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Key Principles
· Acknowledging the professionalism of teachers to meet the needs of young people for whom we have professional responsibility and to manage their own workload. Working relationships based upon shared responsibility, mutual respect and understanding should inform the management of workload.
· Professional dialogue is key to improving learning and managing workload. Paperwork should be kept to the minimum required to support this. Time should be set aside to facilitate this important process.
· Curriculum Planning planning should be proportionate and based on agreed policy guidance and capacity to deliver. Agreement about planning should be reached through consultation and negotiation. LNCTs should monitor the implementation of school curriculum planning and annually consider opportunities for change and improvement.
· Documentation should be concise and relevant, and allow scope for flexibility within a clear framework, subject to controlling workload demands;

· Monitoring and reporting systems must be fit-for-purpose. Reports should be relevant and meaningful for learners and parents/carers, and prepared by staff within agreed allocations of time.

· IT systems and software should support effective learning and teaching and their use should be guided by the principles of:

· Continuity,

· Accessibility,

· Ease-of-use
· Removal of duplication

Introduction

This agreement applies to all teachers, including those on fixed term, supply or part time/job share contracts (further guidance), and is based on the Code of Practice on Working Time Agreements for Teachers (SNCT PART 2 Appendix 2.17)

At the heart of the Agreement are two fundamental principles:

(i) to enhance the professional status of teachers by introducing a more collegiate and participatory approach to school management.

(ii) the recognition of the need to control the workload of teachers ensuring that the “individual and collective work of teachers should be capable of being undertaken within the 35 hour working week.”

This guidance seeks to take account of both principles and should provide a framework within which schools will operate.

It is vital that in advance of discussions and negotiations on next year’s WTA, an evaluation of the effectiveness and impact of the current WTA is undertaken.  Evaluation templates (Appendix 1) should be utilised for this purpose.
The spirit of this national agreement emphasises a collegiate approach to planning the work of the school.  There are many examples of good practice in Moray with regard to the development of collegiate working, but it is important that we continue to seek to embed this in our daily practice.  In particular, each establishment will require:

· To continue to develop an effective and appropriate negotiation and consultative procedure to enable full participation by staff in agreeing the key decisions identified above.

· To agree an annual calendar and programme of activities relating to all aspects of the 35-hour week and define procedures which allow individual members of staff to audit their time against the agreement on collegiate time and to prioritise and effectively manage their workload. The calendar must be shared with all staff once agreed.

· To ensure that these decisions are ratified annually at school level.

· To submit the school’s Working Time Agreement and previous year’s review to Lindsey Stanley, Business Support Team Manager, in order that the implementation of the 35-hour working week can be monitored by the Local Negotiating Committee for Teachers.

· To ensure that the final agreement is signed by the Head Teacher and teacher representative(s) prior to submission. 

Guidance on Implementation of 35-Hour Week

· The working week for teachers is 35 hours.
· The maximum class contact time is 22.5 hours per week.

· The agreement includes an entitlement to a minimum personal time allowance of one-third of class contact time per week.  This should be allocated in blocks of not less than 30 minutes.  The use of this time is entirely at the discretion of the individual teacher.

· If a teacher is not required to be on the school premises for certain duties, say preparation/correction, these may be undertaken at a time and a place of the teacher’s own choosing.  Teachers will be expected to notify the appropriate line manager of their intentions in this respect.

· The agreement recognises that staff should be able to be out of school at those times when they are not required to be in school.  However, schools must at all times be in a position to cover staff absence.  Therefore, schools should develop an “On Call” cover system which can give staff advance warning of agreed “off-site” times which might be called upon for cover duties.  Furthermore, schools should make every attempt to be fair and equitable in their allocation of cover duties and these arrangements should be open to scrutiny.

· The use of the balance of time between the combined class contact time and personal allowance time and the agreed working week of 35 hours is subject to annual agreement within each establishment and should be planned, where appropriate, to include activities listed in SNCT PART 2 Appendix 2.7.

