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Introduction
1. Despite the introduction of Planning, Preparation and Assessment (PPA) time, lesson planning still generates excessive workload in some schools. In a 2010 survey of NUT members, planning was their number one workload concern. 
2. Much of this workload has been driven by the fear that schools must have evidence of what has been taught. However, the new Government has been clear that planning is primarily for teachers’ own use. In the Schools White Paper, published in November 2010, it said, “neither the Government nor Ofsted require written lesson plans, let alone in a particular format”. 
3. This guidance provides up-dated advice and protection to members on excessive demands for planning.  It draws on the practical experience of NUT members in schools. It encourages members to use their professional judgement to take control of their planning. 
4. The National Union of Teachers will continue to protect members from excessive planning expectations.  The NUT regional office or, in Wales, the NUT Cymru Office, should be informed immediately if members believe that they are subject to excessive demands for planning.

5. Some activities set out in the NUT’s guidance may appear specifically in job descriptions.  Members requiring clarification should contact their NUT regional office or, in Wales, the NUT Cymru Office.

6. The NUT’s advice reflects that provided in the joint guidance document on planning which was produced by the former DfES, OFSTED and the QCA, which says that “schools should be encouraged to review their practice and this will hopefully lead to a consequent reduction in workload.”
7. Although the Welsh Assembly Government has not issued specific guidance on planning, it did include this as a focus for its work on reducing bureaucracy in schools. As a result, it asked the Qualifications, Curriculum and Assessment Authority for Wales (ACCAC) to work with the National Grid for Learning, Cymru (NGfLC) to develop and make available curriculum planning materials, so that curriculum planning is eased by the sharing of materials. More details of these resources are given below. 
NUT Guidance on Long-, Medium- and Short-Term Planning
8. The long-term plan is whole-school system planning which demonstrates how the curriculum is covered across the whole school, key stage or department. It shows how the content is covered in terms of breadth and depth; how the curriculum is structured within year groups and across key stages; and how much time is allocated to each area of the curriculum in each year group. 
9. Long-term plans should be developed collaboratively by all relevant teaching staff and supported by the provision of adequate time in order for professional discussions to take place. 
10. As with all other planning, there should be no set format for long-term plans. To minimise workload, use may be made of existing long-term plans, such as those developed by Government and its agencies or by the local authority. 
11. Long-term plans should be subject to an annual review and amended where necessary but there should be no expectation that they should be re-written every year unless there is a specific reason to do so. 

12. Medium-term planning is subject or class programme planning. It might cover a half-term or term and will typically be subject-specific, but also demonstrates links to other subjects.  It might include National Curriculum coverage; learning objectives; learning experiences; curriculum entitlement; and continuity and progression. It provides the detailed framework for classroom practice. 
13. As with long-term planning, time should be provided by the school to enable medium-term planning to be undertaken collaboratively wherever possible, in order to share both expertise and the workload involved. Use should be made of existing medium-term plans, created either by the school or elsewhere. 
14. Medium-term plans should be subject to an annual review and amended where necessary but there should be no expectation that they should be re-written every year unless there is a specific reason to do so. 
15. Short-term planning includes weekly, daily or individual lesson or session plans. Short-term plans may include learning objectives; teaching strategies/activities; differentiation; and assessment. 
16. To reduce workload, as well as ensure coherence and consistency, short-term plans can be based on the medium-term plan, annotated as necessary.  Post-it notes or other devices can also be used to convert medium-term plans into lesson plans.  Where the medium-term plan is sufficiently detailed, there may be no need for a separate individual lesson plan if it would only duplicate the information contained in the medium-term plan. 
NUT’s Key Principles for Planning
17. Set out below are the NUT’s key principles for teachers’ lesson planning. They apply equally to long-, medium- and short-term planning. 
· Planning is primarily for teachers’ own professional purposes rather than for accountability or monitoring purposes. 

· Lesson plans should be ‘fit for purpose’.  They should be useful to individual teachers and reflect what they need to support their teaching of particular classes.  
· Plans should not be very long or complex.  They can be set out in the form of bullet points or notes, including how learning objectives will be achieved.  
· Plans can be created by either photocoping or downloading the relevant QCDA or other curriculum documents and then amending these by annotating, highlighting, dating etc.  

· A pre-prepared plan can be used and adapted to meet the particular needs of the class or group.  
· Plans should be revised or updated only when necessary and not more than once a year.  New plans for every group or cohort of pupils are not necessary. 
· Plans are working documents and do not need to be beautifully presented or copied out for others.

· Separate weekly and daily lesson plans are not necessary.  Any further 'plan' will develop as teaching progresses.  

· Other teachers should be able to understand medium and long plans, for example, in order to use them to cover a lesson or as part of a scheduled classroom observation. However daily plans are not required and where they exist may be difficult for any one other than the individual teacher to use. Writing a plan for someone else to use is much more time-consuming that writing an aide memoire for oneself.
· Planning should involve all staff in a Key Stage, subject or phase working together to ensure coherence and curriculum continuity.  

