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TEACHERS’ WORKLOAD AND WORKING TIME POLICY

SUMMARY GUIDELINES FOR NUT MEMBERS
NOVEMBER 2010

                                                                                                                                             
Teachers’ contractual terms relating to pay and working time are set each year by the Government in the School Teachers’ Pay and Conditions Document (STPCD).

This document summarises the entitlements of teachers under the STPCD; their rights under regulation and legislation; and the NUT’s policies and advice on workload and working hours.   Teachers who are employed by a local authority or by the governing body of a foundation, or voluntary aided school are covered by STPCD conditions.  Many teachers working in Academies will be too, though this is not automatic in all cases.

If you work in an academy, NUT policy, as described in this document, is intended to support you in the same way that it supports any other NUT member.  Teachers who have worked in the predecessor school and transferred to the academy should still be entitled to STPCD conditions of service, as described in this document.  This includes the provisions for working time and directed time.  If you are not sure about whether this applies to you, check your contract and discuss with your local representative.
To help NUT members in their schools tackle their own workload reduction priorities, more guidance is available in the ‘Workload – Stronger Together’ section of the NUT website at www.teachers.org.uk/workload.  This includes practical advice on how to take issues forward, time sheets to log hours worked, a checklist of workload targets, as well as guidance on tackling stress and on developing policies on work-life balance.  Also included is a more detailed version of this document.  This is designed as a guide for NUT school representatives, but members may also find it useful. Click here for Teachers’ Working Time and Duties – An NUT Guide.
If you are concerned about any of the issues in this document, please contact your NUT representative in the first instance.  If there is no NUT representative in your school, contact your division or association or regional/Wales office.   Details are available via the contact map on the NUT website at www.teachers.org.uk/contactus.
TEACHERS’ WORKING TIME 

Working Time

1. The STPCD specifies that, other than leadership group teachers and advanced skills teachers, teachers are required to be available for work for 195 days in any school year of which 190 are teaching days and 5 are non-pupil days. 

2. Head teachers may direct teachers to undertake certain professional duties on these days up to an overall limit of 1265 hours per year. A teacher is required to work such ‘reasonable additional hours’ as may be necessary to enable the effective discharge of the teacher’s professional duties. These additional duties, such as marking and report writing, may be under the general direction of the head teacher but, unless they take place during PPA time (see paragraph 5 below), do not constitute ‘directed time’ within the 1265 hours. 

3. Teachers cannot be directed to undertake duties on any of the 170 calendar days, 171 in a leap year, not specified as working days by the employer – this includes holidays and weekends. 

4. Where NUT members believe they could be called upon to undertake directed time which would exceed these limits, the NUT should be consulted immediately. 
PATTERN OF THE SCHOOL DAY


Planning, Preparation and Assessment (PPA) Time
5. Teachers with timetabled teaching commitments have a contractual entitlement to at least 10 per cent of their timetabled teaching time for planning, preparation and assessment (PPA). PPA time must be allocated in blocks of not less than 30 minutes and should take place during the time when pupils are taught. It must not be added on before or after pupil sessions. PPA time cannot be used for provision of cover. 
6. The NUT’s advice on the implementation of PPA time, is set out in the NUT guidance document ‘Planning, Preparation and Assessment Time; Leadership and Management Time’, available from the NUT website at www.teachers.org.uk/node/4435.
7. Teachers cannot be required to set or mark work for support staff who cover their classes while they are taking their PPA time. 
8. Newly qualified teachers are entitled to a reduced teaching timetable, equivalent to no more than 90 per cent of the time other teachers without management responsibilities spend in the classroom.  Such teachers are entitled to PPA time equivalent to 10 per cent of their reduced teaching timetable.

