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PART-TIME TEACHERS: PAY AND WORKING TIME – 
NUT GUIDANCE

JANUARY 2009
The provisions on part-time teachers’ pay and working time obligations have changed with effect from 1 September 2008.  
This NUT guidance is for use by NUT members, school representatives and local officers.  It has been published in order to help ensure that these provisions are applied fairly. 
It will help you to:
· understand how to work out part-time teachers’ pay entitlements and working time obligations;

· secure agreement on working time obligations – for teaching and non-teaching duties – and ensure fair pay for that working time;

· secure additional payment where appropriate for additional working time; and 
· avoid unlawful discrimination and unfair demands.

This guidance shows you how to use the NUT’s online pay and working time calculator for part-time teachers at www.teachers.org.uk/pay.  It also includes a model agreement for pay and working time for use by teachers and head teachers; guidance for part-time teachers who undertake the full responsibility attached to a TLR payment post; and guidance for job sharers.

NUT members can obtain further advice and assistance from their NUT local secretaries and from NUT regional offices and NUT Cymru.   Separate NUT guidance is available at www.teachers.org.uk/pay on wider issues relating to part-time teaching and job sharing.

EXPLANATION OF THE RULES
This section explains how the rules on part-time teachers’ pay and working time operate.  It includes references to the School Teachers’ Pay and Conditions Document 2008 (STPCD) and to the DCSF’s guidance on this area.  Both of these can be found at www.teachernet.gov.uk/pay.

Calculating part-time teachers’ pay

Part-time teachers are entitled to be paid the appropriate proportion of the pay rate they would receive if they were employed full-time in that job.  This is obtained by comparing their own working time to that of a full-time teacher as described below.

(STPCD para 49 & STPCD statutory guidance paras 131 to 140)
Part-time teachers are, as before, entitled to be paid on a pro rata basis of the pay rate they would receive if employed full-time in the same post (including basic pay and any additional payments and allowances).

The percentage of the full-time pay rate must be calculated on the basis of the “school’s timetabled teaching week” (STTW) - its total weekly teaching hours - and the teacher’s “total teaching time” - the proportion of those hours which the teacher is deemed to work.
· Step 1 is to calculate the “school’s timetabled teaching week” (STTW).  

This is made up of all session hours timetabled for teaching during the week
, excluding registration periods and assemblies
, mid-session breaks and lunch breaks.  The STTW is used to determine the pay rate for all part-time teachers at the school.

· Step 2 is to calculate the individual part-time teacher’s total teaching time per week.

This will include all actual class contact hours.  It should also include the entitlement to PPA time, either at the minimum statutory level of 10% of teaching time or any higher level of non-contact time provided under school policy.  It should also include any “leadership and management time” (additional non-contact time allocated during school sessions for additional responsibilities undertaken by the teacher).

· Step 3 is to divide that figure by the STTW figure
.
The resulting figure is the percentage of the full-time pay rate which the individual part-time teacher must be paid.

This procedure is to be used to determine the appropriate pay rate for all part-time teachers, including part-time leadership group teachers and ASTs.

Appendix 1 sets out two examples using the above procedure.  Further examples can be found in the DCSF guidance.

Appendix 2 gives guidance on the NUT’s on-line pay and working time calculator, which should be used by part-time teachers in order to ensure that their pay and working time obligations are assessed and allocated fairly.

The STPCD provides that part-time teachers must be paid this percentage of the total full-time pay entitlement.  This means that they are paid a percentage not only of the spine point salary but also any TLR payment attaching to the post.  This continues to create problems for those part-time teachers who carry out the whole, rather than part, of an additional responsibility.  Appendix 3 sets out NUT advice which seeks to protect such teachers by ensuring that they can receive the full additional value of any TLR payment.

Calculating part-time teachers’ working time
Part-time teachers can be required to work the fraction of 1265 hours corresponding to the fraction of full-time pay they receive.  This time will cover their teaching time and their directed non-teaching time.

(STPCD para 77.6 – 77.9 and STPCD statutory guidance paras 156-165)
The STPCD provides that full-time classroom teachers(i.e., all those except leadership group teachers and ASTs) are required to be available for work for a maximum of 1265 hours of directed time.  

The percentage obtained in the pay calculation is also used to determine part-time teachers’ directed time obligations.  They will be required to be available for work for the same percentage of 1265 hours as the percentage of full-time pay.
This percentage of 1265 hours of directed time will cover both the total teaching time and the non-teaching duties undertaken by the part-time teacher.  

