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1.LISTOFACRONYMS

DA :DistrictAssembly

DC :DistrictCouncil

DE :DistanceEducation

DEM :DistrictEducationManager

DIAS :DirectorateofInspectionandAdvisoryServices

EDM :EducationDivisionManager

JSE :JuniorSecondaryEducation

MCC :MalawiCorrespondenceCollege

MCDE :MalawiCollegeofDistanceEducation

MSCE :MalawiSchoolCertificateofEducation

ODE :OpenandDistanceEducation

ODL :OpenandDistanceLearning

OSSs :OpenSecondarySchools

PTA :ParentsandTeachersAssociation

LOs :LearningOutcomes

LOs :LearningObjectives

SBU :SchoolsBroadcastingUnit

SCs :StudyCentres

SMC :SchoolManagementCommittee

2.IMPORTANTADDRESSES
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Allcommunicationsonacademicandadministrative

mattersshouldbeaddressedto:

TheDeputyDirector

MalawiCollegeofDistanceEducation

PrivateBag302

Chichiri

Blantyre3

Tel:(265)01870206,

Fax(265)01877452

E-mail:mcdemalawi@gmail.com

Website:www.mcde.mw

3.DEFINITIONOFTERMS

Coordinatorshallmeanaqualifiedsecondaryschool
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teacherwhomanagesanOpenSecondarySchool
delegatedbytheheadteacherofthehostschool.

Distancestudentshallmeanastudentwhoshallreceive
learningsupportthroughdistanceeducationmode.

Dualmodeshallmeantwosystemsofcoursedelivery
operatinginthesamepremises.

Facilitationfeesshallmeantuitionfees.

OpenSecondarySchool(OSS)shallmeanaschool
providingsecondaryschoolcourseshousedina
government,parastatalorprivateinstitutionapprovedto
providesecondaryeducationandtrainingthroughopen
anddistancemode.

Singlemodeshallmeanonesystem ofcoursedeliveryina
particularlocation.

StudyCentreshallmeanacentreestablishedbyMCDEor
thecommunitytoprovideeducationsupporttodistance
students.

Teacher-Supervisorshallmeanateacherappointedbythe
headteacherinconjunctionwiththecoordinatorto
superviseandfacilitatethelearningprocessinanopen
secondaryschool.

4.ABOUTMCDE

MCDEisadepartmentoftheMinistryofEducation,



10HandbookforOpenandDistanceEducation 2017

ScienceandTechnologywithitsheadquartersinBlantyre,

Malawi.Ithasthreesub-officesinMzuzuintheNorth,

LilongweintheCentreandBlantyreintheSouth.MCDE's

educationandtrainingservicescovertheentirecountry.

EachoftheadministrativedistrictsofMalawihasatleast

anopensecondaryschool(OSS)orstudycentre(SC).

Theseareinstitutionswhereenrolledstudentsreceive

academicandadministrativesupport.

MCDEwasfirstsetupasMalawiCorrespondenceCollege

(MCC)in1965.ThemissionoftheCollegewastoprovide

educationandtrainingthroughopenanddistancelearning

methods.TheCollegestartedasMalawiCorrespondence

College(MCC)withaseparateSchoolsBroadcastingUnit

(SBU)toprovidesupporttostudentsthroughradio

educationprogrammes.Theprogrammescomplemented

andsupplementprimary,secondaryschoolandteacher

educationcourses.

In1973,theMCCandtheSBUmergedtobecomethe

MalawiCorrespondenceCollegeandSchoolsBroadcasting

Unit(MCC&SBU).In1987,thedepartmentwasrenamed

toMalawiCollegeofDistanceEducation(MCDE)and

continuedtoprovideeducationandtrainingthroughopen

anddistancelearningmethods.Openanddistance

learningwasofferedinDistanceEducationCentres(DECs)
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operatingonsinglemodebasisandNightSecondary

Schools(NSSs)operatingonadualmodebasisin

governmentsecondaryschools.TheCollegesupervised

theDECsandNSSs,andsupporteddistancestudentsin

academicandadministrationmattersfrom allitsregional

offices.

In1998,theDECswererepossessedbyMoESTand

convertedtoCommunityDaySecondarySchools(CDSSs).

CDSSsreporttoMinistryofEducation,Scienceand

Technology,whilstNSSsremainedunderMCDE.In2002,

theNSSswererenamedasOpenSecondarySchools

(OSSs)andcontinuedtooperateinGovernment

institutions(secondaryandsomeprimaryschools).

TheobjectivesoftheCollegewereto:

(a)provideformaleducationtoschool-going-agechildren

whofailedtosecureplacesintheconventionalsystem

duetolimitedplaces

(b)provideasecondchancetoadultswhomissedformal

educationduringtheiryouth

(c)upgradeprimaryschoolteachersacademicallyfrom

oneleveltotheother

(d)preventadrainofmuch-neededforeignexchangeto

correspondencecollegesintheneighbouringand

distantcountries.
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TheCollegereintroducedprimaryschoolradio

programmeswithsupportfrom UnitedStatesAgencyfor

InternationalDevelopment(USAID)onMalawi

BroadcastingCorporationbetween2007and2012.In

2008,MCDEbecameaCentreofSpecialisation(CoS)in

openanddistanceeducationatsecondaryschoollevelin

SouthernAfricanDevelopmentCommunity(SADC)region.

From 2011through2014,withsupportfrom African

DevelopmentBankthroughSADC,MCDEconductednine

internationaltrainingprogrammesindifferentskillareasin

openanddistancelearning.
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6.MANDATE,VISION,MISSIONANDVALUES

6.1Mandate

ThemandateofMCDEistoprovideeducationandtraining

throughopenanddistancelearning(EducationActNo.19

of2013,sections18–20).

6.2Vision

TobeachampioninOpenandDistanceLearninginMalawi

andbeyond.

6.3Mission

Toprovidequality,relevant,accessibleandequitable

educationandtrainingatalllevelsthroughopenand

distancelearningforsocio-economicdevelopmentin

Malawi.