Leadership and Management Time
9. A teacher with leadership and management responsibilities is entitled to leadership and management time. Unlike PPA time, there is no minimum entitlement but the NUT believes that schools should provide adequate additional non-​contact time commensurate with levels of responsibility. 
Headship Time 

10. Head teachers must have dedicated time to lead their schools as well as to manage them. The amount of headship time is not specified in the STPCD but reference is made in STPCD guidance to those head teachers with significant teaching loads, defined as those who teach for more than 50 per cent of the timetable. 
Mid-session Breaks 

11. Morning and afternoon breaks count as directed time. A small proportion of staff may be on duty on a rota basis but in an emergency, staff would be expected to respond and clearly they are available for work at such a time. 
Midday Break 

12. A teacher cannot be required under their contract of employment as a teacher to undertake midday supervision and must be allowed ‘a break of reasonable length either between school sessions or between the hours of 12 noon and 2 p.m.’ Teachers may leave school premises at lunch time if they so choose. 
13. Any teacher who volunteers to undertake midday supervision is entitled to a free school lunch.  NUT policy, however, is that midday supervision should be undertaken by lunchtime supervisors.

14. NUT members are strongly advised not to attend staff meetings during their lunch break. Any attendance is voluntary.  

PROFESSIONAL DUTIES 
Planning 
15. Planning is the professional responsibility of all individual teachers, who plan by taking into account the particular needs of their class or groups.

16. 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. 
17. Plans should be kept to a minimum length.  They can be set out in the form of bullet points or notes, including how learning objectives will be achieved.  This is entirely a matter of professional judgement. 
18. Plans do not have to be very long or complex.  They should be updated only when necessary and not more than once a year.   
19. Plans are working documents and it is the content rather than the presentation which is important.  Separate weekly and daily lesson plans are not necessary.  Annotations or post-it notes can be used to convert medium-term plans into lesson plans. 
20. With the exception of some children with specific needs, lesson plans for individual pupils are not necessary.  Differentiation or personalised learning approaches for individual or groups of pupils does not require individualised planning.  This can be highlighted on teachers’ main planning documents.

21. Planning should be perceived by teachers to be useful to them in their teaching. There should be no requirement for teachers to prepare plans in retrospect in order to reconcile intentions with the course of lessons in practice. 
Meetings 

22. NUT policy is that meetings should last no more than 60 minutes, be held on no more than an average of one evening per week during a term with a maximum of two evenings in any week.  
23. Teachers cannot be required to take verbatim notes or produce formal minutes of meetings.
Parents’ Evenings 
24. Parents’ evenings are not subject to the 60 minute maximum. During the week of parents’ evenings, however, there should be no more than one further evening call on teachers. 
Reports on Pupils 
25. NUT members should not be expected to write more than one report on each pupil per academic year. 
26. Teachers should not collate and/or photocopy reports (see section below on administrative tasks). 
Cover 
27. Teachers should only be required to provide cover rarely, in circumstances which are not foreseeable.  This does not apply to teachers who are employed wholly or mainly for the purpose of providing such cover.

28. Detailed NUT advice on the operation of the ‘rarely cover’ provision is available in the document ‘Arrangements for Teacher Cover – September 2009 – Guidance for Divisions, Associations and NUT Representatives’.  This is available from the School Teachers’ Conditions Section of the NUT website at www.teachers.org.uk/cover.  Also available in that section is a model cover policy for schools available at www.teachers.org.uk/node/10032.

Gained Time 

29. ‘Gained time’ is the time during the academic year, particularly in the summer term, when teachers who take examination classes or groups are released from some of their timetabled teaching commitments as a result of pupils being on study or examination leave.  Teachers may be directed to use gained time to cover for a colleague.  This should, however, only happen ‘rarely’, in accordance with the 2009 changes.

30. Work undertaken during gained time will, however, not necessarily come within the definition of cover as ‘supervising and so far as practicable teaching any pupils where the person timetabled to take the class is not available to do so.  There is a list of duties within the guidance section of the STPCD which sets out the duties which it will be reasonable for a teacher to be directed to undertake if classes are absent: 
· Developing/revising departmental/subject curriculum materials, schemes of work, lesson plans and policies in preparation for the new academic year. This may include identifying appropriate materials for use by supply staff and/or cover supervisors.

· Assisting colleagues in appropriate, planned team teaching activities. 
· Taking groups of pupils to provide additional learning support. 
· Supporting selected pupils with course work. 
· Undertaking planned activities with pupils transferring
between year groups or from primary schools.
· 
Where the school has a policy to release staff for CPD during school sessions, gained time may be used for such activities. 

