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Preface 

 
Welcome to “Encyclopedia of Education Volume-2” a comprehensive resource tailored to meet the 

educational needs of a diverse audience, including students pursuing B. Ed, M. Ed, M.A (Education), 

M. Phil (Education), and Ph. D (Education) degrees, as well as experienced professionals like 

Lecturers in Education, Headmasters, Headmistresses, ASDEOs, DDEOs, School Leaders, and Senior 

School Leaders.  

This book serves as a valuable companion on your educational journey, offering both theoretical 

knowledge and practical insights in the fields of Education. This book takes a holistic approach to 

education, combining theory, practical applications and interview preparation. Content is organized 

by units and topics, making it easy to navigate whether you're studying for exams, enhancing your 

teaching skills or expanding your educational knowledge.  

Inside, you'll find:  

Subjective Content: In-depth coverage of ten subjects of Education, ensuring the content is current 

and aligned with the latest developments in the field.  

Objective Questions: Over 5000 multiple-choice questions (MCQs) spread throughout the book, with 

answers provided at the end of each chapter for self-assessment and exam preparation.  

Interview Preparation: 2000 interview questions with comprehensive answers, designed to help you 

confidently approach interviews for various educational positions.  

This book is beneficial for:  

Students pursuing education degrees at various levels. 

Aspiring educators looking to establish a strong foundation in the given subjects. 

Experienced educators seeking to enhance their teaching skills and stay up-to-date with educational 

concepts.  

To make the most of this book, explore it systematically, starting with foundational concepts and 

progressing to advanced topics. Use the objective questions to test your understanding and the 

interview questions to prepare for future career opportunities.  

We hope "Encyclopedia of Education Volume-2" becomes your trusted educational companion. 

Whether you're a novice or an expert in education, the knowledge and insights within this book will 

prove invaluable as you strive for excellence in the field. Best wishes on your educational journey!  

 

 [Wali Ahmad Khan Bettani] 

Date- October                 Wali Ahmad khan Bettani 
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1.6.2   Digital Computer------------------------------------------------------- 

1.6.3   Hybrid Computer------------------------------------------------------- 

1.45 Computer Hardware----------------------------------------------------------- 

1.46 Computer Organization-------------------------------------------------------- 

1.47 Software------------------------------ ------------------------------------------- 

1.48 Computer in Education-------------------------------------------------------- 

MCQs-------------------------------------------(113 MCQs)------------------------- 

Interview Questions--------------(24 Question/Answer)----------------- 

423 

423 

423 

423 

423 

424 

424 

424 

424 

424 

425 

425 

425 

425 

425 

425 

425 

425 

425 

426 

426 

426 

426 

426 

427 

427 

428 

428 

429-435 

436-438 

2 Introduction to ICT & Uses in Education 439-458 

 2.37 ICT-------------------------------------------------------------------------------  

2.38 ICT in Education--------------------------------------------------------------- 
439 

439 
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2.39 Resources of ICT--------------------------------------------------------------- 

