportive)?

. Assess school practices on drop out prevention and response:
How effective are our Grade 1 enrollment policies & practices?
How effective is our outreach work to identify children not enrolled in school?
How effective is our school absenteeism management system?
How effective have the drop-out prevention strategies implemented been in the past? What
worked well and why? What did not work well and why?
How effective is our school in (re)integrating children in school?
e How supportive is the school of children (re)integrated into school? Of children at-risk of
dropping out?
e How effective are learning support activities organised for children lagging behind (language
classes, extra-classes, catch-up classes, Individual Education Plans etc)?
e How inclusive is our school? How effectively does the school respond to the diversity of
students (ethnicity, socio-cultural backgrounds, disabilities and special educational needs)?
e How aware is the school staff (teachers, management and auxiliary staff) about non-enrollment
and drop out issues?
e How effective is our school in communicating, raising awareness and collaborating with parents
on the issue of non-enrolment and drop out?
¢ How effective is our communication and coordination with other actors involved in these issues
(Civil Society Organisations, MED, Municipal PRTANs, community police, Centre for Social
Work, other schools (including pre-primary) and any other interested party)?
e |s drop out prevention and response a priority for the school?

e o o o
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WHERE DO WE WANT TO BE?

1. Discuss the vision of your school: what do you want to achieve in terms of drop out prevention
and response?
2. Is your objective realistic yet ambitious?

HOW WILL WE GET THERE?

1. What activities can you realistically implement to achieve your objective? You may want to
think about:

e Community awareness raising activities (for Grade 1 enrolment, for specific communities etc)

¢ Activities to reduce school absenteeism and tighten procedures around school absenteeism

¢ Activities to support students lagging behind

e Setting up an Early Warning System to identify children at risk of dropping out

e Working closely with Civil Society Organisations

e Activities to increase students’ participation in the school

e Activities to inspire students and create a sense of identity with the school

e Activities to improve the school climate (discipline, anti-discrimination, inclusion)

e Working closely with authorities to organise extra curricular and out of school activities for
young people, etc.

HOW WILL WE KNOW WHEN WE’RE THERE?

1. Develop a few indicators that will help you monitor progress and tell you when you have
reached your objective

2. Monitor the action plan to make sure you know how well you are doing and what needs to be
done if things don’t go as well as planned

3. Learn lessons about what works and what doesn’t work for next year

HOW MUCH WILL IT COST?

1. Some activities might have no cost or very little cost: focus on these!
2. Be realistic about how much you can do within your budget

WHO CAN HELP?

1. Think about who could help your school in drop out prevention and response: (i) for funds, (ii)
for in-kind support, (iii) for human resources, (iv) for expertise, (v) for outreach networks, (vi)
for good ideas.

Civil society organisations

Municipal authorities (MED, MOCR etc)

Family health clinics and doctors

Youth centres and clubs

International organisations and NGOs

Private sector
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6.3. WHAT IS THE PLANNING CYCLE?

A realistic planning cycle could look like this:

DATE ACTIVITY

September - October Assessment of the current situation and development of the Plan
November - July Implementation of the Plan's activities

May - June Evaluation of the Action Plan

The Action Plan is monitored regularly through the School PRTAN meetings.

6.4. WHAT DOES AN ACTION PLAN LOOK LIKE?

Whether the Action Plan on drop out prevention stands alone or is integrated under the School
Development Plan, the Action Plan should contain the following information:

¢ Analysis of the situation of drop out and non-enrollment in the school

Objectives that the school wants to achieve re drop out and non-enrollment

Constraints that the school should keep in mind

Description of the activities and strategies to implement them effectively

Responsible parties for activity implementation

Deadline for implementation

Success indicators

Responsible parties for the evaluation of the Plan

A template for a School Action Plan can be found in Annex 2.
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7. DROP-OUT PREVENTION
STRATEGIES AT SCHOOL LEVEL

This section provides some information on common drop out prevention and response strate-
gies at school level. These strategies can be used by school administration and management to
strengthen their procedures on drop out prevention and response and by PRTAN teams for the
school action plan on drop out prevention.

7. 1. REDUCING SCHOOL ABSENTEEISM

Why is it so important to tackle school absenteeism?
Children who attend school regularly have greater opportunities to achieve their full social and
academic potential.

School absenteeism can have negative effects on both learners, and the communities they live
in. School absenteeism constrains learners’ achievement and is the first predictor of school
drop-out.

School absenteeism is often a symptom rather than a cause. It might, among other things indi-

cate that:

¢ The child has to contribute to the household income financially or in kind (by working on the
family farm/in the field, undertaking paid activities, etc.),

¢ The child is sick or encounters health/wellbeing problems,

¢ The child has inappropriate responsibilities for his/her age for house chores or caring of sib-

lings, elderly family members or sick relatives,
¢ The child encounters problems at home (domestic violence, difficult family circumstances),
¢ The child feels insecure in the school environment,
¢ The child is victim of bullying,
¢ The child is lagging behind in its learning and is feeling ashamed about it,
¢ The school environment is not adapted to the needs of the child.

Monitoring absenteeism is a legal requirement. When children attend schools, they are under the
responsibility of the school directors and teachers.

Classroom teachers should record absences for every class on the class journal. Absenteeism
data should be aggregated on a weekly basis by schools. Parents should be contacted on the
first day the child is absent. When children are absent without a valid reason for 5 days or more, it
is recommended that the school meets with parents to investigate the issue and finds solutions.
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Tips for increasing attendance and reducing absenteeism:

e Communicate to all students and all parents the attendance rules

e Contact parents immediately when a child is absent

¢ Raise parental awareness about the importance of regular attendance

e Show the student that s/he is important to the school by greeting him/her by name
every day
Pay attention to the student in class: ask him/her questions
Praise the student for good behaviour, good work, good team spirit etc
Reward the student when s/he has been attending regularly
Assign a mentor to the student to review attendance performance every week and
support the student with his/her learning and other barriers s/he might face
Organise innovative and inspiring projects to motivate students
Make class interesting and use child-centred pedagogy
Involve students in decision-making to improve the school climate and their education
experience
Work with cafes and internet/game shops in the vicinity of the school to raise awareness
about the importance of school attendance and find solutions for truancy

7.2. OVERSEEING OF SCHOOL TRANSFERS

A number of children are dropping out of school, and failing to re-enrol when moving from one
location to another and transferring school.

Although a school transfer system exists in Kosovo, schools often face cases of children who are
not attending anymore, and who have not claimed back their school files. Where are these chil-
dren? Have they moved abroad? Have they managed to re-enrol in another municipality without
their school file? Have they dropped out of school and are not interested in getting their school

file?
School A > School B

A tighter school transfer procedure and greater inter-school communication and coordination
would enable schools to:

e Know whether students have moved abroad or are still in the country

¢ Ensure that no students are “lost” during a school transfer

e Reduce the overall rate of school drop out
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Here are some steps that schools could take to oversee school transfers more effectively and
minimise the chance of drop out:

Checklist for School A Checklist for School B

(student's old school) (student's new school)

School records the transfer as per regulation School records the new child as per regulation

School obtains oral and written confirmation from  School confirms orally and in writing to School A
the child's new school that the transferred child  that the child has started attending his/her new
has attended his or her new school at the latest 5  school within at least 5 days after the transfer.
days after the transfer.