Examination Invigilation

31. Teachers cannot be required to invigilate external examinations such as National Curriculum tests (in England), GCSE, AS/A2 examinations, mock examinations and other tests requiring alterations to the school timetable.  It is reasonable to expect that teachers should be present at the beginning of external examinations in their subject area to check papers.  It may also be appropriate for teachers to be present at the end of external examinations to ensure their efficient conclusion.

Administrative and Clerical Tasks 

32. Teachers should not routinely undertake administrative and clerical tasks which do not call for the exercise of a teacher’s professional skills and judgement. The STPCD lists the following tasks which teachers should not routinely undertake but this is not exhaustive and members should exercise professional judgement.  For example it is up to individual teachers to decide whether putting up and maintaining displays is a task which requires their professional skills or whether it is an administrative task that should be transferred to support staff.

· Collecting money from pupils and parents. 
· Investigating a pupil’s absence. 
· Bulk photocopying. 
· Typing or making word​ processed versions of manuscript material and producing revisions of such versions. 
· Word​ processing, copying and distributing bulk communications to parents and pupils.

· Producing class lists on the basis of information provided by teachers. 
· Keeping and filing records, including records based on data supplied by teachers.
· Preparing, setting up and taking down classroom displays in accordance with decisions taken by teachers.
· Producing analyses of attendance figures. 
· Producing analyses of examination results. 
· Collating pupil reports. 
· Administration of work experience but not selecting placements and supporting pupils by advice or visits.
· Administration of public and internal examinations. 
· Administration of cover for absent teachers. 
· Setting up and maintaining ICT equipment and software. 
· Ordering supplies and equipment. 
· Cataloguing, preparing, issuing and maintaining materials and equipment and stocktaking the same. 
· Taking verbatim notes or producing formal minutes of meetings.
· Co​ordinating and submitting bids, for funding, school status and the like, using contributions by teachers and others. 
· Transferring manual data about pupils not covered by the above into computerised school management systems. 
· Managing the data in school management systems. 

OFSTED/ESTYN 
33. Schools should not opt for, or be subjected to, pre-Ofsted/Estyn practice inspections.

34. Where these inspections take place, no preparation, addition to teachers’ normal workload, should be undertaken.

35. NUT members should not produce policy statements or substantial documentation specifically for inspection.

36. Ofsted and Estyn inspectors must not do anything which would encourage teachers to prepare or plan material especially for the inspection.  The NUT will pursue cases where Ofsted or Estyn inspectors or local authority advisors place unnecessary demands on members.

37. School self-evaluation procedures, where they have been subject to thorough consultation with teaching staff for the purposes of school development, can be valuable.  Both the school’s own self-evaluation procedures, and the methods used by each school to respond to Ofsted/Estyn school self-evaluation forms should not, however, lead to additional workload for teachers.

38. In England, schools under special measures, or with notice to improve, do not face standard Ofsted inspections, but their progress is checked by HMI during regular “monitoring visits”.  They will also be subject to local authority monitoring.  In addition, schools which were graded ‘satisfactory’ by Ofsted and whose standards are judged to be static or in decline will also receive a monitoring visit approximately 12 months after the original inspection.

39. These activities create additional workload for teachers such as more meetings, increased classroom observation and greater lesson plan scrutiny.  Where members have concerns about their workload, members should request that their NUT school representative should convene a meeting and then report these concerns to the head teacher, following the advice given in this document.  If the issue cannot be resolved, support is available from the appropriate local association/division or from the regional/Wales office.

Setting Targets
40. As part of assessments of pupils’ learning, teachers will necessarily set learning objectives.  This should be distinguished from the setting of targets for whole school purposes.  The setting of targets, including benchmarking for such purposes, should not take place more than once a year unless teachers themselves seek to change those targets.

Governing Bodies
41. Teachers should not undertake administrative work for governing bodies unless they volunteer to do so as teacher governors.

National Curriculum Assessment 

42. Teachers cannot be required to transfer test results to Optical Mark Recognition (OMR) forms.  

43. Teachers cannot be required to undertake administrative work in relation to test papers for pupils.

Teacher Assessment
44. In determining a National Curriculum teacher assessment level, teachers should need to refer only to a minimum level of evidence.  Where members believe that teacher assessment arrangements cause bureaucratic burdens, they should contact their NUT regional office, or in Wales, NUT Cymru.