2.40 Application of ICT------------------------------------------------------------- 

2.4.1   E-Learning-------------------------------------------------------------- 

2.4.2   ODL---------------------------------------------------------------------- 

2.4.3   Blended Learning------------------------------------------------------ 

2.4.4   Distributed Learning--------------------------------------------------- 

2.41 Uses of ICT Education--------------------------------------------------------- 

2.5.1   Lesson Planning-------------------------------------------------------- 

            2.5.1.1   Matching ICT-based Activities with Learning Objectives- 

            2.5.1.2   Designing Learning Tasks with ICT--------------------- 

            2.5.1.3   Monitoring Students Work-------------------------------- 

            2.5.1.4   Steps of a Lesson Plan-------------------------------------- 

2.5.2   Classroom Presentation with Multimedia--------------------------- 

            2.5.2.1   Understanding Multimedia-------------------------------- 

            2.5.1.2   PowerPoint Presentation----------------------------------- 

            2.5.2.3   Hardware Requirement------------------------------------- 

            2.5.2.4   Feature of Multimedia Software-------------------------- 

            2.5.2.5   Guidelines for creating Multimedia Presentation------- 

            2.5.2.6   Advantages and Disadvantages--------------------------- 

2.5.3   Storage and Organizing Data----------------------------------------- 

            2.5.3.1   Data Management------------------------------------------- 

            2.5.3.2   Organizing Data--------------------------------------------- 

            2.5.3.3   General File Organization---------------------------------       

            2.5.3.4   Storing Data------------------------------------------------- 

            2.5.3.5   Storage Devices--------------------------------------------- 

2.5.4   Sharing Information---------------------------------------------------- 

            2.5.4.1   Introduction to ICT in Communication------------------ 

            2.5.4.2   Key Tools for Technology-Based Communication---- 

MCQs-------------------------------------------(120 MCQs)------------------------- 

Interview Questions--------------(40 Question/Answer)---------------- 

440 

441 

441 

441 

442 

442 

443 

443 

443 

444 

444 

444 

445 

445 

445 

445 

445 

445 

446 

446 

446 

446 

446 

446 

447 

447 

447 

447 

448-454 

455-458 

3 E-Learning 459-469 

 3.1    E-Learning---------------------------------------------------------------------- 

3.1.1   Distance Learning------------------------------------------------------ 

3.1.2   Virtual Learning Environment (VLE)------------------------------- 

3.1.3   Computer Supported Collaborative Learning (CSCL)------------ 

3.1.4   Web-Based Learning (WBL)----------------------------------------- 

3.2    Scope of E-Learning---- ------------------------------------------------------ 

3.3    Technologies for E-Learning------------------------------------------------- 

3.3.1   WWW in Education--------------------------------------------------- 

3.3.2   Audio and Video in Education--------------------------------------- 

3.3.3   Mobile Phone in Education------------------------------------------- 

3.3.4   Classroom Attention--------------------------------------------------- 

3.4    Lecture Listening and Note-Taking------------------------------------------ 

MCQs------------------------------------------(66 MCQs)--------------------------- 

Interview Questions--------------(10 Question/Answer)----------------- 

459 

459 

459 

459 

459 

459 

460 

460 

461 

461 

461 

461 

463-468 

468-469 

4 Online Teaching Methods 470-488 

 4.18 Online Teaching---------------------------------------------------------------- 

4.19 Characteristics of Online Teaching------------------------------------------ 

4.2.1   Essential Trait of an Online Teacher-------------------------------- 

4.2.2   Personalized Interaction----------------------------------------------- 

4.2.3   Qualities of a Good Online Instructor------------------------------- 

470 

470 

470 

470 

470 
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4.2.4   Role of an Online Teacher-------------------------------------------- 

4.2.5   Empowering Learner-------------------------------------------------- 

4.2.6   Challenges of Online Teaching--------------------------------------- 

4.20 Synchronous and Asynchronous Communication------------------------- 

4.3.1    Synchronous Communication--------------------------------------- 

            4.3.1.1   Chat Session------------------------------------------------ 

            4.3.1.2   Virtual Classroom Session-------------------------------- 

            4.3.1.3   Video Call--------------------------------------------------- 

4.3.2   Asynchronous Communication------------------------------------- 

            4.3.1.1   Discussion Forms------------------------------------------ 

4.21 Online Discussion Forums---------------------------------------------------- 

4.4.1   Teacher’s Role in Managing an Online Discussion Forum------ 

4.4.2   Strength and Weaknesses of Discussion Forum------------------- 

4.22 ICT Integrated Learning Environment-------------------------------------- 

4.23 Online Team Teaching--------------------------------------------------------- 

4.6.1   Team Teaching Using ICT-------------------------------------------- 

4.6.2   Planning for Team Teaching Using ICT---------------------------- 

4.6.3   Issues to address in Team Teaching--------------------------------- 

4.24 Collaborative Learning Strategies-------------------------------------------- 

4.7.1   Group Development Process----------------------------------------- 

4.7.2   Characteristics of Effective Group----------------------------------- 

4.7.3   Process of Collaborative Activity------------------------------------ 

4.7.4   Online Collaborative Learning Activities--------------------------- 

MCQs------------------------------------------(78 MCQs) -------------------------- 

