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FOREWORD
The Agency for the Development of Educational Management (ADEM) is an Executive Agency established under the Executive Agencies Act, Cap.245. ADEM is mandated in improving education management in Tanzania through provision of Training, Research and Consultancy Services. The establishment of the Agency is in tandem with the Government initiatives for realisation of the Constitution of the United Republic of Tanzania and Vision 2025 which requires every Tanzanian to be educated.  In order to implement the Vision 2025, the education sector needs knowledgeable personnel who are able to supervise and manage institutions.
ADEM is operating through three Campuses in Bagamoyo, Mwanza and Mbeya. The Headquarter is located in Bagamoyo town, about 66 km North East of Dar es Salaam. Mwanza Campus is located in Mwanza City, at Rock City Mall, Wing C, Second Floor, while Mbeya Campus is located in Mbeya City, at Iwambi ward, Lumbila street. Formally, ADEM was known as Management Training for Educational Personnel (MANTEP) Institute established in 1978. The former MANTEP Institute and later ADEM is entrusted to train Educational Personnel in Educational Leadership, Management and Administration and School Quality Assurance through both short and long course programmes.
Currently, the long courses offered include a Certificate in Education Leadership, Management and Administration (CELMA), Diploma in Education Leadership, Management and Administration (DELMA) and Diploma in School Quality Assurance (DSQA). This Prospectus provides information about programmes and services offered by ADEM. It stipulates requirements and how to join the programmes offered by the Agency.
Dr. Maulid Jumanne Maulid
CHIEF EXECUTIVE

CHAPTER ONE

INTRODUCTION AND BACKGROUND INFORMATION 
1.1 Background Information 
ADEM, formerly known as MANTEP Institute was established in 2001 under the Executive Agencies Cap. 245. The Agency is mandated to conduct Training, Research and Consultancy in Education Leadership, Management, Administration and School Quality Assurance to all serving and prospective Education Managers and Administrators. Since its establishment in 1970s to date, the Agency has been offering short courses and long courses.

1.2  Location, Students’ life and Facilities
Currently, ADEM is operating in three centres which are Bagamoyo, Mbeya and Mwanza. The headquarter is located in Bagamoyo Town. Mwanza campus is located in Mwanza City at Kirumba Valley Area, Rock City Mall along Makongoro Road and Mbeya campus is located at Iwambi ward, in Lumbila street. 
The Physical and Postal Addresses:

	ADEM BAGAMOYO

P. O. Box 71, 

BAGAMOYO.
E-mail: adem@adem.ac.tz 

Fax: +255 23 2440216

Tel: +255 23 2440225/2440022
	ADEM MWANZA CAMPUS 

P.O Box 1234, 

MWANZA.

E-Mail: ademwz@adem.ac.tz 
Fax: +255 28 2540185
Tel: +255 28 2540186
	ADEM MBEYA CAMPUS

P.O.BOX  187, 

MBEYA.                                           

Email:ademby@adem.ac.tz 

Tel: +255 25 2957424


For more information kindly visit our website:  www.adem.ac.tz
1.3 Students’ life and Facilities
The Agency provides various supporting services to make the students comfortable while studying at ADEM. Some of these services are Students` Organisation, Hostels, Cafeteria, Sports and Recreation, Religious life, Library Services, Community Services, Medical Service and Academic Advisory Services.
1.3.1 Hostels

ADEM has sufficient hostels for students at an affordable fee payable on a semester basis to provide conducive environment for learning. The hostels are fully furnished and networked for living and studying. However, students have a choice to reside off-campus after informing the Manager of Student Support Services (Dean of Students).
1.3.2 Cafeteria

To make our students comfortable and healthy; ADEM has a cafeteria which offers catering services where a variety of food options are available at affordable price.

1.3.3 Sports, Games and Recreation

The students, academic and administrative staff have free access to sports and games facilities, including Football, Netball, Volleyball, Jogging and other traditional games. ADEM also, organizes a number of beach games, social events and entertainments.
1.3.4 Students’ Organization
ADEM Students Organization (ASO) is a very friendly and supportive students’ association. All students are automatically members of this organization by registration. The ASO office is under the Unit of Student Support Services (Dean of Students).

The organization is an important link between students and the Agency management through which academic as well as students’ welfare, social activities, games, sports and entertainments are organized.
1.3.5 Medical Services

The Agency does not own a dispensary although its campuses located near either hospital or dispensary. Example Bagamoyo campus is very close to St. Elizabeth dispensary which is owned by Roman Catholic Church where medical services are available. Also, the Agency is 1km away from Bagamoyo District Hospital. Also, Mwanza campus is very close to Mission and Royal Hospital and Mbeya campus is very close with the roman catholic health centre where medical services are available and Students can access medical services through Health Insurance or by paying cash. 

1.3.6 Academic Advisory Services
All students are assigned academic advisors who guide them on academic progress and challenges that they face in their studies.
1.3.7 Religious Life

The Agency allows students to use venues for worshiping. Therefore, students have complete freedom of religious worship as long as it is intended to promote student’s welfare and encourage positive religious values.
1.4  Vision 

To become the Centre of Excellence in Educational Leadership, Management and Quality Assurance Training, Research and Consultancy Services in Africa.

1.5  Mission 


To facilitate the provision of qualitative and quantitative training in Leadership and Management in the education system through training, research and consultancy services in educational management, administration and quality assurance hence to produce both effective and efficient educational managers, administrators and quality assurance officers in the education sector.

1.6  Core Values 


In order to fulfill its objectives, ADEM strives and adheres to its core values as listed   hereunder:

Integrity

Good governance, transparency and accountability in discharging our duties.

Professionalism

Respect to professional skills, ethics, standards and guidelines.

Customer focused

Suitable, satisfactory and timely services to our customers. 

Teamwork spirit

Teamwork so as to achieve organizational goals and objectives from time to time.

Innovativeness

Application of new techniques and practices to enhance quality, effectiveness and efficiency in service delivery.

1.7 Mandates of ADEM

ADEM is mandated to:

a) Provide training in Education Leadership and Management;

b) Carry out Research on educational management and administration;

c) Provide consultancy services on educational issues; and

d) Develop and disseminate education management materials and programmes.
1.8 Motto

“Management for quality”
We, ADEM believe in improving quality in provision of our services to customers. 

CHAPTER TWO

ADMINISTRATION

2.1 The Agency Administration

The Agency operates under the Ministry of Education, Science and Technology (MoEST); it has a Ministerial Advisory Board (MAB) which approves policies and plans for running the Agency activities. Also, it has Management Team which performs day to day activities of the Agency. The Principal, who is the Chief Executive of the Agency reports to the Permanent Secretary - Ministry of Education, Science and Technology. 

2.2 Ministerial Advisory Board (MAB)

The Board is appointed by the Minister of Education, Science and Technology for the purpose of advising on the proper management of the Agency. The members of MAB are:
	S/N
	Name
	Status
	Affiliation

	1. 
	Dr. Leonard D. Akwilapo
	Chairperson


	University of Dar Es Salaam

	2. 
	Dr. Maulid J. Maulid
	Secretary
	Agency for the Development of Educational Management 

	3. 
	Mr. Mwanyika M. Semroki
	Member


	Ministry of Finance

	4. 
	Ms Jane Simon Kaji
	Member


	President’s Office - Public Service Management and Good Governance

	5. 
	Dr. Coretha Luoga Komba
	Member

	Mzumbe University

	6. 
	Dr. Joel Jonathan Kayombo
	Member
	Dar Es Salaam University College of Education

	7. 
	Mr. Abdul Maulid Mnonya
	Member


	Ministry of Education, Science and Technology

	8. 
	Ms Susana Saverina Nussu
	Member
	President’s Office-Regional Administration and Local Government


2.3 Management Team 

This is the organ which governs all activities of the Agency. The members of this team are:
	1
	Chief Executive (CE)
	Dr. Maulid J. Maulid

PhD in Education Management (THE UNIVERSITY OF YORK - UK), Masters of Education Management and Administration (UDSM), Bachelor of Education (UDSM) & Diploma in Teacher Education (MOROGORO TC).

