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The Adult Educator

The Adult Educator or Tutor is responsible for the teaching of adult learrrers in
aPublic Adult l,e,arning Centre or Community Leaming Centre.

ADMINISTRATIYE ABILITIES :

Adult fducators should be ableto:

. keep accttate records of learners' attendance, progress, problemsl

. keep records of lesson plans;

. write progress reports on leamer achievementl
o draw up evaluatiorr tests
o set Ltp 

^1r 
comfortable learning environment for effective learning

. develop simple rcadrng materials for adult learners

PLANMNG OT LEARMNG EVENTS:

Adtrlt Educators should be able to:

. identify appropnate learning eventsl

. develop clear lesson plansl
o set clearleanting objectives;
r lirrk lessons with learners'needs, community issues and environmentl
o incorporatelearurers' needs into the lessonsl
. plan appropnate revision exercises and homework;and
o determine and set the appropnate level of difficulty of work.

MANAGEMENT OT IEARNING GROUP:

An adult educator should be ableto;

. rrnderstand group dynamicsl
e manage a group discussions and activitiesl
o manzlge conflict within alearninggroup;
. identify and coping with different abilities within a group;
o encourage shared learningexperiencesl
o focus onagreedgoals and objectivesl
o f.acilitating and eliciting participationl
. encourage cntical thinking abilities

NEEDS ASSESSMENT

An adult edttcator should be able to:

. develop and conduct a needs assessment of adult learaersl
r design a needs assessment tooll
. assess pnor learning - start where the adult want to learnl
. recognise learning styles, accommodate varying styles and rcinf.orce uniqueness

and commonalties



. recoSnise and use the learners life experiences

. respect leanrers' rights, especially confidentiality
I allor,r,, leamers to progress at his / her own rate

TEACHING AND LEARMNG

Arr Adnlt Educator should be able to:

. use avanety of teaching methodologiesl

. use avanety of teaching techniquesl

. understandthe teaching methodologies and techniquesl

. lurow when to apply a specific methodology or techniquel

. identify the appropriate context to use specific teaching methodologies and
techniquesl

o teach individually as rvell as in a group;
. a.dapt teaching methodology and technique to the materials at usel
. facllitate/allow room for learrrers to talk about issues/problems not directly

concerrred with readinglwriting process;
. use different tools that could f.acibtate learning such as: OWrblackboard;

picturres; rcading rnaterialsl andother learning aids.

EVALUAfiON:

An adult educator should be ableto:

. assess pnor learning of alearneq

. desiSn and administer testsl
o assist learrrers to develop the right attifude to evaluation - to overcome fearl
. ellslrre thatlearners understand the puryose of evaluationl
. ensure thatlearners understand the cntena applied when assessed ( internal

and external);
. enslrre that learners understand the requirements of tests and assignmentsl
. provide constructive f.eedback on tests and assignments;
o evalttate learners'proSress according to prescribed guidelines;

MATERIAT

Arr Adult EAucator should be ableto:

o identify appropnate learning mateialsthat are relevant andmeaningful to the
learner - have learrrers participate in the selection of learning materralsl

. Llse materials with adult content fiction and non-fictionl
o detewnine the levels at which materials are written;
o select and adapt matenals according to the needs and interests of adult learnersl
. identify the cultural norms in materrals - identify sexist, ageist racist,

stereotypic, classist and other discriminatory elements in matenalsl
. identify relevant references and resourcesl
o allorv learrers every opporlunity tobnng/create own materialsl
o do not impose pre-set curyjculuml and



o develop short readitrg texts when rlecessary.



The Programme Coordinator

A Programme Coordinator is also referrecl to as the principal of the PAIC. The duties of
the Programme Coordinator is:

1. ADMIMSTRATIVE:

A Programme Coordinator should be ableto:

a

a

e

o

o

a
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Organise classrooms for adult educatorsl
Ensnre that educators are equiped with the necessaly teachin aids;
Ensure th,at readitrg and writing materials for leamers are provided;
Register adult educators with the departmentl
Register adultlearners with the departmentl
Keep records of educators and learrrers'
Register leamers for examinations.

2. MAI\AGING THE CEI{TRE ACTIVITIES:

A Pro gramme Coordinator shoul dbe able to:

. plan programmes arld evellts at PAIC's;

. martagLrtg the logistics of aP/J.;C;
o \,vrite repods on the PAIC;
o managing trarntllg of adult edttcators

3. ]\4ANAGII{G RESOURCES:

A Pro grarome Coordinator shor"rl d be able to:

ullderstarrd and draw LLp a sirnple budget;
book keepirtg;
controlling adult edttcators claim formsl
handle the ftnancual corttributiorls of adult learnersl
attdtt other material resources used by educators and learners

4. MANAGING ^NULT EDUCATORS:

A Pro gramme Coordinator shouldbe able ta:

identify the qualities and characteristics of effective and dedicated adult educatorsl
recruit adult educatorsl
interviewing of adult educators;
submit nominated adult educators to departmentl
provide informationto adttlt educators on policy developments, circulars, etc
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. provide information on leanring problemsl work problemsl etc.

. provide irrformation on career paths and opportunities;

. communicate effectively and constructively with adult educatorsl
t rnandging the claim forms and attendance registers of adult edtrcators

5. MANAGING LEARNERS:

A Programme Supervisor should be able to:

. develop and use strategies to recruit adultleanters e8. advertising through
community strrrcfures etc.