6.4Objectives

(a)Increaseaccesstoeducationandtrainingthrough
OpenandDistanceLearning(ODL)modeatalllevels
(primary,secondaryandtertiary).

(b)Provideopportunityforacademicandprofessional
developmentinresponsetonationalneeds.

(c)Initiatepoliciesforaconduciveenvironmentfor
educationandtrainingatalllevels.

(d)Providequalityandexcellentacademic,professional
andvocationaltraining.

(e)EnsureanefficientandeffectiveODLsystem inMalawi.
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(f)Respondtotheemergingeducationalandtraining
needsofODLstudents.

6.5Strategies

Toachieveitsvision,missionandobjectives,MCDE

identifiesstudents’needs,designs,developsand

producesinstructionalmaterialstailoredforOpenand

DistanceStudents.Themainmedium ofinstruction

deliveryisprint.Modulesaredevelopedbasedonthe

currentcurriculum byspecialists.

MCDEregistersOpenSecondarySchoolstudents,Study

Centrestudentsandhomestudy(independent)students.

Itprovidesstudentswithinstructionalmaterialsand

necessaryacademicsupportthroughguidanceand

counsellingtostudents,teacher-supervisorsandmentors;

administerstutor-markedassignments;andorients

teacher-supervisorsinODLmethodologies.Toensure

qualityofcoursedeliveryandstudentsupport,MCDE

supervisesOSS’sandSCs.Itmonitorsandevaluates

coursedeliverysystemsinOSS’sandSCs.Itnetworks

withothereducationinstitutionsforinstitutional

developmentandenrichment.

7.THEPRACTICEOFODE

7.1 ODEmethodsareusedtoincreaseaccessto

educationopportunitieswheretheteacherand
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thestudentareusuallyseparatedintimeand/or

place.Thesemethodsuseavarietyofmedia

suchasprintelectronic,interactiveinstruction

andothermodesofcommunicationthatallow

studentsandtutorstointeract.Theyalso

provideregularoroccasionalface-to-face

instruction.

 Openeducationprovidesstudentswithchoices

aboutmedia,placeofstudy,paceofstudy,

supportmechanismsandentryandexitpoints.

InODE,coursedesigning,developmentand

productionaim atprovidingstudentsupport.The

studentsupportsystem includestutoring,

mentoring,tutor-markedassignments,guidance

andcounselling,andcoursematerialsingiven

media.Mediaincludeprint,audio,video,

telephone,fax,e-mail,television,radio,computer

andface-to-faceinstruction.

 ODEovercomesproblemssuchasdistance,

placeandtime,whichcanbebarrierstolearning.

Studentsareseparatedfrom teaching

institutions,teacher-supervisorsandmentors,

andcanstudyontheirowneffectivelythrough

ODEinstructionalmaterials.ODEalso

overcomesproblemsofphysicaldistancefor

studentswhoareunableorunwillingto

physicallyattendcoursesinanOSSorSCorwho
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areinisolatedplaces.ODEsolvestheproblem

oftimetabling.Besides,itsolvestheproblems

ofshortageofteachers.Peopleinfull-timeor

part-timeemploymentcanaccesseducationand

trainingthroughODEsystems.

7.4 Distancelearningandopenlearning

(a)Distancelearningemphasisesmediausefor

coursedeliveryandisusuallyprogrammed.

Indistancelearning,theteacherandthe

studentareseparatedintimeorplace,or

both.Itusesavarietyofmediaincluding

printandelectronic.Toallowstudentsand

teachersormentorstointeract,it

occasionallyusesface-to-facesessionsto

reinforcelearning.

(b) Openlearningemphasisesoffering

students’choicesabout:

Media,throughwhichtheycanlearn

Placewheretostudy:whetherathome,

studycentreorOSS

Paceofstudy,thatis,howlongtheywill

taketocompleteacourse

Supportsystemssuchasface-to-face

instructions,audio,videoorinastudy

circle(e-groupdiscussions).
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8.CoursematerialsinODE

8.1Natureofmaterials

ODEmaterialsfollowthreedifferentapproaches.These

aretell-and-test,tutorialandreflectiveactionguide.These

approachesmakeODEmaterialsself-instructional.ODE

instructionalmaterialsguaranteequalityoflearning

throughtheuseoflearningobjectives(LOs)andoutcomes

oflearning(OL).LOsandOLstructurethelearningcontext

focusonthelearningdesignandalloweducation

stakeholderstoassessandevaluatewhetherthelearning

hastakenplaceandisappropriate.Theterm self-

instructionreferstoaprocessinwhich:

 Materialstakestudentsstep-by-stepthroughan

instructionalprocess.

 Self-assessmentexerciseswithanswersareacentral

feature.

 Thematerialsarestudent-centred.

 Thematerialsarewritteninsmallmanageablechunks.

 Thematerialsarepresentedinsimplelanguage.

8.2MediauseinODE

Basically,therearethreetypesofmedia.Theseareprint,

electronicandface-to-faceinstructions.MCDEusesprint

asthemainmedium ofinstruction.Theprinttakesthe
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form ofbookletsormodules.Face-to-faceinstructionis

usedtocomplementorsupplementtheprintmedium.

MCDEshallusetheprintmedium ofinstructionand

supplementthematerialswithface-to-facemedium.

Wherethematerialsareaccompaniedbyelectronicmedia,

studentsshallbeadvisedaccordingly.