Email address: ceo@adem.ac.tz and maulid.maulid@adem.ac.tz

	2
	Deputy Principal Academic, Research and Consultancy (DPARC)
	Dr. Alphonce J. Amuli 

PhD in Education, (UDSM), Master of Education Management (UDSM), Bachelor of Arts with Education (OUT) & Diploma in Education (KOROGWE TC) 
Email address: dparc@adem.ac.tz

	3
	Deputy Principal, Planning, Finance and Administration 
	Dr. Emmanuel S. Mollel

PhD in Business Studies (OUT), Master of Business Administration (OUT), Postgraduate Diploma in Educational Planning (NATIONAL UNIVERSITY FOR EDUACTION PLANNING - INDIA) Bachelor of Public Administration and International Relations, (UDSM) & Certificate in Teachers Education (KINAMPANDA)

Email address: emmanuel.mollel@adem.ac.tz

	4
	Campus Manager - Mbeya
	Mr. Richard S. Ibrahim

PhD in Education Planning (OUT), Master of Science in Project Planning and Management (MZUMBE UNIVERSITY), Master of Education Management and Administration (Educators), Bachelor of Arts with Education (UDSM), Diploma in Education (BUTIMBA TC) & Certificate of Teacher Education (SUMVE TC).

Email address: richard.ibarahim@adem.ac.tz

	5
	Campus Manager - Mwanza
	Ms. Gladys P. Masyole

Master of Arts in Education (UDSM), Postgraduate Diploma in Education (UDSM), Bachelor of Arts (UDSM) & Diploma in Education (BUTIMBA TC).

	6
	Director of Academics
	Mr. Bugendi Joseph 

Master of Business Administration (OUT) & Bachelor of Arts (Education) (UDSM) 
Email address: bugendi.joseph@adem.ac.tz

	7
	Director of Academics Support Services
	Ms. Basiliana C. Mrimi

Master of Education, (AKU - IED), Bachelor of Education (UDSM), Diploma in Child Rights, Classroom and School Management (LUND UNIVERSITY) & Certificate in Teacher Educator Program (STOCKHOLM INSTITUTE OF EDUCATION)
Email address:  basiliana.mrimi@adem.ac.tz

	8
	Manager of Research, Consultancy and Publication 
	Mr. Lucas J. Mzelela
PhD in Education (UDSM), Master of Education Management and Administration (UDSM), Post Graduate Diploma in Education Child Rights (Lund University Education- Sweden) & Bachelor of Education (UDSM) Diploma in Education (Tabora TC),

	9
	Manager of Human Resource Management and Administration 
	Ms. Ruth C. Limbe

Master in Public Sector Management (AFRICA UNIVERSITY - ZIMBABWE) & Bachelor in Political Science & Sociology, (UDSM)

Email address: ruth.limbe@adem.ac.tz

	10
	Finance and Accounts Manager


	Mr. Samwel L. Nkuva 

Certified Public Accountant (NBAA), Bachelor of Commerce (UDSM) & Diploma in Education (DAR ES SALAAM TC) 

Email address: samwel.nkuva@adem.ac.tz

	11
	Manager  of Students’ Services 
	Ms. Janeth N. Mwanjejele
Master of Education in Educational Economics and Management (CCNU - CHINA), Bachelor of Arts with Education (RUCO) & Diploma in Education (MOROGORO TC).

Email address: janeth. mwanjejele@adem.ac.tz

	12
	Planning and Development Manager
	Mr. Ombeni A. Mbwilo

Master of Science in Accounting and Finance. (MZUMBE UNIVERSITY) & Bachelor of Education in Commerce (UDSM).

Email address: ombeni.mbwilo@adem.ac.tz

	13
	Head of Quality Assurance Unit
	Mr. Mussa E. Msamilah
Master of Arts in Kiswahili (UDSM) & Bachelor of Arts with Education) (UDSM)

Email address: mussa.msamillah@adem.ac.tz


2.4 Academic Committee
	S/N
	Name  
	Position
	Status

	1
	Dr. Alphonce J. Amuli 


	Deputy Principal Academics, Research and Consultancy (DPARC)
	Chairperson

	2
	Mr. Bugendi Joseph

	Director of Academics (DA)


	Secretary

	3
	Ms. Basiliana C. Mrimi


	Director of Academics Support Services (DASS)
	Member

	4
	Dr. Lucas J. Mzelela
	Manager of Research, Consultancy and Publications (MRCP)
	Member

	5
	Ms. Gladys Masylole
	Campus Manager (Mwanza)
	Member

	6
	Mr. Richard S. Ibrahim
	Campus Manager (Mbeya)
	Member

	7
	Mr. Mussa E. Msamilah
	Head of Quality Assurance (HQA)
	Member

	8
	Ms. Janeth N. Mwanjejele
	Manager of Students Services (MSS)
	Member

	9
	Ms.Editha  N. Mbigili
	Long Course Coordinator (LCC)
	Member

	10
	Mr. Huruma Mwenga
	Short Course Coordinator (SCC)
	Member

	11
	Mr. Huruma Mwenga
	Examination Officer (EO)
	Member

	12
	Mr. Thomas Hankungwe
	Admission Officer (AD)
	Member

	13
	Two Invited Members (Academic officers from Campuses or EO’s)
	Members


2.5 Training Programme Coordinators
	Long Course Coordinator


	Ms. Editha N. Mbigili 

Master of Educational Management and Administration (UDSM) &  Bachelor of Arts with  Education (UDSM).

	Short Courses Coordinator


	Mr. Huruma Mwenga

Master of Education Administration Planning and Policy Studies (OUT) & Bachelor  of  Science with Education (St JOHN’S UNIVERSITY OF  TANZANIA).

	Assistant Quality Assurance Coordinator - Mwanza Campus
	Mr. Justine M. Alloph 

Master of Education Management and Planning (SAUT)  & Bachelor of Education in Science (UDOM)

	Assistant Quality Assurance Coordinator - Mbeya Campus
	Ms Sarah Mbogela

Masters of Educational Management and Administration (UDSM)  & Bachelor of Arts with Education (UDSM)
Email address: sarah.mbogela@adem.ac.tz

	Assistant Dean of Students -Mwanza Campus


	Ms. Swaumu H. Mulokozi

Masters of Education Management and Planning (SAUT) & Bachelor of Arts with Education (SAUT)

Email address: swaumu.mulokozi@adem.ac.tz

	Assistant Dean of Students-Mbeya Campus


	Catherine Rimba

Master of Education in Science Education (UDSM), 

Bachelor of Education Mathematics, Information Communication Technology (MOUNT MERU UNIVERSITY) & Diploma in Education (BUTIMBA TC)
Email address: swaumu.mulokozi@adem.ac.tz


2.6 Academic Staff

	S/N
	Tutors 
	Academic qualification 

	1. 
	Dr. Maulid J. Maulid
	PhD in Education Management. (THE UNIVERSITY OF YORK - UK)), Masters of Education Management and Administration (UDSM), Bachelor of Education (UDSM) & Diploma in Teacher Education (MOROGORO TC).



	2. 
	Dr. Alphonce J. Amuli
	PhD in Education (UDSM), Master of Education Management (UDSM), Bachelor of Arts with Education (OUT) & Diploma  in Education (KOROGWE TC) 

	3. 
	Dr. Emmanuel S. Mollel


	PhD in Business Studies (OUT), Master of Business Administration (OUT), Postgraduate Diploma in Educational Planning (NATIONAL UNIVERSITY FOR EDUACTION PLANNING - INDIA) Bachelor of Public Administration and International Relations, (UDSM) & Certificate in Teachers Education (KINAMPANDA)

	4. 
	Dr. Siston Masanja
	PhD in Education (UDSM), Master of Arts (Education) (UDSM), Bachelor of Arts (Education) (UDSM)

	5. 
	Dr. Lucas J. Mzelela 
	PhD in Education (UDSM), Master of Education Management and Administration (UDSM), Post Graduate Diploma in Education Child Rights (Lund University Education- Sweden) & Bachelor of Education (UDSM) Diploma in Education (Tabora TC), 

	6. 
	Mr. Malimi N. Sayi
	Master of Bussiness Administration (UDSM), Bachelor of Commerce (UDSM) & Diploma  in Commercial Education (SHYCOM)

	7. 
	*Mr. Bugendi J. Chacha
	Master of Business Administration (OUT) & Bachelor of Arts (Education) (UDSM) 

	8. 
	Mr. Venant M. Fundi  
	Master of Arts (Education) & Bachelor of Science (Education) 

	9. 
	Mr. Flavian A. Mmbaga
	Master of Education Management and Administration (UDSM), Postgraduate Diploma in Education (UDSM) & Bachelor of Arts(UDSM) 

	10. 
	*Ms. Gladys P. Masyole
	Master of Arts in Education (UDSM), Postgraduate Diploma in Education (UDSM), Bachelor of Arts (UDSM) & Diploma in Education (BUTIMBA TC).