Interview Questions--------------(27 Question/Answer)----------------- 

470 

470 

471 

471 

471 

471 

471 

471 

471 

471 

472 

472 

473 

474 

474 

475 

475 

475 

476 

476 

476 

476 

477 

477-483 

484-488 

5 Virtual Learning Space 489-501 

 5.1    Virtual Learning Space-------------------------------------------------------- 

5.2    What is a VLE------------------------------------------------------------------ 

5.3    Blended Learning-------------------------------------------------------------- 

5.4    Core Aspects of Blended Learning------------------------------------------ 

5.5    Current Trends and Issues in Blended Learning--------------------------- 

5.6    What is Distributed Learning------------------------------------------------- 

         5.6.1   The Evaluation from Distance Education to Distributed Learning--- 

         5.6.2   Example of Distributed Learning in Pakistan---------------------- 

MCQs------------------------------------------(52 MCQs) -------------------------- 

Interview Questions--------------(28 Question/Answer)----------------- 

489 

489 

489 

490 

491 

492 

492 

493 

493-498 

499-501 

6 Keyboard Shortcut in Windows 502-507 

 6.1    Desktop Shortcuts-------------------------------------------------------------- 

6.2    Virtual Desktop Shortcuts----------------------------------------------------- 

6.3    Window Key Shortcuts-------------------------------------------------------- 

6.4    File Explore Shortcuts--------------------------------------------------------- 

6.5    Windows Setting Page Shortcuts--------------------------------------------- 

6.6    Command Prompt Shortcuts-------------------------------------------------- 

6.7    Text Editing  Shortcuts ------------------------------------------------------- 

6.8    Taskbar Keyboard  Shortcuts------------------------------------------------- 

6.9    Dialog Box  Shortcuts--------------------------------------------------------- 

6.10  Copy, Past and Other general Keyboard  Shortcuts----------------------- 

502 

502 

503 

504 

505 

505 

505 

506 

507 

507 

7 Technological Innovations and Their Pioneer 508-511 

8 Computer Related Terms Abbreviations 512-522 
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Part-11 
Teaching and Teacher Development  

 

Unit No Contents Page No 

 Unit Name (Subjective + Objective)  

1 Introduction to Teacher & Teaching 523-538 

 1.49 Who is a Teacher?-------------------------------------------------------------- 

1.1.1   Philosophical Perspectives on the Role of a Teacher------------- 

1.50 What is Teaching--------------------------------------------------------------- 

1.2.1   Philosophical Perspectives on Teaching---------------------------- 

1.51 Teacher Education-------------------------------------------------------------- 

1.3.1   Phases of Teacher Education----------------------------------------- 

1.52 Application of Old and New Methods of Instruction---------------------- 

1.4.1   Teacher’s Role as an Instructional Manager----------------------- 

1.4.2   Planning Instructional Activities------------------------------------- 

1.53 Teacher Education System in Pakistan-------------------------------------- 

1.5.1   Post-Independence Teacher Training Programs------------------- 

1.5.2   Post-Partition Educational Objectives------------------------------- 

1.54 Structure of Teacher Education in Pakistan-------------------------------- 

1.6.1   Pre-Service Training Programs-------------------------------------- 

1.6.2   In-Service Training Program----------------------------------------- 

MCQs-------------------------------------------(75 MCQs)------------------------- 

Interview Questions--------------(26 Question/Answer)----------------- 

523 

523 

523 

524 

524 

524 

525 

525 

525 

526 

526 

526 

527 

527 

527 

528-535 

536-538 

2 Instructional Strategies & Techniques 539-551 

 2.42 Instructional Strategies & Techniques--------------------------------------- 

2.1.1   What are Instructional Strategies?----------------------------------- 

2.1.2   What are Instructional Techniques----------------------------------- 

2.43 What is CAI--------------------------------------------------------------------- 

2.44 Teaching Strategies for Mixed ability Group------------------------------- 

2.45 Open Learning------------------------------------------------------------------ 

2.46 Corresponding Education----------------------------------------------------- 

2.47 Learning Packages------------------------------------------------------------- 

2.48 Team Teaching----------------------------------------------------------------- 

2.49 Discussion method------------------------------------------------------------- 

MCQs-------------------------------------------(47 MCQs)------------------------- 

