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I. FOREWORD

¹EMIS data of MEST

When examining human rights within the 
education system, questions inevitably arise 
regarding school dropouts. The Ministry of 
Education, Science and Technology (MEST) is 
particularly invested in this topic, considering its 
efforts, with partners, for the implementation of 
the right to education for all. Projects aimed at 
reducing school dropouts started when MEST 
was established, and they have consistently 
been involved in the implementation of national 
legislation, such as the Law of Pre-university 
Education and By-Laws, Kosovo Education 
Strategic Plan 2011-2016 and the National 
Action Plan against Dropout 2009 – 2014. 
All of these adequately reflect the principles and 
requirements of the Convention on the Rights 
of Children. It is worth emphasising the annual 
actions undertaken by MEST, such as: provision 
of free textbooks for students of compulsory 
education (Grade 1-9), which contributes to 
prevention of school dropouts; funding transport 
for children with disabilities; exemption from 
payment of non-formal education for social 
cases; affirmative measures for Roma, Ashkali 
and Egyptian (scholarships, facilitation of their 
enrolment in Grade 10, financial support to 
education centres that help children to enhance 
school performance etc.); education reintegration 
of cases referred by shelters and social work 
centres, and the collection, processing and 
analysis of statistical data, etc. These actions are 
jointly conducted with municipalities, such as: 
organising transport for students who live further 
than 4 km, municipal scholarships for cases in 
need, data collection on drop out cases, etc. 
Furthermore, MEST issued the Administrative 
Instruction (AI) 19/2012 on the Establishment 
and Strengthening of Prevention and Response 
Teams towards Abandonment and Non-
Registration in Compulsory Education (PRTANs), 
which aims to create appropriate mechanisms 
to deal with this problem. In alignment with 
the establishment of these teams, the project 
“Enhancing Access to and Retention in Education 

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

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

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

Although, the data shows a decline over the 
years1 regarding school dropouts, existing figures 
are still of concern, as MEST and municipalities 
continue to promote inclusion and seek to ensure 
the right of a quality education for all. 
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III. INTRODUCTION
Although, the enrollment rate for compulsory education in Kosovo is over 95%2,  some children 
and adolescents never enrol in school, attend very irregularly or do not complete lower secondary 
education.  These groups of children are normally referred to as out of school children, dropouts 
or early school leavers, because we have categories of children who have never enrolled in 
school, children at risk of dropping out of school and children who have already dropped out of 
school during their studies. 
These children are, therefore, deprived of their right to education, and as such the Prevention 
and Response Teams toward Abandonment and Non-Registration in Compulsory Education 
(PRTANs), which were established based on Administrative Instruction 19/2012 by MEST, should 
have the capacity to identify, refer, and handle cases efficiently.

In order to assist these teams, the “Manual for School PRTANs” and the “Manual for Municipal 
PRTANs” were drafted.3

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

² Agency of Statistic of Kosovo, Multiple Indicator Cluster Survey in Kosovo (2014)
³ Electronic versions of both manuals are available also on the CD attached to this publication.
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WHY MANUAL AND WHO IS THE MANUAL FOR?

This manual will help Municipal PRTANs to exercise their role and mandate in prevention, re-
sponse, and treatment, of the problem of dropout and non-enrollment in compulsory education.
The manual is directed towards municipalities and Municipal Education Directorates (MEDs), in 
order to identify and treat the issue of non-enrollment and school dropouts, as well as aid the 
coordination process with other stakeholders and relevant municipal institutions (Municipal PR-
TANs, Centres for Social Work, Family Medicine Centres, Municipal Office for Communities and 
Return, and Civil Society Organisations). 
The document also indirectly targets other stakeholders, such as Ministry Officials, representa-
tives of the Inspectorate, teacher trainers, education professional associations, and other pro-
fessionals working with children in the area of safety and security, justice, health, protection, 
social services, sports, leisure and culture.

WHAT IS IN THE MANUAL?

The manual provides information on the role of Municipal PRTANs. It also provides guidelines 
and tips for Municipal PRTANs to gain the necessary skills to complete their work. Lastly, the 
manual presents concrete tools to help Municipal PRTANs undertake actions that will contribute 
to dropout prevention and response. 

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

What is on the CD?
The manual is accompanied by a CD. The CD contains:
•  The PDF version of both manuals (the Manual for School PRTANs and the Manual for Municipal PRTANs) 
•  The electronic versions of all the tools and instruments to facilitate filling, recording and sharing for 
electronic use as well as for easy printing

Knowledge & 
information for 

PRTANs

Skills 
PRTANs need 
for their work

Tools for
PRTANs to take

actions

Ideas and  tips

Instruments

Example

Important 
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1. CONTEXT OF OUT OF SCHOOL 
CHILDREN
1.1. WHO ARE GROUPS AT RISK?

Children from vulnerable groups that are likely to become out of school are the following: children 
with disabilities, repatriated and returnee children, children with social problems, children from 
Roma, Ashkali and Egyptian communities, pregnant or married girls, children working to con-
tribute to their household income, trafficked children and survivors of sexual abuse and neglect. 
Children not enrolled, not attending, or dropping out of school can be different ages, ranging 
from those in pre-primary education (ages 5 to 6) to those who are at the end of their compulsory 
education.

To successfully prevent dropouts, PRTAN teams need to monitor a fourth group of children: chil-
dren at-risk of dropping out. These are children who are frequently absent from school, some-
times for long periods of time due to illness, travel or other reasons. Children at risk are some-
times “not graded”. They can also be children who show a number of potential risk factors (see 
sub chapter 1.2) that cause than to be more liable to dropout than their peers. 

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

1. Children who are of compulsory school age but are not enrolled, and are not attending, school;
2. Children who are at risk of dropping out of school; 
3. Children who are of compulsory school age and are dropping out of school before completing       
    Grade 9;
4. Adolescents and youth, who have completed Grade 9, but dropped out of the next level of 
    education.

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

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

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

Family factors:
Lack of proper parental care (without both, or one parent, and divorces), education level of parents, 
families, cultural background, lack of cooperation/failure of a family to adapt to surroundings 
(especially migrant families), children acting as breadwinners, etc. 
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School factors:
Geographic location of schools (risks during travel especially in mountainous areas), teacher-
student relations and vice-versa, student-to-student relations (misbehaviour, violence, misuse of 
information technology, etc.), lack of proper professional services dealing with problems within 
the school, inadequate level of cooperation between schools and other municipal services and 
the community, the impact of detrimental external activities, etc.

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

1.3. WHAT STAGES SHOULD PRTAN PAY PARTICLUAR ATTENTION 
TO REGARDING NON-ENROLMENT AND DROPPING OUT?

PRTANs should pay particular attention during these stages:

1. When children reach 6 years of age and are supposed to begin primary education;
2. When children are repatriated or have newly arrived in the country and should be reintegrated 
    in education;  and
3.  When families are moving from one municipality to another, in order to ensure proper 
    implementation of the procedure for children who transfer schools. 

Previous practices have shown that investment in education brings benefits at different 
levels for the individual, in addition to their families, communities and society. Thus, 
benefits from education reflect upon:

•  Economic returns for individuals, families and society;
•  Improved health outcomes for individuals and their families, including their children;
•  Greater gender equality;
•  Greater social cohesion and safe communities (lower criminality rates, etc);
•  Lower burden on social welfare and justice budgets as a result of the above.

The membership and role of Municipal PRTANs is presented in Annex9 – Terms of Reference of 
PRTANs.
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2. IDENTIFICATION OF OUT OF 
SCHOOL CHILDREN,PLANNING 
AND OTHER RESPONSIBILITIES 
OF MUNICIPAL PRTANS

2.1. WHAT IS THE COMMON PROFILE OF CHILDREN NOT 
ENROLLED AT SCHOOL?

Children not enrolled, or not attending school are often:

•	 Children of age 5-6 who are not attending pre-primary education
•	 Children of primary school age who did not enrol in Grade 1 on time;
•	 �Children who have never enrolled in school due to either a disability or who have travelled a           

lot, either within or outside Kosovo;
•	 Returnee and repatriated children waiting for a school placement;
•	 Children who have been trafficked;
•	 Children facing the most extreme forms of violence;
•	 Children with chronic or long term illnesses;
•	 Children who are working, or exploited.

2.2. WHAT IS THE COMMON PROFILE OF CHILDREN AT RISK OF 
DROPPING OUT?

Children at risk of dropping out are often:
•	 Children with individual, family and social problems;
•	 Children with chronic or long term illnesses;
•	 �Children who are working, involved in detrimental activities (drug dealing, trafficking, ex-

ploitation in forced labour, etc.)

2.3. WHAT IS THE COMMON PROFILE OF CHILDREN WHO HAVE 
DROPPED-OUT OF SCHOOL?

Children at risk of dropping out of school are often: 
•	 Children, whose  families do not value education;
•	 Children affected from travelling risks, lack of transport, illnesses;
•	 Children involved in early marriages;
•	 Children affected by poverty;
•	 Children with low level of attainment and learning;
•	 Children who are victims of violence and other detrimental activities.
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2.4. STRATEGIES AND TOOLS FOR THE MUNICIPAL PRTANS

Municipal PRTANs are responsible for supporting School PRTANs on prevention, response and 
treatment of the issues of non-enrolment and dropping-out in compulsory education. In order to 
achieve these objectives, they will use various tools, such as data from EMIS, and schools, as 
well as other data from different resources. Different intervention strategies, based on this data, 
will be established according to the context of the respective municipality. 
As the first step, Municipal PRTANs will conduct a situation analysis according to the description 
below.

HOW TO CONDUCT A SITUATION ANALYSIS?

A situation analysis is conducted by gathering data from all responsible institutions and 
mechanisms. 
Initially, Municipal PRTANs require EMIS data from MED, as well as specific indicators. These are, 
for example: the total number of children enrolled, those who have dropped out in the previous 
school year, the number of children whose families are on social assistance, family status of 
students (with both parents, single parents, or no parents), the number of repatriated students, 
the distance that students travel, any different injuries suffered by the students, the gender of 
children, the number of repeaters, the children’s ethnicity, and their age. 

Following the data collection from EMIS and MED, PRTANs will also need data from other 
municipal directorates such as the Directorate of Health and Social Welfare (DHSW) and the 
Municipal Directorate for Culture, Youth and Sport (MDCYS), and from other relevant offices such 
as the Civil Registry, the Centre for Social Work (CSW), the Family Medicine Centre (FMC), and 
the Municipal Office for Communities and Returns (MOCR), etc. They will then compare them 
with the data obtained from EMIS, for example: comparing the number of children registered in 
EMIS, and the number of children registered in the Civil Registry, based on their birth years. 
Also, PRTANs should take into consideration other information from various sources such as 
community mediators, various surveys by NGOs/CSOs, and other informal mechanisms.

After all the data is collected, the Municipal PRTAN then analyses and synthesises it, to identify 
issues, obstacles and municipal priorities for the insurance of regular attendance to education. 
Based on this analysis, it will draft its Action Plan (an example of Action Plan is in Annex 1), and 
develop tangible actions to address effectively the problems encountered by question. 

HOW TO DEVELOP A MUNICIPAL ACTION PLAN?

