Shetland LNCT Advice Note 1 (August 2016)

 Working Time Agreements for Teachers.

The purpose of this advice note is to provide guidance for schools in the development of the Working Time Agreement (WTA). 
It is good practice for each school to have in place a mechanism which allows managers and trade union members to engage in dialogue around relevant matters at school level. Historically named the “McCrone Committee”, the function of any such group remains essential to the effective operation of a school. In larger schools the group may consist of a number of nominated teachers, whilst in smaller settings it can consist of all teaching staff. The actual constitution of the group is a matter for decision at school level. 
One key annual function of such a group is the development and agreement of a school’s Working Time Agreement for teachers.
For the purpose of this guidance, the key section of the Scottish Negotiating Committee for Teachers (SNCT) handbook is Part 2 Section 3. The key details are:
3.6 Teachers shall have a 35 hour working week. The working week shall apply on a pro rata basis to teachers on part-time contracts. 


3.7 Within the 35-hour week, a maximum of 22.5 hours will be devoted to class contact except for those teachers on the National Teacher Induction Scheme. Other teachers who are undertaking probation outwith the National Induction Scheme will be treated as teachers, in relation to this Section. 


3.9 An allowance of no less than one third of the teacher’s actual class contact commitment is provided for preparation and correction. The use of remaining time will be subject to agreement at school level within LNCT guidelines, based on the Code of Practice on Working Time Arrangements.

 (SNCT Handbook Part 2 Section 3)

Appendix 2.18 of the SNCT Handbook states that WTAs should ‘provide the context to undertake the collegiate activities set out in the SNCT handbook.’ As the SNCT aims to control workload through the 35 hour week, it is important that any advice to schools concerning WTAs is clear in order to ensure that workload problems are avoided. Below is a list of guidance/advice notes that schools should consider when developing their WTA.
1) The amount of time that can be allocated to teaching and associated preparation and correction is laid down in the SNCT handbook (noted above) and is non-negotiable. It is the remaining five hours per week, collegiate time over 39 weeks of the school session that requires to be planned within the WTA (195 hours annually).

2) The WTA is an important tool in school improvement planning with regard to teacher workload and its management within acceptable limits. 

3) A school’s WTA and School Improvement Plan (SIP) are inter-dependant and should be developed annually. According to SNCT Handbook Appendix 2.18, WTAs should ‘inform the targets, time and resources in a School Improvement Plan.’
4) The development of the WTA is a collegiate activity undertaken between school managers and teachers.

5) The WTA should contain sufficient detail so that it is clear to all parties what can be expected within available working time. 

6) Every school will have a range of activities that are agreed as essential to the effective running of the school: writing of pupil reports, moderation activities, PRD processes, parents’ nights etc. The range of activities to be included should be agreed at the first stage of the development of the WTA, before time can be agreed and allocated to each activity. 

7) Having reached agreement on time allocated to essential activities, a school can then devote any remaining time to other agreed activities.
8)  In relation to secondary subject specialist teachers, circular 028/2012/I states that there should be four Subject Development Group (SDG) meetings per year. This does not include time allocated to SDGs during in-service days. An allocation of two hours for each of these seems reasonable (eight hours annually). It should be noted that it is acceptable for this time to be used for development work associated with the SDGs rather than actual face to face meetings (see Note 1).
9) With reference to SNCT Handbook part 2, section 3, para 3.9, time should not be allocated to regular preparation or assessment within the collegiate time section of the WTA.

10) It is good practice to retain and amount of flexible time in the WTA which can be allocated to unforeseen issues which may arise during the session. 

11) In a school covering primary and secondary settings, a separate WTA for both departments may be useful in providing clarity.
12) The WTA will be agreed and signed by the Head Teacher and a nominated teacher.
13) LNCT Joint Secretaries will sample WTAs annually and report back to schools any further guidance or advice.

Attached to this advice note is a template that schools can use in the completion of their WTA.

Jerry Edwards




Irvine Tait

LNCT Joint Secretary Management Side 
LNCT Joint Secretary Union Side
Note 1

Subject Development Groups are part of the local structure of secondary education but do not feature specifically within the SNCT conditions of service. Participation in an SDG cannot be considered compulsory, although it should be noted that engagement with an SDG may help teachers to meet SNCT expectations of a teachers’ main duties, especially those which, according to SNCT handbook, Part 2 Section 2.8, 
(c) prepare pupils for examinations and where required assist with their administration 

(e) develop the school curriculum

(g) maintain and develop knowledge and skills and contribute to the professional development of colleagues including probationary and student teachers.
