	[image: image1.jpg]N\

/1y N





	WORK YOUR PROPER HOURS – GUIDANCE TO MEMBERS

	


The Union would like individual members to log the hours that they work and, to help with this exercise, we have produced a diary/timesheet for members to complete.  Increases to workload are an issue for all teachers and are best tackled alongside your colleagues.  Call a meeting of teachers at your school to discuss the issue and distribute the working time diary.  When it has been completed it can be used as evidence of workload with your head teacher and governing body.  Your local representative will also be able to provide advice and support.
When completing the timesheet, remember the following:

What is included in directed time?

· teaching and other activities including observations, school visits, etc.;
· PPA and other non-contact time, including leadership and management time;
· supervisory duties at the beginning and end of the school day;
· time spent attending meetings, parents evenings, open evenings, pre-school briefings, etc.;
· break times;
· cover (although teachers should only rarely cover from September 2009);
· registration;
· INSET.
What is not included in directed time?

· the lunch break of ‘reasonable length’ to which you are entitled and during which you cannot be directed to supervise pupils;
· other than work carried out during PPA time, marking, report writing and other preparation work;
· travel to and from the place of work, except in the case of peripatetic teachers or those who work in a split-site school.
Full-time teachers may be directed up to 1265 hours each year, spread over the 195 days for which they must be available for work.  This includes 5 INSET days.

For part-time teachers, the number of hours they are required to work is the proportion of the timetabled teaching week for which they are employed to teach.  The amount of additional directed time they work will be based on that proportion applied to the full 1265 hours per year.

Teachers are also required to ‘work such reasonable additional hours necessary to discharge their professional duties’.  This will include planning, marking, report writing and other activities often performed by teachers during evenings and weekends. 

Together, we can tackle the long hours’ culture and unacceptable workload burden on teachers.
TIME SHEET

NAME:…………………………………………………………………..


WEEK BEGINNING:……………………………………………..
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	Running weekly total (add total from previous weeks form)
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