Annex 2 contains the tool for developing Municipal Action Plans on out-of-school and dropout 
preventions. The tool includes: (1) the structure of such an Action Plan, such as information that 
should be included in the situation analysis and data that should be collected for the develop-
ment of situation analysis; (2) dimensions to take into consideration when planning, and; (3) a 
template for the development of the Action Plan.
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2.5. IDENTIFICATION OF CHILDREN NOT ENROLLED IN SCHOOL

Out of school children might have not been identified by any education, health, social welfare 
institution etc.; or might have been identified only in certain records, for example, a child who 
appears in the register of the family doctor, but is not found in any other record, such as the 
school’s register. 

PRTANs at the municipal level, as per their mandate, should be focused mainly on identification 
of never-enrolled children, and should assist the School PRTANs to handle cases of children who 
are at risk of dropping out, as well as those who have dropped out of school. 
Besides the PRTANs at the municipal level, out-of-school children can be identified by a number 
of institutions or mechanisms and professionals. 

NGOs and CSOs play a very important role in identifying out-of-school children. Community 
mediators, who are engaged in various projects, also play a very important role in identifying out-
of-school children. NGOs and CSOs and community mediators should report, or refer, all cases 
they identify to Municipal and School PRTANs, through the form in Annex 5. Steps on how to do 
the reporting or referral are presented in Annex 6.
Below is a chart of all relevant stakeholders that can supply the Municipal PRTAN with data on 
out of school children.

SCHOOLS CHILDREN AND 
OTHER STUDENTS

YOUTH CENTRES 

CENTRE FOR
SOCIAL WORK

 

CENTRE FOR
SOCIAL WORK

 

MOCRHEALTH
PROFESSIONALS

COMMUNITYPOLICE

MEDsSHELTERS

NGOs/CSOs

MUNICIPAL 
PRTAN

PRTANs at the Municipal level, as they are mandated, should focus primarily on identifying 
children not enrolled in school,as well as supporting schools, and School PRTANs,in 
resolving cases referred to the municipality, always providing input to relevant institutions 
according to case specificities.
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2.6. METHODS OF IDENTIFICATION FOR OUT OF SCHOOL 
CHILDREN

Methods for identification for out-of-school children include the following:

•	 �Obtaining valid information from the Civil Registry, and compare them with the lists of the 
children enrolled in Grade 1

•	 �Various community surveys conducted by CSOs or NGOs, health professionals, schools or    
municipalities 

•	 Identification  by social workers or healthcare professionals during home visits  
•	 Community meetings organised by schools and/or municipalities 
•	 Fieldwork by MOCRs and community policing 
•	 Campaigns for enrolment of children in Grade 1, at the appropriate age 
•	 Follow-up of dropout cases  by school and MED level 
•	 Overseeing  transfer of students from school–to-school 
•	 Obtaining information from their peers who are attending school
•	 Combination and confirmation of data on the children from several sources such as:
•	 Health system data
•	 Data on returnees and repatriated persons
•	 Centre for Social Work / Social Schemes

If a Municipal PRTANs identifies out-of-school children from the above-mentioned sources, it 
must notify the School PRTAN for the respective catchment area to ensure the child’s school 
placement.

2.7. CASE MANAGEMENT AT THE MUNICIPAL LEVEL

Municipal PRTANs, in their regular meetings, in general examine problems faced by out-of-
school children. They also, for cases of non-enrolment, dropout, and those at risk of dropping 
out, provide alternatives and require specific services from relevant institutions being a member 
and non member of Municipal PRTAN. 

Municipal PRTANs for specific cases, which cannot be solved within the Municipal Level, will 
require support from the Central Level (MEST, Central Working Group for Prevention and Re-
sponse towards Dropouts and Non-registration of Pupils in Pre-university Education).
Municipal PRTANs, while managing the cases, will fill in relevant forms that can be found in the 
Annex 3. Forms are filled in and updated by a mandated member of the PRTAN, who has a role 
of the secretariat of the team. School PRTANs use their own forms to refer cases.

KEEP IN MIND
Sensitive information on children and their families must be kept confidential. Based on 
the Law on Protection of Personal Data, Law no.03/L-172, mandated persons that fill in 
and update case files must not share confidential information with other unauthorised 
persons.
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2.8. MUNICIPAL STRATEGIES ON PREVENTION AND RESPONSE 
TOWARD SCHOOL DROP OUT

Based on the situation analysis, the Municipal PRTANs, in close cooperation with School PR-
TANs, and the schools with dropouts, or with out-of-school children in their catchment area, 
should draft and harmonise specific activities within the School Action Plan (a template for 
School Action Plan is in Annex 4). The tool for the development of a Municipal Action Plan can 
be found in Annex 2. An example of activity might be as follows: campaigning in the community 
for the enrollment of children who have never before been enrolled in school.

Beside the activities of the Action Plan, either at the municipal or school plan level, the PRTANs 
should find other creative ways that will contribute to the fulfilment of their mandate to ensure 
that all children attend school regularly.
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3. MONITORING, REPORTING 
AND EVALUATION
Pursuant to their mandate, the Inspectorate of Education monitors the implementation of AI 
19/2012 in all pre-university education institutions and in the MED, making sure that these insti-
tutions have established, and made operational, their PRTANs, and ensuring that they develop 
and implement the relevant documents (the situational analysis, the Municipal Action Plan, the 
School Action Plan, and all relevant forms etc.).

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

The Municipal PRTAN reports to the Central Working Group for Prevention and Response to-
wards Dropouts and Non-registration of Pupils in Pre-university Education should be written at 
certain periods of time (be it at the end of the semester, or school year) or upon the request of 
activities, findings and challenges in implementing their mandate. 

This data should be in written form (such as summary reports, with statistical data, etc.), and 
should serve to inform the Central Working Group for Prevention and Response towards Drop-
outs and Non-registration of Pupils in Pre-university Education when they are establishing na-
tional policies for inclusion in education.

The Municipal PRTAN, at least once a year, should evaluate their work, and that of the School 
PRTAN. Results of these assessments will help them review and adapt to their action plans.
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IV. CONCLUSION
This manual helps Municipalities to fully implement the Administrative Instruction 19/2012. Al-
though there are a series of actions and activities listed within the manual, Municipalities are 
encouraged, depending on the nature and intensity of cases, to undertake actions to resolve the 
issues and problems, in conformity with provisions of AI 19/2012, and applicable laws.

The manual aims to be a living document that will be updated with the development of the prac-
tise of PRTANs and experience of schools, municipalities and MEST, within their functioning.
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ANNEX 1 – SAMPLE OF MUNICIPAL ACTION PLAN- ISTOG/ISTOK 
MUNICIPALITY

22 

ANNEX 1 – SAMPLE OF MUNICIPAL ACTION PLAN- ISTOG/ISTOK MUNICIPALITY 

 

ACTION PLAN FOR SCHOOL PREVENTION AND RESPONSE TOWARDS ABANDONMENT 
AND NON-REGISTRATION OF CHILDREN IN SCHOOLS 

Following the situation analysis and consultation rounds with local stakeholders, the 
Municipality has set its primary objectives, upon which a respective Action Plan is drafted. 
On the basis of the situation analysis, and rounds of consultation, we have collected 
information on areas in which intervention is required, and then adjusted it within the 
National Action Plan for Prevention of Abandonment, in order to draw objectives in 
accordance with Education Strategic Plan of Kosovo. Objectives are set using a systematic 
approach, and were generated based on the specific areas where municipal officials 
deemed it important, urgent and viable. With a view to achieve sustainable results, the 
objective is to focus in two or three main areas of serious intervention, although based on 
the situation analysis, there were identified also other issues that have to be addressed. 

 

Municipal Priority objectives: 

1. Identification and integration of out of school children through identification 
with the cooperation of relevant offices, through school teams for prevention 
and response towards abandonment and non-enrolment in schools and 
communities in the vicinity of the school and parents 

 
2. Make school teams become operational by drafting plans, and manage and 

report identified cases as well as report - address to respective institutions such 
as MED 

 
3. Inclusion of children with disabilities through improvement of school 

environment, classrooms and providing them with proper and sufficient staff 
members 

 

 

ACTION PLAN FOR SCHOOL PREVENTION AND RESPONSE TOWARDS 
ABANDONMENT AND NON-REGISTRATION OF CHILDREN IN SCHOOLS
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ANNEX 2 – TOOL FOR DEVELOPING MUNICIPAL ACTION PLANS ON OUT-OF-SCHOOL 
CHILDREN AND DROP-OUT PREVENTION 

This tool has three sections: 

1 Structure of the Municipal Action Plan 

2 Dimensions to take into consideration when planning 

3 Action Plan Template 

 

1. STRUCTURE OF THE MUNICIPAL ACTION PLAN 

The Table below outlines the structure of the Municipality Action Plans and a summary of the 
content of each section. 

Title Including the period covered by the Plan 

Introduction 

 Defines relevant terminology such as “out-of-school children,” “drop-out,” 
“excused and non-excused absence,” and “high absenteeism” 

 Explains the purpose of the Plan 
 Recalls the National Policies and Strategies the Plan is responding to, particularly 

the main objectives of the National Action Plan on Drop-Out Prevention 2009-
2014, the National Strategy on Roma, Ashkali and Egyptian Integration and the 
Plan for Organising Inclusive Education for Children with Special Educational 
Needs. 

 Explains how the Plan was developed and by whom 

Situation analysis 

Based on available data, this section presents the nature of the problem of out-of-
school children and drop-out in the Municipality, particularly: 

 Profile of children who never enrol school in the Municipality 
 Profile of children who enrol in school late in the Municipality 
 Profile of children who drop-out from compulsory education  in the Municipality 
 Identification of villages or schools with high proportion of children not-enrolled in 

school, or of drop-out 
 Analysis of the barriers to school enrolment, completion and graduation and of the 

reasons for drop-out 
 Presentation of existing institutional and non-governmental support services 

around education generally, including support to enrolment, community 
mediation, learning and language support and around social services (covering 
registration and documentation support, benefits and allowances, social services, 
health services and youth services). 

 Strengths and weaknesses of existing education and support services. 
 Lessons learned from previous interventions targeting drop-out and out-of-school 

children 
 Lessons learned from previous planning activities conducted by the Municipality 

(e.g. Roma, Ashkali and Egyptian Integration Action Plans) 

Data to support the analysis can include: 

1. STRUCTURE OF THE MUNICIPAL ACTION PLAN
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 Number and proportion of children attending early childhood and pre-school 
(disaggregated by sex, ethnicity and geographical area if available) 

 Number and proportion of children attending primary education (disaggregated by 
sex, ethnicity and geographical area if available) 

 Number and proportion of children attending lower-secondary education 
(disaggregated by sex, ethnicity and geographical area if available) 

 Number and proportion of children attending upper-secondary education 
(disaggregated by sex, ethnicity and geographical area if available) 

 Number and proportion of out-of-school children (if available) 
 Number and proportion of dropout students per Grade over the past 3 years 
 Number of school-age children with disabilities in the Municipality 
 Proportion of the population from Roma, Ashkali and Egyptian communities 
 Number of school-age children from Roma, Ashkali and Egyptian communities 

Priorities and 
objectives 

Based on the situation analysis, identify key priorities for the period of the Plan.  

Develop objectives to address the priority areas. It is recommended that no-more than 
2 to 3 objectives are identified.  