School alerts MED immediately if the child hasnot ~ School alerts MED immediately if the child has not
transferred to his/her new school transferred to his/her new school

When a child fails to transfer to his/her new school, it is recommended that the school of origin
(School A):

e Contacts the family

¢ Asks information to friends, relatives or neighbours about the whereabouts of the child

e Contacts MED if it cannot locate the child

Schools must not solely rely on oral information from students’ friends or neighbours

when they are claiming that the child has re-enrolled in another school in Kosovo. This
) information must be confirmed by the new school.
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7.3. MENTORING

Mentors are trusted counsellors. They can be selected from teachers (but not teachers teaching
the class of the child they are partnered with at the time), other school staff (librarian, nurse, ca-
reer advisor, school assistants etc.), or external persons such as sport club managers, commu-
nity workers, business men/women etc.

Mentors’ role includes:

e Meeting with the student, assessing his/her situation;

e Establishing a dialogue overtime to understand the reasons behind absenteeism, poor perfor-
mance and behavioural issues, reassessing and re-validating these reasons overtimes;

e Jointly developing an action plan engaging both the responsibility of the student and of the
mentor (roles and commitments of both parties), monitoring the plan, assessing progress and
making changes as appropriate;

¢ Helping the student in identifying support and opportunities, such as joining a catch-up class, a
homework group, finding a work placement, joining extra-curricular activities, being referred to
health and social services, to collective therapy groups, to young people support groups, etc.

e The mentor should not put pressure on the student, but rather give him or her time to express
themselves; they should also be accessible and available for meetings, to respect his/her en-
gagement toward the student. Teacher-mentors must ensure they do not adopt an authoritar-
ian attitude and that they use an appropriate, non-threatening vocabulary, often different from
the one used, traditionally, in schools.

PEER-MENTORING

The aim of peer-mentoring is to provide learning and pastoral care support to mentees while
developing the sense of responsibilities and the self-confidence of mentors. Mentors could be
chosen from students of the higher grades than mentee, or from the same grade. Selecting a
peer-mentor from higher levels than a mentee (e.g. students from the highest grades of low-
er-secondary for primary school mentees or students from the highest grades of upper-second-
ary for lower-secondary mentees) can be particularly useful to smooth the transition of a student
to a higher school level; while a mentor from the same level could be more suitable to help stu-
dent to integrate and communicate with other students, which is particularly important for isolat-
ed or shy students. A peer-mentor could study with the mentee, assist him/her with homework,
walk with him to school, or whatever has been agreed as a possible support measure.

7.4. LEARNING SUPPORT

When child is lacking behind his/her peers in academic performance, they might start skip-
ping classes to avoid uncomfortable situations, which can lead to dropping-out. Providing extra
classes for small groups of students, tutoring (tutors individually support child in learning, usu-
ally after the classes at schools), or providing teaching assistants during the classes to support
teachers in large classes or with demanding students can help these situations.

In searching for suitable learning support, schools can utilise the resources of other stakehold-
ers, for example learning centres run by CSOs, while pedagogical faculties could facilitate con-
tact with their students as potential interns, who could work as teaching assistants or tutors.
The municipality and MEST can also support the school in the provision of language classes or
non-formal education.
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LANGUAGE CLASSES

For children whose mother tongue is not the language of instruction, or who have not attended
education in this language before (typically, repatriated children), the language barrier might be
a crucial obstacle to integrating with their peers and to following instructions. These schools
should request support from the MED?® to organise language classes.

NON-FORMAL EDUCATION AND CATCH UP CLASSES

The integration of children that have never been enrolled at school, or who dropped out long
time ago is often very challenging, for the child as well as for the school and his/her class. In
many cases, the child is much older than his/her peers in the class where s/he would belong
according to their academic abilities (i.e. 15t Graders in the cases of children that never attended
school or children in the grade, from which the child has dropped out long time ago). To integrate
these children, some schools have started to provide so called “non-formal education”, where
children are educated during intensive courses tailored for out-of-school children. After finishing
this programme, the children’s progress is individually assessed in order to integrate them to
mainstream education.

7.5. SMSOOTHING THE TRANSITION BETWEEN GRADES AND
LEVEL

The transition from one level to another is one of the risk points in the life of a student, and,
therefore, it is important to smooth the transition for students to prevent dropouts. The first con-
tact between the school and the child, and his/her parents, is critical for starting the relationship
and collaboration on the right foot. It is also particularly important when students are re-entering
education after a long absence, integrating into mainstream education after a stay in a special
institution, or changing school after an expulsion/forced transfer.

WELCOMING ACTIVITIES FOR NEW STUDENTS

It is important that schools organise one, or several, meetings with new students in the first

weeks of their arrival. The goal is to demonstrate that the school works as a team and that adults

and staff care for students. It is also to generate interest in school activities and to create a sense

of belonging. There is a lot to take in for new students, therefore introductory activities can be

repeated as necessary throughout the first term. Also, the students who were absent during the

key introductory activities should be provided with a one-to-one session, or allowed to join an-

other group to benefit from them also.

Furthermore, to enhance the integration of the new class, schools can organise:

e Team-building exercises, which can be facilitated in the new classes at the beginning of the
year. This can be done through excursions and days out early in the year, group work and
school events.

8 According to the “Guidelines for assistance and support of repatriated persons for sustainable reintegration based on reintegration
policies”, issued by the Ministry of Internal Affairs of Kosovo (MIA) in May 2014, Municipal Directorates for Education, in coordination
with MOCR, organise language courses for repatriated children who do not speak the school teaching language and supplementa-
ry education with support from MEST. MED also advise MEST of their needs for language courses. MEST, in coordination with MIA,
organises language courses and supplementary classes throughout municipalities according to the need.
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e Pair-up systems between new and old students for new students to be supported during the
first months and have a friendly face to turn too. Pairing can be done between two classes for
first years. This system can also contribute to violence prevention between older and younger
students.

ESTABLISHING RELATIONS WITH PARENTS

However, it is important that schools do not focus solely on children. As experience shows, many
drop outs are highly influenced by the approach of their parents. Therefore, it is important to or-
ganise welcome/introductory meetings with parents as well.

In Grade 1, it is also critical to build-up good habits in terms of parental involvement in their chil-
dren’s learning (both mothers and fathers), parental involvement in the school and school-par-
ents relationships (with both mothers and fathers).