9.STUDENTSUPPORTSERVICES

9.1Enrolmentofstudents

Thereshallbetwocategoriesofstudents:

(a)Studentsinopenschools

(b)Studentsindistancelearningprogramme(mode)

(i) Supervisingatastudycentre

(ii)Studentsstudyingindependentlywithinstructional

supportdirectfrom theCollege

Allstudentsshallreceivesupportfrom theCollegeas

follows:

9.1.1.StudentsinOSSsshallaccess:

(a)ModulesinallsubjectsofferedbytheCollege

(b)Face-to-faceinstruction(teaching)attheOSSs

(c)Extrainstructiononline

(d)Electronicmedia:CDs,radioandtelevision
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9.1.2.Studentsinstudycentresshallaccess:

(a)ModulesinallsubjectsofferedbytheCollege

(b)Tutorialsconductedmentorsatthestudycentre

(c)Extrainstructiononline

(d)Electronicmedia:CDs,radioandtelevision

9.2.3.Distancestudents(homestudystudents):

(a)ModulesinallsubjectsofferedbytheCollege

(b)Assignments(tutormarkedassignments)

(c)Extrainstructiononline

(d)Electronicmedia:CDs,radioandtelevision

(e)Publiclecturesororientations

9.2Enrolmentofstudents

(a)AllenrolmentproceduresshallbefollowedAll

requiredinformationshallbecapturedwhen

enrollingstudents.

(b)EveryOSS/SCshalldeclareaccurateenrolment

recordsinquadrupleforaccountabilitypurposes.

(c)OSSstudentsshallenrolwithMCDEthroughanOSS

onthesameform inquadrupleanddistributedas

follows:oneforthestudent,onefortheschool,one

fortheregionalofficeandtheotherforMCDE

Headquarters.

(d)Distanceeducation(DE)studentsshalldirectlyenrol
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withMCDE.

(e)StudentsenrollingforJuniorSecondarycourseshall

produceevidenceofhavingpassedthePrimary

SchoolLeavingCertificate(PSLC)course.

Thoseenrollingforseniorsecondarycourseshall

produceevidenceofhavinggonethroughjunior

secondarycourseunlessotherwisestated.

(f)Eachstudentshallpayanon-refundableregistration

feeprescribedfrom time-to-timebyMoEST.Thelist

ofstudentsforanOSSandstudycentreshallbe

submittedtotheCollegeforregistrationand

consolidation.

(g)Studentswhoshallhaveregisteredforacourseand

failedthefinalexaminationsshallbeallowedto

repeatonceforasubsequentperiodoftwomore

yearsandthereaftertheywillbederegistered.All

issuesofOSSstudentsregisteringfornational

examinationsshallbehandledbythehost

institution.OSSteachersupervisorsshallbe

incorporatedintheExaminationsCommittee.

9.3Studentsupport

Studentsupportshallinclude:
(a)Administrativeservices

(b)Guidanceandcounselling
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(c)Availabilityofteacher-supervisors/mentors

(d)Accesstofacilities:laboratory,library,tutor-marked

assignments

(e)Accesstoinformation

(f) Maintenanceofrecords

(g)Orientationofsupervisors

(h)Tutoring(alllearningactivitiesshall,thatis,where

applicable,starttheafter-hoursofthehostinstitution)

10.EXAMINATIONSANDASSIGNMENTS

Nationalexaminationsatsecondaryschoollevelare

administeredbytheMalawiNationalExaminationsBoard

(MANEB).MANEBawardsnationalcertificatesto

successfulcandidates.Thefollowingproceduresshallbe

followedfornationalexaminationsandassignments:

 DEstudentsatastudycentreshallregisterfornational

examinationsatanapprovedexaminationcentre

throughthecoordinatingmentor.

 OSSstudentsshallregisterfornationalexaminations

atanapprovedexaminationcentrethroughthe

coordinatoroftheOSSwheretheyarestudying.
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 Fornationalexaminations,ODLstudentsshallfollow

MANEBexaminationregulations.

 OSSstudentsshallsitendofterm examinations

preparedbytheirteacher-supervisors/mentorswhowill

recordthestudents'performanceresultsandsubmit

therecordstoMCDE.

 OSSstudentsshallsubmitassignmentspreparedby

MCDEtothecoordinatorandtheDEstudentsata

studycentreshallsubmittothecoordinatingmentor.

 DEstudent’sassignmentsshallbesenttoMCDEfor

markingandthosebytheOSSstudentsshallbe

markedbytheteacher-supervisors.Acopyofthe

resultsshallbesubmittedforrecordandmonitoring

purposes.

11.THEROLEOFMCDE,EDM,DIASANDDEMS

INOSSsANDSCs

MCDE,EDMsandDEMsandDIASshallcarryoutthe

followingeducationalfunctionsforOSSsandstudy

centres:

 RegisteringOSSsandSCs

 RegisteringOSSandSCstudents
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 Receivingregistrationfeesfrom centrecoordinators

 Receivinginstructionalmaterialfeesfrom students

 Providingface-to-faceorientationstostudents

 Providingstudymaterialstostudents

 OrientingOSS/SCteacher-supervisorsandmentorsin

ODLmethods

 Providingguidanceandcounsellingtostudentsand

teacher-supervisors

 ProvidingsupervisoryservicestoOSSsandSCs

 Theplannershallcollect,analyse,compileandshare

OSSdata

 TheDOSshalloverseemanagementoftheOSSin

termsofadherencetosetoutrulesandfinancial

managementprocedures

12.ESTABLISHINGANOSS

12.1PublicOpenSecondarySchoolsareGovernment

InstitutionsundertheMinistryofEducation,Science

andTechnology(MoEST)andtheyreporttoMCDE.

Theseinstitutionsaresupposedtobeestablishedby

thecommunities’requesttoexpandaccessto

secondaryeducation.