	11. 
	Mr. Bernard I. Merumba
	Master of Business Adiministration (UDSM), Bachelor of Education  (Commerce) (UDSM) & Diploma in Education (KLERUU TC).

	12. 
	Ms. Ester  M. Jonas
	Master of Educational Management Administration (UDSM), Bachelor of Education in Psychology (DUCE) & Diploma in Education (KASULU TC).

	13. 
	Mr. Richard S. Ibrahim
	PhD in Education Planning (OUT), Master of Science in Project Planning and Management (MZUMBE UNIVERSITY), Master of Education Management and Administration (UDSM), Bachelor of Arts with Education (UDSM), Diploma in Education (BUTIMBA TC) & Certificate of Teachers Education (SUMVE TC).



	14. 
	Mr. Donald J. Manota
	Master of Science in Human Resource Management (MZUMBE UNIVERSITY) & Bachelor of Arts with Education (SAUT).

	15. 
	Mr. Mashiku Thomas 
	Master of Science in Mathematics (UDOM) & Bachelor of Education (Mathematics) (TUMAINI UNIVERSITY)

	16. 
	Mr. Ramadhani H. Ngogomela
	Master of Arts in Education (UDSM), Bachelor of Arts (Education) (MUSLIM UNIVERSITY OF MOROGORO), Diploma in Education (KOROGWE TC) & Certificate in Teachers Education (USANGI TC).

	17. 
	*Ms. Evodia M. Kindyamtunga
	Master of Education Administration Planning and Policy Studies (OUT) & Bachelor of Arts with Education (ECKERNFORDE TANGA  UNIVERSITY).

	18. 
	Mr. Bahati M. Kulwa
	Master of Arts in Linguistics (UDOM) & Bachelor of Education in Adult Education (UDSM).

	19. 
	Mr.Thomas J. Hankungwe
	Master of Science in Mathematics (UDOM), Bachelor in Mathematics (TUMAINI UNIVERSITY) & Diploma in Education (KLERUU TC).

	20. 
	Ms. Basiliana C. Mrimi
	Master of Education (AKU - IED), Bachelor of Education (UDSM), Diploma in Child Rights, Classroom and School Management (Lund University) & Certificate in Teacher Educator Program (STOCKHOLM INSTITUTE  OF EDUCATION ) 

	21. 
	Mr. Tumsime A. Katunzi
	Master of Bussiness Administration  in Corporate Management (MZUMBE UNIVERSITY) & Bachelor in Computer Science (ST JOSEPH).

	22. 
	Mr.Huruma Mwenga H. Yohane
	Master of Education Administration Planning and Policy Studies (OUT) & Bachelor  of  Science with Education (St JOHN’S UNIVERSITY OF  TANZANIA).

	23. 
	Ms. Swaumu H. Mulokozi
	Master of Arts (Education) (SAUT) & Bachelor of Science (Education) (SAUT)

	24. 
	Ms. Editha N. Mbigili
	Master of Educational Management and Administration (UDSM) &  Bachelor of Arts with  Education (UDSM).

	25. 
	Mr. Vitalis E. Mwakyobwe
	Master of Arts in Education (UDSM) & Bachelor of Education in Arts (UDOM).

	26. 
	Mr. Andrew A. Simika
	Master of Education in Curriculum and Instruction (RUCU), Bachelor of Arts  With Education (MUCE) & Diploma in Education (MPWAPWA TC).

	27. 
	Mr. Ahamadi S. Luambano
	Bachelor of Arts with Education (UDSM)

	28. 
	Mr. Anophrine D. Shirima
	Bachelor of Science with Education  in Mathematics and Information and Communication Technology (MZUMBE UNIVERSITY)

	29. 
	Mr. Antony F. Getera
	Bachelor of Human Resource Management (MZUMBE UNIVERSITY)  & Diploma in Human Resource Management (TPSC).

	30. 
	Mr. Baraka M. Lubuva
	Bachelor of Education in Art (UDSM)

	31. 
	Mr. Benward M. Chrizostom
	Master of Education Management and Planning (SAUT) & Bachelor of Arts with Education (SAUT)

	32. 
	Mr. Boniventure L. Daud
	Bachelor of Education  Special Needs (SEKOMU)

	33. 
	Ms. Catherine A. Rimba
	Master of Education in Science Education (UDSM), 
Bachelor of Education  Mathematics, Information Communication Technology ( MOUNT MERU UNIVERSITY) & Diploma in Education  (BUTIMBA TC)

	34. 
	Mr. Cosmas F. Kavishe
	Bachelor in Human Resource Management (TIA)

	35. 
	Mr. Denis P. Mroso
	Master in Mathematical Modelling (UDSM) &
Bachelor of Education  in Mathematics and Information Communication and Technology (MZUMBE UNIVERSITY)

	36. 
	Mr. Desmon E. John
	Master of Education in Special Education (SEKOMU) &
Bachelor of Education Special Needs (SEKOMU)

	37. 
	Ms. Dorcas O. Mbilike
	Bachelor of Human Resource Management (MZUMBE UNIVERSITY)

	38. 
	Ms. Erick E. Mwanga
	Bachelor in Procurement and Logistics Management (TIA)

	39. 
	Mr. Francis U. Mlyuka
	BA Education (Special Needs) (SEKOMU)

	40. 
	Mr. Fred P. Kapange
	Master in Mathematical and Computer Sciences and Engineering (NM-AIST) & Bachelor of Education Mathematics (TEKU) 

	41. 
	Mr. Gibonce E. Mwasotah
	Master of Education Management and Administration (UDSM), Bachelor of Arts with Education (OUT), Diploma in Secondary Education (BUTIMBA TC) & Certificate in Law (UDSM)

	42. 
	Mr. Godwin J. Luca
	Bachelor of Arts with Education (SAUT)

	43. 
	Mr. Guido K. Joseph
	Bachelor of Education in Policy and Management (OUT)

	44. 
	Ms. Hadija J. Maarufu
	Master of Social Work (Institute of Social Work) &
Bachelor of Education in Special Needs Education (UDOM)

	45. 
	Ms. Jackline J. Munisi
	Master of Educational Leadership and Management (AKU)&  Bachelor of Arts with Education (UDOM)

	46. 
	Ms. Jane E.  Binyumo
	Masters of Educational in Special Education (SEKOMU) & Bachelor of Education Special Needs (SEKOMU)

	47. 
	Mr. John E. Nkongolo
	Bachelor of Human Resource Management (MZUMBE UNIVERSITY)

	48. 
	Ms. Joyce Haruni
	Master  of Educational Management  and Administration (UDSM), Bachelor of Arts with Education (UDSM) & Certificate of Teachers Education (MONDULI TC)

	49. 
	Mr. Justine M. Alloph
	Master of Education Management and Planning (SAUT)  & Bachelor of Education in Science (UDOM)

	50. 
	Mr. Mlyambisi P. Ntinde
	Bachelor of Science with Education in Mathematics and Information, Communication and Technology (MZUMBE UNIVERSITY)

	51. 
	Mr. Mohamedi D. Isomba
	Bachelor of Arts with Education (MUSLIM UNIVERSITY OF MOROGORO)

	52. 
	Ms. Mwaliley P. Magoma
	Masters of Educational Management and Administration         (UDSM) & Bachelor of Education in Arts (UDSM)

	53. 
	Mr. Oberd J. Mwasile
	Master of Educational Management  and Administration (UDSM), Bachelor of Arts with Education (UDOM) &  Diploma in Education (SONGEA TC)

	54. 
	Mr. Paulo L. Peleka
	Bachelor in Procurement and Logistics Management (TIA)

	55. 
	Mr. Saddam H. Nawema
	Bachelor of Arts with  Education (UDSM)

	56. 
	Mr. Salvatory C. Kasuga
	Bachelor of  Science With Education (Informatics and Mathematics) (SUA)

	57. 
	Ms. Sarah S. Mbogela
	Masters of Educational Management and Administration (UDSM) & Bachelor of Arts with Education (UDSM)

