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The 35 hour week and Continuing Professional Development Arrangements for session 2003/04

Introduction

Following the National agreement reached on the McCrone package on pay and conditions of service, we prepared a paper indicating interim arrangements for sessions 2001/02 and 2002/03. This present document takes these proposals forward for session 2003/04. It is important that Head Teachers, and staff, in planning for session 2003/04 are clear about the arrangements required for the 35 hour working week and the additional 35 hours for Continuing Professional Development (CPD) activities. Teachers have continued to work towards these in session 2002/03 and are expected to meet the full commitment of CPD in session 2003/04.

The following guidance has been prepared by both management and the professional associations in the light of the national agreement as stated in section 2, “Conditions of Service” of the agreement and Annex D, “Code of practice on working time arrangements for teachers”.

The 35-hour working week for all teachers was introduced from the start of session 2001/02. Until August 2004, the maximum class contact time for staff across the sectors will remain unchanged. This would include any additional class cover time. The agreement gives entitlement to a minimum amount of time for correction and preparation of one third of actual teaching time, 8.5 hours for primary staff, 8.0 hours for secondary staff and 7.5 hours for special education.

School management must have regard to the fact that preparation and marking time can be carried out at a place and time of the teacher’s choice.  All tasks which do not require the teacher to be on the school premises can be carried out at a time and place of the teacher’s choosing; teachers will notify the designated member of staff of their intention in this respect.  However due regard must be taken with respect to cover arrangements during the pupil day.   Individual schools are required to formulate their own arrangements.

With regard to the balance of time remaining for collegiate activity, as in the present session, East Lothian Council would not wish to be too prescriptive in the approaches schools might adopt in the use of this time.  The Council is fully committed to the successful implementation of the agreement and endorses the emphasis placed on overall professionalism and on autonomy for teachers, together with a more participative, collegiate style of management within schools. 

There/…

There is, therefore, a need to continue to provide advice on what might be included within the collegiate time and this is provided in the separate models in Appendix A (Primary and Nursery) and Appendix B (Secondary). This advice outlines a minimum standard with provision for negotiation in each school to vary the time allocations from one activity to another and has been revised in the light of this session’s experiences.  A significant proportion of this time must be given to the addressing of whole school priorities as agreed in the School Development Plan.

General

The use of collegiate time (the balance between the combined teaching commitment and preparation and marking time and the agreed 35 hour working week) will continue to be subject to annual negotiation leading to an agreement within each school and, where appropriate, include the activities listed in the appendices.  However, the list should not be seen as comprehensive or definitive.  The content of collegiate time should reflect the content of the School’s Development Plan and any changes in that content should be addressed through the mechanisms for renegotiating the Plan.  Any changes must be negotiated and agreed with staff in the term preceding the proposed change. 

Any changes in the timing of activities must also be negotiated and agreed through the mechanisms established within the school.

Parents’ Meetings
Parents’ meetings can take place in the evening or end on to the school day, subject to appropriate consultation with staff and parents.  It is fully recognised that the placing of the parents’ meetings will have a bearing on the allocation of time.  Consideration should be given to providing specific time for preparation for these meetings, and if appropriate, a social break.  This would be in addition to time already spent by the teacher in, e.g. bringing corrections up to date for the parental interview.    It is expected that any staff who do not teach the groups of pupils involved do not need to attend.  Teachers can also leave the meeting as soon as their interviews are completed.

Staff Meetings
Staff meetings could include any meeting of a group of staff, e.g. for whole school, departmental, stage, cross-curricular, or management business. These meetings will usually take place out-with the pupil contact day.  The asymmetric week arrangements, which will continue to operate, should be very helpful in this respect and allow an increased opportunity to focus on, and carry through, developmental aspects of learning and teaching in a more productive environment. This would include, where appropriate, the time to develop issues on an individual or collective basis when they arise.