12.2ToestablishanOSS
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a)Thecommunityisexpectedtodeterminetheneed

foropeninganOSSandshouldexpresstheneed

throughcommunityleaders,forexample,Parent-

Teacherassociation(PTA),political,traditionaland

religiousleaders.

b)MCDE,DEMsandDEMsshouldsensitisethe

communitiesontheirroletodeterminetheneedfor

establishinganOSSwithinthecommunity.

c) MCDE,EDM,DEM andDIASshouldtakeleadin

orientingOSSapplicantsontheproceduresfor

openinganOSS/StudyCentre.

d)Thehostinstitutionshallberequiredtomeetthe

prerequisitesbeforeestablishinganOSS.

e)Whererequiredontheapplicationform,attach

evidencesinform ofcertificatesofatleast3

qualifiedsecondaryschoolteachers(ateacherwith

aneducationdegreeorgeneraldegreewithaUCE)

andminutesofthemeetingthatdiscussedthe

establishmentoftheOSSinthatlocation.

f) Theminutesshallbesignedbyallattendeesand

shallbeattachedtotheapplicationform.

g) Theadministrationofaninstitutionwillingtohouse

anOSSshallensureavailabilityofclassroomsand

otherfacilitiesforthestudents.

h) Thehostinstitutionshallhavequalifiedsecondary

schoolteachersupervisors
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i) Thehostinstitutionshallspecifytheactual

catchmentarea.

j) Thedistancebetweenthehostschoolandtheoffsite

campusoftheOSSshouldbewithinawalkable

distanceforteachers.

AnOSSshallbeestablishedwhenithasatleast20

potentialstudents

12.3ProceduresforestablishinganOSS

(a) Onthebasisoftheidentifiedneeds,theheadofthe

institutionshallcollectaregistrationform intriplicate

from MCDE,EDM andDEMsofficesandcompleteit

accordingly.

(b) Thecommunity,throughtheheadofthehost

institution,shallapplytooperateanOSSatmorethan

onepremisesdependingontheneed.Wherethisis

applicable,alltheapprovedpremisesshallrunon

separatecertificatesissuedtothehostinstitution,

whichshallbeinforceatthetime.

(c) Theheadoftheinstitutionshallsendtheapplication

form withtheminutestotheDistrictEducation

Manager(DEM)andEducationDivisionManager

(EDM)whoshallrecommendtheopeningoftheOSS

byendorsingontheform.

(d) TheEDM shallforwardtheapplicationform andall

theattachmentstoMCDE.
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(e) MCDEshallverifytheinformationontheform before

approvalandgivefeedbackduringthethirdterm of

theschoolyear.

(f) AtnopointshouldMCDEapproveaninstitution

withouttheendorsementoftheDEM andEDM

(g) TheapprovedOSSshallberegisteredandshall

receivearegistrationnumber.TheOSSwillbe

requiredtostartitsoperationsduringtheonsetofan

academiccalendar(asschoolsopen)

(h) Allissuesofconfidentialityasregardstheapplication

form andproceduresshallbeadheredto.

(i) Afterfiveyearsofoperation,MCDE,DEM,EDM and

otherstakeholdersshallreviewanOSSagainstaset

ofoperatingguidelines.

(j) EDMsandDEMsshouldconductschoolmapping

exercisetohelpcommunitiesonwhereanOSScan

berequired.

(k) TheMinisterofEducation,ScienceandTechnology

shallcloseanillegallyestablishedOSSthatshallnot

followoperationalguidelines,andrevokethe

certificateofanOSSthatshallnotfollowoperational

guidelines.

(l) Itisillegalforaninstitutiontooperateopenlearning

coursesbeforeregistrationofthecentreandthe

students.

NB:Allapplicationsthatdonothavetherequired
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attachmentsshallnotbeprocessed.

13.MANAGINGANOSSANDASTUDYCENTRE

13.1Management

InmanaginganOSS,

(a) TheoverallauthorityoftheOSSshallbevestedinthe

headofthehostinstitution.

(b) Theheadofthehostinstitutionshallappointa

teachertobethecoordinatoroftheOSSanddelegate

theresponsibilityofmanagingtheOSStothe

coordinator.Allqualifyingpersonsshallbeeligiblefor

thepositionofcoordinator.

(c) Thecoordinator,incollaborationwiththeheadofthe

hostinstitution,shallidentifyandassignteacher-

supervisorsforeachsubject.

13.2Responsibilities

Thefollowingshallbetheresponsibilitiesoftheheadof

thehostinstitution,coordinator,teacher-supervisorsand

mentors.

13.2.1Theheadofthehostinstitution

Theheadofthehostinstitutionshallberesponsibleforthe
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academic,financialanddisciplinarymattersatanOSS.The

headofthehostinstitutionissupposedtosupervisethe

runningoftheOSS.

13.2.2TheCoordinator

TheCoordinatorshallpossessleadershipqualitiesand

skills,andwithhighsenseofmaturity;andshallbea

holderofaminimum qualificationofaDegreeinEducation

withatleasttwo(2)years’experienceasasecondary

schoolteacher.Thecoordinatormayholdtheofficefora

maximum periodofthree(3)years.Thecoordinatorshall

reporttotheheadoftheinstitutionandshallbe

responsiblefor:

(a)ThemanagementandadministrationoftheOSS

(b)CoordinatingtheactivitiesoftheOSSwithMCDEon

behalfoftheheadofthehostinstitutionon

managementandadministrativematters

(c)Reporting,inwriting,totheheadofthehostinstitution

andtoMCDE,EDMsandDEMsonquarterlybasis.

(d)Managingday-to-daysmoothrunningoftheOSS.

(e)Overseeingteacher–supervisorsintheirassigned

duties

(f)Remitregistrationfeesandadministrationfundto

MCDE

(g)AdmissionofstudentstoOSS.Whenadmitting

studentstoanOSS,thecoordinatorshouldkeeptrack
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ofallschool-goingagestudentsinadditiontoother

studentsthatcometoupgrade.