	58. 
	Mr. Selemani W. Siles
	Bachelor of Education in Commerce  and Accountancy (UDSM)

	59. 
	Mr. Silvest S.  Gregory
	Bachelor of Science with Education in  Mathematics and Information and Communication Technology) (MZUMBE UNIVERSITY)

	60. 
	Mr. Williard L. Cheyo
	Bachelor of Arts with Education (UDSM)

	61. 
	Mr. Yona A. Mndeme
	Master of Educational Management and Administration (UDSM) & Bachelor  in Education (UDSM)

	62. 
	Mr. Mohamedi J. Dembe
	Master of Educational Management  and Administration (UDSM & Bachelor of Arts with Education

	63. 
	Ms. Zena M. Raphael
	Master of Arts in Applied  Economics (UDSM) & Bachelor of Arts  (Education) (UDSM)


*=On PhD Studies 

2.7 Library Services
	Name
	Academic Qualification

	Mr. Yakobo O. Herman
	Bachelor of Arts in Library and Information Studies (TUMAINI UNIVERSITY MAKUMIRA) & Diploma in Library Archives and Documentation Studies (SLADS)

	Mr. Hashim K. Issaye
	Bachelor of Arts in Library and Information Studies (TUMAINI UNIVERSITY MAKUMIRA) & Diploma in Library and Documentation Studies. (SLADS)

	Ms.  Elizabeth A. Mghamba
	Bachelor of Library and Information Management (OUT), Diploma in Library, Records and Information Studies (SLADS), & Certificate in Library, Records and Information Studies (SLADS)

	Ms. Judith J. Masanga
	Bachelor of Library and Information Management (OUT), Diploma in Library, Records and Information Studies (SALADS) & Certificate in Library, Records and Information Studies (SLADS)


	Mr. Karim Kiungandua
	Bachelor of Arts (Library and Information Studies) (UDSM) & Diploma in Library Archives and Documentation Studies (SLADS)

	Ms. Salima S. Chikaula 
	Diploma in Library Archives and Documentation Studies (SLADS) & Cert in Library Studies (SLADS)

	Sarah C. Emmanuel 
	Diploma in Library Archives and Documentation Studies (SLADS) & Certificate in Teacher Education (EUKENFORD TC)

	Ms. Asha Jumanne Kamando
	Diploma in Library Records and Information  Studies (SLADS) & Certificate in Library Studies (SLADS)

	Ms. Flora D. Sameri
	Diploma in Library , Records  and Information Studies (SLADS) 


2.5 Human Resource Management and Administration Unit
	Name
	Academic qualification

	Ms.Ruth  Cosmas Limbe
	Master in Public Sector Management (AFRICA UNIVERSITY - ZIMBABWE), Bachelor in Political Science & Sociology, (UDSM)



	Mr. Waziri Mohamed Waziri
	Master of Leadership and Management (MZUMBE UNIVERSITY) & Bachelor Arts and Social Sciences in Public Administration (THE ZANZIBAR UNIVERSITY)

	Ms. Aisha M.  Al-Hasaniy
	Master of Business Administration (MZUMBE UNIVERSITY) & Bachelor of Public Administration (MZUMBE UNIVERSITY)

	Ms. Evelyne D. Kyaruzi
	Certificate in Computer Applications (TPSC)



	Ms. Elinkaela G. Msengi
	Certificate in Secretarial Studies (TPSC)



	Ms. Magdalena T. Misana
	Diploma in  Secretarial Studies(TPSC) & Certificate in Secretarial Studies (TPSC)

	Ms. Mwamba Kasile
	Higher Standard  Records Management (TPSC), Diploma in Records, Archives and Information Management (IQRA) & Basic Technician Certificate in Records, Arhieves and Information  Management (IQRA)

	Ms. Arapha S. Mpambaike
	Diploma in Records Management (TPSC)



	Mr. Julieth  E. Kimambo
	Diploma in Records Management (TPSC)



	Ms. Filomena C.  Msuya
	Certificate in Records and Archives Management (TPSC) 


	Mr. Nicodemus Masota
	Advanced Driver’s Certificate  Grade Two  - VIP (NIT)

	Mr. Kondo A. Rashid
	Public Service  Vehicles Driving Program  (NIT) 

	Mr. Jonson Pontian
	Advanced Driver’s Certificate  Grade Two  - VIP (NIT)

	Mr. Godliving Shirima
	Advanced  Driver’s Certificate Grade Two –VIP (NIT)

	Ms. Asha Z. Mohamedi
	Certificate of Primary Education



	Mr. Yohana M. Mwekwa
	Certificate of Primary Education




2.8  Internal Audit Unit

	Name
	Academic qualification

	Ms. Leah H. Urio


	Certified Internal Auditor (THE INSTITUTE OF INTERNAL AUDITORS), Master of Science in Economics & Finance  for Development (UNIVERSITY OF BRADFORD - UNITED KINGDOM) & Advanced Diploma in Accountancy (IFM) 

	Mr. Joseph Koi
	Bachelor in Accountancy (TIA) & Diploma in Accountancy (TIA)


2.9 Procurement Unit

	Name
	Academic qualification

	Ms. Christina H. Allute
	Bachelor of Procurement and Logistic Management (TIA) & Diploma in Secondary Education (KLERUU TEACHERS COLLEGE)

	Ms. Johari M. Bakari
	Bachelor of Commerce in Procurement and Logistics Management (UDOM)

	Mr. Eugene D. Assenga


	Diploma in Materials Management (DAR ES SALAAM  SCHOOL OF ACCOUNTANCY)


2.10 Public Relations and Marketing Unit

	Name
	Academic qualification

	Ms. Veronica D. Luhaga
	Bachelor of Arts (Public Relations and Advertising (SAUT) 


2.11  ICT Unit

	Name
	Academic Qualification

	Mr. Ketto  W. Mdoe
	 Bachelor in Computer Engineering (MUST)


2.12 Legal Services Unit

	Name
	Academic Qualification

	Mr. Joseph Kulemba
	Postgraduate Diploma in legal Practice - PGDLP (The Law School of Tanzania- LST) & Bachelor of Laws (SAUT)


2.13 Finance & Accounts Unit
	Name
	Academic qualification

	Mr. Samwel L. Nkuva 


	Certified Public Accountant (NBAA), Bachelor of Commerce (UDSM) & Diploma in Education (DAR ES SALAAM TC) 



	Mr. Harun A. Njumila


	Bachelor of Business Administration in Accounting (THE UNIVERSITY OF ARUSHA)

	Mr. Sanura A. Mdegela


	Bachelor of Science in Accounting and Finance 

(TUMAINI UNIVERSITY MAKUMIRA).


2.14 Planning and Development Unit

	Mr. Ombeni A. Mbwilo

	Master of Science in Accounting  and Finance (MZUMBE UNIVERSITY) & Bachelor of Education in Commerce (UDSM)

	Ms. Magreth R. Jongela
	Bachelor of Arts in Project Planning, Management and Community Development (UDOM)


2.15 Students Services Unit

	Ms. Janeth N. Mwanjejele 

	Master of Education in Educational Economics and Management (CCNU - CHINA), Bachelor of Arts with Education (RUCO) & Diploma in Education (MOROGORO TC)

	Mr. Meshack Mihale
	Bachelor of Science with Education (UDOM)


2.16  Quality Assurance Unit

	Name
	Academic qualification

	Mr. Mussa E. Msamilah
	Master of Arts in Kiswahili (UDSM) & Bachelor of Arts with Education) (UDSM)




2.17 Research, Consultancy and Publications Unit

	Dr. Lucas J. Mzelela
	PhD in Education (UDSM), Master of Education Management and Administration (UDSM), Post Graduate Diploma in Education Child Rights (Lund University Education- Sweden) & Bachelor of Education (UDSM) Diploma in Education (Tabora TC).


