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A  TEACHING  PROFESSION  FOR  THE  21ST  CENTURY

THE  35  HOUR  WEEK  -  FRAMEWORK AGREEMENT  
1.
General


There are several principles which should govern the overall approach:


(a)
The target is that of improvement in pupil achievement and attainment through

· the professional development of staff

· a reduction in workload

· appropriate and effective management

· partnership with other groups, particularly parents

· innovative approaches to the curriculum.

(b)
forward planning on the part of the headteachers and staff will be important in order that there is a clear awareness of each session’s requirements.  The majority of activity should be carried out within the context of the Education Authority’s Improvement Plan, of the school’s improvement plan and the school’s overall aims and aspirations.

(c)
The Agreement “A Teaching Profession for the 21st Century” is about the “professionalising” of the teaching force and all discussions should be against the background of professional behaviour and professional expectations.  Important features of “professionalism” are set out in the following statements contained in “the Agreement”:

· The central role teachers play in the quality and effectiveness of learning in school and the importance of the critical relationship between teacher and pupil.

· Teachers are committed and talented professionals who aim to develop and realise the potential of every child.

· [teachers’] important work is, critically, carried out within the framework of social inclusion which seeks to engage every child in learning and personal development to secure achievement and the promotion of confidence and ambition in all our young people.

Thus, professionalism recognises the shared responsibility for delivering the required improvement in pupil achievement and attainment and also recognises that there is already no lack of partnership/co-operative approaches in place.

(d)
The code of practice set out in “A Teaching Profession for the 21st Century” is central to agreement on those activities which can be undertaken within the 35 hour week.

(e)
This Agreement represents a broad Education Authority framework within which headteachers and staff have flexibility to reach an agreement which meets local circumstances.  It is a planning framework which is sought - one which protects the 35 hour week but avoids rigidity and a mechanistic approach.

(f)
In negotiations, it should be remembered that there are, effectively, THREE BLOCKS OF TIME:

· class-committed;

· personal (preparation and correction)

· required school activities (collegiate and personal)

(g)
The implementation of the 35 Hour Week Agreement will be kept under continuous review by the LNCT.

2. Schools Agreements

2.1
Mechanism for Agreement at School Level
(a)
A School Working Time Arrangement Committee (SWTAC) with the following representation will be established:

· Headteacher

· Trade Union representative

· Teaching staff representatives elected annually by unnumbered secret ballot

(b)
The maximum number of staff representatives will be in line with the table below:

	Total Number of Teachers
	Staff Representatives

(including Trade Union Representatives)

	1 - 5
	whole staff

	6 - 19
	3

	20 - 39
	4

	40 - 59
	5

	60 - 79
	6

	80 - 99
	7


(c)
The headteacher and staff representatives will prepare a draft agreement on the working week in line with the Code of Practice.  The draft agreement will include a draft calendar which highlights key events such as reporting weeks, parental evenings, staff meetings, SQA deadlines, Professional Review Interviews and forward planning.

(d)
Meetings of the SWTAC should be minuted and minutes circulated to all staff.

(e)
The draft agreement and calendar will be issued to all staff for comment in advance of a meeting to be held to discuss their concerns prior to a vote being taken by a secret paper ballot of the whole staff.  Ballot papers must not be numbered.  The votes will be counted and signed off by the Headteacher and the representative of the Union with the largest number of members (or failing that a staff member nominated by the SWTAC staff members).  The LNCT will provide suggested model agreements to assist with the school negotiations.  The agreement will not be implemented unless 50%+ 1 of all staff who vote in the ballot approve it.  Staff eligible to vote include part-time and visiting specialist/learning support teachers based at the school, ie. those who have that school as a nominated base school.

(f)
To assist with forward planning, an agreement should be reached as early as possible in the summer term. The final agreement will be forwarded to the Local Negotiating Committee for Teachers (LNCT) by 1 June of each year.

(g)
Every school will also provide a calendar in support of the school agreement to the LNCT by 1 June. This will be used by the LNCT monitoring group when further clarification of the agreement is felt necessary.
(h)
The school agreement and calendar will be reviewed by the SWoTA Committee as appropriate and adjustments will be agreed if necessary.  Any disputes will be dealt with as detailed below.  
(i)
In the event that an agreement cannot be reached, or at the request of a Trade Union representative, the Formal Dispute Procedure, as set out in the LNCT’s Recognition and Procedure Agreement, will be actioned.