(h)KeepingrecordsofOSS

(i)CollaboratingwiththeHeadofthehostinstitutionin

managingOSSfundssuchassupervisingfees

collection

(j)FacilitatingregistrationofstudentsoftheOSSfor

nationalexaminations

(k)TheCoordinatormaydelegatesomeofthese

responsibilitiestootherteacher–supervisors

13.2.3 Teacher-supervisors

Theteacher-supervisorshall,

(a) Ensurethatthestudentshavethenecessary

materialsforlearning

(b) Plantheopenlearningprocess

(c) Facilitatetheopenlearningprocess

(d) Assessstudents’performance

(e) Provideextra,currentandrelevantinformationfor

example,curriculum changes)tostudentswhere

necessary

(f) Provideguidanceandcounsellingtoopensecondary

schoolstudents
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13.2.4 ThementorsinStudyCentres

Thementors’responsibilitiesshallinclude:

(a) Ensuringthatthestudentshavethenecessary

materialsforlearning

(b) Planningtheopenlearningprocess

(c) Facilitatingtheopenlearningprocess

(d) Assessingthestudents

(e) Providingextrainformationtostudents

(f) Providingguidanceandcounsellingtostudents

(g) Providinginformationoncurriculum changes

14.ANOSSANDTHEHOSTINSTITUTION

ThehostinstitutionandtheOSSshalloperateonadual

modebasis.Thefollowingshallbetherelationship

betweenthetwoeducationsystems:

(a)ThehostinstitutionshallallowtheOSSaccess

resourcessuchasqualifiedteachers,textbooks,

classrooms,furniture,toiletsandsportingfacilities.

However,OSSstudentsshouldbeencouragedtouse

modules.

(b)TheOSSshallcontributetowardstherunningcostsof

thehostschoolintermsofpaymentofutilitybills,
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maintenanceofinfrastructure,securityandcostof

developmentprojects(refertoFinancialManagement

sectiononpage37).

(c)Studentsinthetwoschoolsshalllearnseparately.

WhereanOSSishousedinaconventionalsecondary

schoolorCDSS,theOSSshallcommenceclasses30

minutesaftertheconventionalschoolstudentshave

knockedoff.

(d)Wheretheyagreetohaveschooluniform,itshouldbe

differentincolourfrom thatoftheconventional

school.

(e)Wherepossible,rulesandregulationsofthehost

schoolshallapplytotheOSS.However,cautionshall

beexercisednottoconsiderandtreattheconventional

schoolhostinganOSSasadoubleshiftschool.

(f)DoubleshiftsecondaryschoolsshallnotrunanOSS

onthesamepremises.However,wherethereisa

reasonabledemand,managementshallhavethe

discretiontoestablishandmanageanOSSawayfrom

thehostschoolpremises,preferablyinGovernment

premiseswithintheircatchmentarea.

15.RECORDSTOBEKEPTBYANOSS
TheOSSshallopenandmaintainthefollowingrecords:

(a) Admissionregister
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(b) Attendanceregister

(c) Students'transferrecords

(d) Enrolmentreturns

(e) Accountsrecords

(f) Timetable

(g) Administrationfile

(h) Minutebook

(i) Logbook

(j) Scholasticrecords

(k) Nationalexaminationsrecords

(l) Periodregister

(m)Ledgerbook

(n) Schemesandrecordsofwork

(o) Lessonplan

(p) Markbook

NB:Copiesofalltheserecordsshallbeunderthecustody

ofthehostinstitution.

16.ASTUDYCENTRE

16.1 Establishingastudycentre

AstudycentreshallbeaplaceapprovedbyMCDEwhere

distancestudentsshallconvergeforacademicand
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administrativesupport.

Atsuchacentre,MCDEshallassistintheappointmentof

thecoordinatingmentor.

TheSCshallbeestablishedatanyconvenientplace.To

establishaSC,MCDEshallconsiderthenumberof

distancestudents(minimum offive)withinaspecificarea.

WhereMCDEisestablishingastudycentre,itshallliaise

withtheproprietoroftheidentifiedpremisesandagreeon

thetermsofreferenceontheuseofthestudycentreatthe

premises

16.2Managingastudycentre

ThecoordinatingmentorshallreporttotheDeputyDirector

ofMCDEthroughMCDEregionaloffices.Thefunctionsof

thecoordinatingmentorshallinclude:

(a)SupervisingtheoperationsoftheSC.

(b)Managingandadministeringthestudycentreonbehalf

ofMCDE.

(c)Supervisingfellowmentors

(d)Admissionofstudents

(e)Keepingrecords

(f)Collectingcentrefees

(g)Incollaborationwithfellowmentorscontrollingthe

expenditureoftheSCfunds

(h)Administeringtutor–markedassignmentsintheSC

(i)AssistingstudentsoftheSCregisterfornational
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examinations

(j)Arrangingthestudyingschedule

NB: Thecoordinatingmentormaydelegatesomeof
theseresponsibilitiestoothermentorsatthe
centre.

17.THESTUDYCENTREANDTHEPROPRIETOR
OFPREMISES

17.1 StudyCentresoperatinginrentedpremisesshallbe

regulatedbythefollowingterms:

(a) ThepremiseshostingSCshallhavebasic

facilitiesforstudysuchaswellventilated

rooms,furniture,adequatespace,toiletsand

watersupply.

(b) TheCoordinatingMentorshallagreewiththe

proprietoronthecontributiontomakefor

usingthefacilities.

(c) Thecoordinatingteam shallsetuprulesfor

runningtheSC.

18:RECORDSTOBEKEPTBYSTUDYCENTRE

18.1 Astudycentreshallopenandmaintainthefollowing

records:

(a)Admissionregister
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(b) Attendanceregister

(c) Students'transferrecords

(d) Enrolmentreturns

(e) Accountsrecords

(f) Timetable

(g) Administrationfile

(h) Minutebook

(i) Logbook

(j) Scholasticrecords

(k) Nationalexaminationsrecords

(l) Periodregister

(m)Ledgerbook

19:FINANCIALMANAGEMENT

19.1Fees

(a) Allpublicaccountingproceduresandguidelinesshall

befollowedwhenhandlingpublicfundspaidtothe

OSSorSCthroughfeesanddonations,forexample,

PublicFinanceAct,ProcurementAct,Treasury

InstructionsonFinanceandcircularscomingout

from timetotime.