Interview Questions--------------(19 Question/Answer)---------------- 

539 

539 

539 

539 

540 

541 

541 

543 

543 

544 

545-548 

549-551 

3 Teaching Competence 552-566 

 3.1    Teaching Competence--------------------------------------------------------- 

3.2    Teaching Skills and Competence---- ---------------------------------------- 

3.3    Role of Technology in Teacher Education---------------------------------- 

3.4    A Teacher’s Tool Kit---------------------------------------------------------- 

3.5    Cooperative Teaching--------------------------------------------------------- 

3.6    Remedial Teaching------------------------------------------------------------- 

3.7    Reflective Practice------------------------------------------------------------- 

MCQs------------------------------------------(69 MCQs)--------------------------- 

Interview Questions--------------(14 Question/Answer)----------------- 

552 

552 

553 

554 

555 

555 

556 

557-564 

565-566 
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Part-12 
School Leadership  

&  
Educational Management 

Unit No Contents Page No 

 Unit Name (Subjective + Objective)  

1 Introduction to Leadership 567-580 

 1.55 Leadership----------------------------------------------------------------------- 

1.56 Leadership Dynamics and Power-------------------------------------------- 

1.57 Need and Scope of Leadership----------------------------------------------- 

1.58 Levels of Leadership----------------------------------------------------------- 

1.59 Relationship between Leadership and Management----------------------- 

1.5.1   Comparison between Leadership and Management--------------- 

MCQs--------------------------------------------(57 MCQs)------------------------- 

Interview Questions--------------(29 Question/Answer)----------------- 

567 

568 

569 

570 

570 

571 

572-576 

577-580 

2 Educational Leadership & Leadership Theories 581-629 

 2.50 Educational Leadership-------------------------------------------------------- 

2.1.1   Role of Educational Leadership-------------------------------------- 

2.1.2   Key Qualities of Effective Educational Leadership--------------- 

2.1.3   Challenges in Educational Leadership------------------------------ 

2.1.4   Empowering Teachers and Supporting Students------------------- 

2.51 Historical Perspective of Educational Leadership------------------------- 

2.52 Educational Leadership in Pakistan (Pre and Post-Independence)------ 

2.53 Styles of Leadership in Pakistan---------------------------------------------- 

2.4.1   Autocratic Leadership Style------------------------------------------ 

2.4.2   Bureaucratic Leadership Style---------------------------------------- 

2.4.3   Charismatic Leadership Style---------------------------------------- 

2.4.4   Democratic/Participative Leadership style------------------------- 

2.4.5   Laissez-Faire Leadership Style--------------------------------------- 

2.4.6   Transactional Leadership Style--------------------------------------- 

2.54 Behavioral Theories of Leadership------------------------------------------ 

2.5.1   Managerial Leadership Grid –---------------------------------------- 

2.5.2   The Great Man Theory of Leadership------------------------------- 

2.5.3   Trait Theory of Leadership------------------------------------------- 

2.55 Contingency Theories of Leadership ---------------------------------------- 

2.6.1   Fiedler’s Contingency Theory of Leadership---------------------- 

2.6.2   Path-Goal Theory------------------------------------------------------ 

2.6.3   Cognitive Resource Theory (CRT)---------------------------------- 

2.56 Situational Theories------------------------------------------------------------ 

2.7.1   Hersey and Blanchard’s Situational Leadership Theories-------- 

2.7.2   Goleman’s Model of situational Leadership------------------------ 

MCQs-------------------------------------------(308 MCQs)------------------------- 