Action Plan  

The Action Plan shall include, for each objective: 

 Name of the objective 
 Activities to put in place to reach the objective 
 Timeframe for activity implementation 
 Responsible officer or agency for the implementation 
 Cost of the activity 
 Source of funding for the activity 
 Performance indicators 

See Section 3 of this tool for Template of the Action Plan 

Monitoring and 
Evaluation (M&E) 

This section will give information on: 

 The review cycle (yearly is recommended) 
 The review modalities 
 The M&E modalities4 
 The responsible officer  or agency for M&E 

  

                                                                 

4M&E modalities will vary depending on existing structures and mechanisms in each municipality. Monthly 
meetings are recommended to adequately follow-up on children’s cases.  
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4 M&E modalities will vary depending on existing structures and mechanisms in each municipality. Monthly meetings are recommended 
to adequately follow-up on children’s cases. 
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meetings are recommended to adequately follow-up on children’s cases.  
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2. DIMENSIONS TO TAKE INTO CONSIDERATION WHEN PLANNING  

This section identifies key dimensions to think about when addressing out-of-school and 
dropout issues. It is articulated around several thematic “modules” or “blocks” for ease of 
use. Each “module” provides information on: 

 Issues we are trying to tackle 
 Aim we want to achieve 
 Possible activities which could contribute to reaching the aim 
 Actors to be involved 
 Considerations to take into account 

These modules are only indicative. They provide a basis for discussion and guidance, based 
on best international practices, on how to address specific issues. Each Municipality can 
pick, choose, amend, and merge modules and activities as best fits with their particular 
issues and own objectives.  

The modules cover the following topics: 

Module 1: Identification, monitoring and reporting of children out-of-school or at risk of 
dropping-out 

Module 2: Recording information on out-of-school children and drop-out students 

Module 3: Preparing enrolment to Grade 1 

Module 4: Education system awareness raising among the Roma, Ashkali and Egyptian 
communities 

Module 5: Documentation and registration 

Module 6: Sure start with early childhood education 

Module 7: Holistic support for students at risk of dropping-out 

Module 8: Learning support for students at risk of dropping-out 

Module 9: Absenteeism 

Module 10: Financial, transport and material issues 

Module 11: Inclusive and safe communities and schools 

Module 12: Community youth services and support 

Module 13: From non-formal to formal education 

Module 14: Support to schools 

Module 15: Data collection and monitoring 

Module 16: Services for repatriated and returnee children 
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Module 1: Identification, monitoring and reporting of children out-of-school or at risk of dropping-out 

Issues  Lack of updated lists of Grade 1 school-age children 
 Lack of collaboration and referral systems between sectors  
 Lack of monitoring mechanisms for cases of drop-out 
 Lack of consistent records on children cases 

Aim To develop an identification and monitoring system for children out-of-school or at-risk of 
dropping-out 

Activities  Adjust and implement  an identification and monitoring system for out-of-school 
children and students at-risk of dropping out (see chapter 2) 

 Support School PRTANs in implementation of the case-management system in the 
identification and monitoring system for out-of-school children and students at-risk of 
dropping out 

 Identify actors and responsible officers for each phase/component of the system 
 Share and disseminate the system to all relevant stakeholders 
 Develop referral mechanisms across sectors and actors 
 Review the system yearly to learn lessons and improve practices 
 Ensure cases of children are recorded appropriately (see Module 2) 
 Develop sanctions for non-compliance with referral and reporting 
 Develop clear communication channels and information sharing practices with health 

and social services to adequately deal with cases of children in danger, children victim 
of trauma and children with disabilities. 

Actors Municipal PRTANs, MED, social and health services, police representatives, School 
PRTANs, NGOs, MEST. 

Considerations Elements to keep in mind when developing the system: 

 The same system must be shared by all sectors: education is not solely responsible for 
the identification and monitoring of drop-out cases 

 Nominate a senior person to oversee the implementation process 
 Each sector/actor can keep its own records but these must be reconciled in a single 

database at Municipality level. 
 Keep the system simple 
 Think through data sharing mechanisms between education, heath, police and social 

services to adequately address and manage cases of children in conflict with the law, 
children in danger of victim of abuse and children with disabilities. 
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Module 1: Identification, monitoring and reporting of children out-of-school or at risk of dropping-out 
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Module 2 : Recording information on out-of-school children and drop-out students 

Issues  Lack of consistency in recording cases of children dropping-out or out-of-school 
 Lack of up-to-date data on out-of-school children and drop-out 
 Inaccurate profiling of children out-of-school 

Aim To record systematically and consistently cases of out-of-school and dropout children 

Activities  Name a Municipal Officer responsible for the records of children missing education in 
the Municipality 

 Publicise the name and contact details of the responsible officer to all schools and to 
all institutional and non-governmental actors 

 Alert all institutional and non-governmental actors of how to refer a child who does 
not attend school or is not enrolled in school 

 Use (and possibly also adjust) a template to record cases of all children out-of-school  
 Ensure data on children will be protected 
 Analyse yearly the records to profile the children who are out-of-school, to evaluate 

the effectiveness of strategies to include them in school and to inform future planning 
and practices 

Actors MED, Municipal PRTANs, health and social services, police representatives, School 
PRTANs, NGOs 

Considerations Recording template: 

 Each sector/actor can keep its own records but these must be reconciled in a single 
database at Municipality level. 

 The Municipal recording template that can be adjusted to the needs of the 
Municipality can be found in Annex 3,Tool 6.1).Decide after how many days of non-
justified absence a child should be included on the database. 

 

Module 3 : Preparing enrolment to Grade 1 

Issues  Lack of updated lists of Grade 1 school age children 
 Limited notification of parents about the enrolment process 

Aim To ensure that all children of Grade 1 school age enrol on time 

Activities  Civil registration office to provide lists of children of Grade 1 school age based on 
birth registers 

 Early childhood care and education centres to provide list of children of Grade 1 
school age based on enrolment lists 

 NGOs to provide their own list of children of school age 
 Triangulation of lists, including with other records held at Municipality level (for 

example lists from Family Medicine Centres) 
 Establishment of a list of Grade 1 school-age children 
 Send letters to all parents of children reaching Grade 1 school-age providing 

information on enrolment period, what school to enrol to, how to enrol, documents 
needed, why it is important to enrol at the right age and other relevant information, 
including on available support 
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 Letters can also be distributed through older siblings already enrolled in school and 
through pre-schools 

 Radio/poster campaigns providing information on the enrolment period, how to enrol 
and where to get support if needed 

 NGOs to relay information in communities through meetings and other means 
 Develop school readiness summer programmes for children (and their parents) who 

have not attended pre-school education 

Actors MED, Civil Registry, other Municipality Departments as relevant, schools, pre-schools, 
NGOs 

Considerations Children who enter education late are more likely to drop-out, it is therefore critical that 
children enter Grade 1 at the right age. 

 

Module 4 : Awareness raising on the importance of education and the education system of the Roma, 
Ashkali and Egyptian communities 

Issues  Lack of understanding about the enrolment process 
 Lack of awareness of parental obligation to send children to school 
 Lack of awareness of available early childhood education facilities 
 Lack of awareness of the role of mediators 
 Lack of awareness of the school calendar 
 Lack of awareness about free schooling, free meals, free transport and free textbooks 

Aim To increase the education awareness of the Roma, Ashkali and Egyptian communities and 
to give parents all necessary information about the education system 

Activities  Distribute leaflet and posters at key locations, including shops, health centres etc., 
with all necessary information on free and compulsory education, catch up classes, 
enrolment periods and process and contact details for support  

 Community information meetings, jointly facilitated by mediators and MED or school 
staff 

 Information meetings organised at Early Childhood Education and Care Centres 
 Child-led awareness raising activities during community events and festivals 
 Open days in ECD Centres and schools 
 School directors and teachers visit settlements and neighbourhoods with mediators 

to answer questions and address concerns 
 Dissemination of the AI on Measures towards parents, whose children are not 

registered or attended the compulsory Education MEST 13/2005 

Actors MED, Municipal and School PRTANs, school directors, teachers, Mediators, NGOs 

Considerations Address any issues parents may have, particularly around the cost of education. Stress 
what is provided for free and inform parents where they can get (extra) support from. 
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Module 5: Documentation and registration 

Issues  Lack of birth certificates 
 Undocumented children 
 Lack of health certificates (e.g. vaccinations) 
 Lack of other documents requested when enrolling 
 Lack of schooling documentation and notifications of diplomas for returnee and 

repatriated children 

Aim To support families getting all the necessary documents for their children without 
depriving children from their right to education during the process 

Activities  Disseminate posters and leaflets explaining the process of documentation and 
registration in several languages ahead of the school enrolment period 

 Disseminate the name of institutions and organisations to contact for registration 
 Disseminate contact details of institutions and organisations providing documentation 

support to families and children 
 Organise registration campaigns, registration months etc 
 Disseminate the administrative instructions stipulating the obligation of schools to 

enrol children while waiting for foreign documentation (AI on Determination of 
requirements, criteria and procedures in meeting the Strategy reintegration of 
repatriated persons. Number: 17/2010 Date: 18.11.2010) 

 Sanction schools who do not accept children without documents 

Actors Municipality relevant registration authorities, MED, PRTANs, NGOs, MOCR, Schools 
including children. 

Considerations Devise mechanisms to ensure schools accept children while their documents are being 
processed. 

 

Module 6: Equitable access to early childhood education and pre-school education 

Issues  Lack of awareness of the importance of early childhood education 
 Lack of equitably accessible early childhood education facilities 
 Costs of provision at the point of users 
 Transport issues for young children 
 Parental reluctance to send their children to early childhood education centres for 

various reasons 

Aim To ensure that all children, regardless of their background can benefit from early 
childhood education provision 

Activities  Develop alternative forms of early childhood provision to increase coverage 
 Ensure provision is free of charge for the most vulnerable families 
 Disseminate the Administrative Instruction on Reducing the tariffs paid by the parents 

for more than one child in the preschool institutions 
 Raise awareness about the importance of early childhood education 
 Identify, train and include Roma, Ashkali and Egyptian assistants/facilitators in early 

childhood education and pre-school 
 Develop strategies for Roma, Ashkali and Egyptian assistants to be gradually fully paid 
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by Municipalities
 Mix communities across facilities to avoid segregation 
 Devise parental involvement programmes for early childhood development (ECD) 

centreswith a focus on fathers 
 Conduct language learning activities to prepare students for primary education 
 Use volunteers to accompany children to ECD centres and pre-schools when parents 

cannot do it 
 Where bus transport is organised, ensure a few parents/carers have reserved seats on 

the bus to accompany children 

Actors MED, early childhood education providers, NGOs, community associations 

Considerations Early childhood education and pre-school are key to school readiness and to drop-out 
prevention. They are also a critical stage for getting parents involved in the education of 
their children.  