· Planning should not be bureacratic and kept to the minimum necessary for effective teaching and learning.  

Guidance on Monitoring Lesson Plans

18. Unless employed as newly qualified teachers undertaking induction or serious concerns about the teachers’ performance have already been identified, teachers should not be asked to submit lesson plans to the head teacher, head of department, subject co-ordinator or other line manager on a regular weekly basis.  Such practices denote a lack of trust in teachers’ professionalism.  The DfES/OFSTED/QCA document says:

“It is important to monitor the quality and impact of teachers’ planning. This does not mean that you need to see everyone’s plans each week.”

19. Monitoring and assessment of staff's planning skills should be an integral part of schools’ normal practices in monitoring the quality of teaching and learning.  Scrutinising lesson plans does not need to be undertaken separately, out of the classroom context.

20. It is not reasonable for teachers to be asked for lesson plans at short notice; for example, at weekends prior to the next working week.
21. Teachers’ lesson plans should be treated with respect.  Other teachers should not write comments on them or annotate them without consulting the teacher concerned.
Guidance on Using ICT in Planning

22. ICT can be a very effective means of reducing the planning burden, for example, using templates, proformas and shared teaching resources reduces duplication of effort.
23. Sharing medium and long term plans with other colleagues can often be done most effectively through ICT.  Such an approach also allows staff to contribute to the ongoing evolution of the curriculum and schemes of work.  There should be requirement, however, on teachers to produce weekly plans for storage on the school’s shared drive. 
24. This strategy is dependent on the access of individual teachers to ICT and on their levels of skill and confidence.  It should also be noted that the amount of time spent producing plans might initially be longer than those produced by more traditional means, although time can be saved if this work is able to be edited and re-used in the future.

Guidance on OFSTED/Estyn Expectations of Planning  
25. OFSTED does not require a particular format for written lesson plans or lesson plans produced specifically for an inspection. It does not usually inspect individual teachers’ lesson plans at all, unless they have been offered them by the teacher. 
26. The latest guidance on lesson planning for OFSTED inspectors (in “Schools and Inspection”, December 2010) says:

“We have been told that some teachers think that inspectors will expect to see a detailed written lesson plan for every lesson they observe. This is not the case. Inspectors do not routinely scrutinise teachers’ individual plans, although they will look at them when they are offered by teachers. Inspectors focus on the quality of the school’s planning process and link that to teaching and learning in classrooms. This enables them to identify the most important areas for improvement in relation to pupil progress. Where the quality of teaching is weak, it is important that schools can provide documentary evidence to show that proper planning to address this is in place. This is something that we would expect inspectors to consider and take into account when making judgements about leadership and management.” 

27. Despite the advice from OFSTED about planning, there are some inspection teams which continue to expect to be provided with plans which the Union believes to be unnecessary and over-detailed.  Where members find that OFSTED teams have such expectations, they should contact their relevant NUT regional office immediately for advice.
28. Estyn has not issued any specific guidance on lesson plans. It is clear from the 2010 inspection framework, however, that inspectors will look for the impact of plans on the quality of teaching and learning, rather than at the plans per se. 
Sources of Further Information

29. The adoption or adaptation of plans prepared by others, including published plans, or of plans prepared in detail by individual teachers is a matter of professional judgement.  There is a range of high quality material for all of the core and foundation subjects available on the Internet which many teachers have found to be extremely helpful.

30. The joint guidance document on planning by the DfES, OFSTED and the QCA, ‘Planning Guidance for Primary Teachers’, which is referred to throughout this document, was published in 2002 and has not yet been superseded.  It can be downloaded from the Teachernet website http://www.teachernet.gov.uk/docbank/index.cfm?id=3179 or ordered from DfE Publications (0845 60 222 60), quoting reference DfES/0751/2002.
31. The WAG has not issued guidance on planning but examples of lesson plans can be found on the NGfL Cymru (National Grid for Learning Cymru) website at www.ngfl-cymru.org.uk 
32. Teachernet offers a database of lesson plans and resources which have been evaluated by teachers. For more details see  http://www.teachernet.gov.uk/teachingandlearning/resourcematerials/Resources/ 
What to do if you feel you are faced with unreasonable demands for planning
33. The advice provided in this document is designed to help NUT members to represent their views to their line managers and, if necessary, their head teacher.  Where NUT members consider that they have not had a satisfactory response, they should talk to their NUT school representative.
34. Where the issue cannot be resolved satisfactorily within the school, contact should be made with the NUT regional office or in Wales, NUT Cymru, for advice and support.

35. NUT school representatives have been encouraged to request that a whole school policy on planning is developed in consultation with staff and their union representatives.  All NUT members at the school will have an important part to play in identifying any problem areas and suggesting alternative approaches. 
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