For example, a part-time teacher who works 15 teaching hours in a STTW of 25 hours will be entitled to be paid 60% of the appropriate full-time pay rate.  That part-time teacher would be expected to be available for work for a maximum of 759 hours of directed time (60% of 1265 hours).  Of this, there would be a maximum of 570 hours of teaching time (15 hours for 38 weeks of term time) and a maximum of 189 hours (759 hours - 570 hours) for directed time for non-teaching duties.

These provisions on working time do not apply to part-time leadership group teachers and ASTs, as they are not covered by the STPCD working time provisions for classroom teachers.  The STPCD advises only that the workload of part-time leadership group teachers and ASTs should be reasonable and that they should be treated fairly in comparison with their full-time equivalents.  

Additional working time

The STPCD provides that part-time teachers cannot now be required to work or attend non-pupil days on days when they do not normally work (STPCD para 77.7).  Where they agree to do such work, they should receive additional pay for the time involved.
(STPCD para 77.7/8 & STPCD statutory guidance para 133 and 161)
Part-time teachers cannot be required to attend staff/departmental meetings, parents/open evenings and INSET days and other non-pupil days on days when they do not normally work. Where they do agree to work on such days by agreement, this working time cannot, by definition, be included in directed time.  The STPCD therefore includes a provision for additional payment for this working time.  
The formula for this payment provides, in effect, for part-time teachers to receive 1/1265 of the appropriate full-time pay rate for each hour of additional working time.
NUT advice on additional working time on non-teaching days and on the power to make additional payment, including the circumstances when the provision should be used and the appropriate length of additional working time for which payment should be made, is set out later in this guidance.

The STPCD provides that part-time teachers may be directed to work outside school sessions on days when they do normally work (STPCD para 77.8).  Situations may, for example, be encountered where teachers who only work the morning session are asked to undertake non-teaching duties after the end of the afternoon session, such as attending a meeting.  Such directions must, however, be reasonable, both in the context of the general organisation of teachers’ non-teaching duties and in the context of the statutory guidance given to head teachers to seek to avoid such situations wherever possible.  NUT advice on this issue is set out later in this guidance.

Pay safeguarding

The STPCD contains provisions for safeguarding for part-time teachers whose pay is reduced as a result of the new pay provisions.

(STPCD para 49.4-49.6 & STPCD statutory guidance paras 141-145)
Previously the STPCD did not prescribe a specific method for determining the pro rata percentage for part-time teachers’ pay.  Different employers therefore used a range of different methods.

The safeguarding provisions protect part-time teachers who would be paid less for their working time using the new provisions than they would have been paid using the method their employer formerly used to determine their pay. Each teacher’s pay entitlement for their current working time should be calculated using both the new provisions and the employer’s former method.  The teacher will be entitled to receive the higher figure. This safeguarding will apply for a maximum of three years but teachers may lose their safeguarding earlier than this due to increases in pay or other factors.

These provisions do not protect teachers against reductions in pay due to reductions in working hours.  They only apply to the teacher’s working time under the current contract of employment.  The teacher’s pay entitlement may therefore be lower than that for the previous school year if the teacher’s working hours have been reduced.

This safeguarding is not subject to the provision that the teacher may be required to undertake additional duties commensurate with the value of safeguarding which applies under other types of safeguarding.
The DCSF guidance includes a number of worked examples on safeguarding.

NUT GUIDANCE ON SECURING FAIR TREATMENT FOR PART-TIME TEACHERS

Agreeing the statement of working time obligations

The STPCD makes it clear that, as the starting point, each part-time teacher must have an agreed statement of working time obligations (STPCD statutory guidance para 162).

Each part-time teacher should discuss and agree each year, with the head teacher, a written statement of working time obligations for the school year. This statement should cover the teacher’s directed time obligations, covering both teaching time and non-teaching duties, for the year.  It should also cover any additional working time which the teacher has agreed to undertake on days when the teacher does not normally work.

For the 2008 school year, therefore, all existing part-time teachers should discuss and agree a statement of their working time obligations with the head teacher, which should then be used to determine the pay fraction for the teacher for this year.  Such a statement should then be agreed in advance of the start of each subsequent school year.

In future, all newly appointed part-time teachers, including those moving to part-time work in the same school, should discuss and agree such a statement at the time the job is offered and before the contract commences.  In all cases, the teachers concerned should be given the opportunity to say whether or not they accept that the statements of their working time obligations are correct and whether they accept the posts on these conditions.

Appendix 4 sets out an NUT model agreement on working time obligations which deals with all of the relevant areas.