In lower and upper secondary, parents may be less engaged in the education of their children, al-
though students have reached an age when drop-out is a more serious risk than in primary edu-
cation. Learning becomes more complicated, particularly in maths and sciences, and education
paths become also more complex, with choices of different streams, subject options, institutions
etc. At this stage, it is important to keep parents engaged in the learning of their children and
informed about the various education paths.

FAMILIARISATION WITH THE NEXT LEVEL

Schools can also smooth the transition of their students to the next level, through activities such
as: organising visits in schools where students are likely to transfer, organising open days in next
level institutions, inviting students from the next levels to come and talk about their experience,
and setting up a shadow system whereby a younger student will shadow an older student for a
day in the prospective new school.

7.6. CAREER GUIDANCE

Providing career guidance to students is a very important support measure, not only to prevent
drop outs, but also to enable all students of the school to make informed decisions about their
future career, to motivate them to further education, and to help them to identify which steps are
needed to achieve their career goals. There are many ways in which schools can provide career
guidance to their students, ranging from visits of potential employers, discussion with people
of various professions to appointment of a career adviser who would individually consult with
students.

Organising discussions with professionals can also help schools to challenge negative stereo-
types, by selecting potential role models for the students, such as women working in techni-
cal positions or among top management, professionals who managed to achieve high goals
through education despite their unfavourable starting position or problematic experience (e.g.
highly qualified professionals who came from marginalized families or ethnic communities, who
faced serious educational issues or who have disabilities).

To arrange career guiding visits or discussions, schools can benefit from the support of their
former students, Parents Council or CSOs.
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8. MONITORING, REPORTING
AND EVALUATING SCHOOL
PRTAN ACTIVITIES

Under their mandate, Inspectorate of Education monitor the implementation of Al 19/2012 in all
pre-university education institutions and MED, ensuring that these institutions have established
and made operational their PRTANs and that they develop and implement relevant documents
(School Development Plan, School Action Plan, relevant forms, etc.).

MEDs as the responsible institution in municipality to continuously monitor the performance and
outcomes achieved by PRTANs at municipal and school level. Within this process, MED requires
regular reports on activities, findings and challenges in the implementation of their mandate from
Municipal and School PRTANs. This data should be in written form (such as statistical data on
monitored cases, lists of school dropouts and summary reports at the end of certain periods
according to respective Al on establishment of PRTANs and Al 25/2013 on EMIS).

School PRTANSs report to MED and the PRTAN at the municipal level at certain periods of time
(be it at the end of the semester or the school year), or upon the request on activities, findings
and challenges in implementing their mandate. These data should be in written form (such as
summary reports with statistical data and necessary recommendations) and should serve to
help MED and PRTAN at municipal level to arrange appropriate activities within municipal action
plans for inclusion in education.
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IV. CONCLUSION

This manual helps schools to fully implement the Administrative Instruction 19/2012. Although
there are a series of actions and activities listed within the manual, schools are encouraged,
depending on the nature and intensity of cases, to undertake actions to resolve the issues and
problems, in conformity with provisions of Al 19/2012, and applicable laws.

The manual aims to be a living document that will be updated with the development of the prac-
tise of PRTANs and experience of schools, municipalities and the MEST with their functioning.
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V. ANNEXES

ANNEX 1 Tools for identification and recording of children at risk of drop-out
and out-of-school children for school PRTANs

ANNEX 2 Template for developing School Action Plan

ANNEX 3 Templates for organising PRTAN meetings: PRTAN meeting agenda
template and template for meeting minutes

ANNEX 4 Home - school contract

ANNEX 5 Terms of Reference for PRTANs

ANNEX 6 Form for referring cases by NGOs

ANNEX 7 Standard Operating Procedures for Civil Society Organisations and
Community Mediators

ANNEX 8 Al 19/2012

ANNEX 9 Al 25/2013

ANNEX 10 References
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ANNEX 1 - TOOLS FOR IDENTIFICATION AND RECORDING
OF CHILDREN AT RISK OF DROP-OUT AND OUT-OF-SCHOOL
CHILDREN FOR SCHOOL PRTANS

Tool 1: Identification of students at-risk of dropping-out
Tool 2: Recording cases of children at-risk of dropping-out
Tool 3: School transfer monitoring

Tool 4: Notification of cases of students who dropped-out



TOOL 1: IDENTIFICATION OF STUDENTS AT-RISK OF DROPPING-OUT

Summary:
Tool for Schools Objective | Identifying students currently enrolled in
school but who are at risk of dropping-out

Process Schools identify children at risk of dropping-out based on indicators.
Indicators can be adapted to reflect the particular situation of a school.
Schools develop a system whereby children at risk of dropping-out are
identified and provided support to stay in school until completion of Grade 9.

Checklist v

School agrees on the list of indicators

School distributes the identification sheet to all homeroom teachers

Homeroom teachers fill in the sheet every semester and submit it to school
management/PRTANSs.

Homeroom teachers alert school management/PRTANs when there is a sudden
change in the situation of a child.

School management monitors closely absenteeism data and communicates it to
homeroom teachers to inform their monitoring

School PRTANS discuss individual cases of children and identifies possible
interventions and monitoring those.

For the most complex cases, PRTANs should alert the MED and the Centre for
Social Work.

The case of each child is followed-up by one reference person/case manager.

The whole school, and community-based actors and organisations are
implementing drop-out prevention and response interventions for these children

NOTE 1: Not all “at-risk” students will drop-out! Students are resilient and they have
strengths which can counter-balance their level of risk, such as regular attendance, strong
motivation, skills in literacy and numeracy, strengths in some non-core subjects, including
arts and physical education, or strong peer support.

NOTE 2: Absenteeism is the first predictor of drop-out. Schools must have strong
absenteeism management systems in place to ensure immediate action is taken when a
child is absent or repeatedly absent.



Proposed indicators

Description

Attendance

Student has missed more than 18 classes in the month
for no valid reason

Academic performance

Student cannot read, write or count appropriately for
his/her age OR Student has very low grades in core
subjects

Student repeatedly misbehaves or is repeatedly very

Behaviour .
aggressive at school
Age Student is older than his/her classmates by two years or
5 more
Student has a disability or special educational needs
OR a chronic disease OR
Health

other serious physical/ psychological health issues
(including past trauma)

Family circumstances

Student is facing complex family circumstances such as:
Student is an orphan or does not live with parents;
Student’s parents have a disability or a mental illness;

Student’s family faces extreme poverty or any other
extreme circumstance;

Student is married or is a parent;

Student is working

Family engagement

Student’s family does not value education; refuses to
engage with the school or engages very little with the
school

Peer pressure

Student’s siblings/cousins/parents have dropped-out
from school or have attended very irregularly

OR
Student’s main peer networks include children or youth

out of school (older youth, dropped out students) or
people with recognised anti-social behaviour

Safety

Student is victim or at risk of:
Domestic violence

Other forms of abuse or neglect or exploitation




Scoring

Code

Action

Child with 0 or 1 risk
factor

NA

Child with 2 risk
factors

Child with 3 or more
risk factors

Monitoring, particularly on absenteeism
School-family-child meetings are organised

Child is supported in literacy and numeracy if relevant

Close monitoring
An adult is nominated to closely follow the case of the child

PRTAN team identifies support for child, monitors
implementation and progress

Child referred to MED and Centre for Social Work when relevant

This tool is also available in electronic copy as Excel sheet at the attached CD.