 

Module 7: Holistic support for students at risk of dropping-out 

Issues  Low performance 
 Disruptive behaviour in school 
 Lack of students’ engagement in school activities 
 Lack of parental engagement in school activities 
 Irregular attendance 
 Lack of comprehensive support mechanisms to prevent drop-out 

Aim To provide holistic support to students at risk of dropping-out 

Activities  School PRTANs to develop mechanisms to identify children at risk of dropping-out 
 Organise meetings with the School PRTAN, parents, mediators if appropriate and the 

student to discuss the problem and identify solutions 
 Provide material support where needed 
 Refer the child and the family to health and social services if required and alert the 

Municipal multi-sector teams of the child’s needs where they exist 
 Organise learning support activities (See Module 8) 
 Develop mentoring schemes 
 Try to maintain contact as regularly as possible with parents, formally and informally 
 Show school management and Municipality commitment to the retention and success 

of the child 

Actors School PRTANs, school staff, parents, children, mentors, mediators, Municipal PRTANs 

Considerations Mentoring: 

 Enable the student to choose their mentor, from inside or outside the school 
 Develop a contract between the mentor, the student,  the school and the parents, 

identifying learning, attendance, participation and behaviour objectives  and outlining 
each party’s responsibilities in contributing to these objectives 

 Organise formal and regular meetings between the child and the mentor 
 When the mentor is external to the school, invite him/her regularly to provide 

feedback on the progress of the child 



35

36 

Module 5: Documentation and registration 

Issues  Lack of birth certificates 
 Undocumented children 
 Lack of health certificates (e.g. vaccinations) 
 Lack of other documents requested when enrolling 
 Lack of schooling documentation and notifications of diplomas for returnee and 

repatriated children 

Aim To support families getting all the necessary documents for their children without 
depriving children from their right to education during the process 

Activities  Disseminate posters and leaflets explaining the process of documentation and 
registration in several languages ahead of the school enrolment period 

 Disseminate the name of institutions and organisations to contact for registration 
 Disseminate contact details of institutions and organisations providing documentation 

support to families and children 
 Organise registration campaigns, registration months etc 
 Disseminate the administrative instructions stipulating the obligation of schools to 

enrol children while waiting for foreign documentation (AI on Determination of 
requirements, criteria and procedures in meeting the Strategy reintegration of 
repatriated persons. Number: 17/2010 Date: 18.11.2010) 

 Sanction schools who do not accept children without documents 

Actors Municipality relevant registration authorities, MED, PRTANs, NGOs, MOCR, Schools 
including children. 

Considerations Devise mechanisms to ensure schools accept children while their documents are being 
processed. 

 

Module 6: Equitable access to early childhood education and pre-school education 

Issues  Lack of awareness of the importance of early childhood education 
 Lack of equitably accessible early childhood education facilities 
 Costs of provision at the point of users 
 Transport issues for young children 
 Parental reluctance to send their children to early childhood education centres for 

various reasons 

Aim To ensure that all children, regardless of their background can benefit from early 
childhood education provision 

Activities  Develop alternative forms of early childhood provision to increase coverage 
 Ensure provision is free of charge for the most vulnerable families 
 Disseminate the Administrative Instruction on Reducing the tariffs paid by the parents 

for more than one child in the preschool institutions 
 Raise awareness about the importance of early childhood education 
 Identify, train and include Roma, Ashkali and Egyptian assistants/facilitators in early 

childhood education and pre-school 
 Develop strategies for Roma, Ashkali and Egyptian assistants to be gradually fully paid 

37 

by Municipalities
 Mix communities across facilities to avoid segregation 
 Devise parental involvement programmes for early childhood development (ECD) 

centreswith a focus on fathers 
 Conduct language learning activities to prepare students for primary education 
 Use volunteers to accompany children to ECD centres and pre-schools when parents 

cannot do it 
 Where bus transport is organised, ensure a few parents/carers have reserved seats on 

the bus to accompany children 

Actors MED, early childhood education providers, NGOs, community associations 

Considerations Early childhood education and pre-school are key to school readiness and to drop-out 
prevention. They are also a critical stage for getting parents involved in the education of 
their children.  

 

Module 7: Holistic support for students at risk of dropping-out 

Issues  Low performance 
 Disruptive behaviour in school 
 Lack of students’ engagement in school activities 
 Lack of parental engagement in school activities 
 Irregular attendance 
 Lack of comprehensive support mechanisms to prevent drop-out 

Aim To provide holistic support to students at risk of dropping-out 

Activities  School PRTANs to develop mechanisms to identify children at risk of dropping-out 
 Organise meetings with the School PRTAN, parents, mediators if appropriate and the 

student to discuss the problem and identify solutions 
 Provide material support where needed 
 Refer the child and the family to health and social services if required and alert the 

Municipal multi-sector teams of the child’s needs where they exist 
 Organise learning support activities (See Module 8) 
 Develop mentoring schemes 
 Try to maintain contact as regularly as possible with parents, formally and informally 
 Show school management and Municipality commitment to the retention and success 

of the child 

Actors School PRTANs, school staff, parents, children, mentors, mediators, Municipal PRTANs 

Considerations Mentoring: 

 Enable the student to choose their mentor, from inside or outside the school 
 Develop a contract between the mentor, the student,  the school and the parents, 

identifying learning, attendance, participation and behaviour objectives  and outlining 
each party’s responsibilities in contributing to these objectives 

 Organise formal and regular meetings between the child and the mentor 
 When the mentor is external to the school, invite him/her regularly to provide 

feedback on the progress of the child 
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 Maintain the mentoring scheme when the child changes school, particularly around 
transitions between primary, lower and upper secondary 

 

Module 8: Learning support for students at risk of dropping-out 

Issues  Overage students enter low grades 
 Students do not master the language of instruction 
 Students lack behind in core subjects 
 Students’ special educational needs are not recognised or addressed 

Aim To support students at risk of dropping-out in their learning in a consistent and coherent 
manner 

Activities  Ensure schools systematically organise learning support for students throughout the 
year in small groups 

 Set-up systems by which students can assess their own progress at school 
 Ensure schools have mechanisms in place to regularly inform parents about their 

children’s progress 
 Set-up community homework clubs  
 Provide language classes for returnees and students from Roma, Ashkali and Egyptian 

communities whose mother tongue is not the school medium of instruction 
 Support the implementation of the Albanian as a second language curriculum 
 Organise community language classes and activities for children to improve their 

mother tongue 

Actors Schools, MED, NGOs, community and youth volunteers, MEST (particularly for curriculum 
development) 

Considerations Homework clubs and language classes: 

 Homework clubs/language classes may be funded by NGOs and gradually co-funded 
by the Municipality until the latter is able to cover all costs 

 Homework clubs/language classes can take place in schools or community centres 
 Homework clubs/language classes can make use of volunteers, such as older students 

from secondary school, youth or community volunteers. 
 Language classes must be structured and support students’ learning in the main class 

– subject specific vocabulary must be taught alongside general language skills.  
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Module 9 : Absenteeism 

Issues  Tardiness 
 High level of absenteeism 
 Non-justified absences 
 Students in and out of school for long periods of time 
 Lack of attendance monitoring 

Aim To reduce absenteeism rates 

Activities  Review school transport systems to ensure students can get to school on time 
 Identify schools with the highest levels of absenteeism and bring them together to 

discuss strategies and best practices 
 Support schools implementing strategies to reduce absenteeism 
 Raise awareness of shops, cafes and entertainment places about the importance and 

obligation for children to be in school during school hours 
 Work with shops, cafes and entertainment places to develop strategies to minimise 

children’s attendance during school hours 
 Organise attendance competitions in schools and reward students for good 

attendance 
 Organise breakfast clubs 
 Ensure schools comply with attendance recording regulations 
 Raise community awareness about the importance of attending school regularly 
 Work with mediators 
 Inspectors to regularly verify school compliance with attendance and attendance 

recording rules 
 Municipalities to analyse attendance data every term and to provide support to 

schools with high level of attendance and undertake any other activities as 
appropriate to tackle the issue 

Actors MED, schools, mediators, parents, NGOs, youth organisations, community organisations, 
local businesses 

Considerations It is critical not to blame schools with high level of absenteeism but to support them, 
including through extra funding and human resources, and capacity building interventions. 
A culture of blame could encourage schools not to report absenteeism data accurately.  

 

Module 10: Financial, transport and material issues 

Issues  Opportunity cost of sending children to school 
 Lack and cost of transport 
 Lack and cost of school supplies 
 Lack and cost of food 
 Lack and cost of cloths 

Aim To remove financial and material barriers to access to education 

Activities  Provide free transportation to children living more than 2km away from school 
 Provide adequate and free school transportation for children with disabilities 
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 Review school bus transport routes to improve effectiveness and efficiency 
 Distribute school bags and uniforms to the most vulnerable children 
 Provide free school supplies to the most vulnerable children 
 Organise distribution of clothes and shoes before winter and before summer 
 Provide free school meals 
 Liaise with PRTANs to ensure that the most vulnerable families receive social benefits 

and any additional support they may need or be entitled to 
 Establish a scholarship funds for vulnerable students 
 Organise fund-raising activities for businesses to support school enrolment and 

prevent drop-out 

Actors MED, PRTANs, businesses, NGOs, Social Services 

Considerations Scholarship funds 

 Organise fund-raising activities 
 Develop criteria for scholarship allocation 
 Build-in minimum quotas for children from Roma, Ashkali and Egyptian communities 

and for children with disabilities and special educational needs 
 Develop a transparent system for scholarship allocation 
 Set-up a multi-sector committee for the allocation of scholarships 
 Invite members of the public to scrutinise the allocation of scholarships 
 Report on scholarship allocations transparently every year 
 Publicise the scholarship funds to key stakeholders and to families 
 Provide scholarships for upper-secondary education 

 

Module 11: Inclusive and safe communities and schools 

Issues  Stigma and discrimination towards people with disabilities and minority communities 
 Lack of understanding and cultural awareness between communities 
 Violence in and around schools 
 Lack of know-how to make schools truly inclusive and to respond to the needs of 

children with disabilities in particular. 

Aim To increase inclusion and safety in communities and schools 

To be accountable for the newly devolved responsibilities on the inclusion of children with 
special educational needs 

Activities  Sensitise teachers to the culture and traditions of Roma, Ashkali and Egyptian 
communities through community-led seminars and workshops 

 Sensitise teachers, other school staff, parents and children on disability, and inclusion 
of children with disabilities 

 Promote diversity in the Municipality through campaigns using well known 
community figures standing against discrimination 

 Promote diversity through cultural and other events in schools and communities 
(Roma Day on 8 April, Ashkali Day on 15February, International Day of People with 
Disabilities on 3 December) 

 Create multi-ethnic sports’ teams in schools and communities and organise sports 
competition; promote participation in sports of students with disabilities 
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 MEST-led teacher training on inclusive education
 MEST-led teacher training on multi-cultural education, gender and inclusion 
 MEST-led teacher training on positive discipline 
 Report and address all cases of segregation and discrimination in schools 
 Ensure implementation of the AI on Professional assessment of children with special 

instructive-educational needs, No: 07/2012 Date: 23.05.2012 
 Devise mechanisms to ensure that Individual Education Plans are devised, 

implemented and reviewed appropriately 
 Strengthen collaboration between schools, community police and Parent-Teacher 

Organisations for preventing school-based violence 
 Support schools developing violence prevention interventions 

Actors Municipality actors, Police, NGOs, Roma, Ashkali and Egyptians CSOs, People with 
Disabilities NGOs, cultural centres, sports centres, youth organisations, schools, children 

Considerations To ensure the implementation of the AI on Professional assessment of children with 
special instructive-educational needs No: 07/2012 Date: 23.05.2012 

 Ensure the establishment of the multi-disciplinary teams to assess the children with 
special education needs as per AI 

 Ensure the assessment protocol is clearly defined, disseminated, known and 
understood by all stakeholders, 

 Ensure Individual Education Plans are developed according to the rules and best 
practices 

 Maximise teachers and schools’ opportunities to share best practices on inclusive 
education at the level of the school and of the classroom.  