(b) TypesoffeespaidtoanOSSincludefacilitationfees,
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registrationfees,modulefeesadministrationfees,

anddevelopmentfees.

(c) Allfeestransactionsshouldbeaccompaniedbya

governmentgeneralreceiptwithsupporting

documentsatalltimes.

(d) AllfeesissuesshallbeguidedbyMCDE.When

determiningorraisingfees,community

representativessuchasSMC,PTAneedtobe

involved.

(e) Feesshallbecollectedbydesignatedorappointed

officers.

(f) Feesshallbepaidpromptly.

(g) Facilitationfees:studentsshallpayfacilitationfeesto

theOSSorSC.

(h) Registrationfees:StudentswhoenrollinanOSSshall

registerwithMCDE.Thestudentsshallpay

registrationfeesofMK200percourse.

19.2 Registrationfees

a)RegistrationfeesshallbeguidedbyMoEST

throughMCDEfrom timetotime

b)StudentswhoenrolinanOSSshallregisterwith

MCDE.

c)TheregistrationfeesisK200.00perlevel

(JuniororSeniorsecondarylevel)

d)Thecoordinatorshallremittheregistrationfees



38HandbookforOpenandDistanceEducation 2017

toMCDEfrom timetotime.

19.3 Modulefees

a) ModulefeesRegistrationfeesshallbeguided

byMoESTthroughMCDEfrom timetotime.

19.4 Facilitationfees

(a)TheOSSstudentsshallpayfacilitationfees.Thirty

percent(30%)ofthefacilitationfeesshallberemitted

ascentrefundtothehostinstitutionandshallbe

usedforpaymentofutilitybills,maintenanceof

infrastructureandlearningfacilities,securityand

teachingandlearningresources.

(b)ForanOSSoperatingatanotherinstitution,theOSS

managementshallagreewiththeproprietoronthe

contributionstomakeupforusingthefacilities.The

contributionshallcomefrom the30%contribution

remittedtothehostinstitution.

(c)Thehostinstitutionshallliaisewiththeproprietorof

thecentreinstitutionontheamountofmoneyfor

compensationformaintenanceandotherregular

costsincurredinhostingtheOSS.

(d)SuchagreementsshallbedocumentedinanMoU

signedbyrepresentativesofthetwopartiesand

sharedwithMCDE,DEM andEDM.

(e)TheMoUshallberevisedfrom timetotimebasedon
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increasingordecreasingcostsofhostingtheOSS.

(f)MCDE,DEM andEDM shallreceiveanupdatedcopy

oftheMoU.

(g)Theremaining70%ofthefacilitationfeesshallbe

usedforpayingsupervisionallowances,facilitation

allowance,administrationallowance,runningofOSS

examinationsandotherrecurrenttransactions.

19.3Developmentfees

OSSstudentsshallonlycontributetothedevelopment

projecttakingplaceatthehostinginstitutionwherethey

aretakingtheirstudies.

19.5 Administrationfee

a)Administrationfeesshallbeasum ofmoneythatan

OSSshallcontributetoMCDEtowardsfacilitationof

schoolregistrationandmonitoringservices.

b)MoEST,throughMCDE,shallcommunicatethe

structureoftheadministrationfeestoOSSswhen

allapprovalsaregiven.

19.6 Penalties

a)MoEST,throughMCDE,EDM,DEM andDIASshall

effectpenaltiesonOSSsandmanagersofOSSsfor

non-compliancetooperationalguidelinesand

financialmismanagementatalllevels.

b)Someofthenoncompliantpracticesinclude
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i) operatingunregisteredschools,

ii) Under-declarationofstudents

iii) Non-submissionofanyrevenueduetoMCDE

iv) Non-remittanceof30%tothehostinstitution

19.7 Bankaccount

(a) AnOSSandSCshallopenandmaintainabank

account(whoseinformationshallbesharedwith

MCDE)wherethefundsrealisedbythem shallbe

deposited.

(b) AnOSSaccountshallhavethreesignatories:theOSS

coordinator,theheadteacherofthehostinstitution

andoneteacher-supervisor.

(c) Theprincipalsignatoryshallbethecoordinatorofthe

OSS.

(d) Twosignatoriesshallsignanddrawmoneyfrom the

account.

(e) Transparencyshallbeupheldatalltimes.

(f) FortheSC,thesignatoriesshallbethecoordinating

mentor,onementorandanyothermentor.Allthree

signatoriesshallsigntodrawmoneyfrom the

account.

19.8 Accountsrecords

(a) Depositslips

(b) Withdrawalslips

(c) Cash-books
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(d) Expenditureledgers

(e) Receiptsfiles

(f) Receiptbooks

(g) Allowancepaymentvouchers

(h) Chequebooks

(i) Bankreconciliations

(j) Bankstatements

19.8 Plantandequipment

a)AllplantandequipmentprocuredbytheOSSor

receivedthroughdonationsbelongstotheMoET

(hostschool).

b)Acopyofallrecordsofsuchplantandequipment

shallbekeptbythehostschool

c)Procurementofallplants,equipment,goods,works

andservicesshallfollowallprocurementand

financialregulationsatalltimes.

d)IntheeventthattheOSSclosesdown,allfinances,

goods,equipment,plantsandanyotherresources

undercustodyoftheOSSshallbehandedoverto

thehostinstitution.

e)Inventoryrecordsforallfinances,goods,equipment,

plantsandanyotherresourcesundercustodyofthe

OSSshallbewelldocumentedandaudited.
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Appendix1

ProceduralguidelinesforestablishingODLcentres

DefinitionofODLcentre:ODLisagenericterm referringto

institutionssetupwithinexistingGovernmenteducation

institutionstoprovideeducationthroughopenanddistance

educationmethods.Suchcentresinclude:

1.opensecondaryschoolsoperatingingovernment

conventionalsecondaryschools,communitysecondary

schools,communitydaysecondaryschools

2.distancelearningcentresoperatinginapprovedgovernment

primaryschools,TeacherDevelopmentCentres,Teacher

TrainingCollegesoranyothercollegeorinstitutionhaving

appropriatefacilitiesandatmospherefortheprovisionof

educationalservices

Allsuchcentresshallfallunderthejurisdictionofthemanager

oftheaccommodatinginstitution.Themanagershallappointa

coordinatortorunthedayto-daytransactionsofthecentre.The

roleofthemanagershallbetoliaisewiththedistanceteaching
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institutionsonacademic,managementandadministrative

issuesofthecentre.Inprinciple,theinstitutionsrunningODL

centresshallbeconsideredasoperatingonadualmodebasis,

thatis,oneinstitutionhavingtwosystemsofcoursedelivery.