CHAPTER THREE

ADMISSION PROCEDURES, ASSESSMENT AND AWARDS

3.1  General Admission requirements 

A. Requirements for Diploma in Educational Leadership, Management and Administration (DELMA)
Applicants should be teachers, Education Officers or any education stakeholders who hold any of the following qualifications: 

a) Certificate of Secondary Education (CSEE) with at least four passes, with two credits of non-religious subjects plus Grade “A” Teacher Certificate; or 

b) Advanced Certificate of Secondary Education (ACSE), with at least one principal and one subsidiary pass or its equivalent plus Grade “A” Teacher Certificate from a recognized institution; or

c) National Technical Award (NTA) Level 4 qualification in Educational Leadership, Management and Administration from a recognized institution or 

d) Ordinary Diploma in Education; OR 

e) Bachelor degree/Advanced Diploma/Post Graduate Diploma in Education.

B. Requirements for Diploma in School Quality Assurance (DSQA) 

Applicants should be Teachers, Education Officers, School Quality Assurers or any education stakeholders who hold any of the following qualifications:
a) Certificate of Secondary Education (CSEE), with at least four passes with two credits of non-religious subjects plus Grade “A” Teacher Certificate; or 

b) Advanced Certificate of Secondary Education (ACSE), with at least one principal and one subsidiary pass or its equivalent plus Grade “A” Teacher Certificate from a recognized institution; or

c) National Technical Award (NTA) Level 4 qualification in Educational Leadership, Management and Administration from a recognized Institution or 

d) Ordinary Diploma in Education; OR 

e) Bachelor Degree/Advanced Diploma/Post Graduate Diploma in Education.

C. Requirements for Certificate in Educational Leadership, Management and Administration (CELMA) 

Applicants should be Teachers, Education Officers or any education stakeholders who hold any of the following qualifications: 

· Grade A Teacher Certificate; or

· Diploma in Education; or

· Bachelor Degree or above in education.

D. Required Enclosures
Applicants should enclose the following documents:
a) Curriculum Vitae including name, address, telephone, education background and professional career.

b) Copies of academic certificates and professional qualifications,

c) Copies of education certificates (Teacher Grade A, Diploma or Degree)

d) Paying slip of non-refundable application fee of Tshs. 15,000/= paid through ADEM Revenue A/C No. 21001100010 NMB – BAGAMOYO BRANCH and the pay-in-slip attached with the application letter. 
E. Mode of Application 

a) Candidates must apply directly to ADEM in response to advertisements.

b) Applicants who were not selected in the previous academic years are allowed to re-apply in the current academic year. 

c) Applications must be written in English language.

d) All applications should be addressed to:
          The Chief Executive, 

          ADEM, 

          P. O. Box 71, 

         BAGAMOYO

e) Only successful candidates will be informed through ADEM website, phone and provided with joining instructions.
f) For more information kindly visit our website:  www.adem.ac.tz or contact through the following addresses:
	ADEM BAGAMOYO CAMPUS

P. O. Box 71, 

BAGAMOYO.
E-mail:  adem@adem.ac.tz 

Fax: +255 23 2440216

Tel:+25523 2440225/2440022
	ADEM MWANZA CAMPUS 

P.O Box 1234,

MWANZA.

E-Mail: ademwz@adem.ac.tz 
Fax: +255 28 2540185
Tel: +255 28 2540186
	ADEM MBEYA CAMPUS

P.O.BOX  187, 

MBEYA.                                         

      E-Mail: ademby@adem.ac.tz 
      Tel: +255 25 2957424



3.2   Assessment Procedures and Grading System

3.2.1 Assessment of NTA-Levels 4 and 5

In National Technical Award levels 4 and 5 assessment of a student will include continuous assessment and end of semester examination. The pass mark for a student is 50% in each module. The details of assessment are shown in table 3.1.

Table 3.1: Assessment Modules 

	S/N
	Description
	Percentages

	1
	Continuous assessment
	50%

	2
	End of Semester Examination
	50%

	Total
	100%


3.2.2 Grading System – NTA-Level 4 and 5

The grading system for National Technical Award Level 4 and 5 are described in five categories as shown in table 3.2:

Table 3.2: Grading systems for NTA level 4 and 5

	S/N
	Score Range
	Grade
	Definition

	1
	80 – 100
	A
	Excellent

	2
	65 – 79
	B
	Good

	3
	50 – 64
	C
	Satisfactory

	4
	40 – 49
	D
	Poor

	5
	0 – 39
	F
	Fail

	6
	-
	-
	Incomplete 

	7
	0
	Q
	Disqualification 


3.2.3 Classification of Awards - NTA-Level 4 and 5

	CLASS  OF AWARD
	             CUMULATIVE GPA

	First Class
	3.5 - 4.0

	Second Class
	3.0 – 3.4

	Pass
	2.0 - 2.9


3.2.4 Grade Points – NTA- Level 4 and 5

	S/N
	GRADE
	DEFINITION
	GRADE POINT

	1
	A
	Excellent
	4.0

	2
	B
	Good
	3.0

	3
	C
	Satisfactory
	2.0

	4
	D
	Poor 
	1

	5
	F
	Fail 
	0


3.3   Assessment of Performance – NTA-Level 6 
In National Technical Award level 6 assessment of a student will include continuous assessment and end of semester examination. The pass mark for a student is 45% in each module. The details of assessment are shown in table 3.3.

Table 3.3: Assessment of Performance

	S/N
	Description 
	Percentages 

	1
	Continuous assessment
	50%

	2
	End of Semester Examination
	50%

	Total
	100%


3.3.1 Grading System NTA-Level 6

The grading system for National Technical Award Level 6 is described in eight categories as shown in table 3.4.
Table 3.4: The grading system for National Technical Award Level 6

	S/N 
	SCORE RANGE 
	GRADE 
	DEFINITION 

	1 
	75 – 100 
	A 
	Excellent 

	2 
	65 – 74 
	B+ 
	Very Good 

	3 
	55 – 64 
	B 
	Good 

	4 
	45 – 54 
	C 
	Satisfactory 

	5 
	35 – 44 
	D 
	Poor 

	6 
	0 – 34 
	F 
	Fail 

	7 
	- 
	I 
	Incomplete 

	8 
	0 
	Q 
	Disqualification 


3.3.2 Classification of Awards – NTA – Level 6 

	Class Award
	Cumulative GPA

	First class
	4.4 - 5.0

	Upper second class
	3.5 - 4.3

	Lower second class
	2.7 - 3.4

	Pass
	2.0 - 2.6


3.3.3 Grade Points – NTA- Level 6

	S/N
	Grade
	Definition
	Grade Point

	1
	A
	Excellent
	5.0

	2
	B+
	Very Good
	4.0

	3
	B
	Good
	3.0

	4
	C
	Satisfactory
	2.0

	5
	D
	Poor 
	1

	6
	F
	Fail 
	0

	7
	Q
	Disqualification
	0


3.3.4 Computation of Cumulative Grade Point Average (GPA) 

For all assessment leading to NTA results will be computed as follows: 

(a) A cumulative grade points average (GPA) for each candidate shall be computed by dividing the total number of grade points earned in all modules by the total number for the award.
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Where: P- represent a grade points assigned to letter grade scored by the student on a module. 

N - Represents the Number of Credits associated with the module. 
An award shall be given to a student who satisfies the following conditions: 

a) He/she must have successfully completed all modules for which the award is to be made; and 

b) He/she has achieved the minimum cumulative Grade Point Average (GPA) equivalent to pass. 

3.4     Examination Regulations

The Agency has Examination Regulations which must be adhered to by the students throughout the study period admitted at the Agency for any Long Course Programme. Students shall be provided with the Examination Regulations upon fulfilment of registration. Examination Regulation can also be accessed at ADEM website and ADEM libraries.

3.4.1  Transfer of Candidate 

Any candidate applying for transfer and who has passed his examinations from any other recognized examining body or autonomous Technical Institution, shall be required to submit a transcript from the concerned examining body to the Agency for evaluation. Where the transcript is not received from the examining body before the declaration of the award, the candidate’s final results shall not be published. Where a transcript is not received within six months from the date of declaration of results, the transfer of the candidate may be cancelled.

3.4.2  Pass Certification and Transcript

a) A candidate who has appeared in an examination of the Agency and passed shall be given a transcript with a photo affixed on it and a certificate. 

b) The Agency shall issue an Academic transcript to a candidate upon payment of the prescribed fee.

3.4.3  Transfer Transcript

The Agency may issue transfer transcript to a candidate wishing to transfer to any Board, Agency, University or Institute on payment of the prescribed fee. 