 

Module 12: Community youth services and support 

Issues  High unemployment resulting in lack of motivation to learn in school 
 Lack of opportunities for young people 
 Street violence 

Aim To increase opportunities for children and young people as a complementary strategy for 
drop-out prevention and transition to upper-secondary 

Activities  Strengthen the links between schools and the world of work, by inviting professionals 
to talk in schools and by organising short-term apprenticeship 

 Establish career guidance services in communities 
 Provide young people with a space to meet and organise activities 
 Develop mentoring schemes between youth activists and secondary school students, 

and between professionals and secondary school students 
 Provide after class activities for children and young people covering arts, sports, 

Information and Communication Technology (ICT), music and other learning activities  
 Develop youth friendly health services, particularly around psychological support, 

reproductive health and substance abuse prevention and rehabilitation 
 Provide literacy classes for young people 
 Develop programmes targeting teenage boys* 
 Ensure health and psychological support services are accessible to all children, 

including children with disabilities. 
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Actors Municipality youth services, job centres, youth organisations, businesses, health services 

Considerations * Data reveals that boys are much more likely to drop-out from upper-secondary 
education than girls. 

 

Module 13:  From non-formal to formal education 

Issues  Overage students in low primary school grades 
 Returnees with varied education experience 
 Placement and promotion practices at the discretion of the school Director 
 Lack of harmony in non-formal curricula and programmes 
 Lack of formal recognition of previous learning 

Aim To harmonise non-formal programmes and the transition between non-formal and formal 
education within Municipalities 

Activities  Harmonise the practice of placement tests across schools (for children transferring 
from non-formal to formal education; for older children entering school late, for 
returnees with no school documentation) by developing clear criteria and guidelines, 
recognising prior learning experiences and keeping the best interest of the child in 
mind 

 MEST to train teachers on the non-formal education curriculum 
 Learning and teaching materials to be developed for the delivery of the non-formal 

education curriculum 
 Organise catch-up classes in summer months for student who missed school for long 

periods of time, based on the non-formal curriculum 
 Development of a student portfolio system for students who are frequently travelling 

within Kosovo or across Europe. This aims to capture students’ competences in core 
subjects and knowledge areas covered in each school attended in order to strengthen 
the continuity in students’ learning and avoid gaps. The system could also include 
non-formal education provision. 

Actors MED, NGOs, schools, MEST (particularly on curriculum and material development for non-
formal education and on teacher training)  

Considerations There are 2 types of non-formal education provision: (i) summer catch-up classes; (ii) a 
formal non-formal education curriculum. Children will follow one or the other path 
depending on their needs. 

Non formal curriculum implementation: 

 To be implemented fully, i.e. with trained teachers, following a clear timetable and 
promotion path, with proper learning assessment evaluations. 

 

Module 14: Support to schools 

Issues  Schools are at the front line, overburdened by requests and lacking resources and 
capacities 

 Schools lack professional support on management 
 Schools lack opportunities to discuss issues and exchange best practices 
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 Schools have not established drop-out prevention teams and established teams lack 
capacities 

 Schools lack capacity and resources to make education truly inclusive 

Aim Municipalities are to provide timely professional support to schools on the issue of out-of-
school children and students’ drop-out 

Activities  Municipalities monitor the establishment of School PRTANs 
 Municipalities organise systematic trainings and capacity development activities for 

School PRTANs 
 Municipalities provide opportunities for schools and School PRTANs to learn from 

each other and to share experiences and best practices through meetings and 
workshops 

 Municipalities develop a reward scheme for innovative and best practices developed 
by schools and School PRTANs to address the issue of out-of-school children, 
students’ drop-out, inclusive education, multi-cultural education and violence in 
schools 

 Municipalities allocate budgets for the provision of support services in schools 
(psychologists, pedagogues, mediators, etc) 

 Municipalities recruit, train and pay facilitators to implement the Roma curriculum 
developed by MEST 

 Municipalities develop a support service charter committing themselves to the on-
going support of schools, particularly of schools in deprived areas, multi-ethnic areas 
and areas with a high migrant population 

 Municipalities to train teachers on parental involvement 
 Municipalities hire young people and develop volunteering schemes to increase staff 

support for extra-curricular activities, after school activities, homework clubs etc 
 Municipalities take responsibilities to support schools in the development of inclusive 

environments. 

Actors MED, Municipal PRTAN, MEST, teacher training providers, universities 

Considerations  

 

Module 15: Data collection and reporting 

Issues  Lack of updated data on out-of-school children and drop-out which prevents the 
development of targeted interventions at Municipality level 

 Limited culture of analysis and interpretation of existing data at Municipality level 

Aim To improve data collection, analysis and interpretation to inform policy development and 
contribute to accountability towards children 

Activities  Based on the identification and monitoring system (see Module 1), Municipalities 
provide accurate data on out-of-school children and drop-out every year 

 Municipalities analyse and publish yearly reports on enrolment, attendance and 
absenteeism, drop-out, transition, completion and graduation. This data must be 
disaggregated by sex, ethnicity, children with disabilities, localities.  

 Municipalities demonstrate that the above mentioned data is used in policy planning, 
budget allocation and school support strategies 

 Data officers are nominated and trained on data processing, data presentation and 
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data analysis 
 Municipalities liaise with MEST to see how best use the EMIS data for local purposes 

and planning 

Actors MED, MEST, donors 

Considerations MEST should explore how to best communicate relevant EMIS data to Municipalities for 
their own planning 

To the extent possible duplication of data collection exercises should be avoided 

 

Module 16:  Services for repatriated and returnee children 

Issues  Lack of updated information about repatriated and returnee children 
 Lack of communication between departments in the municipality 
 Lack of appropriate services for repatriated and returnee children 
 Lack of awareness of parental obligation to send children to school 
 Difficulties of returnee children to integrate into the Kosovo education system and in 

the society 

Aim To ensure that repatriated and returnee children are enrolled and have access to specific 
services 

Activities  Request, at least monthly, he official list of repatriated and returnee children from 5-
14 years old from the MOCR.  

 Request from NGOs/Mediators/Learning Centres to contribute to the list by sharing 
information of repatriated and returnee children who are not in school. 

 Verify that these children are in school by contacting the relevant school. 
 Inform school psychologists to monitor repatriated and returnee children as they are 

more prone to psychological issues.  
 Request from school to assess the language skill of returnee and repatriated children 

to compile a list of students in need of additional language classes. 
 Organise additional language classes for repatriated and returnees if the need arises. 

At least once a year, request funds to the Department of Repatriation at MIA (or to 
MEST) for that. 

 Raise awareness of parents on the importance of sending children to school and to 
additional classes. PRTAN, mediators and NGOs should reach out to parents too.  

Actors MED, MOCR, PRTANs, NGOs, Learning Centres, Mediators. 

Considerations  According to administrative regulations, repatriated children should be enrolled in 
school at the appropriate level without any documents. Nostrification of documents 
can happen on a later stage. 

 Returnee and repatriated children tend to be more at risk to drop out. School PRTAN 
should be informed about them to tackle the issue at an early stage. 

 Repatriated families are in a very difficult situation and that might lead not to 
dedicate enough attention to children’ education. 

 MOCR staff is mandated to do regular monitoring visits of repatriated families. It is 
important that they are reminded to touch bases with parents about children 
education. 

Additional language classes are usually organised as follows: 
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should be informed about them to tackle the issue at an early stage. 

 Repatriated families are in a very difficult situation and that might lead not to 
dedicate enough attention to children’ education. 

 MOCR staff is mandated to do regular monitoring visits of repatriated families. It is 
important that they are reminded to touch bases with parents about children 
education. 

Additional language classes are usually organised as follows: 
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 Classes for two levels (full beginners and children with some knowledge of the 
languages). 60 hours of classes for 3 or 4 hours each Saturday 

 One teacher per class (max 20 pupils) 
 Evaluation at beginning and the end of the classes 
 The MED shall ensure school premises, teachers, transport and food for children 

which are attending additional classes 
 Pedagogical materials for classes and trainers for teachers are available at MEST 
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3. ACTION PLAN TEMPLATE 

Objective 1  

Activities Responsible  Other 
Implementing 
Partners 

Timeframe Cost Funding 
Source 

Indicators  

1.1       

1.2       

1.3       

       

 

Objective 2  

Activities Responsibility  Other 
Implementing 
Partners 

Timeframe Cost Funding 
Source 

Indicators  

2.1       

2.2       

2.3       

       

 

 

 

 

 

 

 

 

 

 

 

 

3. ACTION PLAN TEMPLATE
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TOOL 5: IDENTIFICATION OF OUT-OF-SCHOOL CHILDREN (NOT ENROLLED & 
NOT ATTENDING) 5

ANNEX 3 – IDENTIFICATION AND RECORDING FORM OF OUT-OF-
SCHOOL CHILDREN

5 Tools 1-4 are part of the Manual for School PRTANs, also available on CD enclosed to this publication.

ANNEX 3 – IDENTIFICATION AND RECORDING FORM OF OUT-OF-SCHOOL 
CHILDREN 

TOOL 5: IDENTIFICATION OF OUT-OF-SCHOOL CHILDREN (NOT ENROLLED & NOT 
ATTENDING) 1 

Summary: 

Tool for  Municipalities Objective Identifying children who are out-of-school 

Process Municipalities proactively identify children out-of-school through concrete 
actions and coordination with all local stakeholders 

 

Checklist for Municipalities/PRTANs  

Municipality requires lists of children in age of entering Grade 1 from the registry 
office 

 

Municipality verifies that children on the list have enrolled in Grade 1 (to the 
extent possible – some children will have moved location) 

 

Municipality works with Centres of Family Medicine, NGOs, CSOs, social workers 
and the police to identify children not enrolled or not attending school 

 

Municipality organises meetings for professionals in contact with children, 
particularly health professionals to raise their awareness on their possible 
contribution in identifying children not enrolled/not attending school, particularly 
but not limited to children with disabilities 

 

Municipality centralises data on drop-out students provided by schools  

Municipality centralises information from the general public on children who are 
not enrolled in school 

 

 

  

                                                                 

1Tools 1-4 are part of the Manual for School PRTANs, also available on CD enclosed to this publication. 
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ANNEX 3 – IDENTIFICATION AND RECORDING FORM OF OUT-OF-SCHOOL 
CHILDREN 

TOOL 5: IDENTIFICATION OF OUT-OF-SCHOOL CHILDREN (NOT ENROLLED & NOT 
ATTENDING) 1 

Summary: 

Tool for  Municipalities Objective Identifying children who are out-of-school 

Process Municipalities proactively identify children out-of-school through concrete 
actions and coordination with all local stakeholders 

 

Checklist for Municipalities/PRTANs  

Municipality requires lists of children in age of entering Grade 1 from the registry 
office 

 

Municipality verifies that children on the list have enrolled in Grade 1 (to the 
extent possible – some children will have moved location) 

 

Municipality works with Centres of Family Medicine, NGOs, CSOs, social workers 
and the police to identify children not enrolled or not attending school 

 

Municipality organises meetings for professionals in contact with children, 
particularly health professionals to raise their awareness on their possible 
contribution in identifying children not enrolled/not attending school, particularly 
but not limited to children with disabilities 

 

Municipality centralises data on drop-out students provided by schools  

Municipality centralises information from the general public on children who are 
not enrolled in school 

 

 

  

                                                                 

1Tools 1-4 are part of the Manual for School PRTANs, also available on CD enclosed to this publication. 