The principle that every teacher should have an agreed statement of directed time obligations applies equally to full-time teachers.   The NUT recommends that all full-time teachers should also have a written statement of their directed time obligations.
The STPCD statutory guidance advises at para 164 that a calendar of meetings etc should be drawn up each year in consultation with staff.  The DCSF guidance advises further at para 5 that schools should have “a clear established calendar … for directed time activities” and “a clear time budget … for directed time for all teachers.”
Determining “total teaching time”

The following is the NUT’s guidance on determining “total teaching time”, which in turn determines the fraction of the full-time pay rate which the teacher will receive.

Definition of “total teaching time”

· The calculation of ‘total teaching time’ should include all teaching time within school sessions.  PPA time and any non-contact time allocated for additional responsibilities should also be included.

Registration and assembly periods

· The DCSF non-statutory guidance advises that the exclusion of registration and assemblies from the STTW is based on “the assumption that [they] are short activities that last up to 20 minutes each”.  Where they last significantly longer, head teachers should “use their discretion as to whether they constitute teaching and learning activities which should be included in the STTW calculation for both full and part-time teachers”. 
Teaching during non-teaching periods

· Where part-time teachers teach pupils during school sessions but at times which are not lesson times for all pupils (e.g., teaching pupils who do not attend assemblies during the assembly periods) the NUT advises that this time should be added both to the STTW and the teacher’s own teaching hours.

Allocation of PPA time
· All teachers, including part-time teachers, are statutorily entitled to PPA time at a minimum level of 10% of timetabled teaching time.
· In some schools, teachers traditionally receive a higher percentage of non-contact time. The STPCD provides that this should not be reduced.  Part-time teachers in such schools should receive a similar percentage of non-contact time.
· Some part-time teachers (in particular in secondary schools) may receive their PPA time in the form of free periods timetabled during session time.  In such cases, both the periods spent teaching and these free periods should be included in the total teaching time figure.  Other teachers (in particular in primary schools) may be timetabled to teach for an entire school session or sessions without any free periods within those sessions.  In such cases, the PPA time entitlement should be added to the actual teaching time to obtain the total teaching time figure.

Non-contact time for responsibilities

· Where part-time teachers undertake additional responsibilities for which full-time teachers would receive additional non-contact time, they should receive additional non-contact time for those responsibilities.  This may again either be provided during school sessions in the form of free periods or otherwise be added to the total teaching time.  

· Where part-time teachers carry out only part of the responsibility attaching to a TLR post (e.g., under a job-share arrangement) they should receive the appropriate proportion of the additional non-contact time which a full-time teacher would receive.  

· Where one part-time teacher carries out the whole responsibility attaching to a TLR post, the NUT believes that such a teacher should receive the full value of the appropriate TLR payment.  They should receive the full additional non-contact time which a full-time teacher would receive plus any additional time needed to ensure they receive the full value of the TLR payment when the pay calculation is carried out. Appendix 3 gives advice on this issue.

Patterns of teaching time

· Where teachers work on a “fit the timetable basis”, working a pattern of lessons scattered throughout the week, the entitlement to PPA time still applies.  

· The STPCD statutory guidance advises at para 163, however, that schools should seek to avoid such patterns of timetabling which create unpaid “trapped time” and which also effectively prevent such teachers from taking other employment.

Allocating directed time for non-teaching duties

The STPCD advises that schools’ arrangements for deployment of part-time teachers should avoid any treatment which might constitute unlawful discrimination (STPCD statutory guidance para 156).  The NUT will seek to ensure that part-time and full-time teachers are treated fairly and consistently.

The pay provisions should ensure that part-time teachers’ teaching time, when compared to that of full-time teachers, is in proportion to their percentage of full-time pay.  The STPCD also provides that part-time teachers’ directed time for non-teaching duties, when compared to that of full-time teachers, should not be greater than their percentage of full-time pay (STPCD para 77.6 / 77.9 & STPCD statutory guidance para 163).
Care must, therefore, be taken over the allocation of directed time for non-teaching duties to part-time teachers.  Treating part-time teachers differently may in some situations constitute unlawful discrimination.

The NUT recommends that the “pro rata” principle, which underlies the STPCD provisions for payment, should be adopted in relation both to payment and to working time obligations.