Interview Questions--------------(47 Question/Answer)---------------- 

581 

581 

581 

581 

581 

582 

583 

585 

585 

585 

586 

586 

587 

587 

588 

588 

588 

589 

590 

590 

591 

591 

593 

593 

593 

594-622 

623-629 

3 Nature and Scope of Educational Management 630-680 

 3.1 Management-------------------------------------------------------------------- 630 



XIX 

3.2 Key Characteristics of Management----------------------------------------- 

3.3 Educational Management----------------------------------------------------- 

3.4 Types of Educational Management------------------------------------------ 

3.5 Benefits of Educational Management--------------------------------------- 

3.6 Scope of Educational Management------------------------------------------ 

3.7 Principles of Management in Education------------------------------------ 

3.8 Meaning of Basic Elements of Management------------------------------- 

3.9 Basic Elements/Functions of Management Process----------------------- 

3.9.1   Henry Fayol’s Contribution to Defining Management 

Functions and Element-------------------------------------------------------- 

3.9.2 Newman and Summers’ Model (1981): POSLCM--------------- 

3.9.3 Koontz and O’Donnell’s Model (1964): POSDC----------------- 

3.9.4 Dale’s Stages of Management (1965): POSDIR------------------ 

3.9.5 Luther and Gulick’s Model (1961): POSDCORB----------------- 

3.10 Levels of Management-------------------------------------------------------- 

3.11 Management Theories--------------------------------------------------------- 

3.11.1   Behavioral Mnagement Theories----------------------------------- 

             3.11.1.1   Theory X--------------------------------------------------- 

             3.11.1.2   Theory Y--------------------------------------------------- 

             3.11.1.3   Theory Z--------------------------------------------------- 

3.11.2 Classical Management Theories------------------------------------ 

3.11.2.1   Scientific Management Theory (Taylorism)---------- 

3.11.2.2   Administrative Management Theory------------------- 

3.11.2.3   Bureaucratic Management Theory---------------------- 

3.11.3 Modern Management Theories-------------------------------------- 

3.11.3.1   Quantitative Approach----------------------------------- 

3.11.3.2   System Approach----------------------------------------- 

3.11.3.3   Contingency Approach----------------------------------- 

MCQs------------------------------------------(200 MCQs)-------------------------- 

Interview Questions--------------(80 Question/Answer)---------------- 

631 

631 

632 

632 

633 

633 

634 

635 

 

635 

635 

636 

636 

636 

636 

639 

639 

639 

639 

640 

640 

641 

643 

643 

645 

645 

646 

647 

648-669 

670-680 

4 Leadership Roles and Responsibilities 681-697 

 4.1    Leadership Roles--------------------------------------------------------------- 

4.2    Leadership Responsibilities--------------------------------------------------- 

4.3    The Impact of Values on Educational Leaders----------------------------- 

4.4    Direction and Protection in Educational Leadership---------------------- 

4.5    Conflict Management---------------------------------------------------------- 

         4.5.1   What is Conflict-------------------------------------------------------- 

         4.5.2   How to manage Conflict for High Performance------------------- 

         4.5.3   Six Essential Skills for Managing Conflict Effectively----------- 

         4.5.4   Conflict Competence and School Management-------------------- 

         4.5.5   Conflict Management and the ‘Right’ School Culture------------ 

         4.5.6   Team and Conflict Management------------------------------------- 

4.6    Decision Making in Educational Leadership------------------------------- 

         4.6.1   Emotions and Intuition in Educational Decision Making-------- 

         4.5.2   Emotional Self-Control in Educational Leadership--------------- 

         4.5.3   Reigning in Emotions for Strategic Educational Decisions------ 

         4.5.4   The Challenge of Uncertainty in Educational Decisions--------- 

         4.5.5   Limiting Choices in Educational Decision-Making--------------- 

         4.5.6   Trusting your Intuition in Education-------------------------------- 

         4.5.7   Intuition and Satisfaction with Educational Decisions------------ 

         4.5.8   How to Hear Your Intuition in Education-------------------------- 

681 

681 

681 

682 

683 

683 

683 

684 

684 

684 

685 

685 

685 

686 

686 

686 

686 

686 

686 

687 



XX 

 