TOOL 6: RECORDING OF CHILDREN OUT-OF-SCHOOL AND STUDENTS WHO 
DROPPED-OUTTOOL 6: RECORDING OF CHILDREN OUT-OF-SCHOOL AND STUDENTS WHO 
DROPPED-OUT 

Summary: 

Tool for  Municipalities Objective: Recording information on out-of-school 
children and students who dropped-out for 
better monitoring 

Process Municipalities keep centralised records on out-of-school children and students 
who dropped-out. 

Municipalities monitor cases based on available information. 

Checklist  

Municipality maintains individual records of children out-of-school and of 
students who dropped-out 

 

Municipality nominates a focal point in charge of centralising and maintaining the 
records up to date 

 

Municipality records prevention and response interventions identified for the 
child 

 

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

 

Municipality and PRTANs liase with all relevant stakeholders to support the 
reintegration of the child into school 

 

Municipality has a mechanism in place to notify the police and the Centre for 
Social Work when there are serious concerns for the safety of an out-of-school 
child 

 

Municipality analyses yearly the data on out-of-school children to better 
understand the profile of these children 

 

Municipality uses data on out-of-school children to identify locations/schools 
where the problem needs to be addressed in priority 

 

Municipality monitors trends on out-of-school children over time to identify what 
interventions are the most successful in bringing children back to school 

 

 

This tool is also available in electronic copy as Excel sheet at the attached CD. 
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Tool 6.1 for Municipalities: Individual recording  form for children at risk and out-of-
school children 

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

Form for recording children out-of-school or children at high risk of dropping out (if 
referred by School PRTAN). 

Section A: This section shall be filled out by responsible municipal official, upon referral 
of the case to the MED. 

Case Number   

Date 
case 
opened   

PRTAN case 
manager   

Case 
referred 
by   

Child  

Family 
Name   First Name   
Date of 
Birth   Sex   

Ethnicity   
Language(s) 
spoken   

School (last 
school)   

Grade (last 
grade)   

Address   
Phone nr 
(home+mobile)   

Parents or Carers Name    
Address and 
phone   

Name    
Address and 
phone   

Optional info about 
other family 

members, esp. 
siblings 

Name and 
relation to 
the child   Comment/School   
Name and 
relation to 
the child   Comment/School   
Name and 
relation to 
the child   Comment/School   

  

Risk factors Description  

Attendance:   

Academic 
performance:    

Behaviour:    

Age: How is the 
child's age in 
comparison with 
his/her classmates 

  

Health or 
disabilities:   

Family 
circumstance:    

Family engagement 
with school:   

Peer pressure/ 
Influence of friends 
or siblings: 

  

 Safety: at risk of: (i) 
Domestic violence, 
(ii) Other forms of 
abuse or neglect or 
exploitation 
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Tool 6.1 for Municipalities: Individual recording  form for children at risk and out-of-
school children 

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

Form for recording children out-of-school or children at high risk of dropping out (if 
referred by School PRTAN). 

Section A: This section shall be filled out by responsible municipal official, upon referral 
of the case to the MED. 

Case Number   

Date 
case 
opened   

PRTAN case 
manager   

Case 
referred 
by   

Child  

Family 
Name   First Name   
Date of 
Birth   Sex   

Ethnicity   
Language(s) 
spoken   

School (last 
school)   

Grade (last 
grade)   

Address   
Phone nr 
(home+mobile)   

Parents or Carers Name    
Address and 
phone   

Name    
Address and 
phone   

Optional info about 
other family 

members, esp. 
siblings 

Name and 
relation to 
the child   Comment/School   
Name and 
relation to 
the child   Comment/School   
Name and 
relation to 
the child   Comment/School   

  

Risk factors Description  

Attendance:   

Academic 
performance:    

Behaviour:    

Age: How is the 
child's age in 
comparison with 
his/her classmates 

  

Health or 
disabilities:   

Family 
circumstance:    

Family engagement 
with school:   

Peer pressure/ 
Influence of friends 
or siblings: 

  

 Safety: at risk of: (i) 
Domestic violence, 
(ii) Other forms of 
abuse or neglect or 
exploitation 
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Additional 
comments on risk 
factors 

  

Status 

□ orange (two risk 
factors)                                              
□ red (three or more 
risk factors)  

  

Protective factors: 
Which factors could 
helps student to 
remain at school?  
E.g. social networks, 
emotional maturity, 
carer or identified 
same age people, 
strong self-
evaluation 

  

Section B: This part is to be filled gradually by member of a Municipal PRTAN (Case 
Manager), recording actions planned and taken by Municipal PRTAN to support case 
management led by School PRTAN. 

Date when child 
starts being 
monitored 

  Case 
Manager   

Actions taken 

Description 
(What 

should be 
done?) 

Deadline Responsible 
parties Comment on progress/results 

Action 1         

Action 2         

Action 3         

Action 4         

Action 5         

Comments   

Progress review: please record the development of the case 

 Date 

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

Progress review 1   

Progress review 2   

Progress review 3   

Progress review 4   

Referral of the case 
to Centre for Social 
Work 

Yes / No Date  

Referral of the case 
to MEST Yes / No Date  

Case closed Yes / No Date  

Further comments 

 
 
 
 



49

Additional 
comments on risk 
factors 

  

Status 

□ orange (two risk 
factors)                                              
□ red (three or more 
risk factors)  

  

Protective factors: 
Which factors could 
helps student to 
remain at school?  
E.g. social networks, 
emotional maturity, 
carer or identified 
same age people, 
strong self-
evaluation 

  

Section B: This part is to be filled gradually by member of a Municipal PRTAN (Case 
Manager), recording actions planned and taken by Municipal PRTAN to support case 
management led by School PRTAN. 

Date when child 
starts being 
monitored 

  Case 
Manager   

Actions taken 

Description 
(What 

should be 
done?) 

Deadline Responsible 
parties Comment on progress/results 

Action 1         

Action 2         

Action 3         

Action 4         

Action 5         

Comments   

Progress review: please record the development of the case 

 Date 

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

Progress review 1   

Progress review 2   

Progress review 3   

Progress review 4   

Referral of the case 
to Centre for Social 
Work 

Yes / No Date  

Referral of the case 
to MEST Yes / No Date  

Case closed Yes / No Date  

Further comments 
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Explanation of indicators on child’s situation  
  Indicators Explanation 

1.  Attendance Details on children’s last attendance at 
school – how many classes a month 
was the child missing  

2.  Academic performance Child faces difficulties in writing-
reading (of letters and numbers), has 
low grades and weak academic 
performance in certain subjects 

3.  Behaviour Child repeatedly misbehaves or is 
repeatedly very aggressive  

4.  Age Child is at least two years older  
compared to its classmates 

5.  Health and disability Child has a disability or a chronic or 
long term illness / Disabilities (special 
needs), chronic diseases, physical and 
psychological health. 

6.  Family circumstances Child is an orphan or does not live with 
parents; child’s parents have a 
disability or a mental illness, child’s 
family faces extreme poverty or any 
other extreme circumstances; child is 
married or a parent; child is working 

7.  Family engagement Child’s family does not value 
education; refuses to engage with the 
school or engages very little with the 
school 

8.  Peer pressure Child’s siblings/cousins/parents have 
dropped-out from school or have 
attended very irregularly OR child’s 
main peer networks include children or 
youth out of school (older youth, 
dropped out students) or people with 
recognised anti-social behaviour 

9.  Safety The child is endangered by domestic 
violence, abuse, neglect or damage 
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ANNEX 4 – TEMPLATE FOR DEVELOPING SCHOOL ACTION PLAN  

Situation 
analysis 

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

Objectives [Where do we want to be?]

Objective 1 [name]

Activities Timeframe Responsibility Cost Funding 
Source

Indicators 

1.1

1.2

1.3

Objective 2

Activities Timeframe Responsibility Cost Funding 
Source

Indicators 

2.1

2.2

2.3

Objective 3

Activities Timeframe Responsibility Cost Funding 
Source

Indicators 

3.1

3.2

3.3

Objective 4

Activities Timeframe Responsibility Cost Funding 
Source

Indicators 

4.1

4.2

4.3

  

ANNEX 4 – TEMPLATE FOR DEVELOPING SCHOOL ACTION PLAN
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ANNEX 5 – FORMS OF REPORTING/REFERRAL FOR NGOS 

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

dropping out 

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

Case 
number (to 
be assigned 
by 
Municipality 
PRTAN)

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

Reason for 
referral

The child is not 
enrolled / registered in 

any educational 
institutions

Child has been 
absent for more than 

10 days without a 
valid reason

Serious concerns 
about the safety of the 
child (please provide 

details)

Other reasons (please 
provide details)

SECTION B:   RECORD SHEET: This section is filled by a NGO representative when referring a 
child to education institution

Child 

Family Name First Name

Date of Birth Sex

Ethnicity Language(s) 
spoken

last school/never in 
school last grade/year

Address Phone numbers 
(home + mobile)
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ANNEX 5 – FORM FOR REFERRING FOR NGOS
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ANNEX 5 – FORMS OF REPORTING/REFERRAL FOR NGOS 

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

dropping out 

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

Case 
number (to 
be assigned 
by 
Municipality 
PRTAN)

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

Reason for 
referral

The child is not 
enrolled / registered in 

any educational 
institutions

Child has been 
absent for more than 

10 days without a 
valid reason

Serious concerns 
about the safety of the 
child (please provide 

details)

Other reasons (please 
provide details)

SECTION B:   RECORD SHEET: This section is filled by a NGO representative when referring a 
child to education institution

Child 

Family Name First Name

Date of Birth Sex

Ethnicity Language(s) 
spoken

last school/never in 
school last grade/year

Address Phone numbers 
(home + mobile)
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Parents or 
Carers

Name Address and 
phone

Name Address and 
phone

Optional 
info about 

other family 
members, 

esp. 
siblings

Name and relation to 
the child Comment/School

Name and relation to 
the child Comment/School

Name and relation to 
the child Comment/School

SECTION C: REFERRER DATA

Family 
Name First Name

Institution / 
NGO Position

Address Phone numbers 
(home+mobile)   

SECTION D: RECEIVER DATA

Family 
Name First Name

Institution / 
NGO Position

Address Phone numbers 
(home+mobile)   

Other relevant information or additional comments

 

     

  

Referrer signature and date 

  

Receiver signature and date 
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Parents or 
Carers

Name Address and 
phone

Name Address and 
phone

Optional 
info about 

other family 
members, 

esp. 
siblings

Name and relation to 
the child Comment/School

Name and relation to 
the child Comment/School

Name and relation to 
the child Comment/School

SECTION C: REFERRER DATA

Family 
Name First Name

Institution / 
NGO Position

Address Phone numbers 
(home+mobile)   

SECTION D: RECEIVER DATA

Family 
Name First Name

Institution / 
NGO Position

Address Phone numbers 
(home+mobile)   

Other relevant information or additional comments

 

     

  

Referrer signature and date 

  

Receiver signature and date 

            

  

ANNEX 6 - STANDARD OPERATING PROCEDURES FOR CIVIL SOCIETY 
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ANNEX6 - STANDARD OPERATING PROCEDURES FOR CIVIL SOCIETY ORGANISATIONS 
AND COMMUNITY MEDIATORS 

 

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

 

1. Purpose 

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

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

2. Scope 

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

3. Responsibilities 

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

5. Procedure 

Below are the steps required to perform this procedure? 
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Steps How  

St
ep

 1
 

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

Mediators and NGOs/CSOs representatives can identify 
cases: 

 in a structured way, through various 
surveys/research that NGOs/CSOs develop  

 during ad-hoc various meetings/activities in 
community-during individual meetings with 
community leaders or families  

St
ep

 2
 

Identification of the 
reasons why children are 
out-of-school or are at risk 
of dropping out. 