Forward Planning/…

Forward Planning
Forward planning should be based on the joint guidance issued by the Council and the Trade Unions. It should not be excessively burdensome and should be capable of being addressed through correction and preparation time. If schools agree to more formal requirements for forward planning that will require the provision of additional time within the 35-hour week. 

Other Planning

The construction of the school/departmental development plans and standards and quality reports should have an allocation of time within collegiate activity time.  Time for this should be allowed for all staff responsible for these tasks.  

Formal Assessment
Assessment of a diagnostic or formative nature should be considered as part of normal preparation and marking.  However, time should be allocated where assessment is summative and part of a formal process. 

Professional Review and Development
It is suggested that an average of up to two hours per annum be allowed for each individual reviewee for the processes of Professional Review and Development/Continuing Professional Development Time. 

Continuing Professional Development (CPD)

The agreement document states that “An additional contractual 35 hours of CPD per annum will be introduced as a maximum for all teachers” and that “teachers will work towards but not be expected to meet the full commitment until August 2003”.  To this end staff will be required to undertake a maximum of 35 hours of CPD in session 2003/04.  A minimum of 10 of these hours could be used for personal reading and study. Part-time members of staff will undertake the appropriate percentage of these hours.  A plan for the use of CPD should be produced and agreed with school managers through Staff Development and Review. All teaching staff will be expected to keep a record of the activities undertaken. The CPD plan should include details of courses attended, professional reading and collaborative work with other professional staff. It will have an appropriate balance of personal professional development, attendance at nationally accredited courses, small-scale school based activities or other CPD activities.  This balance will be based on an assessment of individual need taking account of school, local and national priorities and shall be carried out at an appropriate time and place.  All schools should have an agreed monitoring procedure and when the CPD plan is being reviewed this should be undertaken in accordance with this agreed procedure.

Curriculum Development/…

Curriculum Development
This would include any involvement in policy or curricular development.

Additional Pupil Activity
Additional supervised pupil activity may involve activities like traditional study classes, running ‘clubs’, taking groups for sports or creative aesthetic activities or rehearsing for school shows.  East Lothian Council’s Policy on raising achievement recognises the value of the widest range of out-of-hours learning activities.  This should be recognised in the school development plan.  The McCrone Agreement provides the opportunity to ensure staff involved in supervised pupil activities during the 35-hour week are equally treated. The full supported study budget will continue to be available to schools to enable enhancement of out of hours learning within the framework of ‘raising achievement’ policy. Teachers may undertake programmes of supported study within collegiate time but will no longer be paid for this contribution.

Flexibility

Staff should be encouraged to consider other activities not listed in Annex D in the context of the 35 hour week.   At present many teachers regularly perform a variety of extra duties which are to the benefit of the school and the pupils. If it is agreed that these are in line with the school priorities, as stated in the School Development Plan, they should be formally recognised as forming part of a teacher’s workload and added to the range of collective activities contributing to the development of teaching and learning, the provision of a quality service and the promotion of a positive ethos in each establishment. As experience dictates, it may be useful to retain other time for flexibility. Any unused time would be assigned to extra correction and preparation.

Additional Preparation and Correction   

Where circumstances require, consideration will be given for additional preparation and correction time particularly with regard to an individual teacher’s workload which may include the number of year groups taught, subject load or significant new curriculum development.

Conclusion
The spirit of the McCrone agreement emphasises a collegiate approach to planning and in particular, each establishment will require, in accordance with the guidance agreed by the Department and the Trade Unions:

· To have established appropriate and effective mechanisms for consultation within schools to ensure full participation and involvement by teachers in agreeing key decisions 

· Identified in this framework document, and to monitor their effectiveness.

· To ensure that all teachers employed in the school at the time of the ballot (including temporary teachers, part-time teachers, job-shares, etc.) are given a vote in a secret ballot - unless they have indicated that they are resigning from their post. Decisions will be ratified by a simple majority of those teachers who vote.  Teachers who join the staff during a school session should be informed of the results of the ballot and will be expected to abide by them. The results of the ballot are binding on all staff.

