College Town Primary School 1265 Directed time + P.P.A.

Under Teachers’ terms and conditions teachers are required to work both directed and undirected time.

Directed time is activities that take place at a time specified by the Head. During this time teachers may be asked to undertake any reasonable tasks related to their classroom duties and the teachers standards framework. Directed hours are likely to focus on those tasks which by their nature and/or school operational needs cannot take place at any other time.
Directed Time (1265 hours)

The School Day
The directed day = 8.30 – 3.30 equates to 345 minutes per day & 1725 minutes per week = 1121 hours per year (195 days) Includes 5 INSET days
 INSET Days  5 days 
There are 5 of these in each academic year. In line with work life balance, if possible teachers will be offered the option to work some of these as additional INSETs after school allowing the closure days to be taken as additional time off in lieu. This must be a majority decision and communicated to staff well in advance.

INSET days will be a 6 hour session usually from 8.30 – 12  then 1pm -3.30pm. (If an external trainer is used this may result in a slightly longer or shorter day, but over the year this should balance up)

3 after school sessions of 1.5 - 2 hours will replace a closure day if agreed as above.

Teachers are officially required to be in their classrooms by 8.30 and on the playground from 8.40 or in their classroom to welcome pupils 
It is however noted that many staff come to work much earlier than this and like to use this period prior to the school start to set up in preparation for the day. Staff must be prepared, in the event of inclement weather, to pro-actively open their classroom doors at 8.40. 
Staff are expected to stay on the premises until 3.30. Should they have uncollected children they should bring them to the main office at 3.25 where the child can remain until collected.
· Unless there is a scheduled meeting after school that falls within directed time there is no need for teachers to ask permission to leave the premises after the official end of their day.

· The Reception day starts 5 minutes later and ends 5 minutes earlier and teachers have 50 minutes for lunch in respect of this 11.50 – 12.40
· Teachers, under universal terms of employment are entitled to a break of reasonable length as near the middle of the day as possible and are not required to do lunch-duty. 
· Currently for Key stage 1 this is from 11.50 to 12.40 & KS2 12.20 – 1.20. Teachers are expected to be fully prepared for the afternoon and to collect / receive their pupils from lunch ensuring corridor conduct is orderly.

· Teachers may be asked to carry out designated duties e.g. protected play, internal exclusions. Should this be required an alternative lunch-break will be provided.

· The senior leadership team, curriculum & systems retain strategic responsibility for the school at lunch-time and may claim a duty lunch in respect of this if wished. 
· There is no entitlement to a break under universal teachers’ terms of employment. In practice EYFS practice does not lend itself to staff leaving the base therefore there is no ability to provide teachers with a break. 

· In Key Stage 1 & KS2  a short break of 10 minutes during the morning is usual when not covering a playtime duty, although this cannot be guaranteed and is used to ensure adequate preparation for next sessions. 
Operational circumstances may mean that a break cannot be provided. This is most likely to happen if:
· There are staff absences
· A child cannot be left alone at break time if the teacher has stopped their playtime. If this is a regular occurrence the timetable will be reviewed to share the responsibility.
· EYFS & KS1 teachers receive 50 minute lunch break with KS2 teachers having a full hour. Those not on the Leadership Scale are free to leave the premises during their lunch break as this is undirected time
· Over the year, teachers can be asked to provide 38 hours teaching cover unless this is part of their contracted duties. This is calculated by totalling the number of teaching hours during the directed day that the teacher was taking the class, or had a class or part class join their class. 
· Assemblies, registration and other non-direct teaching activities do not count as teaching time ONLY direct timetabled teaching is included in the teaching time calculation to determine 10% PPA. A teacher cannot be asked to cover more than 3 consecutive days for an absent colleague unless this is specified in their contract.

When teachers’ exchange classes or groups of children as part of timetabled team teaching etc, this is also not cover,

Promoting Progress groups = 15 hours 

These 12 hours are used for additional teaching outside of the timetabled day e.g. booster classes before or after school – Pupil progress meeting across the year group determine the subject Eng/Maths and the pupils invited.
Early starts - following wet play lunchtimes all year groups 10minutes for 10 sessions = 1hour and 40 minutes  
After School Pro. Development meetings = 81.25 hours.

Weekly CPD INSET – School Development Plan related – there is no INSET in the last week of any full term.  


Wednesday  3.30 – 5.00 
90 minutes x 35 weeks = 52.hours and 30 mins
Each Monday following ½ term or termly break Pupil Progress 5 sessions per year 3.45 – 5pm = 6.25hours 

Curriculum development time for subject leaders/ curriculum working parties To be arranged once per ½ term - 9 hours 



Half termly monthly Phase meetings to look at planning into practice and impact on standards 3.30 – 5.00   9 hours 
Termly co-ordinator meetings as specified by BFC = 4.5 hours 

In some weeks it may be appropriate to have both sessions devoted to subject leadership / curriculum working parties reflecting the strategic timetable of the school improvement plan. 
If sessions start late due to late arrival of colleagues they may need to finish late. Please therefore consider the workload of others and arrive promptly and ready to start. Occasionally sessions may need to overrun because of subject matter. However these will be balanced across the year by shorter sessions. 

