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	PLANNING: GUIDANCE FOR MEMBERS



Introduction 

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 guidance provides up-dated advice and protection to members on excessive demands for planning.  It draws on the practical experience of NUT members in schools.

4. The guidelines contained within the leaflet apply to NUT members in community and voluntary-controlled schools and in voluntary-aided and foundation schools.

5. The guidelines are issued as a set of instructions which, if followed, will reduce or remove planning burdens.  They are written in such a way as not to leave members feeling isolated, nor feeling constrained against using their professional judgements.

6. Use of the guidelines will support, not hinder, members in their professional work.  Members will exercise their professional judgement in deciding whether to draw on the protection afforded by the NUT.  Where members consider that carrying out any aspect of the guidelines would, in fact, increase pressure on them, then they should continue to operate according to their professional judgement.

7. The National Union of Teachers will continue to protect members from excessive planning expectations.  The NUT regional office or, in Wales, the NUT Cymru Office, should be informed immediately if members believe that they are subject to excessive demands for planning.

8. Some activities set out in the NUT’s guidance may appear specifically in job descriptions.  Members requiring clarification should contact their NUT regional office or, in Wales, the NUT Cymru Office.

9. The NUT’s advice reflects that provided in the joint guidance document on planning produced by the DfES, OFSTED and the QCA, which says that “schools should be encouraged to review their practice and this will hopefully lead to a consequent reduction in workload.”
Guidance on Planning
10. Lesson 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.  The DfES/OFSTED/QCA document “Planning Guidance for Primary Teachers” is useful. It was written as a 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. The document says:
“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.”

11. 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 for the teacher concerned. The DfES/OFSTED/QCA document says:
“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.  …A standard form of presentation is not a necessity and can cause unnecessary work for teachers!”
12. Plans can be created by either photocoping or downloading the relevant QCA or other curriculum documents and then amending these by annotating, highlighting, dating etc.  Annotations and post-it notes can also be used to convert medium-term plans into lesson plans.  The DfES/OFSTED/QCA document says:
“For medium-term planning, the QCA schemes of work contain the detail you need for each subject.  It is not necessary to write things out again; QCA schemes, for example, can easily be converted into lesson plans if accompanied by post-its, notes and annotations to add detail of your own.  Planning in this way will meet with OFSTED’s approval providing it has a positive impact on teaching and learning.”

13. A pre-prepared plan can also be used and adapted to meet the particular needs of the class or group.  There is a range of high quality material for all of the core and foundation subjects available on the Internet which many teachers have found to be extremely helpful. (See below for more details)
14. 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.  The DfES/OFSTED/QCA document says:
“Encourage teachers to use and adapt existing plans….. Less time is then spent on duplicating plans.”

15. New plans for every group or cohort of pupils are not necessary. Plans should be stored and revised only when necessary.
16. Plans are working documents and do not need to be beautifully presented or copied out for others.
17. 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.
18. 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.
19. 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.  The DfES/OFSTED/QCA document says:
“Share out the planning between you if this is practicable. It will save time and stimulate discussions.”

20. 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.
21. Planning should be kept to the minimum necessary.  The DfES/OFSTED/QCA document says:
“As you write your plans, think about what you are going to assess. Be selective, focus on the key aspects of learning that you wish to assess, and highlight these on your plan.”
22. Discussions with head teachers on any concerns about planning should not lead to requests for planning which contradicts this guidance.
Guidance on Monitoring Lesson Plans

23. Unless employed as newly qualified teachers undertaking induction or otherwise unless serious concerns about the teachers’ 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.  The DfES/OFSTED/QCA document says:
“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.”

24. 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.
25. It is not reasonable for teachers to be asked for lesson plans at short notice; for example, at weekends prior to the next working week.
26. Teachers’ lesson plans should be treated with respect.  Other teachers should not write comments on them or annotate them without consulting the teacher concerned.
Guidance on Using ICT in Planning

27. ICT can be a very effective means of reducing the planning burden, for example, using templates, proformas and shared teaching resources reduces duplication of effort.
28. Sharing plans with other colleagues can often be done most effectively through ICT.  Such an approach also allows staff to contribute to the ongoing evolution of the curriculum and schemes of work.  The DfES/OFSTED/QCA document says:
“The use of ICT can reduce planning time substantially in the long term.  It makes it much easier to share plans with colleagues, and also to re-use, copy or adapt plans.”

29. This strategy is dependent, however, on the access of individual teachers to ICT and on their levels of skill and confidence.  It should also be noted 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.
Guidance on OFSTED Expectations of Planning
30. OFSTED does not require a particular format for written lesson plans or lesson plans produced specifically for an inspection.
31. Inspectors will look for evidence of good planning as part of their evaluation of the quality of teaching and learning.  The DfES/OFSTED/QCA document says:
“When OFSTED inspectors arrive they will look for clear objectives that show your intentions for what children will learn and how these objectives will be achieved.  Inspectors will not expect to find a particular model or format for planning; they will be much more interested in the impact of planning on your teaching and the children’s learning.”

32. Despite the advice from OFSTED about planning, there are some inspection teams which continue to expect to be provided with plans which the Union believes to be unnecessary and over-detailed.  Where members find that OFSTED teams have such expectations, they should contact their relevant NUT regional office immediately for advice.

Sources of Further Information

33. The adoption or adaptation of plans prepared by others, including published plans, or of plans prepared in detail by individual teachers is a matter of professional judgement.  There is a range of high quality material for all of the core and foundation subjects available on the Internet which many teachers have found to be extremely helpful.

34. The joint guidance document on planning by the DfES, OFSTED and the QCA, ‘Planning Guidance for Primary Teachers’, which is referred to throughout this document, was published in 2002.  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.

35. Teachernet (www.teachernet.gov.uk/Resources) offers a database of lesson plans and resources which have been evaluated by teachers.
36. The QCA ‘Customise Your Curriculum’ webpage (http://www.qca.org.uk/8680.html) provides examples of how teachers can embed aspects of English and mathematics in other subjects.
37. Schemes of work, which are identical to those published by QCA, are available on the Standards Site (www.standards.dfes.gov.uk/schemes/).  These schemes can be browsed, printed, downloaded and edited, saving time from not having to photocopy or write out extracts, for example.
What to do if you feel you are faced with unreasonable demands for planning
38. This advice will help NUT members to represent their views to their line managers and, if necessary, your head teacher.  Where NUT members consider that they have not had a satisfactory response, they should talk to their NUT representative who has received specific NUT guidance on dealing with demands for excessive planning.

39. Where the issue cannot be resolved satisfactorily within the school, contact should be made with the NUT regional office or in Wales, NUT Cymru, for advice and support.
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