Tool 1.1: Identification Sheet — CLASS TOOL (Early Warning System)

Class:

Homeroom teacher:

School:
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TOOL 2: RECORDING CASES OF CHILDREN AT-RISK OF DROPPING-OUT

School maintains individual records of children at-risk of dropping out

School records prevention and response interventions identified for the child

School records progress and results of prevention and response interventions
for the child

This tool is also available in electronic copy as Excel sheet at the attached CD.



Tool 2.1: Individual recording form for school

Form for recording cases of children who are at risk of dropping out and monitoring of actions
taken. To be filled in for children identified as being at risk (orange) or at high-risk (red) of
dropping out.

Note: This sheet contains confidential data and can be only shared with authorised persons.

Case number (to be assigned
by School PRTAN)

Section A: RECORD SHEET: This section is filled by a homeroom teacher when referring
a child to School PRTAN.

Family Name First Name
Date of Birth Sex
Language(s)
Ethnicit spoken
Child Z 2
School (last Grade (last
school) grade)
Phone
numbers
Address (home+mobile)
Address and
Name phone
Parents or Carers
Address and
Name phone
Name and Comment/
relation to the
child School
N
Optional info about other ame and Comment/
family members, esp. siblings Gl
y » €SP 8% child School
Name and Comment/
relation to the
child School
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Section B: CASE MANAGEMENT PLAN: This part should be filled in gradually by member of a School
PRTAN (Case Manager), recording actions planned and taken to prevent child's drop out or to
reintegrate a child that is out-of-school and their results and development of the case (Progress

Review).

Date when child starts
being monitored

Case manager

Description (What should be

Actions taken
done?)

Deadline

Responsible
parties

Comments on
progress/resu
Its

Action 1

Action 2

Action 3

Action 4

Action 5

Progress review: please record development of the case

Description of development of the case (with regard to risk
Date factors identified, results of actions taken and other relevant
changes in behaviour or situation of the child)

Progress review 1

Progress review 2

Progress review 3
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Progress review 4

Progress review 5

Referral of the case to

MED Yes / No Date

Referral of the case to

Centre for Social Work | & /No  |Date

Case closed Yes / No Date

Further comments




TOOL 3: SCHOOL TRANSFER MONITORING

Summary:
Tool for Schools Objective | Monitoring school transfers to prevent drop-
out
Process Schools follow-up closely on every school transfer, within the same
Municipality, another Municipality or abroad

NOTE: School transfers are regulated by law. However we know that transfers are a high risk point for drop-out.
Stronger monitoring of transfers will enable better inter-school coordination and result in fewer drop-out cases.

Checklist for School A (child’s old school) v

School records the transfer as per regulation

School obtains oral and written confirmation from the child’s new school that the
transferred child has attended his or her new school 5 days after the transfer.

School alerts MED immediately if the child has not transferred to his/her new
school

School asks the child’s friends and relatives about the whereabouts of the child

School communicates to MED any relevant information on the whereabouts of
the child

Checklist for School B (child’s new school) v

School records the new child as per regulation

School confirms orally and in writing to School A that the child has started
attended his/her new school within 5 days

School alerts MED immediately if the child has not transferred to his/her new
school




TOOL 4: NOTIFICATION OF CASES OF STUDENTS WHO DROPPED-OUT

Summary:
Tool for Schools Objective | Notifying cases of children who dropped-out
to MED
Process Schools notify immediately MED when students have dropped-out, i.e. when
students have not come for school for more than 10 days without a valid
reason.

NOTE: There is no official definition of “drop-out” in Kosovo specifying after how many days a child has dropped-
out. It is recommended that schools notify MED when children have missed more than 10 days of school without
a valid reason.

Checklist for School v

School monitors the attendance of each child daily, weekly and monthly

School alerts the homeroom teacher when a child is absent 3 or more days
without a valid reason in a month

School implements interventions to ensure the child returns to school after 3
days of absence without a valid reason (meeting with parents, working with
community mediators, working with social workers when relevant, talking to the
child, establishing contracts between the school, the child and the family,
providing support to the child in whatever sphere needed, etc)

School notifies MED when a child has been absent for more than 10 days without
a valid reason

School notifies MED when a child is absent for 5 days or more without a valid
reason and when the school has serious concerns about the safety of the child.

Absenteeism Reasons

Valid reasons Emergency medical/dental appointments

Family bereavement

lliness - if it is a prolonged illness or if it causes regular absences, some form
of medical evidence will be required

Days of religious observance, to be agreed in advance by the school director

Reasons that Visiting relatives; Holidays;Birthdays

are not valid Looking after siblings or relatives; Routine medical/dental appointments




ANNEX 2 - TEMPLATE FOR DEVELOPING SCHOOL ACTION PLAN

Situation
analysis

[Identification of the key issues and problems based on “Where are we now?”

section]

Objectives

[Where do we want to be?]

Objective 1

[name]

Activities

Timeframe

Responsibility

Cost

Funding
Source

Indicators

11

1.2

1.3

Objective 2

Activities

Timeframe

Responsibility

Cost

Funding
Source

Indicators

2.1

2.2

2.3

Objective 3

Activities

Timeframe

Responsibility

Cost

Funding
Source

Indicators

3.1

3.2

3.3
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ANNEX 3 - TEMPLATES FOR ORGANISING PRTAN MEETINGS

3.1 PRTAN MEETING AGENDA TEMPLATE

PRTAN MEETING AGENDA

|54

To Members of the PRTAN Date:
From [XY, chairperson of the PRTAN]
Subject Invitation to a [Regular/Extraordinary Meeting] of the PRTAN
Meeting details | Date: Time: Place:
PROPOSED AGENDA
Time Subject Comments

Notel: OPEN SESSIONS are attended by all PRTAN team members (regular members (permanent & non-permanent) and
optional members (additional members). CLOSED SESSIONS are only attended by the permanent members of the PRTAN,

the relevant Case Managers and any other external person involved in the case to ensure confidentiality.

Note 2: Case Managers should collect the necessary information to present progress on the cases they are managing. Case
Managers are in charge of inviting any relevant person involved in the case to the discussion.

A PRTAN Agenda Template can be downloaded and printed from the e-tool box.