(j)
This will involve the Joint Secretaries of the Management and the Trade Union side investigating the case and attempting to resolve the impasse.

(k)
Continued failure to resolve the dispute may result in referral of the matter to the Joint Chairs of the Scottish Negotiating Committee for Teachers (SNCT).

(l)
Teachers will continue to have access to formal grievance procedures.

2.2
LNCT Monitoring of School Agreements

(a) All school agreements will be referred to a monitoring sub-group of the LNCT.

(b) Further clarification will be sought from any school where its agreement does not appear to match the framework.

(c) If this clarification does not resolve the issue, it will be referred to the Joint Secretaries to ensure that a satisfactory agreement is reached and re-submitted to the Monitoring Sub-Group.

2.3
Amendments to current School Agreements or Calendars

(a)
It is possible to amend school agreements or calendars during a session.

(b)
Good practice and professionalism should apply to agreeing amendments to school calendars and agreements.  Headteachers should contact each member of the SWTAC informally, in the first instance, and where there is not general agreement, a full recall of the SWTAC will be required.   It is anticipated that headteachers would normally give reasonable prior notice of change but that a degree of flexibility continues to be essential.  Where any school has ongoing difficulties in resolving the matter of agreeing amendments, this should be referred to the Monitoring Group. 
3.
Time/Activities to be covered by the Agreement
3.1
Primary Schools
(a)
The time available for most primary teachers for required school activities is 5 hours per week.  This figure is arrived at by deducting from the 35 hour week a total of 22½ hours for class contact and 7½ hours for personal (preparation and correction) time.  For any teacher who has a lesser amount of class contact, the preparation and correction time would be a third of actual class contact time.

(b)
Activities identified in “A Teaching Profession for the 21st Century” which are to be subject to agreement at school level are (in no particular order of priority):

· additional time for preparation and correction

· parents’ meetings

· staff meetings

· formal assessment

· preparation of reports, records etc

· curriculum development

· forward planning

· continuing professional development

· additional supervised pupil activity

· professional review and development

In considering the time which is to be allocated to the activities, both headteachers and staff will require to be mindful of the Scottish Executive’s National Priorities and the Education Authority’s Improvement Plan which is constructed around these National Priorities; of the school’s own aims, aspirations and targets for the session to be set out in the improvement plan for the coming session and the professional expectations of all staff.

(c)
It is important that proper account is taken of all management duties and responsibilities and that specific time for these duties and responsibilities is agreed and allocated.  This is particularly crucial in the case of class committed headteachers.

(d)
Whilst this Agreement provides an Education Authority framework, it will be for individual schools to reach school solutions appropriate to their particular circumstances.  Thus, the amount of time required for activities such as report writing will vary from school to school - and possibly from teacher to teacher - dependent on the number of reports required per year and the method of reporting.


Schools will wish to review their approaches to how certain tasks are undertaken in order that bureaucracy can be minimised and professional activity maximised.  By “working smarter” in some areas, time can be created to devote to other activities central to the effectiveness of the school.  The Education Authority will continue to review areas of activity where external support can be provided to schools to assist them in this process, including advice on recommended time allocations to certain activities.
(e)
Some of the tasks will fall within the category of “collegiate” while others will be “individual”.  In both cases, and as already indicated in (d) above, time allocations will vary from school to school and, in some cases, may vary from teacher to teacher.  It is good practice to agree time allocations for report writing in terms of time per report rather than time per class (to take account of varying class sizes).
(f)
Where a teacher is employed on a part-time basis, the teacher will not be employed for more than one discrete block of time in any day. Other than in exceptional circumstances, they shall be obliged, on a pro rata basis, to undertake and be paid for all of the contractual commitments required of teachers as set out in Section 2 (Main Duties) and Section 3 (Working Year and Working Week) of the National Scheme of Conditions of Service.  The pro rata arrangements for teachers on part-time contracts, relating to remaining time, shall occur on days when the teacher is employed. The exception to this rule is parents’ meetings when the part-time teacher will comply, on a pro rata basis, with the arrangements agreed for the establishment.
3.2
Secondary Schools
(a)
The time available for full-time secondary teachers who have maximum class contact is 5 hours per week.  This figure is arrived at by deducting from the 35 hour week a total of 22½ hours for class contact time and 7½ hours for personal (preparation and correction) time.  This will operate on a pro-rata basis for teachers on part-time contracts and those on reduced contact time as a result of additional responsibilities (see (c) below).  The requirement for class cover in the event of absence should be taken into account before allocating time to activities.
(b)
Activities identified in “A Teaching Profession for the 21st Century” which are to be subject to agreement at school level are (in no particular order of priority):