3.4.4  Duplicate Certificate

In the event of loss of original certificate, a candidate may, on making an application to that effect on the prescribed form and upon payment of non-refundable requisite fee obtain a duplicate certificate with a photo affixed on it, provided he filed an affidavit to that effect duly attested by a Public Notary and Commissioner for Oaths. In the event of recovery of the original certificate, the duplicate certificate shall be returned to the Agency.

3.4.5  Rejection of Certificate 

The Chief Executive shall have the power to disqualify a person who is found guilty of the following offences from appearing in any examination of the agency:
a) Tampering with his own certificate by any means; or

b) Obtaining or attempting to obtain a certificate to which he is not entitled.

The period of disqualification shall be determined by the Chief Executive and the decision taken shall be reported to the Ministerial Advisory Board of the Agency.

3.4.6  Academic Awards

a) On successful completion of NTA Level 4 the Agency shall award a Basic Technician Certificate.

b) On successful completion of NTA Level 5 the Agency shall award a Technician Certificate.

c) On successful completion of NTA Level 6 the Agency shall award an Ordinary Diploma.
The Agency enrolment shall be limited to the available facilities. The management will from time to time determine the number of students to be enrolled at its Campuses. 

3.5 Medium of Instruction 
The medium of instruction shall be English language except for Kiswahili module.

CHAPTER FOUR
 4.1 Introduction

ADEM offers a variety of programmes in categories of Training, Research and Consultancy. Whereas, training programmes are both long and short, research in education leadership and management and related areas affecting the education provision, and consultancy services for both public and private Institutions.

4.2 Long Term Programmes

The long-term programmes intend to equip the education personnel with leadership and managerial skills for effective supervision of education while considering gender and inclusion. The long-term programmes offered are; Diploma in Education Leadership, Management and Administration (DELMA), Diploma in School Quality Assurance (DSQA) and a Certificate in Education Leadership, Management and Administration (CELMA). These programmes cater for both academic and professional needs of education sector. 

4.2.1. Ordinary Diploma (NTA Level 5 and 6) Programme
The Diploma Programme has two levels: The Technician Certificate level (NTA Level 5) which has a duration of one year and the Ordinary Diploma (NTA Level 6) which has also a duration of one year. The Agency offers two ordinary diploma programmes which are: Ordinary Diploma in Education Leadership, Management and Administration (DELMA) and Ordinary Diploma in School Quality Assurance (DSQA). The purpose of qualification and the modules summary for each programme is described in sections 4.2.5, 4.2.6, 4.2.7 and 4.2.8. 

4.2.2 Purpose of qualification for NTA level 5 (DELMA)

This qualification is intended for persons who will: Manage educational organizations, conduct educational research, plan, and implement educational projects and provide guidance and counselling for effective curriculum implementation.
Table 4.7: Summary of the Modules for Semester I

	Code  
	Module Name 
	Classification 
	Credit Value 

	ELT05101 
	Curriculum Supervision, Assessment and Evaluation 
	Core 
	12 

	ELT05102 
	School Management and Administration 
	Core 
	10 

	ELT05103 
	Ethics, Protocol and Customer Care 
	Core 
	15 

	GLT05104 
	Fundamentals of ICT in Education 
	Fundamental   
	8 

	GLT05105 
	English for Managerial Communication I 
	Fundamental  
	10 

	GLT05106 
	Lugha ya Kiswahili katika Mawasiliano Shuleni 
	Fundamental  
	5 

	GLT05107 
	Mathematics for School  Management 
	Fundamental  
	8 

	Total Credit Value 
	
	68 


Table 4.8: Summary of the Modules for Semester II 

	Code  
	Module Name 
	Classification 
	Credit Value 

	ELT05201 
	Staff Performance Management 
	Core 
	12

	ELT05202 
	Basics of Educational Research 
	Core 
	8

	ELT05203 
	Fundamentals of Educational Statistics 
	Core 
	12

	ELT05204 
	Supervision of Literacy and Numeracy Skills   
	Core  
	5

	GLT05205 
	English for Managerial Communication II 
	Fundamental  
	5

	GLT05206 
	Fasihi na Mbinu za Ufundishaji wa Kiswahili  
	Fundamental  
	5

	GLT05207 
	Applications of ICT software in Education 
	Fundamental 
	5

	
	Total Credit Value 
	
	52 


4.2.3 Purpose of qualification for NTA level 6 (DELMA)

This qualification is intended for persons who will be able to: Manage educational institutions through application of leadership principles and educational data for effective utilization of resources in making informed decisions on educational policies and practices to enhance educational delivery.
Table 4.9: Summary of the Modules for Semester I  

	Code  
	Module Name 
	Classification 
	Credit Value 

	ELT06101 
	School Leadership and Good Governance 
	Core 
	8 

	ELT06102 
	Quality Assurance and Policy Practices in Schools 
	Core 
	8 

	ELT06103 
	Procurement and Supplies Management in Education  
	Core 
	10 

	ELT06104 
	School Development Planning, Monitoring and Evaluation  
	Core 
	7 

	ELT06105 
	Financial Management in Educational 

Institutions 
	Core 
	13 

	ELT06106 
	Community Engagement and Resource Mobilization 
	Core 
	5 

	GLT06107 
	Development Studies 
	Fundamental 
	10 

	
	Total Credit Value 
	
	61 


Table 4.10: Summary of the Modules for Semester II 
	Code  
	Module Name 
	Classification 
	Credit Value 

	ELT06201 
	Leadership Skills in Education Institutions 
	Core 
	11 

	ELT06202 
	Pedagogical Leadership  
	Core 
	10 

	ELT06203 
	School Safety and Disaster Management  
	Core 
	5 

	ELT06204 
	Field Practice and Independent Study 
	Core 
	10 

	GLT06205 
	Construction and Maintenance Management in Schools 
	Fundamental 
	8 

	GLT06206 
	Education 
Investment 
and 
Project 

Management   
	Fundamental 
	10 

	GLT06207 
	Gender Diversity and Inclusive Education  
	Fundamental 
	5 

	
	Total Credit Value 
	59 


4.2.4 Purpose of qualification for NTA level 5 (DSQA)

This qualification is intended for persons who will assure quality delivery of education, conduct action research to address immediate challenges in education, ensure effective assessment and evaluation of curriculum implementation as well as plan and implement educational projects in educational institutions. 

Table 4.11: Summary of the Modules for Semester I 
	Code 
	Module Name 
	Classification 
	Credits 

	GST05101 
	Application of ICT Tools 
	Fundamental 
	5 

	GST05102 
	Guidance and Counselling in Schools 
	Fundamental 
	9 

	GST05103 
	Communication Skills 
	Fundamental 
	9 

	QAT05104 
	School Quality Management Systems 
	Core 
	8 

	GST05105 
	Mathematics in School Quality Assurance 
	Fundamental 
	8 

	QAT05106 
	School Resources Mobilization Techniques 
	Fundamental 
	5 

	QAT05107 
	Curriculum Implementation Strategies 
	Core  
	7 

	
	TOTAL CREDITS 
	51 


Table 4.12: Summary of the Modules for Semester II  
	Code 
	Module Name 
	Classification 
	Credits 

	GST05201 
	Application of ICT Software Programs 
	Fundamental 
	12 

	QAT05202 
	Preparation of School Development Plans 
	Core 
	9 

	QAT05203 
	Schools Financial Management 
	Core 
	13 

	GST05204 
	Research Skills  
	Fundamental 
	8 

	GST05205 
	Contemporary Development Issues 
	Fundamental 
	12 

	GST05206 
	English Language in School Quality Assurance 
	Fundamental 
	11 

	GST05207 
	Lugha ya Kiswahili katika Uthibiti Ubora wa Shule 
	Fundamental 
	9 

	
	TOTAL CREDITS 
	74 


4.2.5 Purpose of qualification for NTA level 6 (DSQA)

This qualification is intended for persons who will be able to conduct school quality assurance by adhering to established principles and scientific approaches to enhance quality of education delivery.
Table 4.13: Summary of the Modules for Semester I 
	Code 
	Module Name 
	Classification 
	Credits 

	QAT06101 
	School Leadership and Management 
	Core  
	14 

	GST06102 
	Supervision of Teaching and Learning Literacy and Numeracy 
	Fundamental  
	9 