3.2 PRTAN MEETING MINUTES TEMPLATE

PRTAN MEETING MINUTES (OPEN SESSION)

Minutes of Date: Time: Place:

Meeting

Participants [Specify whether participants are regular or additional members]
Comments [Add any comments relevant to the meeting]

Agenda Item 1 [Add Topic]

Key points
discussed

Actions to take

Other
comments

Agenda ltem 2 | [Add Topic]

Key points
discussed

Actions to take

Other
comments

Agenda Item 3 [Add Topic]

Key points
discussed

Actions to take

Other
comments

Any other
business

Key points
discussed

Actions to take

Other
comments

Approved by the School PRTAN on [Date] [Signature of PRTAN Chairperson]

A PRTAN Meeting Minute Template for OPEN SESSIONS can be downloaded and printed from the e-tool box.



PRTAN MEETING MINUTES (CASE MANAGEMENT MEETING)

Minutes of Date: Time: Place:

Meeting

Participants [Specify whether participants are regular or additional members]
Comments [Add any comments relevant to the meeting]

Case [Add Case Number]

Key points

discussed

Actions to take

Other
comments

Case [Add Case Number]

Key points
discussed

Actions to take

Other
comments

Any other
business

Key points
discussed

Actions to take

Other
comments

Approved by the School PRTAN on [Date] [Signature of PRTAN Chairperson]

Note: This version is to be accessible to public. This version contains confidential information and must not be left
unattended on publicly accessible place.

A PRTAN Meeting Minute Template for Case Management meetings can be downloaded and printed from the e-tool box.
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ANNEX 4 - HOME - SCHOOL CONTRACT TO REDUCE ABSENTEE-
ISM AND DROP OUT

This is an example of a tripartite contract that can be used to reduce absenteeism and drop out and
improve school-parents relationships.

Contract between [school X] and family [X]

As a school we will:

* Provide a safe learning environment, respectful of diversity and where children are treated
fairly and equitably.

= Make sure pupils gain the knowledge and skills they need for a good start in life in accordance
with the National Curriculum of Kosovo.

= Support pupils to the best we can for them to improve their school performance, their school
attendance and their school engagement.

Date: Name: Signature:

As a pupil | agree to:
= attend school on time every day during school terms;
= co-operate with staff and follow the school Code of Conduct;
* respect the property of other people and school property;
= take responsibility for my achievement;
= complete homework on time and to a high standard.

Date: Name: Signature:

As the parent/carer of .......cccccevevecieveececeeee e | have a responsibility to:

= ensure that my child attends school punctually each day;
= take an active interest in my child’s work and progress;

* support the school in the achievement of its aims;

Date: Name: Signature:




Prevention and Response Teams toward

Abandonment and Non-registration in
Compulsory Education (PRTANSs)

SECTION I.

1. Introduction

Kosovo’s legal framework and policy
documents, such as the Kosovo Education
Strategic Plan (2011-2016), outlines the
responsibilities of Kosovo institutions in
the field of education relevant for
monitoring of school attendance and
reduction of dropouts’ for school age
children regardless of gender, ethnicity,
ability etc. On 4 October 2012, the
Ministry of Education, Science and
Technology (MEST) issued an
Administrative Instruction (hereinafter
19/2012) on
Establishment and Enforcement of Teams

referred to as Al

for Prevention and Response Toward
Abandonment and Non-registration in
Compulsory Education (PRTAN)®. The
teams are to be established at both

7 See the Annex 1 for a comprehensive list of legal
and policy framework available in Kosovo that
address the issue of school enrollment and
attendance.

8 See Article 1 of the Administrative Instruction
No. 19/2012 on Establishment and Enforcement of
Teams for Prevention and Response Toward
Abandonment and Non-Enrolment in Compulsory
Education, 4 October 2012, http://www.masht-
gov.net/advCms/documents/UA 19 2012 new.pd
f

ANNEX 5 - TERMS OF REFERENCE FOR PRTANS

Terms of Reference

municipal and school levels with the
purpose to prevent and respond towards
non-enrolment and abandonment in
compulsory education. The aim of these
Terms of Reference (ToR) is to guide local
education institutions in the process of
establishment and efficient functioning of
PRTANS.

2. Definition of school dropout

School dropout, as stipulated by the Law
on Pre-university Education®, is defined as
“premature withdrawal from compulsory
education”. The MEST expands this
terminology in Al 19/2012 to additionally
classify the cases outlined below as
dropouts:

2.1. A student who interrupts the
compulsory education system before
completing the programme for which he
or she was registered.™

° See Article 2 para. 1.13 of the Law No. 04/L-032
on Pre-University Education in Kosovo, 16
September 2011,
gov.net/advCms/documents/03 Ligji per arsimin

http://www.masht-

Parauniversitar_anglisht.pdf.

10 Supra note 2, Article 2.1 (the text in this version
is slightly different from the original to allow for
better understanding of the Article in English
language)



2.2. A dropout is a student who even after
finishing compulsory education continues
his programmen, but he/she finishes it at
a later stage before finalising his/her
education level.

2.3. A child/youngster who is not
registered in a school to follow the
compulsory  education  system  as

prescribed by the law.

SECTION II.

SCHOOL PRTAN

3. Establishment of the School PRTAN

3.1. The School Steering Council is
responsible for the establishment of the
School PRTAN.

3.2. The School PRTAN is established at
the beginning of a school year.

3.3. The mandate of the School PRTAN is
three years, equal with the mandate of
school steering council.

3.4 The School PRTAN is an independent
body and
administration in issues related to school

supports the  school

non-registration and abandonment.

" For instance, upper secondary education, grades
10-12 (age 15-18).

2 Supra note 2, Article 2.3 (the text in this version
is slightly different from the original to allow for
better understanding of the Article in English
language).

4. Composition of the School PRTAN

4.1. A School PRTAN is composed of five
regular members™®:

e School director
member);

e Teacher/representative of the
Teacher  Council (permanent
member);

e Parent/representative  of the
Parents Council;

e Student/representative of the
Students Council, and;

e (Case manager (nominated or
replaced, according to the specific
need (permanent member)).

(permanent

4.2. The School PRTAN composition may
be extended in particular cases with the
approval from the majority PRTAN
members. Depending on the need or
specific dropout case, the School PRTAN
may extend its membership to include
experts from municipal institutions;
governmental and non-governmental
organizations dealing with children,
youngsters and family issues; community
representatives; education/cultural

mediators; and, pedagogic staff.

5. Selection of School PRTAN members

5.1. At the beginning of a school year, the
School Steering Council announces a
public call for a meeting for the
establishment of the School PRTAN, with
representation according to Al 19/2012.

3 Al 19/2012, Article 5.1



5.2. The School Steering Council
establishes the School PRTAN through
confirmation of appointedlz‘/nominated15
members at its first meeting. A copy of
the decision on confirmation of the
membership is submitted to the relevant
Municipal PRTAN and municipal education
directorate (MED).

5.3. During the selection process gender
and geographical representation should
be taken into account for all interested
parties that gravitate towards the school.