Part-13 
Classroom Assessment 

         4.5.9   Making Great Educational Decisions------------------------------- 

MCQs------------------------------------------(82 MCQs)--------------------------- 

Interview Questions--------------(23 Question/Answer)-----------------    

687 

687-694 

695-697 

5 Leadership Characteristics & Skills in Education 698-709 

 5.1    Optimism and Enthusiasm in Leadership----------------------------------- 

5.2    Difference among Optimism, Pessimism and Enthusiasm--------------- 

5.3    Empathy in Leadership-------------------------------------------------------- 

5.4    Assertiveness in Educational Leadership----------------------------------- 

5.5    Communication Skills in Educational Leadership------------------------- 

MCQs------------------------------------------(57 MCQs)--------------------------- 

Interview Questions--------------(17 Question/Answer)-----------------    

698 

698 

698 

699 

700 

702-707 

708-709 

Unit No Contents Page No 

 Unit Name (Subjective + Objective)  

1 Measurement, Assessment & Evaluation 710-728 

 1.60 Concept of Measurement, Assessment and Evaluation------------------- 

1.1.1   Concept of Measurement--------------------------------------------- 

            1.1.1.1   Keys Aspects of  Measurement---------------------------  

1.1.2   Assessment------------------------------------------------------------- 

            1.1.2.1   Placement assessment-------------------------------------- 

            1.1.2.2   Formative Assessment------------------------------------- 

            1.1.2.3   Summative Assessment------------------------------------ 

            1.1.2.4   Diagnostic Assessment------------------------------------- 

            1.1.2.5   Performance  Assessment---------------------------------- 

            1.1.2.6   Portfolio  Assessment-------------------------------------- 

            1.1.2.7   Self-Assessment-------------------------------------------- 

            1.1.2.8   Peer  Assessment-------------------------------------------- 

            1.1.2.9   Authentic  Assessment------------------------------------- 

            1.1.2.10   Norm-referenced  Assessment--------------------------- 

            1.1.2.11   Criterion-referenced Assessment------------------------ 

                                           OR  
            1)   Assessment for Learning---------------------------------------- 

            2)   Assessment as Learning----------------------------------------- 

            3)   Assessment of Learning----------------------------------------- 

1.1.3   Evaluation--------------------------------------------------------------- 

            1.1.3.1   Formative Evaluation-------------------------------------- 

            1.1.3.2   Summative Evaluation------------------------------------- 

            1.1.3.3   Diagnostic Evaluation-------------------------------------- 

            1.1.3.4   Process  Evaluation----------------------------------------- 

            1.1.3.5   Impact  Evaluation------------------------------------------ 

            1.1.3.6   Outcome  Evaluation--------------------------------------- 

            1.1.3.7   Developmental  Evaluation-------------------------------- 

            1.1.3.8   Program  Evaluation---------------------------------------- 

            1.1.3.9   Curriculum  Evaluation------------------------------------ 

            1.1.3.10   Teacher  Evaluation--------------------------------------- 

1.61 Distinction between Measurement, Assessment & Evaluation---------- 

710 

710 

710 

711 

711 

712 

712 

713 

713 

713 

713 

713 

713 

713 

713 
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716 

716 

717 

717 

717 

717 

717 

717 

717 

717 

717 
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1.62 Purpose of Assessment-------------------------------------------------------- 

MCQs--------------------------------------------(60 MCQs)------------------------- 

Interview Questions--------------(36 Question/Answer)----------------- 

718 

719-723 

724-728 

2 Objectives & Assessment 729-749 

 2.57 Purpose of a Test--------------------------------------------------------------- 

2.1.1   What is a Test----------------------------------------------------------- 

2.1.2   Types of Tests---------------------------------------------------------- 

2.1.3   Key Purposes of Testing---------------------------------------------- 

2.58 Learning Objectives and Learning Outcomes------------------------------ 

2.2.1   Learning Objectives--------------------------------------------------- 

2.2.2   Learning Outcomes---------------------------------------------------- 

2.59 Bloom Taxonomy-------------------------------------------------------------- 

2.60 Revised Taxonomy------------------------------------------------------------- 

2.61 SOLO Taxonomy--------------------------------------------------------------- 

MCQs-------------------------------------------(141 MCQs)------------------------- 