Early Years Foundation Stage

45. The extension of free nursery education to two, three and four year olds has in some cases been introduced at the expense of early years teachers’ working time protection.  More advice and guidance is available in the early years section of the NUT website at  www.teachers.org.uk/earlyyears.
46. How the EYFS Profile is used is a matter for teachers’ professional judgement.  The Profile booklet or e-profile is not a statutory document.  Provided that assessment is recorded against the scales and reported to parents and the local authority, schools will have met their statutory requirements.  Teachers are not required to use any or all of the Profile booklet or e-profile.

47. Teachers are required to seek contributions to the Profile from parents on any relevant aspects of their child’s development.  This should be integrated with settings’ existing practice:  there is no requirement for additional meetings to be held.  The NUT’s guidance to members in relation to meetings set out in this document (see paragraph 22), applies to meetings in connection with the Profile.

Performance Management – Bureaucratic Burdens
48. The NUT will not accept:

· the allocation to team leaders of unreasonable numbers of reviews.  The NUT proposes a maximum of four, but all reasonable attempts to allocate a smaller number should be made;

· the setting of more than three objectives for each reviewee.  It is recommended that no objective should exceed 40 words;

· the setting of inappropriate objectives.  No member should agree to objectives that would lead to unreasonable burdens or be unachievable;

· rigid performance targets linked to pupil results;

· attempts to impose more than one Performance Management observation per year on any teacher;

· attempts to impose classroom observations lasting more than 60 minutes;

· increases in class size/reductions in support time caused by the reallocation of staff time in order to facilitate any aspect of performance management;

· attempts to impose requirements to complete documentation in relation to performance reviews outside the NUT’s recommended classroom observation checklist; and

· attempts to set classroom observations at times with which reviewees disagree.

Classroom Observation
49. Excessive classroom observation is a serious problem in many schools.  The various purposes for which observations may be required has meant that in some schools the total number of observations has climbed, and the context in which they are carried out can be felt to be hostile and bullying, rather than supportive and developmental.
50. As set out in paragraph 48, NUT policy is that classroom observation for performance management should be limited to one observation per year, of no more than one hour in duration. There is a statutory maximum of 3 hours per cycle of classroom observation that can be carried out for performance management, and in most cases that maximum will not be reached.  
51. There are other purposes for which classroom observation may be used, but there is no need for such observations to be additional to observations for performance management.  It is good practice for observations to be carried out in such a way as to achieve a range of objectives at the same time. 
52. ‘Drop-ins’ and learning walks should not be used for the purposes of performance management, but should be for other clearly defined purposes and consulted upon in advance with teachers.
53. The NUT has developed a model policy on classroom observation and drop-in for agreement with school governing bodies. This can be found here. 
Booster, Revision and other Additional Programmes
54. These activities should take place within the 1265 hours of directed time.

55. NUT members should not be required to teach ‘catch-up’ programmes at lunchtimes, during morning sessions before the start of the school day, during twilight sessions or during school hours where this represents an increase in their number of contact hours.

Class Sizes
56. Oversized classes add significantly to the workload of teachers.  Support is available from the NUT for negotiations to reduce class sizes.  Where such negotiations are not successful, industrial action will be considered if the class sizes exceed the limits set out below:

· 26 pupils in the case of nursery classes with one teacher supported by an appropriate qualified nursery assistant;

· 27 pupils in the case of reception classes;

· 24 pupils in the case of mixed age classes;

· 20 pupils in the case of practical classes;

· 15 pupils in the case of classes of pupils needing particular small group or individual attention; and

· 30 pupils in other cases.

Full Guidelines
A more detailed version of these guidelines ‘Teachers’ Working Time and Duties: An NUT guide’ is available at www.teachers.org.uk/node/11020 for school representatives.

Conclusion
Wherever necessary the NUT will act to ensure that these guidelines are applied and to protect members from excessive workload demands.  Members experiencing problems, whether on an individual or whole school basis, are advised to contact their NUT school representative in the first instance.  Further support is available from the relevant NUT division or association or regional/Wales office.  Contact details are available via the contact map on the NUT website at www.teachers.org.uk/contact us. Guidance on how to get involved in tackling workload issues is available from the NUT website at www.teachers.org.uk/workload.
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