6. The mandate of the School PRTAN

6.1. The mandate of the permanent
members of the School PRTAN shall be for
a term of three vyears, whereas the
members representing parents and the
Student Council will be for the one-year
term, whilst the case manager can be
nominated as per the need of a specific
case.

6.2. At the beginning of each school year,
the School Steering Council nominates the
two members representing parents and
the Student Council respectively, whereas
for the three permanent members, the
School Steering Council appoints their
membership in the first year of their term.

7. Dismissal and replacement

" The process of appointment to a school-level
PRTAN is related to permanent members

® The process of nomination to a school-level
PRTAN is related to non-permanent members

7.1. The composition of the School PRTAN
is to be revised on annual basis, and if
deemed necessary, i.e., when the School
PRTAN did not perform to the satisfactory
level, the School Steering Council can
decide to dissolve it.

7.2. The School Steering Council decision
on dissolution of the School PRTAN shall
be made public and shared among the
relevant sectors and institutions, including
the MED, providing the reason for
dissolution.

7.3. Following the dissolution, the School
Steering Council shall take the necessary
steps to re-establish the School PRTAN no
later than 15 working days from the
issuance of a decision on dissolution.

7.4. If a School PRTAN member is absent
for three consecutive meetings without a
valid excuse, the chairperson or deputy
chairperson shall inform the School
Steering Council to initiate the process of
dismissal and replacement of the said
member.

8. Duties and responsibilities of the
School PRTAN

The School PRTAN is responsible for:

e Gathering and processing data on
registration,  attendance and
dropouts at the school on a
quarterly basis;

e Developing an action plan on
prevention and management of
dropouts. The School PRTAN
action plan shall be in compliance



with the Municipal PRTAN action
plan;

e Raising awareness, communicating
and cooperating on activities
within and outside the school for
prevention and response towards
abandonment and non-enrolment
in compulsory education, an in
accordance with the action plan;
Monitoring and reporting on
school enrolment and non-
enrolment;

e Monitoring cases of dropouts and
non-enrolment on a three-month
basis;

e Monitoring findings to be reported
to the School Steering Council,
Municipal PRTAN, and the MED.
Regular reports shall provide
information on school enrolment,
non-enrolment, dropouts and
relevant follow-up, including the
status of the remedial actions. If
necessary, the reports shall
contain recommendations to the
Municipal PRTAN and MED on
ways to facilitate informed
remedial actions by the
municipality on prevention and
management of dropout cases and
non-enrolment;

e Ensuring a special attention is paid
to children with special
educational needs and other
groups at risk of abandoning the
school;

9. Selection of the School PRTAN
chairperson and deputy chairperson

9.1. Following the establishment of School
PRTAN by the School Steering Council, the
school director calls for the selection of
the chairperson and deputy chairperson.

9.2. The School PRTAN members present
in the first meeting elect the chairperson
and deputy chairperson. The voting shall
be by secret ballot unless the majority of
the Municipal PRTAN members agree to
have an open ballot.

9.3. The candidate must win the majority
of the overall number of members from
the PRTAN at school level.

9.4. If no candidate receives the required
majority of votes for the chairperson on
the first ballot, then the two candidates
with the majority of votes will go to a
second ballot. The candidate who receives
more votes will be elected the
chairperson whilst the second becomes
his/her deputy.

9.5. In case of a tie, the process must be
repeated after a certain time period, but
not later than 7 days from the first vote.

9.6. The mandate of both the chairperson
and his/her deputy chairperson is the
same term of office as the School PRTAN
members, in addition to their extra
obligations in  organising, meeting
implementation, keeping files for work
documents, reports and other data being

processed by the group.

10. Duties and responsibilities of the Case
Manager

10.1. The Case Manager is the focal point
for:

e Managing and sharing information
with other School PRTAN members
in order to address cases of non-



registration and dropouts which
require follow up.

e Co-ordinating reporting on
relevant case developments and
on recommendations for remedial
actions and follow-up by relevant
municipal authorities.

e Co-ordinating collection of data for
all relevant cases.

10.2. Receiving cases and presenting them
to the School PRTAN is proportionally
shared between all members of the
School PRTAN.

11. Meetings of the School PRTAN

11.1. The School PRTAN meets every
three months. Depending on the urgency
of the situation, or upon request of at
least one third (%) of the School PRTAN
members, the chairperson or deputy
chairperson may convene more regular
meetings (e.g. every month) or call for
extraordinary meetings.

11.2. The chairperson, or in his/her
absence the deputy chairperson, shall call
and chair regular and extraordinary
meetings.

11.3. The chairperson or his/her deputy
shall prepare and propose the agenda for
each meeting and include attachments for
reference (e.g. copies of the Case
Manager’s reports).

11.4. At least seven working days written
notice of meetings shall be given to all
members, with the exception of
extraordinary meetings, which may be
called on three days’ notice. The notice

shall stipulate the date, time and place of
the meeting as well as the agenda.

11.5. A public notification of the meeting
shall be posted on the notice boards in
the school and disseminated through
other channels (e.g. municipal or school
website, other public notice boards), at
minimum seven working days prior to the
meeting and in compliance with point
11.4.

11.6. With the support of the school
administration, the chairperson or deputy
chairperson will ensure that any member
of the PRTAN unfamiliar with the working
language of the meeting session is
provided with language assistance and
interpretation and translation, including
translation of meeting records to ensure
inclusiveness and participation in decision
making and as prescribed by the Law on
the Use of Languages.

11.7. The meeting minutes from previous
meeting are approved in the subsequent
meeting by the majority of members
present.

11.8. The chairperson or deputy
chairperson shall sign the approved
minutes and in liaison with the school
administration will ensure the minutes are
available to the public as stipulated with
the Law on Access to Official Documents
and the Law on Protection of Personal
Data.

12. Funding of School PRTAN activities



12.1. The school administration shall
provide funds from its own resources for
the establishment and functioning of the
School PRTAN. If needed, the School
Director will request the allocation of
additional funds to the school from the
MED (or from other sources) to cover the
costs of activities of the School PRTAN.

12.2. Members of the School PRTAN are
not financially compensated for their work
relevant to the functioning of the School
PRTAN.

SECTION III.
MUNICIPAL PRTAN

13. Establishment of the Municipal
PRTAN

13.1. The Municipal Directorate of
Education (MED) is responsible for the
establishment of the Municipal PRTAN.

13.2. The Municipal PRTAN is established
at the beginning of a school year.

13.3. The mandate of the Municipal
PRTAN is three years.

13.4. The Municipal PRTAN is an
independent body and supports the
municipal education administration on
issues related municipal actions on school
abandonment and non-registration.