Parent Meetings = 18 hours plus 10 hours ad hoc = 28 hours
Parents’ consultations 2 x per year. Assumes 10 minutes per pupil per meeting and that each class has 30 pupils. Parents meetings will run from 3.40 – 8pm. Therefore ALL teachers will be expected to stay until the end of each session irrespective of whether there is booked appointments. During ant free slots it is a good idea to support colleagues e.g. tea etc..
Most informal contact with parents will take place at the classroom door/playground. However it is accepted there will be occasions when teachers need to make appointments with parents to share concerns. This is a professional duty and as such it is hard to quantify, but 10 hours is allocated in respect of this. If a teacher constantly has to meet with one particular parent after school, it is likely they will be discussing this with the leadership team, and it may be appropriate to arrange these meetings within the working day.
Performance Management   2 hours
Data analysis falls under the remit of PM time and teachers are expected to regularly overview the progress of their pupils. 

Teachers should also reflect on their performance and self evaluate prior to their review and 2 hours is allocated for this preparation. Therefore it is essential that teachers are well prepared for their PM reviews and are able to lead the conversation.      
Networking / Year group liaison 6 hours 
In order to perform their duties effectively all teachers are expected to network beyond the school. ( for NQT’s this is likely to be the NQT meet-up sessions, Key stage meetings etc). Such networking can take a variety of forms e.g. attending local cluster groups or on –line. Review of its use will be part of  P.M. Assumes 1 hour per half-term. This should be additional to those attended within directed time elsewhere.               
This gives an annual total of 1253.25 hours. The legal amount of directed time is 1265 hours which leaves 11.75 hours which can be used throughout the year as and when required. It is a framework rather than a rigid timetable e.g. there will be occasions when meetings go on longer than scheduled, but equally times when they finish earlier. Flexibility by employer and employee is mutually beneficial. Wherever possible 5 working days notice will be given for ad hoc meetings although when necessary this may not be possible e.g. Ofsted preparation. 
P.P.A. Time

All teachers receive a guaranteed 10% P.P.A. time. This will be delivered

· 10% is calculated by looking at a teacher’s teaching commitment and entitlement will therefore may vary from individual to individual. In practice all full-time staff will receive an identical guaranteed amount with part-time staff being calculated individually.
· PPA takes place during timetabled teaching periods.

· Will not be used for cover. If exceptional circumstances prevent delivery of P.P.A time a satisfactory alternative will be mutually agreed as soon after the missed time as possible and within 5 working days.
· A minimum of half an hour at a time. Timetabling to achieve this may result in excess of 10%. This excess is not guaranteed in case of staff shortages/timetable changes etc.

· Terms do not always start on the same day, and there are INSET days to consider. The yearly timetable will therefore be checked to ensure that the equivalent of 38 teaching weeks P.P.A. entitlements have been allocated.

· The school will not dictate which of the particular PPA activities a teacher carries out in their time. However, as an outcome the school will expect teachers to meet their professional obligations and deadlines.  

· If a teacher misses their P.P.A. through their own illness (or associated family illness) they are not entitled to alternative P.P.A. Subject to school operational requirements, and depending on length and period of illness, the school may be able to arrange some alternative P.P.A.

· In 2018/2019 P.P.A. time for a full-time class teacher has been calculated as follows:-

The Teaching Day

Included

· All teaching of the National Curriculum plus R.E.

.Excluded

· Registration.

· Clearing up after sessions.

· Lunch -time

· Preparation for lunchtime/ hometime.

· Assemblies.
· Morning break 
The school day in Key Stage 1

Total hours children are taught per morning  Monday – Friday = 145 mins

· 9.05 -10.15

· 10.40 – 11.55

Total hours children are taught per afternoon varies due to assembly times on Mon Wed & Fri

· Mon, Wed & Fri = 1pm – 2.40 pm 100 mins of direct teaching time

· Tues & Thurs = 1pm – 3pm 120 mins of direct teaching time

This equals 1265 minutes per week or 21 hours & 5 mins

10% PPA time is calculated wholly from teaching time only and does not include breaks, tidying up, registration or assembly time. Part time teachers have the pro-rota equivalent as do NQTs who have a reduced entitlement due to their additional NQT release.  

If teachers have a pm PPA slot please ensure that you are back in your class by 3.10 so that you can talk to any parents or address any concerns that they may have regarding particular pupils. 

Additional points to note:

· During PPA colleagues should not be interrupted and asked to deal with other matters e.g. dealing with poorly behaved child. Colleagues should only be interrupted in a genuine emergency.

· Attendance on courses.

If attendance is directed cover arrangements will include re-arranged P.P.A time if the course coincides with this.

If attendance is voluntary, there is no guaranteed re-imbursement of P.P.A. time if this coincides with the course. The school however will endeavour to provide some time, subject to operational requirements.
Undirected Time

In order to fulfil professional obligations and the Teachers Standards Framework it is necessary for teachers to also do professional activities at a time of their own choosing. 
Staff work room facilities and lock up times enable this to take place on school premises if wished. This is not however a requirement as teachers have different working patterns related to their professional and personal lives. 
Outside of directed time teachers are free to arrive and leave at their own discretion. No assumption will be made as to a teacher’s performance against their time of leaving. Colleagues should also respect the fact that teachers may wish to leave promptly or if staying on school premises engage in their own individual activities.

Within directed time permission must be sought from the Headteacher.
It is not possible to specify appropriate amounts of undirected time as:

· There is no national definition.

· Teachers have different working styles which can effect time taken.

Should teachers be having trouble managing their undirected time/ and or work life balance they are strongly encouraged to consult a member of the leadership team who can help them review tasks with particular regard to:-

· Necessity

· Method

· Timing

Teachers are also asked to respect the home-life of others. In particular phone calls and emails related to school matters may be obtrusive, unless absolutely essential. Please consider how vital it really is that you contact colleagues outside of school on professional matters unless you are mutually agreeable to this or in the event of an emergency.  
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