The mediator or NGO/CSO representative must analyse 
risk factors (see below – 6. Risk Factors) and do a research 
to identify reasons why children are out-of-school or are at 
risk of dropping out. 

This can be done in several ways: 

 Visit the family 

 Meetings with Community 

 Meetings with peers 

 Interview with a child who is subject of the case 

The data found through research must classify based on 
the list of risk factors (see below – 6. Risk Factors) 

St
ep

 3
 

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

The mediator or NGO/CSO representative will enter all 
relevant data on the form for referring cases of children 
out-of-school or who are at risk of dropping out. The tool is 
part of the manual for Municipality PRTAN (see Annex 5). 
Two copies of the Referral From should be prepared. 
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Steps How  

St
ep

 1
 

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

Mediators and NGOs/CSOs representatives can identify 
cases: 

 in a structured way, through various 
surveys/research that NGOs/CSOs develop  

 during ad-hoc various meetings/activities in 
community-during individual meetings with 
community leaders or families  

St
ep

 2
 

Identification of the 
reasons why children are 
out-of-school or are at risk 
of dropping out. 

The mediator or NGO/CSO representative must analyse 
risk factors (see below – 6. Risk Factors) and do a research 
to identify reasons why children are out-of-school or are at 
risk of dropping out. 

This can be done in several ways: 

 Visit the family 

 Meetings with Community 

 Meetings with peers 

 Interview with a child who is subject of the case 

The data found through research must classify based on 
the list of risk factors (see below – 6. Risk Factors) 

St
ep

 3
 

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

The mediator or NGO/CSO representative will enter all 
relevant data on the form for referring cases of children 
out-of-school or who are at risk of dropping out. The tool is 
part of the manual for Municipality PRTAN (see Annex 5). 
Two copies of the Referral From should be prepared. 
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St
ep

 4
 

Submitting the Referral 
Form to Municipality 
Education Department 
(MED)/Municipality PRTAN 

Referring should be done to the Municipality Education 
Department (MED). Depending on the Municipality, 
referring should be done different ways:  

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

 If a PRTAN has not been established in respective 
municipality, then cases should be referred to the 
MED official that is responsible for that level of 
schooling. 

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

St
ep

 5
 Submitting the Referral 

Form to other institutions 
or mechanisms  

The mediator or NGO/CSO representative, depend on the 
nature of the case, can refer the case also to other 
institutions and mechanisms such as Centre for Social 
Work, School PRTAN etc with the same form.  

 

6. Risk Factors 

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

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

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

Social factors: Social problems/poverty, inadequate level of inter-institutional cooperation 
and with the community, detrimental activities in society, migration, etc.  
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ANNEX 7 – AI 19/2012
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ANNEX 9 –TERMS OF REFERENCE FOR PRTANS 

 
PREVENTION AND RESPONSE 

TEAMS TOWARD ABANDONMENT 
AND NON-REGISTRATION IN 
COMPULSORY EDUCATION 

(PRTANs) 
 

Terms of Reference 
 

SECTION I. 
 
1. Introduction 
Kosovo’s legal framework and policy 
documents, such as the Kosovo Education 
Strategic Plan (2011-2016), outlines the 
responsibilities of Kosovo institutions in 
the field of education relevant for 
monitoring of school attendance and 
reduction of dropouts6 for school age 
children regardless of gender, ethnicity, 
ability etc. On 4 October 2012, the 
Ministry of Education, Science and 
Technology (MEST) issued an 
Administrative Instruction (hereinafter 
referred to as AI 19/2012) on 
Establishment and Enforcement of Teams 
for Prevention and Response Towards 
Abandonment and Non-registration in 
Compulsory Education (PRTAN)7. The  

                                                                 
6 See the Annex 1 for a comprehensive list of legal 
and policy framework available in Kosovo that 
address the issue of school enrollment and 
attendance.  
7See Article 1of the Administrative Instruction No. 
19/2012 on Establishment and Enforcement of 
Teams for Prevention and Response Toward 
Abandonment and Non-Enrolment in Compulsory 
Education, 4 October 2012,http://www.masht-
gov.net/advCms/documents/UA_19_2012_new.pd
f 

teams are to be established at both 
municipal and school levels with the 
purpose to prevent and respond towards 
non-enrolment and abandonment in 
compulsory education. The aim of these 
Terms of Reference (ToR) is to guide local 
education institutions in the process of 
establishment and efficient functioning of 
PRTANs. 
 
 
2. Definition of school dropout 
School dropout, as stipulated by the Law 
on Pre-university Education8, is defined as 
“premature withdrawal from compulsory 
education”. The MEST expands this 
terminology in AI 19/2012 to additionally 
classify the cases outlined below as 
dropouts:  
 
2.1. A student who interrupts the 
compulsory education system before 
completing the programme for which he 
or she was registered.9 
 
2.2. A dropout is a student who even after 
finishing compulsory education continues 
his programme10, but he/she finishes it at 
a later stage before finalising his/her 
education level. 

                                                                 
8See Article 2 para. 1.13 of the Law No. 04/L-032 
on Pre-University Education in Kosovo, 16 
September 2011, http://www.masht-
gov.net/advCms/documents/03_Ligji_per_arsimin
_Parauniversitar_anglisht.pdf. 
9Supra note 2, Article 2.1 (the text in this version is 
slightly different from the original to allow for 
better understanding of the Article in English 
language) 
10For instance, upper secondary education, grades 
10-12 (age 15-18). 
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2.3. A child/youngster who is not 
registered in a school to follow the 
compulsory education system as 
prescribed by the law.11 
 
 

SECTION II. 
SCHOOL PRTAN 

 
 

3. Establishment of the School PRTAN 
3.1. The School Steering Council is 
responsible for the establishment of the 
School PRTAN.  
 
3.2. The School PRTAN is established at 
the beginning of a school year.  
 
3.3. The mandate of the School PRTAN is 
three years, equal with the mandate of 
school steering council.  
 
3.4 The School PRTAN is an independent 
body and supports the school 
administration in issues related to school 
non-registration and abandonment.   
 
 

4. Composition of the School PRTAN 
4.1. A School PRTAN is composed of five 
regular members12: 

• School director (permanent 
member); 

                                                                 
11 Supra note 2, Article 2.3 (the text in this version 
is slightly different from the original to allow for 
better understanding of the Article in English 
language). 
12 AI 19/2012, Article 5.1 

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

• Parent/representative of the 
Parents Council; 

• Student/representative of the 
Students Council, and; 

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

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

5. Selection of School PRTAN members 
5.1. At the beginning of a school year, the 
School Steering Council announces a 
public call for a meeting for the 
establishment of the School PRTAN, with 
representation according to AI 19/2012.  
 
5.2. The School Steering Council 
establishes the School PRTAN through 
confirmation of appointed13/nominated14 
members at its first meeting. A copy of 
the decision on confirmation of the 
membership is submitted to the relevant 

                                                                 
13 The process of appointment to a school-level 
PRTAN is related to permanent members 
14 The process of nomination to a school-level 
PRTAN is related to non-permanent members 
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5.1. At the beginning of a school year, the 
School Steering Council announces a 
public call for a meeting for the 
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representation according to AI 19/2012.  
 
5.2. The School Steering Council 
establishes the School PRTAN through 
confirmation of appointed13/nominated14 
members at its first meeting. A copy of 
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13 The process of appointment to a school-level 
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Municipal PRTAN and municipal education 
directorate (MED).  
 
5.3. During the selection process gender 
and geographical representation should 
be taken into account for all interested 
parties that gravitate towards the school. 
 
 

6. The mandate of the School PRTAN 
6.1.The mandate of the permanent 
members of the School PRTAN shall be for 
a term of three years, whereas the 
members representing parents and the 
Student Council will be for the one-year 
term, whilst the case manager can be 
nominated as per the need of a specific 
case.  
 
6.2. At the beginning of each school year, 
the School Steering Council nominates the 
two members representing parents and 
the Student Council respectively, whereas 
for the three permanent members, the 
School Steering Council appoints their 
membership in the first year of their term.  
 
 

7. Dismissal and replacement 
7.1. The composition of the School PRTAN 
is to be revised on annual basis, and if 
deemed necessary, i.e., when the School 
PRTAN did not perform to the satisfactory 
level, the School Steering Council can 
decide to dissolve it. 
 
7.2. The School Steering Council decision 
on dissolution of the School PRTAN shall 
be made public and shared among the 
relevant sectors and institutions, including 

the MED, providing the reason for 
dissolution.  
 
7.3. Following the dissolution, the School 
Steering Council shall take the necessary 
steps to re-establish the School PRTAN no 
later than 15 working days from the 
issuance of a decision on dissolution.  
 
7.4. If a School PRTAN member is absent 
for three consecutive meetings without a 
valid excuse, the chairperson or deputy 
chairperson shall inform the School 
Steering Council to initiate the process of 
dismissal and replacement of the said 
member. 
 
 

8. Duties and responsibilities of the 
School PRTAN 

The School PRTAN is responsible for: 
 

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

• Developing an action plan on 
prevention and management of 
dropouts. The School PRTAN 
action plan shall be in compliance 
with the Municipal PRTAN action 
plan; 

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

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

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

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

 
 

9. Selection of the School PRTAN 
chairperson and deputy chairperson 

9.1. Following the establishment of School 
PRTAN by the School Steering Council, the 
school director calls for the selection of 
the chairperson and deputy chairperson. 
 
9.2. The School PRTAN members present 
in the first meeting elect the chairperson 
and deputy chairperson. The voting shall 
be by secret ballot unless the majority of 
the Municipal PRTAN members agree to 
have an open ballot. 

 
9.3. The candidate must win the majority 
of the overall number of members from 
the PRTAN at school level.  
9.4. If no candidate receives the required 
majority of votes for the chairperson on 
the first ballot, then the two candidates 
with the majority of votes will go to a 
second ballot. The candidate who receives 
more votes will be elected the 
chairperson whilst the second becomes 
his/her deputy. 
 
9.5. In case of a tie, the process must be 
repeated after a certain time period, but 
not later than 7 days from the first vote.  
 
9.6. The mandate of both the chairperson 
and his/her deputy chairperson is the 
same term of office as the School PRTAN 
members, in addition to their extra 
obligations in organising, meeting 
implementation, keeping files for work 
documents, reports and other data being 
processed by the group.  
 
 
10. Duties and responsibilities of the Case 

Manager 
10.1. The Case Manager is the focal point 
for: 

• Managing and sharing information 
with other School PRTAN members 
in order to address cases of non-
registration and dropouts which 
require follow up. 

• Co-ordinating reporting on 
relevant case developments and 
on recommendations for remedial 
actions and follow-up by relevant 
municipal authorities.   
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• Co-ordinating collection of data for 
all relevant cases. 

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

11. Meetings of the School PRTAN 
11.1. The School PRTAN meets every 
three months. Depending on the urgency 
of the situation, or upon request of at 
least one third (⅓) of the School PRTAN 
members, the chairperson or deputy 
chairperson may convene more regular 
meetings (e.g. every month) or call for 
extraordinary meetings. 
 