· To agree a CPD plan with every member of the teaching staff, with a view to the introduction of 35 hours of CDP from August 2003.

· To devise an agreed annual calendar and programme of activities relating to all aspects of the 35 hour working week, and define procedures which allow individual members of staff to audit their time against the agreement on collegiate time and prioritise and effectively manage their workload.

· To ensure that these decisions are ratified annually by school management representatives and those trade unions represented in the establishment. All agreements last for a school session.

· To submit the agreed annual calendar to the Director in order that the implementation of the 35-hour working week can be monitored by the Local Negotiating Committee for Teachers.

Appendix A
Possible configuration of 35-hour working week: Primary and Nursery

There are 3 elements to the agreement:

1. Teaching Time: maximum 25 hours/week x 38 weeks

=
950 hours

2. Personal Allowance: minimum 8.5 hours/week x 38 weeks 
=
323 hours

(and the balance of time between the combined teaching commitment/personal allowance and the agreed 35 hour contractual working week remaining for collegiate activity would normally be used for the range of activities listed below. These are based on the activities taken from Annex D “Code of Practice on Working Time Arrangements for Teachers”.  The 35 hours available from the 5 in-service days would give 27.5 hours for in-service, 3.5 hours collegiate time and 4 hours for union discussion).

3. Collegiate Time: 1.5 hours/week x 38 weeks plus 3.5 hours
=
60.5 hours

Part-time members of staff will undertake the appropriate percentage of the relevant hours.


The total collegiate time of 60.5 hours is, therefore, available for:

	Activity
	Minimum Time

	· Parents evenings (ref. paragraph Parents Meetings) 
	12 hours

	· Meetings
	11 hours

	· Report preparation
	10 hours

	· Staff Development & Review
	2 hours

	· Absence cover agreement: School policy
	2 hours

	· Flexibility to support the school
	3 hours

	· Other to be decided at school level such as:

· Development Tasks

· Out of Hours Learning

· Forward plans (for benefit of the establishment)

· Curriculum development

· Health and Safety Committees

· Additional preparation and marking

· Flexibility

· Consultation
	20.5 hours

	
	60.5 hours


Appendix B
Possible configuration of 35-hour working week: Secondary

There are 3 elements to the agreement:

1.
Teaching Time: maximum 23.5 hours/week x 38 weeks

=
893 hours

2.
Personal Allowance: minimum 8 hours/week x 38 weeks 
=
304 hours

(and the balance of time between the combined teaching commitment/personal allowance and the agreed 35 hour contractual working week remaining for collegiate activity would normally be used for the range of activities listed below. These are based on the activities taken from Annex D “Code of Practice on Working Time Arrangements for Teachers”.  The 35 hours available from the 5 in-service days would give 27.5 hours for in-service, 3.5 hours collegiate time and 4 hours for union discussion.

3.
Collegiate Time: 3.5 hours/week x 39 weeks


=
136.5 hours

Part-time members of staff will undertake the appropriate percentage of the relevant hours.


The total collegiate time of 136.5 hours is, therefore, available for:

	Activity
	Minimum Time

	· Parents evenings (ref. paragraph Parents Meetings)
	21 hours

	· Meetings
: Department 



: Staff
	19 hours

3 hours

	· Report Preparation
	30 hours 

	· Staff Development & Review
	2 hours

	· Absence cover agreement: School policy
	2 hours

	· Other to be decided at school level such as:

· Additional preparation and marking

· Out of hours learning

· Extra-curricular activities

· Curriculum development

· Health and Safety Committees

· Forward planning

· Formal assessment

· Flexibility

· Consultation
	59.5 hours

	
	136.5 hours


Signed on behalf of the Council


Name:




Designation:




Date:



Signed on behalf of the Teachers’ Side


Name:




Designation:




Date:



Total	=	1365 hours





Total	=	1365 hours
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