	QAT06103 
	Management of Educational Data 
	Core 
	8 

	QAT06104 
	Office and Records Management in Educational Institutions 
	Core 
	6 

	QAT06105 
	Monitoring and Evaluation in Schools  
	Core  
	5 

	GST06106 
	English Morphology and Translation 
	Fundamental  
	8 

	GST06107 
	Fasihi na Mbinu za Ufundishaji wa Kiswahili 
	Fundamental  
	8 

	
	TOTAL CREDITS 
	
	58 


Table 4.14: Summary of the Modules for Semester II  
	Code 
	Module Name 
	Classification 
	Credits 

	QAT06201 
	Total Quality Management in Education 
	Core  
	11 

	QAT06202 
	Application of Education Policies in School Quality Assurance  
	Core  
	13 

	QAT06203 
	Assessment and Evaluation of Teaching and Learning  
	Core  
	10 

	QAT06204 
	Staff Performance Management 
	Core  
	12 

	QAT06205 
	Coaching and Mentoring in Educational Institutions 
	Core  
	5 

	QAT06206 
	Environmental and Disaster Management in Education  
	Core 
	10 

	QAT06207 
	Field Practice and Independent Study  
	Core  
	6 

	                            Total Credits 
	
	67 


4.2.6 Basic Technician Certificate in Education Leadership, Management and Administration (CELMA) NTA level 4
This programme runs for one year into two semesters. It is offered in all Campuses through Open and Distance Learning (ODL), and Residential Modes. The purpose of qualification and summary of the modules are detailed as follows. 

4.2.7 Purpose of Qualification 
This qualification is intended for persons who will be able to carry out school development planning, supervise teaching and learning activities, address conflicts at school, mobilise school resources, create safe learning environment in schools, design and implement school projects. 
Table 4.15: Summary of the Modules for Semester I
	Code 
	Module name 
	Classification 
	Credit value 

	EMT04101 
	Basic Computer Applications 
	Fundamental 
	14 

	EMT04102 
	Study and Communication Skills 
	Fundamental 
	9 

	EMT04103 
	School Leadership and Quality Assurance 
	Core 
	14 

	EMT04104 
	School Development Planning 
	Core 
	10 

	EMT04105 
	Guidance and Counseling in Education Institutions 
	Fundamental 
	9 

	EMT04106 
	Field Practice 
	Core 
	10 

	TOTAL CREDIT  
	
	66


Table 4.16: Summary of the Modules for Semester II  
	Code 
	Module Name 
	Classification 
	Credit Value 

	EMT04201 
	Book-keeping and Store-Keeping for Schools 
	Core 
	9 

	EMT04202 
	Resource Mobilisation Skills 
	Core 
	9 

	EMT04203 
	Inclusive Education 
	Core 
	9 

	EMT04204 
	Education in Emergencies 
	core 
	9 

	EMT04205 
	Supervision of Curriculum Implementation 
	Core 
	10 

	EMT04206 
	Literacy and Numeracy Skills 
	Fundamental 
	9 

	
	TOTAL CREDIT 
	
	55


4.3 Short Term Programmes

The Agency also conducts short courses, seminars and workshops. These short courses are suitable mainly for educational practitioners including; Quality Assurance Officers, Head of Schools, MoEST Officials, Principals of Teacher Colleges and Folk Development Colleges, Managers and owners of Secondary and Primary School, Regional and District Educational Officials, School Committee/ School Board/College Board members, School Bursars, Teachers’ Resource Centre (TRC) coordinators, Teachers Service Commission (TSC) officials, but not limited the above mentioned officials. Some of the short courses are distributed in the table 4.17.

Table 4.17: ADEM Short Courses Training Programme Academic Year 2024/2025
	SN
	Programme

	1
	Quality Assurance Management in Education Institutions

	2
	Institutional Performance Audit 

	3
	Competence- Based Teaching and Learning

	4
	Management of Inclusive Education and Competence-Based Teaching and Learning 

	5
	Monitoring and Evaluation Training Programme

	6
	School-Based Leadership and Management

	8
	Effective School-Based Leadership and Management 

	10
	Strategic Educational Leadership and Management

	11
	Financial Management and Public Procurement 

	13
	Supervision of Learning and Teacher’s Continuous Professional Development  

	14
	Data and Information Management

	15
	Teachers Professionalism Management 

	16
	Project Design and Management 

	17
	Educational Planning 

	18
	Resource Mobilization in Education Institutions 

	19
	Management of Emergencies and Disasters in Education  

	20
	Entrepreneurial Skills in Education Sector 

	21
	Gender and Inclusion 


4.4 Research and Consultancy Services in Education, Management and School Quality Assurance
The Agency undertakes action research in education to solve immediate educational problems and creates inputs for effective management of educational institutions and policy-making. It also, offers consultancy services in diverse education areas to innovatively improve quality service delivery to clients.
CHAPTER FIVE

FEE STRUCTURE FOR PROGRAMMES OFFERED
All tuition fees are directly paid to the Agency through the payment systems availed from time to time. The applicants are advised to consult official channels on all matters related to fee payment. Accommodation fee is paid to the Agency for only those who opt to stay in the Agency’s hostels. Tuition fee is paid in two installments per academic year. 

Table 5.1: Certificate and Diploma (Full Time Programme)

Amount (Payable to the Agency in TSHS)

TABLE 5.1: FEES FOR CERTIFICATE COURSE

	S/N
	ITEM
	BASIC CERTIFICATE (Residential)
	BASIC CERTIFICATE

(Open and Distance Learning)

	
	
	One Year
	One Year

	01
	Application Fees
	10,000.00
	10,000.00

	02
	Registration fee
	30,000.00
	30,000.00

	03
	Tuition fees per year (examination and library services)
	500,000.00
	500,000.00

	04
	Quality assurance fee to NACTVET 
	20,000.00
	20,000.00

	05
	ADEM Students Organization (ASO)
	35,000.00
	35,000.00

	06
	Graduation and transcript fee
	50,000.00
	50,000.00

	
	TOTAL
	645,000.00
	645,000.00


TABLE 5.2:  FEES FOR DIPLOMA PROGRAMMES

	S/N
	ITEM
	DELMA
	DSQA

	
	
	FIRST YEAR
	SECOND YEAR
	FIRST YEAR
	SECOND YEAR

	01
	Application Fees
	10,000.00
	0.00
	10,000.00
	0.00

	02
	Registration fee
	30,000.00
	30,000.00
	30,000.00
	30,000.00

	03
	Tuition fees per year (examination and library services)
	800,000.00
	800,000.00
	800,000.00
	800,000.00

	04
	Field Attachment Supervision
	0.00 
	 200,000.00 
	0.00  
	200,000.00 

	05
	Quality assurance fee to NACTVET
	  20,000.00 
	   20,000.00 
	  20,000.00
	    20,000.00

	06
	ADEM Students Organization (ASO)
	  35,000.00 
	   35,000.00 
	  35,000.00
	  35,000.00

	07
	Graduation and transcript fee
	0.00
	50,000.00
	0.00
	50,000.00

	
	TOTAL
	895,000.00
	1,135,000.00
	895,000.00
	1,135,000.00


TABLE 5.3:  ADEM- AGA KHAN PARTNERSHIP DEMA PROGRAM FEE

	S/N
	ITEM
	DELMA

	
	
	FIRST YEAR
	SECOND YEAR

	01
	Application Fee
	10,000.00
	0.00

	02
	Registration fee
	50,000.00
	50,000.00

	03
	Tuition fees per year (examination and library services)
	800,000.00
	800,000.00

	04
	Field Attachment Supervision
	0.00
	200,000.00

	05
	Campus Accommodation
	350,000.00
	350,000.00

	06
	Quality assurance fee to NACTVET
	20,000.00
	20,000.00

	07
	ADEM Students Organization (ASO)
	35,000.00
	35,000.00

	08
	Student’s Identity Card
	5,000.00
	0.00

	09
	Graduation and transcript fee
	0.00
	50,000.00

	
	TOTAL
	1,270,000.00
	1,505,000.00


TABLE 5.4:  ALLOWANCES PAYABLE DIRECTLY TO STUDENT
	S/N
	Item
	Basic Certificate
	Diploma