11.2. The chairperson, or in his/her 
absence the deputy chairperson, shall call 
and chair regular and extraordinary 
meetings. 
 
11.3. The chairperson or his/her deputy 
shall prepare and propose the agenda for 
each meeting and include attachments for 
reference (e.g. copies of the Case 
Manager’s reports). 
 
11.4. At least seven working days written 
notice of meetings shall be given to all 
members, with the exception of 
extraordinary meetings, which may be 
called on three days’ notice. The notice 
shall stipulate the date, time and place of 
the meeting as well as the agenda.  
 
11.5. A public notification of the meeting 
shall be posted on the notice boards in 
the school and disseminated through 

other channels (e.g. municipal or school 
website, other public notice boards), at 
minimum seven working days prior to the 
meeting and in compliance with point 
11.4.  
 
11.6. With the support of the school 
administration, the chairperson or deputy 
chairperson will ensure that any member 
of the PRTAN unfamiliar with the working 
language of the meeting session is 
provided with language assistance and 
interpretation and translation, including 
translation of meeting records to ensure 
inclusiveness and participation in decision 
making and as prescribed by the Law on 
the Use of Languages.   
 
11.7. The meeting minutes from previous 
meeting are approved in the subsequent 
meeting by the majority of members 
present. 
 
11.8. The chairperson or deputy 
chairperson shall sign the approved 
minutes and in liaison with the school 
administration will ensure the minutes are 
available to the public as stipulated with 
the Law on Access to Official Documents 
and the Law on Protection of Personal 
Data. 
 
 

12. Funding of School PRTAN activities 
12.1. The school administration shall 
provide funds from its own resources for 
the establishment and functioning of the 
School PRTAN.  If needed, the School 
Director will request the allocation of 
additional funds to the school from the 
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MED (or from other sources) to cover the 
costs of activities of the School PRTAN.  
 
12.2. Members of the School PRTAN are 
not financially compensated for their work 
relevant to the functioning of the School 
PRTAN.  

 
SECTION III. 

MUNICIPAL PRTAN 
 

13. Establishment of the Municipal 
PRTAN 

13.1. The Municipal Directorate of 
Education (MED) is responsible for the 
establishment of the Municipal PRTAN. 
 
13.2. The Municipal PRTAN is established 
at the beginning of a school year. 
 
13.3. The mandate of the Municipal 
PRTAN is three years.  
 
13.4. The Municipal PRTAN is an 
independent body and supports the 
municipal education administration on 
issues related municipal actions on school 
abandonment and non-registration. 
 
 
14. Composition of the Municipal PRTAN 
14.1. The Municipal PRTAN is composed 
of nine members,  

• One active member or 
representative from the Parents 
Council; 

• One member from the Teacher’s 
Council; 

• One member from the Student’s 
Council; 

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

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

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

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

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

 
14.2 The Municipal PRTAN’s composition 
may be extended in particular cases with 
the approval from the majority of 
Municipal PRTAN members. 
 
14.3. If needed, the Municipal PRTAN may 
extend its membership to include 
community representatives, 
education/cultural mediators, non-
governmental organizations working on 
issues relevant for children, youth and 
family, and pedagogic staff15. 
 
 

15. Selection of the Municipal PRTAN 
members 

                                                                 
15E.g. Representative(s) of the “Roundtables for 
Management of Cases of Children at Risk”to be 
included in those municipalities where they exist.  
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15.1. The process of selection and 
nomination of Municipal PRTAN members 
is led by the MED.  
 
15.2. At the beginning of a school year, 
the MED shall announce a public call for a 
meeting for the establishment of PRTAN 
with the composition according to AI 
19/2012.  
 
15.3. The Municipal PRTAN becomes 
functional following the issuance of a 
decision by the MED regarding its 
establishment and composition.  
15.4.The inaugural meeting of the 
Municipal PRTAN shall be held within 
seven working days from the issuance of a 
decision on its establishment and 
composition.  
 
15.5. During the selection process, 
gender, geographical and ethnic 
community balance shall be taken into 
account, in line with all interested parties 
that gravitate towards the school.  
 
15.6. The MED’s decision is published in 
all official languages and languages in 
official use on the municipal website and 
distributed to all relevant institutions for 
their record. 
 
 
16. The Mandate of the Municipal PRTAN 
16.1.The mandate of the Municipal PRTAN 
permanent members nominated by 
relevant institutions should be for a term 
of three years, whereas the 
representatives of the parents, teachers, 
and Students’ Councils should be for a 
term of one year. 

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

17. Dismissal/replacement 
17.1. While the composition of the 
Municipal PRTAN is to be revised on an 
annual basis, the MED can decide on 
dissolution in cases where the 
performance of the Municipal PRTAN is 
not at a satisfactory level.  
 
17.2. The MED decision shall be made 
public and shared among the relevant 
sectors and institutions, providing the 
reason for dissolution.  
 
17.3. Following dissolution, the MED shall 
take the necessary steps to re-establish 
the Municipal PRTAN by announcing a 
public call no later than 14 working days 
from the issuance of its decision on 
dissolution.  
 
17.4. In the case of a Municipal PRTAN 
member being absent for three 
consecutive meetings without a valid 
excuse, the chairperson or deputy 
chairperson shall inform the MED to 
initiate the process of dismissal and 
replacement of the said member. 
 
 

18. Duties and responsibilities of 
Municipal PRTANs 
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Municipal PRTAN shall be held within 
seven working days from the issuance of a 
decision on its establishment and 
composition.  
 
15.5. During the selection process, 
gender, geographical and ethnic 
community balance shall be taken into 
account, in line with all interested parties 
that gravitate towards the school.  
 
15.6. The MED’s decision is published in 
all official languages and languages in 
official use on the municipal website and 
distributed to all relevant institutions for 
their record. 
 
 
16. The Mandate of the Municipal PRTAN 
16.1.The mandate of the Municipal PRTAN 
permanent members nominated by 
relevant institutions should be for a term 
of three years, whereas the 
representatives of the parents, teachers, 
and Students’ Councils should be for a 
term of one year. 

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

17. Dismissal/replacement 
17.1. While the composition of the 
Municipal PRTAN is to be revised on an 
annual basis, the MED can decide on 
dissolution in cases where the 
performance of the Municipal PRTAN is 
not at a satisfactory level.  
 
17.2. The MED decision shall be made 
public and shared among the relevant 
sectors and institutions, providing the 
reason for dissolution.  
 
17.3. Following dissolution, the MED shall 
take the necessary steps to re-establish 
the Municipal PRTAN by announcing a 
public call no later than 14 working days 
from the issuance of its decision on 
dissolution.  
 
17.4. In the case of a Municipal PRTAN 
member being absent for three 
consecutive meetings without a valid 
excuse, the chairperson or deputy 
chairperson shall inform the MED to 
initiate the process of dismissal and 
replacement of the said member. 
 
 

18. Duties and responsibilities of 
Municipal PRTANs 
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18.1. The Municipal PRTAN is responsible 
for: 
 

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

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

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

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

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

• Ensuring to pay special attention 
to children with special 
educational needs and other 

groups at risk of abandoning the 
school. 

 
 

19. Selection of the Municipal PRTAN 
chairperson and deputy chairperson 

19.1. The Municipal PRTAN members elect 
the chairperson and deputy chairperson 
at their first meeting, following the 
PRTAN’s establishment by the MED. 
 
19.2. The mandate of the chairperson and 
their deputy is the same term of office as 
the Municipal PRTAN members (i.e. one 
year for non-permanent members, two 
years for permanent members) with the 
chairperson having additional 
responsibilities, such as organizing 
meetings, inviting members to the 
meetings, preparation of meeting 
materials, etc.  
 
19.3. Each member of the Municipal 
PRTAN has a right to vote. The voting shall 
be by secret ballot unless the majority of 
Municipal PRTAN members agree to have 
an open ballot.  
 
19.4. To be elected, a candidate must 
receive a majority of votes from the total 
number of the Municipal PRTAN 
members. 
 
19.5. If no candidate receives the required 
majority for the chairperson on the first 
ballot, then the two candidates with the 
majority of votes will go to a second 
ballot. The candidate who receives more 
votes shall be elected the chairperson 
whilst the second becomes his/her 
deputy. 
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19.6. In case of a tie, the voting process 
must be repeated after a certain period of 
time, but not later than seven days from 
the initial voting.  
 
 

20. Meetings of the Municipal PRTAN 
20.1. The Municipal PRTAN meets every 
three months. Depending on the urgency 
of the situation or at the request of at 
least one third (⅓) of the Municipal PRTAN 
members, the chairperson or deputy 
chairperson may convene more regular 
meetings (e.g. every month) or call for 
extraordinary meetings. 
 
20.2. The chairperson, or in his/her 
absence the deputy chairperson, shall call 
the regular and extraordinary meetings. 
 
20.3. The chairperson or his/her deputy 
shall prepare and propose the agenda for 
each meeting and include relevant 
attachments (e.g. copies of the School 
PRTANs reports). 
 
20.4. At least seven working days written 
notice shall be given to all members, with 
the exception of extraordinary meetings 
which may be called on three working 
days’ notice. The notice shall indicate the 
date, time and place of the meeting, as 
well as the agenda, in all official languages 
(if needed).  
 
20.5. In liaison with the MED and 
municipal information officer, a notice 
about the meeting shall be displayed on 
the public information boards, municipal 
website and schools, at minimum seven 

working days in advance of the meeting, 
with the exception of extraordinary 
meetings which may be called on three 
days’ notice. The published notice shall 
include the date, time and place of the 
meeting as well as the agenda, in official 
languages (if needed).  
 
20.6. With the support of the MED, the 
chairperson or deputy chairperson will 
ensure that any members of the 
Municipal PRTAN unfamiliar with the 
working language at the meeting session 
are provided language assistance and 
interpretation and translation, including 
translation of meeting records to ensure 
inclusiveness and participation in decision 
making and as prescribed by the Law on 
the Use of Languages.   
 
20.7. The meeting minutes from the 
previous meeting are approved in the 
subsequent meeting by the majority of 
members present.  
 
20.8. The chairperson or deputy 
chairperson shall sign the approved 
minutes and in liaison with the MED and 
municipal information officer will ensure 
their availability to the public as stipulated 
with the Law on Access to Official 
Documents and the Law on Protection of 
Personal Data. 
 
 
21. Funding of the Municipal PRTAN 
activities 
21.1. The MED shall provide funds from its 
own resources for the establishment and 
functioning of the Municipal PRTAN. If 
needed, the Director of the MED will 
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request allocation of additional funds 
from other municipal sources, MEST (or 
from other sources) to cover the costs for 
activities of the Municipal PRTAN. 
 
21.2. Members of the Municipal PRTAN 
are not financially compensated for their 
work relevant to the functioning of the 
Municipal PRTAN. 
 
 
22. Cooperation and coordination with 
the central level 

22.1. MED shall ensure that its municipal 
action plan is in harmony with central 
level strategies and with MEST 
recommendations that deal with 
prevention and management of 
abandonment and non-enrolment in 
compulsory education. 
 
22.2. Municipal PRTAN shall cooperate 
and exchange information with MEST, 
through the PRTAN chairperson at MEST 
and the officer in charge for coordination 
of activities with municipalities.   
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