EstablishinganODLcentre

Detailedproceduresandregulationsareavailableinahandbook

whichstakeholdersshallaccessonrequestonhowtoestablish

suchcentres.However,toestablishanysuchcentres

stakeholdersincludingthecommunity,DistrictAssemblies(DA),

EducationDivisionmanagers,themanageroftheinstitution

wherethecentreistobesetupshallexpressinterestofthe

localcommunityintheestablishmentofsuchacentre.The

applicantshallbethecommunitythroughthemanagerofthe

institution,whowouldseektheendorsementoftheEDM (for

opensecondaryschools)orDA(forallinstitutionfallingunder

thejurisdictionoftheDA)beforetheapplicationissubmittedto

MalawiCollegeofDistanceEducation.

OpeningandestablishinganODLcentre

(a) Foropensecondaryschools,EducationalDivisional

Managershallendorsetheapplication.
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(b) ForcentresinTDCandprimaryschools,Teacher

TrainingCollegesandother,theDAshallendorsethe

application.

Prospectiveapplicantshallobtainanapplicationform from

MCDE.Managersandlocalauthoritiesshallbeobligedto

providerecommendationonthemagnitudeofneedand

suitabilityofthepremisesfortherequestedcentre.The

manageroftheinstitutionshallsendtheapplicationform and

anyotherrelevantdocumentssupportingtheapplicationto

MCDEforprocessing.

MCDEshallgiveanapprovalwithinaperiodof60days,inthe

eventthatallrequirementshavebeenfulfilledandare

satisfactory.
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Appendix2

RegulationonRegistrationofODLcentres

Opensecondaryschool

1.Theheadofthesecondaryschoolshouldaccepttomanage

theOSSthroughacoordinator.

2.Theheadofthesecondaryschoolshouldallowteachersof

thesecondaryschooltoparticipateinthesupervisionofODL

studentsandshouldcontrolthem ontheoperationofthe

OSSbasedontheethicsoftheprofessionandthe

regulationsoftheMinistryofEducationandMPSR.

3.Theheadoftheinstitutionthroughthecoordinatorshould

accepttoparticipateinthemanagementoftheOSS

resourcesincludingrevenue

4.Theheadoftheinstitutionshouldmonitortheadministration

oftheOSS.

5.TheheadoftheinstitutionshouldensurethatallOSS

studentsareenrolledwithMCDEandtuitionfeesarepaidto

theOSS.

6.TheheadshallensurethatOSSstudentsareadequately

supportedfollowingtheprinciplesandpracticeofODL.
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7.TheheadshallensurethatstudentsintheOSSfollowtheby-

rulessetforthemanagementandadministrationofOSSand

thosestudentsintheOSSshallbefreetoparticipateinthe

educationalactivitiesoftheschool.

8.Theheadoftheschoolshallcausethebooksofthe

accountstobeauditedbyinternalandexternalauditors

ODLcentresinTDCs,TTCsandprimaryschoolsandother

institutions.

Thecentresshallbeestablishedonthefollowingconditions:

1.IftheintroductionoftheODLdoesnotdisruptthemain

activitiesofinstitution.

2.Themanagementoftheinstitutionagreestopromotethe

centre’seducationalactivitiesandencouragetheuseof

studentsupportsystemsforopenanddistancelearning.

3.Themanagementagreestoensurethatallthestudentsare

enrolledwithMCDEandpaystipulatedfeestothecollege

andtotheinstitution.

4.Themanagementagreestocontrolthemanagementand

administrationofthecentressuchthatitsintroductionisnot

opentoabuseofanykind(personalgains,immoralacts,etc).

5.Thecentrehasadequatefacilitiesresourcestosupportthe

students
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6.Thecentrefacilitatestheprocurementofstudymaterials

from MCDE.

7.Thatthecentreshallensuresafecustodyofappropriateand

qualityscholasticrecords.

8.ThecentreshalluseODLprinciplesincoursedelivery.

Thecentreshallberesponsiblefortheformativeassessment

andevaluationofthestudents

Appendix3

RegulationsonEvaluationofODLcentrestudents

ForOSSstudents:Theteacher-supervisorsshallberesponsible

forformativeevaluationandstudentsshallsitMANEB

examinationforsummativeevaluation.
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CentresinTDCs,TTCsandprimaryschoolsandother:

1.Thecentreshallberesponsibleforformativeevaluation.

2.Studentsshallberequiredtosubmitatleastthreetutor-

markedorteacher-supervisormarkedassignmentsperyear

toMCDE.

3.StudentssitMANEBexaminationforsummativeevaluation

andcertification

Appendix4

RecruitmentofStudyCentrementors.

1.Thecentreshalladvertisetheexistenceofsuchpostsinthe

centreinthelocalcommunityandqualifiedpersonsshallbe

recruitedfollowingGovernmentprocedures.

2.Successfulapplicantsshallbeofferedthepostonmerit.

3.Thecentreshallarrangetohavetherecruitedpersons

inductedbyMCDEintheprinciplesandpracticeofODL.

4.Thetermsofreferenceshallbedrawnbythecentre,which

shallberesponsiblefortheremunerationofthementors.