· It is recognised that workload continues to be a significant issue for SNCT staff and a genuine attempt must be made to seek to reduce this.  There is also an expectation that schools review the operation of the Working Time Agreements at intervals throughout the year.  It is the responsibility of all members of staff to engage fully in this process either through whole staff meetings or via their Working Time Agreement Committee arrangements.  Specific work is currently being undertaken at LNCT level to address workload pressures and schools may be asked to provide examples of good practice.
· If there is failure to agree on any aspect of the 35 hour week at school level, the matter should be referred to the Joint Secretaries of LNCT.  Continued failure to resolve the dispute may result in the matter being referred to the Joint Chairs of SNCT.  The previous year’s WTA should remain in place until the dispute is resolved.  
· Where there is a shorter working week arising from in service or holiday arrangements, then the normal pattern of non-class contact should apply for both full and part time staff.  In such atypical weeks, some teachers may have more non-class contact than they would otherwise be due and others less (eg. If their non-class contact falls on a holiday).  
The following clarification of each of the bullet points in SNCT PART 2 Appendix 2.7 is intended to be helpful but should not be regarded as an exhaustive list.
Additional Time for Preparation and Correction

Consideration should 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 or subject load.

Parents’ Meetings

Parents’ meetings can take place in the evening and/or end on to the school day, subject to appropriate discussion and agreement at school level.  Specific time for preparation for these meetings should be agreed.  This would be in addition to time already spent by the teacher in ongoing preparation and correction.  Arrangements for a social break should be agreed at school level, where required.  Staff will be permitted to leave once parental interviews are completed and are not required to attend parents’ nights for groups of pupils they do not teach.  Any virtual parents’ nights should be agreed collegiately, including the format to be used. Consideration should be given to the Moray Council lone working policy and any required safeguarding measures.
Staff Meetings

Staff meetings can include any meeting of a group of staff, eg whole school, departmental, stage, management, cross-curricular, working groups.  The majority of these meetings are likely to take place outwith the pupil day thus enabling a better opportunity to focus on and develop aspects of Learning and Teaching in a more productive environment.  Format of staff meetings need to be agreed collegiately.  
Formal Assessment

Diagnostic and formative assessment is considered part of the normal preparation and correction processes.  However, time may be allocated where assessment is summative and part of a formal process, eg unit tests or prelim examinations.  
Reporting, Tracking and Profiling
Schools should agree collegiately that sufficient time for the completion of and the format of reporting and profiling taking account of the major developments under way currently.
Moderation
Adequate time to be allocated taking into account the current policy on moderation (secondary only) and any moderation for achieving a level for both primary and secondary.  

Forward Planning

With significant developments in Forward Planning the amount of time allocated to this area should reflect individual school circumstances and the developing position around Curriculum for Excellence. 
Professional Review and Development (PR&D)

This will require to be undertaken during the balance of time in the 35-hour week.  An allocation of appropriate time should be made for the annual PR&D process.  
Consideration will require to be given to additional time being allocated to line managers to undertake the process in relation to the number of reviewees for whom they have responsibility.

Continuous Professional Development (CLPL)

All staff are expected to complete the additional contractual 35 hours per annum CLPL.  The CLPL plan for each teacher should be agreed and developed as part of the PR&D process.

Curriculum Development

This could include involvement in individual curriculum development, in-school working groups, introduction of a new scheme of work or policy development.

Additional Supervised Pupil Activity

This may involve the following – supported study, after school clubs, sports/creative/aesthetic activities, school show rehearsals etc.  The plan for additional supervised pupil activity should recognise the overall aim of raising achievement and be designed to enable as wide a range as possible of out of hours learning activities.