· additional time for preparation and correction

· parents’ meetings

· staff meetings

· formal assessment

· preparation of reports, records etc

· curriculum development

· forward planning

· continuing professional development

· additional supervised pupil activity

· professional review and development

In considering the time which is to be allocated to the activities, both headteachers and staff will require to be mindful of the Scottish Executive’s National Priorities and the Education Authority’s Improvement Plan which is constructed around these National Priorities; of the school’s own aims, aspirations and targets for the session to be set out in the improvement plan for the coming session and the professional expectations of all staff.

(c)
All management and pastoral duties and responsibilities, including Guidance/Pupil Support duties, must continue to have time specific to these tasks agreed and allocated by schools.

(d)
Whilst this Agreement provides an Education Authority framework, it will be for individual schools to reach school solutions appropriate to their particular circumstances.  Thus, the amount of time required for activities such as report writing or attendance at parents’ meetings will vary from school to school - and possibly from teacher to teacher - dependent on the number of reports required per year and the method of reporting and the classes taught.


Schools will wish to review their approaches to how certain tasks are undertaken in order that bureaucracy can be minimised and professional activity maximised.  By “working smarter” in some areas time can be created to devote to other activities central to the effectiveness of the school.  The Education Authority will continue to review areas of activity where external support can be provided to schools to assist them in this process, including advice on recommended time allocations to certain activities.

(e)
Some of the tasks will fall within the category of “collegiate” while others will be “individual”.  In both cases, and as already indicated in (d) above, time allocations will vary from school to school and, in some cases, may vary from teacher to teacher.  It is good practice to agree time allocations for report writing in terms of time per report rather than time per class (to take account of varying class sizes).
(f)
Where a teacher is employed on a part-time basis, the teacher will not be employed for more than one discrete block of time in any day. Other than in exceptional circumstances, they shall be obliged, on a pro rata basis, to undertake and be paid for all of the contractual commitments required of teachers as set out in Section 2 (Main Duties) and Section 3 (Working Year and Working Week) of the National Scheme of Conditions of Service.  The pro rata arrangements for teachers on part-time contracts, relating to remaining time, shall occur on days when the teacher is employed. The exception to this rule is parents’ meetings when the part-time teacher will comply, on a pro rata basis, with the arrangements agreed for the establishment.
4.
Planning for the 35 Hour Week
(a)
Negotiation at school level will agree a detailed calendar of activities to be included within the 35 hour week appropriate to a particular school.

(b)
Teachers will audit their own proposed activities for the coming year against the agreed calendar of activities.  This need not necessarily be an individual activity but could, for example, be part of a departmental/group discussion.

(c)
There should be agreed school procedures at school/departmental level for regular review of the progress made on the agreed calendar of activities throughout the course of the year.  This could be done in conjunction with a review of the school/departmental plan.

5.
Notes on Particular Activities
5.1
Parents’ Meetings/Report Writing
(a)
The arrangements which schools put in place in respect of reporting to parents and holding parents’ meetings should recognise that good communication between schools and parents about the progress of children is an essential element of effective learning and teaching.

(b)
Consequently, there will be a variety of patterns both to the nature of and the frequency with which reports are issued and to parental meetings.  The latter may be fixed in the evening; may be end-on to the school day; or may, particularly in primary schools, be based on very flexible arrangements which allow parents to drop in at certain times in the school week.