	01
	Book allowance 
	100,000.00
	150,000.00

	02
	Stationery allowance
	100,000.00
	150,000.00

	03
	Meal allowance
	1,500,000.00
	1,500,000.00

	04
	Field practical allowance 
	200,000.00
	200,000.00

	
	TOTAL
	1,900,000.00
	2,000,000.00


ALMANAC FOR ACADEMIC YEAR 2024/2025
	WK
	DATES
	ACTIVITY

	1
	2nd – 6th September, 2024
	Module allocation to tutors for semester I

	1
	1st - 5th September, 2024
	Preparation of financial statement

	1-2
	2nd -13th September, 2024
	Short course training 

	4
	25th -  27th September, 2024
	Special and Supplementary Examination

	3-4
	18th- 23rd September, 2024
	Peer reviewing g of the first draft of the AKF research

	4
	26th September , 2024
	Management Meeting

	4
	30th September, 2024
	Tender Board Meeting

	1
	1st October, 2024
	Audit Committee Meeting

	1
	4th October, 2024
	Academic committee meeting

	3 
	15th - 18th October, 2024
	First year Orientation

	4
	25th October, 2024
	Management Meeting

	4
	28th October, 2024
	MAB Meeting

	4
	30th October, 2024
	Extraordinary Meeting for Annual Financial Report

	1-4
	1st – 31st October, 2024
	Short course training

	3
	21st-24th October, 2024
	Research Supervision Allocation for NTA level 6

	3-4
	21st – 31st October, 2024
	Classroom instruction and Tutorial begin for all programmes 

	3- 4
	20th October - 2nd November, 2024
	Registration for CELMA, DELMA and DSQA students

	1-4
	1st - 31st October, 2024
	Collection of stakeholder views and refining research and consultancy policy

	1
	1st November, 2024
	Physical exercise, Sports and games bonanza

	2
	8th November, 2024
	College Barraza

	2
	9th November, 2024
	Welcome first year party, talent show, sports and games competition. 

	3
	18th – 22nd November, 2024
	Test One

	3
	20th November, 2024
	Refining AKF for research draft

	4
	23rd November, 2024
	Staff meeting

	4
	25th November, 2024
	Worker council meeting

	4
	27th November, 2024
	Management Meeting

	1-4
	1st -31st November, 2024
	Data collection for the implementation monitoring of the CoL for HT`s and WEO`s under Shule Bora project

	1-4
	21st – 31st November, 2024
	Classroom instruction and Tutorial continue for all programmes 

	4
	31st November, 2024
	Quality Assurance Committee Meeting

	1
	6th December, 2024
	ADEM Graduation Ceremony

	1
	7th December, 2024
	Physical exercise

	2
	9th December, 2024
	Independence Day 9th December

	2
	12-18 December, 2024
	Tender Board Meeting

	2-3
	8th -22nd December, 2024
	Participating in SHIMIVUTA meetings, sports and games competition.

	3
	21st December, 2024
	Charity activity

	2-4
	14th – 27th December, 2024
	ASO election process

	3
	17th – 23rd December, 2024
	Review of business planning and budget

	4
	25th-26th December, 2024
	X-Mass Day on 25 and Boxing day on 26th        

	4
	28th December, 2024
	Management Meeting

	1-2
	1st -15th December, 2024
	Data analysis and report writing on the implementation monitoring of the CoL for HT`s and WEO`s under Shule Bora project

	3-4
	16th-31st December, 2024
	Project proposal development for the TNA study on DSQA curriculum review

	1-4
	1st- 31st December, 2024
	Short course training

	1-3
	1st - 29th December, 2024
	Facilitation and Tutorial continue for all programmes

	4
	30th December, 2024 – 3rd January, 2025
	Test two

	1
	1st January, 2025
	Public holiday

	1
	3rd January, 2025
	Staff and Students physical exercise

	1
	6th January, 2025
	Hepatitis Immunization

	1
	7th January, 2025
	To take Oath of New ASO president

	1-4
	2nd -31st January, 2025
	Facilitation and Tutorial continue for all programmes

	2
	16th January, 2025
	ADEM community welfare seminar

	3
	20th - 24th January, 2025
	Audit Committee Meeting

	3-4
	19th January – 2nd February,  2025
	Preparation for End of semester I examination and moderation

	3
	20th - 24th January, 2025
	Sports and games bonanza

	4
	28th January, 2025
	Management Meeting

	4
	31st January, 2025
	MAB Meeting

	1-4
	1st - 31st December, 2025
	Short course training

	4
	17th February - 28th March, 2025
	Conduct stakeholders` dissemination workshop for the AKF research

	1
	1st February, 2025
	 Physical exercise

	1-2
	3rd – 7th February, 2025
	End of semester one examinations for all programmes

	3
	26th February, 2025
	Management Meeting

	1-4
	1st- 28th February, 2025
	Data collection for the NTA study on DSQA curriculum review

	1-4
	1st - 28th February, 2025
	Short course training

	2
	10th – 24th February, 2025
	Marking of semester examination

	3
	25th February, 2025
	Academic committee meeting

	4
	28th February, 2025
	Special Management meeting to approval semester I examination

	3-4
	27 February -11 March, 2025
	Uploading of examination results for semester I

	2-4
	17th February -28th March 2025
	Second year field practice

	1- 4
	3rd- 28th March, 2025
	Short course training

	4
	27th March, 2025
	Tender board meeting

	1-4
	1st- 30th March, 2025
	Data analysis and report writing for the TNA study on DSQA curriculum review

	1-2
	1st - 15th April, 2025
	Submission of field Assessment report

	1
	2nd- 4th April, 2025
	Special and Supplementary Examinations

	2-3
	13th - 25th April, 2025
	Regulation of all continuing students (second semester)

	2
	14th April, 2025
	2nd semester classroom instruction and tutorial for all programmes begin

	2
	7th - 11th April, 2025
	Preparatory of final regulatory

	3
	25th April, 2025
	Physical exercise

	4
	28th April, 2025
	Management Meeting

	4
	29th April, 2025
	Audit committee meeting

	4
	30th April, 2025
	MAB meeting

	1-4
	1st- 30th April, 2025
	Short course training

	1-4
	1st – 30th May, 2025
	2nd semester classroom instruction and tutorial for all programmes continue

	3
	19th – 23rd May, 2025
	Test one for 2nd semester 

	3
	24th May, 2025
	Quality Assurance Committee Meeting

	1-4
	1st - 30th May, 2025
	Publication of the research findings

	3-4
	17th - 26th May, 2025
	Development of budget and business plan

	4
	18th - 25th May, 2025
	Development of risk register

	4
	30th May, 2025
	Jogging and Physical exercise

	1-4
	1st - 30th May, 2025
	Short course training

	4
	26th May, 2025
	Management Meeting

	1-4
	2nd - 30th June, 2025
	2nd semester classroom instruction and tutorial for all programmes continue

	3
	23rd June, 2025
	Worker council meeting

	4
	30th June ,2025
	Tender board meeting

	4
	26th June, 2025
	Management Meeting

	4
	27th June, 2025
	MAB meeting

	1-4
	1st - 31st June, 2025
	Short course training

	4
	27th June, 2025
	Jogging and Physical exercise

	4
	30th June – 4th July 2025
	Test two

	1-2
	1st 15th July 2025
	2nd semester classroom instruction and tutorial for all programmes continue

	2-3
	8th - 11th July, 2025
	Sports and games competition

	2-3
	15th -21st July, 2025
	Verification of Applicants for admission in 2024/2025

	2
	8th -15th July, 2025
	Preparation for End of semester II examination

	3
	16th -20th July, 2025
	Moderation of examination

	4
	21st -25th July, 2025
	End of semester two examination (DELMA, DSQA & CELMA)

	4
	31st July , 2025
	Management Meeting

	1-4
	1st - 31st July, 2025
	Short course training

	2
	15th-16th July, 2025
	Audit committee meeting

	4
	28th July -11th August, 2025
	Marking of 2nd semester examination

	2
	12th August, 2025
	Academic committee meeting

	2
	15th August ,2025
	Special Management meeting to approval semester II examination

	3
	18th - 22nd August, 2025
	Uploading of examination results for semester II

	1-4
	1st - 31st August, 2025
	Short course training

	4
	25th - 27th September, 2025
	Special and supplementary examinations

	4
	21st - 28th October 2025
	The Deadline for Admission of students for 2024/2025 Academic Year
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