Where part-time teachers’ directed time obligations for non-teaching duties are considered, therefore, the starting point should be the pro rata basis.  Allocation of directed time in excess of the pro rata basis should be carefully considered in terms of its impact on other areas of directed time.  
The allocation of directed time for staff/departmental meetings, parents/open evenings or INSET/non-pupil days, for example, beyond the pro rata basis would place disproportionate pressure upon part-time teachers’ directed time in comparison to full-time teachers.  It might in turn lead to part-time teachers being treated differently from full-time teachers in terms of directed time for other non-teaching duties such as assemblies, registration periods or mid-session breaks.

The provision for additional payment for additional working time can provide a solution to difficulties in this area.  NUT advice on using that provision is set out below.

The following is the NUT’s guidance on the allocation of directed time for non-teaching duties as part of the agreed statement of working time obligations:

Registration and assembly periods

· These traditionally form part of all full-time teachers’ directed time.  They should continue to be included in all teachers’ directed time, whether or not the teacher concerned is allocated a registration group or required to attend assembly.  

· The teacher will, as now, be required to be available to undertake such duties, either on a regular basis or in place of any colleague who is unavailable, or to supervise pupils who do not attend assembly or to undertake any other tasks reasonably directed by the head teacher.  

· The only exception should be where there has been genuine agreement that the part-time teacher will start work at the beginning of the first or a subsequent lesson for personal or timetabling reasons.

Mid-session break times

· These again traditionally form part of full-time teachers’ directed time.  They should again continue to be included in all teachers’ directed time, on the basis that some teachers may be rostered to be on duty and that all teachers, including those not on duty, will be required to be available to be called upon in any situation requiring their assistance. 

Supervisory duties

· The NUT believes that teachers should be allocated directed time prior to and after each school session, when they are in practice expected to be present in the classroom to ensure pupils’ orderly arrival and departure and to deal with queries.  Teachers should be allocated ten minutes at the start and end of the school day; and five minutes at the end of the morning session and the beginning of the afternoon session.  

Other duties

· Where part-time teachers are directed to undertake some other specific non-teaching activity before, during or after the school day eg morning briefings, this time should form part of their directed time.

INSET days and other non-pupil days

· For INSET days and other non-pupil days held on a part-time teacher’s normal working days, the NUT takes as its starting point the pro rata principle.  The teacher and head teacher should discuss and agree whether the teacher will attend all or a proportion of these days.  This working time should form part of the teacher’s directed time for non-teaching duties up to the pro rata level related to the pay percentage.  Beyond this level, use of the provision for payment for additional working time should be considered where this would avoid difficulty over maintaining the pro rata principle for directed time for non-teaching duties.  
· For INSET days and other non-pupil days held on days when a part-time teacher does not normally work, the teacher cannot be required to attend.  The teacher may agree to attend but equally has the right to refuse to agree to attend. Where the teacher does agree to attend, the time should not be included in directed time.  Instead, the teacher should be paid using the provision for payment for additional working time.  

· In respect of INSET days for professional development purposes, the NUT advises that part-time teachers should be permitted to attend all such days, including those which take place on days when they do not normally teach.  Failure to allow part-time employees access to the same training opportunities as full-time employees may constitute unlawful discrimination.
· The NUT advises that 6.5 hours should be allocated for each INSET day in order that the total payment matches the normal daily rate of pay which would be received, for example, for one day’s supply teaching.

Staff/departmental meetings and parents/open evenings

· The same principles should apply to such meetings as to INSET days and other non-pupil days.  

· Where such meetings take place on a part-time teacher’s normal working days and it is agreed that the teacher should attend all such meetings, the time should form part of directed time up to the pro rata level related to the pay percentage.  Beyond this, consideration should be given to the use of the provision for payment for additional working time.

· Where such meetings take place on days when the teacher does not normally work, the teacher may not be required to attend. Where the teacher does agree to attend, the time should not be included in directed time and the teacher should be paid using the provision for payment for additional working time. 

· Although the STPCD permits teachers to be directed to attend meetings at the end of a day on which they normally work but have, for example, only taught the morning session, the NUT advises that any such direction must still be “reasonable” according to the circumstances, as discussed on page 10 below.

· NUT advice on the maximum duration of meetings and the weekly limits on meeting time applies equally to part-time teachers as to full-time teachers.  This advice – and NUT advice on other workload issues such as lesson planning – can be found at www.teachers.org.uk/workload.
Contingency time
· The directed time obligation is, for full and part-time teachers alike, a maximum figure which does not need to be allocated in full.  It is common practice for a certain number of hours to remain unallocated for unforeseen future calls upon the teacher’s time.  

· Where part of full-time teachers’ directed time is either unallocated or allocated for “contingency” purposes, a comparable proportion of part-time teachers’ directed time should be treated similarly.