14. Composition of the Municipal PRTAN
14.1. The Municipal PRTAN is composed
of nine members,

e One active member or
representative from the Parents
Council;

e One member from the Teacher’s
Council;

e One member from the Student’s
Council;

e Two representatives from the
Municipal Education Directorate
(permanent members);

e One representative from the
Centre for Social welfare
(permanent member);

e One representative from the
Health Department or from the
Municipal Office for Communities
and Returns on the basis of the
situation in respective
municipality(permanent member);

e One representative from a non-
governmental organisation active
in the field of education or human
rights;

e One School Director representing a
School PRTAN active in the
municipality (permanent member).

14.2 The Municipal PRTAN’s composition
may be extended in particular cases with
the approval from the majority of
Municipal PRTAN members.

14.3. If needed, the Municipal PRTAN may
extend its membership to include
community representatives,
education/cultural mediators, non-
governmental organizations working on
issues relevant for children, youth and

family, and pedagogic staff'®.

16 E.g. Representative(s) of the “Roundtables for
Management of Cases of Children at Risk” to be
included in those municipalities where they exist.



15. Selection of the Municipal PRTAN
members

15.1. The process of selection and
nomination of Municipal PRTAN members
is led by the MED.

15.2. At the beginning of a school year,
the MED shall announce a public call for a
meeting for the establishment of PRTAN
with the composition according to Al
19/2012.

15.3. The Municipal PRTAN becomes
functional following the issuance of a
decision by the MED regarding its
establishment and composition.

15.4. The inaugural meeting of the
Municipal PRTAN shall be held within
seven working days from the issuance of a
decision on its establishment and
composition.

15.5. During the selection process,
gender, geographical and ethnic
community balance shall be taken into
account, in line with all interested parties

that gravitate towards the school.

15.6. The MED’s decision is published in
all official languages and languages in
official use on the municipal website and
distributed to all relevant institutions for
their record.

16. The Mandate of the Municipal PRTAN

16.1. The mandate of the Municipal
PRTAN permanent members nominated
by relevant institutions should be for a

term of three years, whereas the
representatives of the parents, teachers,
and Students’ Councils should be for a
term of one year.

16.2. At the beginning of each school year,
the MED appoints one member each from
the parents, teachers, and students’
councils, whereas for the five permanent
members, the MED appoints their
membership in the first year of their term.

17. Dismissal/replacement

17.1. While the composition of the
Municipal PRTAN is to be revised on an
annual basis, the MED can decide on
dissolution in cases where the
performance of the Municipal PRTAN is
not at a satisfactory level.

17.2. The MED decision shall be made
public and shared among the relevant
sectors and institutions, providing the
reason for dissolution.

17.3. Following dissolution, the MED shall
take the necessary steps to re-establish
the Municipal PRTAN by announcing a
public call no later than 14 working days
from the issuance of its decision on
dissolution.

17.4. In the case of a Municipal PRTAN
member being absent for three
consecutive meetings without a valid
excuse, the chairperson or deputy
chairperson shall inform the MED to
initiate the process of dismissal and
replacement of the said member.



18. Duties and responsibilities of
Municipal PRTANs

18.1. The Municipal PRTAN is responsible
for:

e Monitoring school registration,
enrolment and non-enrolment and
dropouts at the municipal level,
through data collection, gathering
of information from various
sources and visits to schools.

e Taking immediate, mid-term and
long-term actions to intervene and
decrease the number of girls and
boys that drop out and those that
are not enrolled in compulsory
education in the municipality.

e Developing and implementing
relevant  cross-sectorial action
plans at the municipal level on
prevention and management of
dropouts and non-enrolment.

e Raising awareness, communication
and coordination of activities
within municipality in order to
prevent and respond towards
abandonment and non-enrolment
in compulsory education, as per
the respective action plan.

e Reporting to the MED Director
every three months, providing
information on the Municipal
PRTAN’s monitoring and reporting
of school enrolment and non-
enrolment in the municipality,
including providing
recommendations on prevention
and management of dropouts and
non-enrolment.

e Ensuring to pay special attention
to children with special
educational needs and other
groups at risk of abandoning the
school.

19. Selection of the Municipal PRTAN
chairperson and deputy chairperson

19.1. The Municipal PRTAN members elect
the chairperson and deputy chairperson
at their first meeting, following the
PRTAN’s establishment by the MED.

19.2. The mandate of the chairperson and
their deputy is the same term of office as
the Municipal PRTAN members (i.e. one
year for non-permanent members, two
years for permanent members) with the
chairperson having additional
responsibilities, such as organizing
meetings, inviting members to the
preparation  of

meetings, meeting

materials, etc.

19.3. Each member of the Municipal
PRTAN has a right to vote. The voting shall
be by secret ballot unless the majority of
Municipal PRTAN members agree to have
an open ballot.

19.4. To be elected, a candidate must
receive a majority of votes from the total
number of the Municipal PRTAN
members.

19.5. If no candidate receives the required
majority for the chairperson on the first
ballot, then the two candidates with the
majority of votes will go to a second
ballot. The candidate who receives more
votes shall be elected the chairperson
whilst the second becomes his/her
deputy.

19.6. In case of a tie, the voting process
must be repeated after a certain period of
time, but not later than seven days from
the initial voting.



20. Meetings of the Municipal PRTAN

20.1. The Municipal PRTAN meets every
three months. Depending on the urgency
of the situation or at the request of at
least one third (%) of the Municipal PRTAN
members, the chairperson or deputy
chairperson may convene more regular
meetings (e.g. every month) or call for
extraordinary meetings.

20.2. The chairperson, or in his/her
absence the deputy chairperson, shall call
the regular and extraordinary meetings.

20.3. The chairperson or his/her deputy
shall prepare and propose the agenda for
each meeting and include relevant
attachments (e.g. copies of the School
PRTANS reports).

20.4. At least seven working days written
notice shall be given to all members, with
the exception of extraordinary meetings
which may be called on three working
days’ notice. The notice shall indicate the
date, time and place of the meeting, as
well as the agenda, in all official languages
(if needed).

20.5. In liaison with the MED and
municipal information officer, a notice
about the meeting shall be displayed on
the public information boards, municipal
website and schools, at minimum seven
working days in advance of the meeting,
with the exception of extraordinary
meetings which may be called on three
days’ notice. The published notice shall
include the date, time and place of the

meeting as well as the agenda, in official
languages (if needed).

20.6. With the support of the MED, the
chairperson or deputy chairperson will
ensure that any members of the
Municipal PRTAN unfamiliar with the
working language at the meeting session
are provided language assistance and
interpretation and translation, including
translation of meeting records to ensure
inclusiveness and participation in decision
making and as prescribed by the Law on
the Use of Languages.

20.7. The meeting minutes from the
previous meeting are approved in the
subsequent meeting by the majority of
members present.

20.8. The chairperson or deputy
chairperson shall sign the approved
minutes and in liaison with the MED and
municipal information officer will ensure
their availability to the public as stipulated
with the Law on Access to Official
Documents and the Law on Protection of
Personal Data.