Interview Questions--------------(33 Question/Answer)---------------- 

729 

729 

729 

729 

730 

730 

730 

731 

733 

734 

735-744 

745-749 

3 Types of Assessment Test and Techniques 750-770 

 MCQs------------------------------------------(173 MCQs)-------------------------- 

Interview Questions--------------(61 Question/Answer)----------------- 

750-763 

764-770 

4 Types of Tests 771-778 

 MCQs------------------------------------------(96 MCQs)--------------------------- 771-778 

5 Reliability of the Assessment Tools 779-783 

 MCQs------------------------------------------(39 MCQs)--------------------------- 

Interview Questions--------------(9 Question/Answer)------------------ 
779-782 

782-783 

6 Validity of the Assessment Tools 784-791 

 MCQs------------------------------------------(61 MCQs)--------------------------- 

Interview Questions--------------(12 Question/Answer)----------------- 
784-789 

790-791 

7 Planning & Administration Classroom Tests 792-798 

 MCQs------------------------------------------(43 MCQs)--------------------------- 

Interview Questions--------------(26 Question/Answer)----------------- 
792-795 

796-798 

8 Interpreting Test Score 799-805 

 MCQs------------------------------------------59 MCQs)--------------------------- 

Interview Questions--------------(12 Question/Answer)----------------- 

799-804 

804-805 
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Part-14 
Educational Guidelines, Rules  

& Procedure 
Unit No Contents Page No 

 Unit Name (Subjective + Objective)  

1 Types of Leave 806-815 

 1.63 What is meant by “Leave”---------------------------------------------------- 

1.64 Evolution of Leave Rules in Pakistan--------------------------------------- 

1.65 Types of Leaves---------------------------------------------------------------- 

1.3.1    Casual Leave----------------------------------------------------------- 

1.3.2    Earned Leave (E.L)--------------------------------------------------- 

1.3.3    Extraordinary Leave (EOL)------------------------------------------ 

1.3.4    Maternity Leave------------------------------------------------------- 

1.3.5    Paternity leave (P.T)-------------------------------------------------- 

1.3.6    Hajj Leave-------------------------------------------------------------- 

1.3.7    Ex-Pakistani Leave---------------------------------------------------- 

1.3.8    Iddat Leave (Special Leave)----------------------------------------- 

1.3.9    Medical Leave--------------------------------------------------------- 

1.3.10  LPR/Leave Encashment-------------------------------------------- 

1.3.11  Leave on Full Pay at a Time----------------------------------------- 

1.3.12  Leave on Half Pay----------------------------------------------------- 

1.3.13  Recreation Leave------------------------------------------------------ 

1.3.14  Leave Not Due--------------------------------------------------------- 

1.3.15  Disability Leave------------------------------------------------------- 

1.3.16  Study Leave------------------------------------------------------------ 

MCQs--------------------------------------------(120 MCQs)------------------------ 

Interview Questions--------------(33 Question/Answer)----------------- 

806 

806 

806 

806 

807 

807 

808 

808 

809 

809 

809 

809 

810 

810 

810 

811 

811 

811 

811 

812-822 

822-825 

2 Types of School Records or Registers 826-836 

 2.62 Register--------------------------------------------------------------------------  

2.63 Types of Register--------------------------------------------------------------- 

2.2.1   Admission Register---------------------------------------------------- 

2.2.2   Student attendance Register------------------------------------------ 

2.2.3   Teacher Attendance Register----------------------------------------- 

2.2.4   Log Book---------------------------------------------------------------- 

2.2.5   Cash Book--------------------------------------------------------------- 

2.2.6   Stock Register/Property Register------------------------------------ 

2.2.7   Order Book------------------------------------------------------------- 

2.2.8   Visitor’s Book---------------------------------------------------------- 

2.2.9   Correspondence Registers--------------------------------------------- 

2.2.10  Acquaintance Roll register------------------------------------------- 

2.2.11 Contingent Grants Register------------------------------------------- 

2.2.12  Contingent Stock Register------------------------------------------- 

2.2.13  Movement Register--------------------------------------------------- 

2.2.14  PTC Register----------------------------------------------------------- 

2.2.15  Teacher/Employees Personal Files---------------------------------- 

MCQs-------------------------------------------(37 MCQs)------------------------- 