Where teachers receive additional payment for undertaking additional supervised pupil activity, the time involved cannot be reckoned as part of the 35-hour week.
Consultations

In particular, time will be needed to consider and respond to various consultation papers throughout the year and schools should bear this in mind when reaching their collegiate time agreements.  There may be a maximum of 2 authority wide consultations per term and one hour must be allocated per consultation.  Any school consultations over and above should also be included in the WTA.
Management Time Allocation

Schools should agree sufficient time for promoted post holders to undertake their additional responsibilities. 

Flexibility

It is considered essential to retain an element of time for flexibility.  This time is to be utilised as and when appropriate.    During 2023-24 it is essential to ensure that any flexibility is used to the best effect and that teachers’ individual flexibility allocations should only be subject to school demands after appropriate consideration and consultation. One week’s notice must be given for any agreed changes to the times allocated within the annual school calendar. 
Part Time and Job Share Staff

For staff employed on part time and job share contracts, the allocation of time is on a pro-rata basis as detailed below.
· Teachers have a pro-rata entitlement to the additional maximum 35 hours annual PU. 

· Teachers are expected to undertake the agreed collegiate activities on a pro-rata basis. The balance of such activities may differ to that of a full-time teacher.

· The teachers’ working year is expressed solely as 195 days, but the occurrence of public holidays and occasional day impacts on the working year of part time teachers.  Where the working pattern is such that a part time teacher would be unable to take public holidays and occasional days then other arrangements should be made to enable the teacher to take this leave.  Likewise, if the working pattern would result in a part time teacher receiving more public holidays and occasional days than they are entitled to, then arrangements would need to be made to ensure that the leave was appropriately adjusted. 

· Teachers employed on a part time basis have a pro-rata entitlement to 5 days In-Service.  When this involves working days in addition to the pro-rata portion of 195 days, then these days will be undertaken with pay.  These additional days will be subject to agreement between the Head Teacher and the teacher.

· Teachers on pro-rata arrangements are not required to undertake collegiate activities on a day where they are not employed.  The exception to this principle is planned parents’ meetings. The collegiate time calendar should be organised to allow such staff to participate on their normal working days (e.g. by varying the day for staff meetings).
Part-Time Teachers – Leave and In-Service Arrangements

The Part Time Workers Regulations (Prevention of Less Favourable Treatment) Regulations 2000 make it unlawful to treat part-time workers less favourably than their full-time counterparts. This means that part-time teachers are entitled to the same entitlements on a pro-rata basis, as a full-time teacher and should therefore receive a proportion of those entitlements based on their contracted hours of work.

Part time teachers are required to work their pro rata share of 195 days.

Need for adjustments

A part-time teacher will receive the pro-rata proportion of the annual salary and therefore should actually work the same proportion of 195 days. (See column 1 on table)

The placement of Public Holidays and Occasional days within the overall scheme of school holidays, when set against the working pattern of individual part-time teachers, can result in some teachers working more or less than their contractual requirement. 

In-Service days are set each year and this, when considered against the working pattern of individual part-time teachers, can result in some teachers not receiving their pro-rata entitlement to In-Service.

Implementation Guidance

To ensure that each part-time teacher is working the correct number of days in the school session and receiving their pro-rata entitlement to In-Service, Head Teachers should use the following tables for calculating entitlement. The attached ready reckoner may be used as a tool for calculating entitlement.

Prior to the new school session or on commencement of employment of a teacher part way through the year a calculation should be made to establish the pro-rata proportion of 195 working days that the part-time teacher is required to work. The following tables should be used for this purpose.

Primary/Secondary

	FTE
	Days employed (*includes  In-Service entitlement)
	In Service entitlement (included in the total number of days employed)

	1.0
	195
	5

	0.8
	156
	4

	0.6
	117
	3

	0.5
	97.5
	2.5

	0.4
	78
	2

	0.2
	39
	1


The number of potential working days should be identified for the whole school session for each individual (this will vary depending on working pattern). This should include attendance during the session at In-Service days. 

