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Statement of intent

At Willowcroft Community School we endeavour to provide all teachers with the best platform
possible to enable them to excel in their roles. To achieve this, it is important that all parties
are aware of and understand their contractual obligations. Directed time is the time where
teachers are directed by their headteacher to be at work and available for work.
Implementation of this policy will ensure that teachers are aware of their required duties and
understand the school’s provision for directed and non-directed time.



1. Legal framework

This policy has due regard to all relevant legislation and statutory guidance including, but not
limited to, the following:

-

-

DfE (2023) 'School teachers' pay and conditions document' (STPCD)
The Working Time Regulations 1998
Equality Act 2010

This policy operates in conjunction with the following school policies:

-

-

Staff Attendance and Absence Policy
Staff Wellbeing Policy
Teachers' Pay Policy

2. Roles and responsibilities

The employer of the schoal, is responsible for:

L

Ensuring the school has a policy outlining its provision for directed time, which is made
in accordance with the necessary legislation and guidance.

Liaising with the headteacher and delegating responsibilities to ensure that teachers
are aware of the number of hours they are required to work during the academic year.
Ensuring that provisions are in place to assign the duties that are to be performed by
staff for their directed time.

The governing board is responsible for ensuring that the headteacher and teachers are able
to achieve a satisfactory balance between the time required to discharge their professional
duties and the time required to pursue their personal interests outside work in line with The
Working Time Regulations 1998.

The headteacher is responsible for:

-

Ensuring that this policy always complies with the latest version of the STPCD.
Outlining the number of contracted days and hours where teachers are expected to be
at work and available for work during the academic year,

Outlining teacher responsibilities during directed time.

Ensuring that all teachers are aware of this policy and that they are consulted on the
creation of directed time statements or calendars.

Ensuring all teachers have access to advice, training and developmental opportunities
appropriate to their needs.

Teachers are responsible for:

-

Being at work and available for work at such times and places specified by the
headteacher, for the requisite number of days and hours outlined within their contract
of employment.



+ Being aware of the need to work such reasonable additional hours as may be
necessary to enable the effective discharge of their professional duties.

= Attending compulsory meetings and events, e.g. parents' evenings.

» Always adhering to this policy.

* Understanding any directed policy statements or calendars and raising any concerns
with the headteacher,

3. Working days and hours

A teacher employed full-time must be available to work for 195 days as specified by the
employer or, by direction, the headteacher. Of these:

» 190 days must be days on which the teacher may be required to teach pupils.
» 5 days must be days on which the teacher may only be required to perform other
duties, e.g. administration and assessment duties, and INSET activities.

A teacher employed full-time must be available to perform such duties at such times and
places as may be specified by the employer or headteacher for 1265 hours (1258.5 hours for
the 2022/2023 academic year) — these hours will be allocated reasonably throughout the days
on which the teacher is required to be available for work.

The guidance for full time working days and hours also apply to a teacher employed part-time,
except, that the number of days/ hours worked will be based on the ‘pro rata principle’ — i.e.
teachers must be available for work for the proportion of 1265 hours that corresponds to the
proportion of total remuneration the teacher is entitled to be paid, e.g. a part-time teacher with
a confract equivalent to half that of a full-time teacher will have a directed time of half the
number of hours.

4. Guidelines for directed time
Responsibilities considered part of directed time include:

= Teaching time

» Staff meetings

= Assemblies

+ Moming and afterncon breaks

+ |INSET days and CPD as directed

e PPA

« Cover

» After school meetings

+ Fulfilling leadership or management responsibilities

* Any directed activities that require the teacher's professional skills and judgement

The following are not considered as directed time:

= The reasonable additional hours necessary for a teacher to undertake to discharge
their professional duties.

« Time spent travelling to and from work

= Daily break (lunchtime)



In addition to directed time, teachers will work such reasonable additional hours as may be
necessary to effectively carry out their professional duties, e.g. planning and preparing
lessons, assessing and reporting on the progress of pupils.

The employer cannot determine how many of these additional hours must be worked, nor
when these hours must be worked.

Teachers will not be required to work at the weekend or on public holidays unless their contract
of employment expressly states this.

Teachers will not be required to undertake midday supervision.

All teachers are entitled to reasonable periods of PPA time. At least 10 percent of a teacher's
timetabled teaching time will be provided for PPA which will be allocated in units of at least 30
minutes duration. A teacher will not be required to carry out other duties during this time.

Teachers who are required to be available to work more than one session on any school day
(i.e. moming and afternoon) will be allowed at least one break of reasonable length either
between school sessions or between the hours of 12:00pm and 2:00pm —this does not count
as directed time.

Time spent fravelling to and from waork will not count as directed time; however, if a teacher is
required to work on different sites, e.g. in a split-site school, the time taken to travel between
each school will count as part of their directed time.

Teachers with leadership or management responsibilities will be entitled, so far as is
reasonably practicable, to a reasonable amount of time during school sessions for the purpose
of discharging those responsibilities.

Teachers will not be required routinely to participate in any administrative, clerical, and
organisational tasks which do not call for the exercise of their professional skills and
judgement.

Teachers will only be required to provide cover where there is no other option available and
only in circumstances that are not foreseeable.

Teachers serving an induction period must not teach for more than 90 per-cent of the time that
a teacher at the school not subject to The Education (Induction Arrangements for School
Teachers) Regulations 2012 would be expected to teach.

A part-time teacher will not be required to be available for work on any day of the week or part
of any day on the week on which the teacher is not normally required to be available for work
under their contract of employment.

The headteacher will decide when a part-time teacher may be required to carry out duties,
other than teaching pupils, outside school sessions on any day on which the teacher is
normally required to be available for work.



Monitoring and Review

This policy will be reviewed annually by the headteacher. The next review date for this policy is 2026.

Example Directed Time Statement

Number of hours per academic

Activity Number of hours year
Teaching time & PPA 25 hours per week 950 hours
INSET days 5 hours x 5 days 25 hours
Registration 0.25 hours x 190 days 47.5 hours
Mid-session break 0.25 hours x 190 days 47.5 hours
Staff meetings 1 hour x 38 weeks 38 hours
Parents’ evenings &
open days 3 hours x 3 days 9 hours
Supervisory duties 0.5 hours x 190 days 95 hours
Other duties 0.25 hours x 190 days 47.5 hours

Total

1259.5 hours

Contingency

5.5 hours