. provide adult learners with counseling on career paths and job ueattonl

. develop an understanding of deterrents and barders to participationl

. develop andimplementlearr.ersupport mecharrisms

6. SOCIAL MOBILISATION:

A Programme Coordinator should be ableto:

. recruit adultlearlrrers for the different pogrammes;

. recrtrit adult educators I

o mobilise the community in support for ABET programmes conducted at PAIC's;
o develop abudget for the mobilisation strategies

7. IMPLEMENfiNG POLICY

A Programrne Coordinator should be able to:

. ensure that policy decisions are sltared and implementedl

. commurricate policy problems to provincial departments;

. identify problems not covered by policy.

8. LIAISE WITH GOVERMNG BODY AND DISTRICT/REGIONAL OITICE:

A Programme Coordinator should:

o initiate the forrnation of governing bodies;
o Attarlge and conduct meetings for and with the governing body;
r market the ABET pro}tarntnes to learrrers, educators and ir-r the communityl
o market the importance and benefits of the programmes;
o initiate learurcr and educator commifteesl
o interact with andnegotiate with other community-based organi,sations and

providersl
. obtain atrd share relevant and useful information

9. ASSESSMENT OT ADUTT LEARMRS:



A Programme Coordinator should be able to:

. ensure that forunatle and summative assessment of learners' progess are
conductedl

o assist adult educators with the development of their assessment capacitiesl
. ensure that appropnate asessment tools are deployed by educators.

10. MOMTORING AND EVATUATION OF PROGRAM]VTE:

A P rc gr amme Coordi nator shotrld :

. understand the cntena of a successful programme;
o understand how to implement a successftll prograrnvne;
. understand and implement some qtrality assurance mechanisms;
r understand different evaluation techniques and strategiesl
o select and use different evaluation stategiesl
. monitor and evalttate the different components of tlte programme;
. inform adult educators on monitoringand evaluation processes;
o assist educators with monitoring and evaluationl
o gather information and statistics



The District Coordinator

A District Coordinator operates f.rom a district office and his/her responsibilties lies
betrveerr the communities where PALC's arelocated and the regional office in the
province. In some cases where no districts or regions are found the role of the
district coordinator and regional coordinator could be similar.

1. KNOWLEDGE

A District/Regional Coordinator should be ableto:

. develop a good understanding and knowledge of the geography and populatron
of the distnct/region;

. develop a good understanding of the needs of the region/district;

. enslrre that ABET programmes reflects the needs and interests of the
region/district;

. establish a cohesive regional/district system.

2. IDENTITY]NG LEARMNG SITES:

A District/Regional Coordinator shor"rld be able to:

r set rrp AIC's in eollaboration with communitiesl
. identify possibilities for new ALC's in communitiesl
. elrsure that AIC's ateLocated on accessible routes

3. LIAISING WITH GOVERNING BODIES:

A District/Regional Coordinator should be able ta:

. ensure that governing bodies at ALC's are estabiished;
o oversee the appointment of the members of the governing bodies;
. provide an effective commullication service betvu'een the communities,

drstnct / region and provincial strtrchrrel
. oversee matters relatingto the control andteaching at centresl
. address problems that arise at the centres.

4. WRITING REPORTS:

A District/Regional Coordinator should be able to:

. write reports on ABET developments in the regton/district;

. write reports on the ALC's;

. write fundraingproposalsl

. write research proposals

5. BUDGETING:

A District/Regional Coordinator shotrld be able to:

o manr'}e the ABET programmes financial affafus;
r develop aftnancialbudget;



. monitor the use of resources at ALC's
r morritor the funds at a ALC
o assist in fundraising effortsl
. assess and prioritise resources and needs
. oversee claim forrns and claim procedures

6. ADMINISTRATIVE TASKS:

A District/Regional Coordinator should be able to:

c plan effectively on all annual basis;
. develop at action plan f.or the region / dtstnct;
. develop an implementation strategy for the district/region;
. develop ABET proposals which affect the region/district;
. link ABET programmes with other organisationsl
. link ABET progralmlmes with job-creation and economic needs of the

district/region

7. POLICY IMPLEMENTION:

A District/Regional Coordinator should be able to::

o Implement ABET policy in district.regionl
o iderrtify policy issues at distnct/ regional level and communicate to provincial

departmentl
. rnake policy decisions in line with national/provrncial guidelines

8. DATA GATHENNG:

A District/Regional Coordinator should be ableto:

o record relevant statistics from the region/district eg.rno. of centres, learrrers.
etc.l

o determine the number of non-literates in communitiesl
o determine deterrents and barr.ers to participationl
o deter:rnine where new centres could be openedl
. develop and implement alearurer-tracer systern.

o visit ALC's on a regular basis

9. SO CIAI MOBILISATION/ADVO CACY

A District/Regional Coordinator should be able to:

o develop social mobilisation plans arrd strategiesl
r assist in the recruitment of. adult learners and educatorcl
. advertise ABET in the rcgion/distict;

10. CAREER PATHS:

A District/Regional Coordinator should be able to:



. develop arl ulr.derstanding of the mlcro-economrc needs of district/region;
o understand ho'uv macro econornic needs of the country
o identify appropiate training possibilities in the district/region;
. link ALC programmes with training in district/region;

1 O.MOMTORING AND EVATUATION:

A District/Regional Coordinator should be able to:

. rrnderstand and apply the criteria of a succesftll ABET prograrnme;

. understand and implement quality control mechanismsl

. understand and select different evalrration methods and techniqtresl
o evaltrate and monitor ABET centres on a continuous basis;
o evalttate and monitor ABET programmes;
c gather and control evaluation infor"rnationl
. communicate information to provincial department