Interview Questions--------------(25 Question/Answer)---------------- 

826 

826 

826 

826 

826 

826 

827 

827 

827 

828 

829 

829 

830 

830 

830 

830 

831 

831-834 

835-836 
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Part-15 
Past Interview Q & A / Past Tests 

3 Pension 837-839 

 3.1    Pension--------------------------------------------------------------------------- 

3.2    Types of pensions-------------------------------------------------------------- 

          3.2.1    Superannuation Pension--------------------------------------------- 

          3.2.2    Retiring Pension------------------------------------------------------ 

          3.2.3    Invalid Pension-------------------------------------------------------- 

          3.2.4    Compensation--------------------------------------------------------- 

3.3     Family Pension----------------------------------------------------------------- 

MCQs-------------------------------------------(21 MCQs)-------------------------- 

837 

837 

837 

837 

837 

837 

838 

839-841 

4 Important Topics 842- 

 4.1    Literacy Rate in Pakistan Over the Years----------------------------------- 

4.2    Economic Survey 2022/2023------------------------------------------------- 

4.3    Out of School Children in Pakistan (2021-2022)-------------------------- 

4.4    Allama Iqbal Open University (AIOU)------------------------------------- 

4.5    Virtual University of Pakistan------------------------------------------------ 

4.6    Single National Curriculum (SNC)------------------------------------------ 

4.7    Educational Planning & Types of Educational Budget ------------------- 

4.8    Parent Teacher Councils (PTCs)--------------------------------------------- 

4.9    Levels of Education  & Learning  Disabilities ----------------------------- 

4.10  Speech and Language Disorders--------------------------------------------- 

4.11  CPD Program in KPK--------------------------------------------------------- 

4.12  Federal Directorate of Education (FDE), Islamabad---------------------- 

4.13  National Book Foundation (NBF)------------------------------------------- 

4.14  Inter Board Committee of Chairman (IBCC)------------------------------ 

4.15  Ministry of federal Education & Professional Training------------------- 

4.16  Pakistan Manpower Institute (PMI)----------------------------------------- 

4.17  National Technical & Vocational Education Authority (NTVEA)------ 

4.18  National Commission for Human Development (NCHD)---------------- 

4.19  Higher Education Commission (HEC)-------------------------------------- 

MCQs-------------------------------------------(37 MCQs)------------------------- 

Interview Questions--------------(25 Question/Answer)---------------- 

842 

842 

843 

844 

844 

845 

846 

848 

852 

853 

854 

855 

855 

855 

855 

856 

856 

857 

858 

859-871 

872-879 

Unit No Contents Page No 

 Past Interview Q & A/ Past Tests   

1 Past Interview Questions 880-903 

2 Past Tests 904-980 

 2.64 Headmaster Test 1-------------------------------------------------------------- 

2.65 Headmaster Test 2-------------------------------------------------------------- 

2.66 Headmaster Test 3-------------------------------------------------------------- 

2.67 Headmaster Test 4-------------------------------------------------------------- 

2.68 Lecturer Test 1------------------------------------------------------------------ 

2.69 Lecturer Test 2------------------------------------------------------------------ 

2.70 ASDEO Test-------------------------------------------------------------------- 

2.71 Mock Test for DDEO/SDEO/ASDEO (1)---------------------------------- 

2.72 Mock Test for DDEO/SDEO/ASDEO (2)---------------------------------- 

2.73 Mock Test for DDEO/SDEO/ASDEO (3)---------------------------------- 

2.74 Abbreviation--------------------------------------------------------------------- 

904 

912 

922 

930 

942 

950 

955 

964 

969 

974-979 

979-980 
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