(c)
Schools may wish to retain existing arrangements for formal consultation with parents on pupil progress where these have served the needs of pupils and parents well; alternatively, in the interest of securing more effective communication with parents, these arrangements may be revisited.  The views of parents on any proposed new arrangements should be sought prior to implementation, particularly where this would result in a significant change to existing patterns.

(d)
In any event, there should be a maximum of five contractual meetings per year for staff and the time allowed for each meeting should be the actual time spent at the meeting, plus 50% in respect of preparation, plus actual travel time.

(e)
Where it is accepted that informal meetings will take place with individual parents throughout the year a maximum of five hours should be allocated for this purpose.

(f)
Where it is agreed that a Parents’ Meeting be held end-on to the school day, a break of 30 minutes should be built in prior to the start of the meeting.

5.2
Departmental Meetings (Secondary)
(a)
The importance and value of departmental meetings to the effective functioning of a department is recognised and time requires to be made available for staff of the same department to meet for a range of purposes.

(b)
Since the circumstances which prevail will vary from school to school, it is not appropriate to be prescriptive about when these meetings should be held.  Some departmental meetings may therefore be arranged in the course of the school day where this is possible and does not result in inappropriate timetabling constraints; there should, however, be no presumption that departmental meetings will be held during the school day.

(c)
Whatever approach is taken, there should be agreement on:

· the timing of meetings

· the pattern of meetings

· the duration of meetings

5.3
Forward Planning
(a) Day-to-day preparation activities lie with the individual teacher but Forward Planning which may be on a termly/yearly basis is distinct from this, and sufficient time must be allocated for the format in use in the school.

5.4
Formal Assessment
(a)
There is a distinction to be made between on-going assessment activities of a formative/diagnostic nature and those assessment activities which might be regarded as “summative” either for school or national examination purposes.  It is therefore important that schools identify what constitutes formal assessment.

(b)
Recognition of this distinction should be part of the negotiating framework and appropriate time allocated for this

5.5
The 35 Hour Week - Flexibility
(a)
The principle that the job should be encompassed as far as possible within a 35 hour week should be observed.

(b)
However, given that there are only 5 hours per week available for collegiate activity, it is clear that sticking rigidly to the 35 hour week may not, on occasion, meet the requirements for a Parents’ Meeting.  Accordingly, the weeks which fall before and/or after a planned Parents’ Meeting may be “borrowed against” to allow for sufficient time for the meeting to take place.  Efforts should be made to avoid this being necessary, however.

5.6
Time Spent Out of School
(a)
“A Teaching Profession for the 21st Century” recognises that staff should be able to be out of school at those times when they are not required in school.  

(b)
This means that a member of staff may be off-site at any time when he/she is not required for class cover or previously agreed collegiate duties in a given week.

(c)
Schools must, however, be in a position to cover staff absence at all times.

(d)
It is recommended that secondary schools develop an “on call” system within which:

· staff can be given advance warning of agreed times which might be called upon.

· there be agreed non-contact times when it is open to a member of staff to be “off site” provided that, on each occasion, he/she informs the school management.

· there is a recognition that the times are not absolutely sacrosanct and re-arrangement may be necessary in the event of emergency cover being required.

· every attempt is made to be equitable in allocating off-site time to staff.

· “on-call” time is considered as class contact time

(e)
Off-site arrangements should be borne in mind when organising evacuation procedures.

5.7
Supervised Pupil Activities
(a)
It is not possible to categorise all activities but it is important that staff involvement outwith the school day with pupils/students be recognised.

(b)
Activities could include:

· study groups

· school trips

· school shows/concerts

· residential stays

· sports

(c)
All such involvement should take place within the spirit of “voluntarism”.  There is no suggestion that headteachers would require staff to undertake such activities.

(d)
At the same time, it is recognised that the level of staff time committed to such activities could not be fully embraced within the 35 hour week.  The level of this recognition should be agreed as part of the negotiation exercise within the school.

6.
Review

These Guidelines have been regularly reviewed in the light of the experience of implementing the earlier versions in previous sessions and this Agreement is a result of a review undertaken by a sub-group of the LNCT in 2009/10.  A further review will be required before the full implementation of A Teaching Profession for the 21st Century.  