Depending on the working pattern of the part-time teacher an adjustment may be required for those with fixed patterns of work to enable the part-time teacher to receive their entitlement to In-Service and ensure that their contractual commitment is met. 

Where the working pattern is such that a part-time teacher would be unable to undertake their entitlement to In-Service then other arrangements should be made in consultation with the Head Teacher to enable the teacher to attend the relevant number of In-Service days. This could be done by adjusting the days worked in that week or by claiming the day attended at the In-Service day. The timings of such adjustments will be subject to the exigencies of the service.

APPENDIX 1

MORAY COUNCIL EDUCATION AND SOCIAL CARE
LOCAL NEGOTIATING COMMITTEE FOR TEACHERS

INDIVIDUAL TEACHER EVALUATION OF WORKING TIME AGREEMENT 2022-23
NAME:  













All teachers are encouraged to evaluate their personal workload against the generic figures agreed in the school Working Time Agreement for 2022-23.  This feedback will provide information for the school’s annual review of the WTA and will assist with discussions for next year.

1.
To what extent did this year’s agreement allocate a realistic amount of time in relation to your professional responsibilities?  [Please tick appropriate box]

	
	
	Far from adequate or realistic – most weeks demanding considerably more than 35 hours in order to complete all necessary tasks.

	
	
	

	
	
	

	
	
	Realistic in some aspects but many areas still demanding more time than allocated.

	
	
	

	
	
	Mostly adequate but with a few areas demanding more time than allocated.

	
	
	

	
	
	Adequate and realistic allocation, ensuring most duties overtaken within the 35 hour working week.

	
	
	


2.
Please provide details of any area where the time required under any given heading has been significantly different from what was planned.

3.
Do any of the headings in the current Working Time Agreement require an adjustment in agreed time for next session?

4.
Are any new priorities emerging for you which require an allocation of time?


MORAY COUNCIL EDUCATION AND SOCIAL CARE
LOCAL NEGOTIATING COMMITTEE FOR TEACHERS
2022-23 WORKING TIME AGREEMENT COLLATION OF FEEDBACK

NUMBER OF TEACHING STAFF [including P/T and Visiting Teachers]:  





NUMBER OF INDIVIDUAL RETURNS RECEIVED BY WTA COMMITTEE:  





1.
Collated responses – enter total numbers returned for each statement. 
	
	Far from adequate or realistic – most weeks demanding considerably more than 35 hours in order to complete all necessary tasks.

	
	
	

	
	Realistic in some aspects but many areas still demanding more time than allocated.

	
	

	
	

	
	Mostly adequate but with a few areas demanding more time than allocated.

	
	

	
	

	
	Adequate and realistic allocation, ensuring most duties overtaken within the 35 hour working week.


2.
List areas noted as requiring significantly more time with number of times mentioned 

eg Staff meetings x 6

3.
List areas noted as requiring adjustment in agreed time for next session.

4.
List new priorities noted which require additional time.

HT Signature





Trade Union Representative
MORAY









APPENDIX 2
WORKING TIME AGREEMENT

	
	Weekly Hours
	

	
	Maximum class contact
	22.5 hours

	
	Balance of time (collegiate activities
	5 hours

	
	Personal Allowance – at time and place of individual choice
	7.5 hours

	
	Total
	35 hours


	Collegiate Activities
	Previous Allocation 22-23
	Allocation 23-24


	
	
	Hours

1 FTE
	Hours

0.5 FTE
	Hours

0.4 FTE
	Hours

0.2 FTE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	TOTAL
	195
	97.5
	78
	39

	
	
	195
	97.5
	78
	39


HT:






Trade Union Representative:

A signed copy of your school agreement for 2023-2024 and a signed copy of your spreadsheet of collegiate activity, along with a signed copy of 2022-2023 collation of feedback return should be submitted to Lindsey Stanley no later than Thursday 22nd June 2023.
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