21. Funding of the Municipal PRTAN
activities

21.1. The MED shall provide funds from its
own resources for the establishment and
functioning of the Municipal PRTAN. If
needed, the Director of the MED will
request allocation of additional funds
from other municipal sources, MEST (or
from other sources) to cover the costs for
activities of the Municipal PRTAN.



21.2. Members of the Municipal PRTAN
are not financially compensated for their
work relevant to the functioning of the
Municipal PRTAN.

22. Cooperation and coordination with
the central level

22.1. MED shall ensure that its municipal
action plan is in harmony with central
level strategies and with  MEST

recommendations that deal with
prevention and management of
abandonment and non-enrolment in

compulsory education.

22.2. Municipal PRTAN shall cooperate
and exchange information with MEST,
through the PRTAN chairperson at MEST
and the officer in charge for coordination
of activities with municipalities.



ANNEX 6 - FORM FOR REFERRING CASES BY NGOS

Form for referring cases of children out-of-school or who are at risk of dropping out

Note: This sheet contains confidential data and can be only shared with authorised persons.

Case
number (to
be assigned
by
Municipality
PRTAN)

SECTION A: REFERRAL SHEET: Write below the reasons for referral

The child is not
enrolled / registered in
any educational
institutions

Child has been
absent for more than
10 days without a

Reason for valid reason
referral

Serious concerns
about the safety of the
child (please provide
details)

Other reasons (please
provide details)

SECTION B: RECORD SHEET: This section is filled by a NGO representative when referring a

child to education institution

Family Name First Name
Date of Birth Sex
Child | Ethnicity HEmEGES)
spoken
last school/never in last arade/vear
school g y
Phone numbers
goiices (home + mobile)
Parents or Address and
Name
Carers phone
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Address and
Name
phone
Name and relation to
Optional the child Comment/School
info about
other family | Name 'and relation to Comment/School
members, | the child
esp.
ibli i
siblings Name 'and relation to Comment/School
the child

SECTION C: REFERRER DATA

Family

Name First Name
Institution / Position

NGO

Address Phone numbers

SECTION D: RECEIVER DATA

(home+mobile)

Family

i First Name

Institution / Position

NGO

Address Phone numbers (home +

mobile)

Other relevant information or additional comments

Referrer signature and date

Receiver signature and date




ANNEX 7 - STANDARD OPERATING PROCEDURES FOR CIVIL SO-
CIETY ORGANISATIONS AND COMMUNITY MEDIATORS

HOW TO REFER CASES OF CHILDREN OUT-OF-SCHOOL OR WHO ARE AT RISK OF
DROPPING OUT

1. Purpose

As part of the project “Enhancing Access to and Retention in Education for Vulnerable and
Disadvantaged Children,” supported by UNICEF-and Implemented by ECMI, in continued
coordination with MEST and the municipalities involved in the project, a guide has been
developed to help the municipal PRTAN to practice the role and the mandate which they
have in the prevention, reaction and adequate training in regards to the dropouts and the
registration for obligatory education.

Beside the EPRBM at municipal level, the children outside the schools can be identified from
a number of institutions/professional mechanisms. NGOs/CSO and community mediators
play an important role in identifying these children. This tool, developed in the framework
of the EU/CoE ACCESS project, provides an overview of the steps and procedures which
need to be followed by a community mediator or an official from an NGO/CSO in order to
refer these cases of school drop outs.

2. Scope

Even though data for years has shown a decrease in the number of the children who drop
out of school, the current figures are very worrying. MEST and the municipalities are aiming
at all-inclusive and quality education for all and NGOs/CSO and the mediators can play a
very important role in the community to improve the situation. This tool has been
developed to harness civil society works and to help them provide better contribution in this
area in a more structured manner.

3. Responsibilities

The personnel that have a primary role in the SOP are community mediators and
representatives from NGO/CSO. They have to implement each procedure from this SOP in
order to give their structural contribution on referring cases of children out-of-school or
who are at risk of dropping out.

5. Procedure

Below are the steps required to perform this procedure:



Steps

Step 1

Step 2

Step 3

Identification of the
children out-of-school or
who are at risk of dropping

out.

of the
reasons why children are

Identification

out-of-school or are at risk
of dropping out.

Entering the data on the
form for referring cases of
children out-of-school or
who are at risk of dropping
out

How

Mediators and NGOs/CSOs representatives can identify

cases:

>

in a structured way, through various

surveys/research that NGOs / CSOs develop

during ad-hoc various meetings/activities in

community-during individual meetings with

community leaders or families

The mediator or NGO/CSO representative must analyze

risk factors (see below — 6. Risk Factors) and do a research

to identify reasons why children are out-of-school or are at

risk of dropping out.

This can be done in several ways:

>
>
>
>

Visit the family
Meetings with Community
Meetings with peers

Interview with a child who is subject of the case

The data found through research must classify based on

the list of risk factors (see below — 6. Risk Factors)

The mediator or NGO/CSO representative will enter all

relevant data on the form for referring cases of children

out-of-school or who are at risk of dropping out. The tool is

part of the manual for Municipality PRTAN (see Annex 5).

Two copies of the Referral From should be prepared.



Referring should be done to the Municipality Education
Department (MED). Depending on the municipality,
referring should be done this way:

» If the PRTAN has been established in respective
municipality, then a case should be referred to the
case manager, which after this takes over the

Submitting the Referral responsibility to manage the case.
g. Form  to  Municipality > If the PRTAN has not been established in
& | Education Department respective municipality, then cases should be
(MED)/Municipality PRTAN referred to the MED official that is responsible for

that level of schooling.

Delivery of the Referral Form should be done in two copies
where information on the recipient and her/his signature
should be included. The recipient holds a copy, and returns
the other copy to the referring person (mediator or
NGO/CSO representative)

Submitting the Referral The mediator or NGO/CSO representative, depend on the
T nature of the case, can refer the case also to other
Form to other institutions

Step 5

institutions and mechanisms such as Centre for Social

or mechanisms Work, School PRTAN etc with the same form.

6. Risk Factors

Individual factors: Diseases, disability, early marriages, lack of family support, involvement
in detrimental activities, drug abuse, individual approach to education, etc.

Family factors: Lack of proper parental care (without both or one parent and divorces),
education level of parents, families, cultural background, lack of cooperation/failure of a
family to adapt to surroundings (especially migrant families); children acting as
breadwinners, etc.

School factors: Geographic location of schools (risks during travel especially in mountainous
areas), teacher-student relations and vice-versa, student-to-student relations,
(misbehaviour, violence, misuse of technology, etc.), lack of proper professional services
dealing with problems within the school, inadequate level of cooperation between schools
and other municipal services and the community, the impact of detrimental external
activities, etc.

Social factors: Social problems/poverty, inadequate level of inter-institutional cooperation
and with the community, detrimental activities in society, migration, etc.
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