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	PLANNING: GUIDANCE FOR SCHOOL REPRESENTATIVES



1. Despite the introduction of Planning, Preparation and Assessment (PPA) time, lesson planning still generates excessive workload in some schools.
2. Much of this workload has been driven by the fear that teachers will be called to account by OFSTED and must have evidence of what has been taught.  Local authority advisors, inspectors and School Improvement Partners (SIPs) can also place immense pressure on head teachers to require of teachers detailed planning which is, in fact, unnecessary.  Head teachers themselves can sometimes misinterpret what is expected of schools.
3. This document provides practical guidelines which could be used by NUT school representatives to press for the development of a whole-school policy on planning.  It also summarises the national requirements and guidance relating to lesson plans.
DfES Guidance
4. Joint guidance on planning by the DfES, OFSTED and the QCA was published in 2002.  It was written in response to NUT concerns about demands for excessive planning.  While it is written for primary teachers, it applies equally to teachers in secondary and special education.  It can be downloaded from the Teachernet website http://www.teachernet.gov.uk/ docbank/index.cfm?id=3179 or ordered from DfES Publications (0845 60 222 60), quoting reference DfES/0751/2002.  This document has been used to inform the NUT’s advice on developing a school planning policy.
5. Key guidance in the DfES/OFSTED/QCA document includes:
· “spending excessive amounts of time on long, detailed plans does not necessarily lead to better teaching and learning.  There is no prescribed format or length.”

· “Teachers’ time should be used for aspects of planning that are going to be useful for their own purposes, and which have a direct impact upon the quality of teaching and learning.  Teachers should not spend time producing documentation that does not meet these two purposes.”

· “It is important to monitor the quality and impact of teachers’ planning.  This does not mean that you need to see everyone’s plans each week.”

· “A standard form of presentation is not a necessity and can cause unnecessary work for teachers!”
6. This guidance is also supported by the DfES Circular ‘Reducing the Bureaucratic Burden on Teachers’ (02/98) which says that:
“Plans should be updated, perhaps once a year, but then only if necessary.  Undue length and complexity should be avoided, as should unduly bureaucratic reporting back on lessons.”

Local Authority Monitoring

7. DfES Circular DfEE 0027/2001, ‘Code of Practice on Local Education Authority – School Relations’ which applies currently to schools, says that schools are responsible for their own performance and the achievements of their pupils.  It also says that local authorities should not engage in any OFSTED-inspection type activity and that intervention should be in inverse proportion to success.  There should be no authority-wide approach to lesson planning, therefore, this should only be suggested if there is an identified need in a particular school.
OFSTED Requirements

8. OFSTED does not require a particular format for written lesson plans. It does not require lesson plans, or any other kind of documentation, to be produced specifically for an inspection:
“Pre-inspection activities, and contacts with the school, must ensure that demands on the school are kept to a minimum and the school is dissuaded from producing extra documents for the inspection.”

(“Framework 2005: Framework for the inspection of schools in England from September 2005”, Page 9)

9. Inspectors will look for evidence of good planning as part of their evaluation of the quality of teaching and learning. This is deduced from a range of evidence, including observing lessons and from pupil outcomes, rather than from scrutiny of individual teachers’ lesson plans.

10. The onus is on the school, therefore, to set out clearly what its position on planning is and the rationale for this.  A whole-school policy on planning would therefore be a useful means of providing such information.
A Whole-School Policy on Planning

11. A whole-school policy on planning could usefully be developed by head teachers in consultation with staff and their union representatives, in order to set out clearly the approach to planning taken by the school and to ensure that all staff are aware of the school’s expectations of them.
12. The NUT advises that such a policy would include the provisions set out in Appendix 1 attached.

13. Colleagues may seek your support in asking his or her line manager or head teacher to reduce planning requirements.  If you do not receive a satisfactory and positive response, you should contact your regional office or in Wales, NUT Cymru, for advice and support.

14. NUT guidance for members on lesson planning is available to download from the NUT website www.teachers.org.uk.

APPENDIX 1

	
	PRINCIPLES AND ARRANGEMENTS FOR PLANNING – A MODEL WHOLE SCHOOL POLICY



1. Principles and Arrangements for Planning 

· Planning is the professional responsibility of all individual teachers, who plan by taking into account the particular needs of their class or groups.

· Plans should be ‘fit for purpose’.  They should be useful to individual teachers and reflect what they need to support their teaching of particular classes. 

· Plans should not be very long or complex.  They can be set out in the form of bullet points or notes, including how learning objectives will be achieved.  This is a matter of professional judgement. 

· Plans should be updated only when necessary and not more than once a year, for example, to adjust long or medium-term plans in light of their usefulness in the previous year.

· Plans are working documents and do not need to be beautifully presented or copied out for others. 

· Separate weekly and daily lesson plans are not necessary.  Any further 'plan' will develop as teaching progresses.  This relies upon teachers’ professional skills of interacting with pupils and adapting as necesary. 

· With the exception of some children with specific needs, lesson plans for individual pupils are not necessary.  Differentiation or “personalised learning” approaches for individual or groups of pupils does not require individualised planning.  This can be highlighted on teachers’ main planning documents. 

· Other teachers should be able to understand the plans, for example, in order to use them to cover a lesson or as part of a scheduled classroom observation. 

· Planning should involve all staff in a Key Stage or phase working together to ensure coherence and curriculum continuity.  Individual teachers should not be expected to produce all such plans independently.

2. Monitoring Lesson Plans
Unless employed as a newly qualified teacher undertaking induction or otherwise unless serious concerns about their performance have already been identified, teachers should not be asked to submit lesson plans to the head teacher, Head of Department, subject co-ordinator or other line manager on a regular weekly basis. Such practices denote a lack of trust in teachers’’ professionalism.
Monitoring and assessment of staff's planning skills should be an integral part of schools’ normal practices in monitoring the quality of teaching and learning. Scrutinising lesson plans does not need to be undertaken separately, out of the classroom context.
Teachers’ lesson plans should be treated with respect. Other teachers should not write comments on them or annotate them without consulting the teacher concerned.
3. Strategies for Reducing Workload Associated with Planning

Teachers are encouraged to adopt the following approaches.
· Store plans and revise them only when necessary.  Teachers should not be expected to write new plans for every group or cohort of pupils.
· Use plans (either photocopied or downloaded) from the relevant QCA or other curriculum documents.  It is quite acceptable to annotate, highlight, date and amend these.
· Convert yearly lesson plans into immediate use by using annotations or post-it notes. 

· The use of ICT for planning is very much dependent on individual teachers’ access to it and on their levels of skill and confidence.
· Use a pre-prepared plan and adapt it to the particular needs of the class or group.
· Share plans with other colleagues.
It should also be remembered that the amount of time spent producing plans might initially be longer than those produced by more traditional means, although time can be saved if this work is able to be edited and re-used in the future.
There is a range of high quality material for planning for all of the core and foundation subjects available on the Internet which many teachers have found to be extremely helpful. 
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