Appendix5

MCDEGuidelinesonODLPrinciplesandPractice

AllcoursematerialsdevelopedbyMCDEfollowtheprinciplesof
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openanddistancelearning.StakeholdersshallliaisewithMCDE

onthestandardsandqualityrequiredincoursedeliveryusing

suchinstructionalmaterials.MCDEshallregularlyrun

orientationprogrammesandcertificatecoursesforODL

practitioners.However,stakeholdersshallcontributetowards

therunningcostsofsuchprogrammesexceptwhereitshallbe

explicitlystatedotherwise.

MCDEshallfrom timetotimepublishrevisedhandbooks,audio

andvideomaterialsforteachersonthePrinciplesandPractice

ofODL.

Appendix6

RegulationsonRemunerationandwelfareofODLcentres

AllODLcentresshallchargethreetypesoffees.

(1) Studentsregistrationfees

(2) Coursematerialsfees

(3) Tuitionfees

Registrationandcoursematerialsfeesshallberemittedto

MCDE.Thecentresshallkeeptuitionfeesformanagementand

administrationofthecentre.Tuitionfeesshallthereforecover

thecentreexpensessuchasteacher-supervisorormentors’
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remuneration,replenishingusedupresources,maintenanceof

infrastructures,teachingandlearningfacilities,utilitiesandstaff

allowances,transportclaimsandanyotherexpensesrelatedto

schoolmanagementandadministration.

Appendix7

RegulationsonResourcesforODLCentrementors

Thecentreshallhirethementors.Thecentreshallprovidethe

resourcesthementorrequirestocarryoutthesupervisorywork.

Thecentreshallensurethatpartofthetuitionfeesshallbeused

forsuchresources.

IntheeventthatMCDEhasresourcesforfreedistribution,the

resourcesshalldirectlybegiventothecentreandnotthe

mentor.Itwillbethediscretionofthecentretodecidehowbest

itshallusetheresources.AllresourcesobtainedforODLshall

remainthepropertyofthecentreandifthecentrebecomes
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defunct,thepropertyshallremainthepropertyoftheinstitution

operated.Consequentlythepropertywillremainthepropertyof

thelocalstakeholders.

Appendix8

MCDEGuideonODLmethods

ODLcoursedeliverymethodsaredynamic.Theydependonthe

technologyselectedandused.However,thisshallbetreated

underguidelineinappendix12.InitiallyMCDEwillberesponsible

forinductingandtrainingpractitioners.Whereadequate

personnelhavebeentrained,thiswillbedecentralisedand

MCDEshalltakeasupervisoryroleandensurequalityof

teachingthroughopenanddistancelearningmethods.

Appendix9

GuidelinesonSupervision,InspectionandEvaluationofODL

programmes

Toensurequalitycoursedeliveryinopenanddistancelearning

programmes,MCDEshallhavetwosystemsofsupervision,

inspectionandEvaluation.

(1) Internalsystem

(2) Externalsystem
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Internal

TheDistrictAssemblyeducationsupervisorsandinspectors

shallbeorientedintheprinciplesofcoursedeliveryinopenand

distancecentre.Asthesegoouttoconventionalteaching

institutions,theyshallincludeintheirprogrammetheODL

centres.Theeducationsupervisorsandinspectorsshallmakea

copyoftheirreporttoMCDEforstudyandobservations.

External

MCDEshallvisitopenanddistancecentrestosupervise,inspect

andadvise.MCDEshallmakeageneralreportonthestatusand

qualityofopenanddistancelearningprogrammesandshall

remedytheerrorsduringorientationprogrammesandother

meetingsthatshallbeconvenedforpurposesofimprovingthe

system.

WherepossibleandnecessaryMCDEmayrequesttheservices

ofaconsultanteveryfiveyearstoevaluateitsopenand

distancelearningprogramme.

Appendix10

GuidelinesforODLcentreinformationmanagement

MCDEshalladvisethecentresonthetypeandnatureof

informationtobekeptandtheexpectedefficiencyinthe
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retrievalsystem.Thecentreshallbeexpectedtokeepquality

recordson:

(1) Studentbio-data

(2) Studentscholasticrecord

(3) Centreenrolmentbyage,sexandyear(form)

(4) Candidatesforeachexamination

(5) Examinationresults

(6) Numberofmodulesstudentsreceived

(7) Coursesofferedandtheirsubjects

(8) Recordsoftheteachersupervisors

(9) Disciplineissues

Appendix11

MCDERegulationontuition,legislationandstudymaterial

fees

AstudentinanODLcentreshallbeastudentofMCDEon

conditionthat,thatstudentpaysallthethreetypesoffeesas

stipulatedbyMCDE.Thefollowingconditionsdonotqualifya

studenttobeastudentofMCDEorthecentre.

(1) Payingtuitionfeesonly

(2) Payingtuitionfeesandregistrationfeesonly

(3) Payingtuitionfeesandcoursefeesonly
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Astudentatthecentresshallpayallfeesinfullandshallbe

recognisedasMCDEstudentsonlywhenallfeesarepaidand

issuedwithappropriatereceipts.

RegistrationshallbepaidbythestudentsinrequestingMCDEto

considerthatstudentasalegalstudentoftheCollege.Students

whohavenotpaidregistrationfeesshallnotbeconsideredas

studentsoftheCollege.

Coursefeesshallentitlethestudenttoreceivestudymaterials

from theCollege.Unlessstatedotherwise,studentsshallbe

obligedtouseMCDE’smodulesinthecoursesthattheCollege

offers.WheretheCollegesubstitutesitscoursematerialsitwill

advisethecentreinwriting.

Tuitionfeesshallentitlethestudenttoattendface-to-face

instructionsandothereducationservicescarriedoutbythe

centre.

Allfeesshallbepaidtothecentre.Themanagerofthecentre

shallremitregistrationandcoursefeestoMCDEonenrollingthe

students.MCDEshallenrolstudentswiththebackingofdetails

ontheenrolmentform thatspecifiestheinformationneededto

enrolsomeone.
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