· In addition, part-time teachers should not have proportionately more of this time called upon than full-time teachers (STPCD statutory guidance para 163).

“Disturbance” travel time
· The NUT recommends that, where part-time teachers agree to work on days when they do not normally work and therefore have to undertake an additional journey to and from school, the travel time should be included in the total additional working time for which additional payment is made.

Appendix 2 sets out an example of how the NUT calculator for part-time teachers’ pay and working time can be used to allocate directed time for teaching and non-teaching duties and determine each teacher’s remaining directed time obligations.  The example also shows how teachers can be affected if any of the above are excluded from directed time.

Using the provision for payment for additional working time

Where part-time teachers agree to additional working time on days when the teacher does not normally work, and this work is directly connected to their normal part-time posts (e.g., INSET days, staff/departmental meetings and parents/open evenings), the provision for payment for additional working time should in all cases be used.  There should be a written agreement about the length of time involved in order to avoid disagreements.  As noted earlier, the hourly rate of payment is 1/1265 of the full-time salary.
Where the work involved occupies a whole school day (e.g., an INSET day), the teacher should be paid for no less than 6.5 hours, in order to ensure that the payment is at least equal to that which they would receive if employed under the “short notice employment” provisions for supply teachers.

Where, however, part-time teachers agree to additional working time which is not directly connected to their normal part-time posts (e.g., one day’s cover for an absent colleague), the NUT does not believe this provision is applicable.  The NUT recommends they are paid using the “short notice” provisions for supply teachers, i.e., 1/195 of the appropriate full-time pay for each full day or a fraction thereof for each part day.

As noted above, this provision can also be used by agreement to make payment for working time on normal working days which is difficult to accommodate within directed time.  This will avoid the temptation to remove directed time from part-time teachers for such matters as registration, assemblies or mid-session breaks in order to accommodate other directed time activities such as meetings.  Such removal could constitute unfair or even potentially discriminatory treatment. The agreement on working time could identify such time as additional working time outside directed time, with the teacher paid additionally using this provision.

Dealing with problems over working on non-teaching days

While the STPCD states that part-time teachers should only work on such days by agreement, the NUT is concerned that in many cases there will be no real agreement since part-time teachers will in practice feel obliged to agree to do this in order to obtain work.  

Some part-time teachers who have agreed to work on days when they do not normally work, even in return for additional payment, may subsequently have genuine difficulties in doing so. The NUT advises that, where this is the case, head teachers should respect this position, even where the teacher has previously agreed to be available.
Dealing with problems over working on part teaching days

As noted earlier, the STPCD does not rule out attempts to direct part-time teachers to undertake non-teaching duties after the end of the afternoon session on days when they normally teach only the morning session.

Any such direction must, however, be “reasonable”.  Teachers are not required to undertake such work where the direction to do so would, in the circumstances, be unreasonable.  The issue of reasonableness would need to be considered in the context of the general patters of allocation of non-teaching duties to teachers in the school, the known circumstances of the individual teacher and the statutory guidance to head teachers to seek to avoid or minimise such situations.
Where a teacher is known to be genuinely unable to attend such a meeting due to personal circumstances, the NUT would take the view that any direction to do so should be regarded as unreasonable.  This would be the case where a teacher has another teaching post or other employment or some other binding commitment at that time; or where the teacher’s personal circumstances such as caring commitments make it difficult to attend.  It might also be the case where the teacher would be required to undertake an additional lengthy journey to and from school for a second time that day in order to attend.  Finally, the frequency of any proposed commitment would also be relevant.  It might be reasonable to expect a teacher to attend for an occasion which happens only once per term – for example to attend a parents evening – but not to attend every week for a staff or departmental meeting.
The STPCD statutory guidance advises at para 163 that head teachers should “try to minimise situations where part-time teachers are subject to directed time either side of a period when they are not required to be available for work”.  This statutory guidance is reinforced by para 23 of the DCSF guidance.  Both should be used for reference in any casework on this issue.
Where a teacher is required in such circumstances to return to school for work after the end of the school day, the NUT expects any childcare expenses to be reimbursed.
Supporting leadership group teachers and ASTs

As noted earlier, these working time provisions do not apply to part-time leadership group teachers and ASTs.  Their only protection is the STPCD advice that their workload should be reasonable and that they should be treated fairly in comparison with full-time counterparts.

The NUT believes that all such teachers should have an agreed statement of their working time obligations, in order to ensure that disputes over their obligations can be avoided and their comparative workload can be fairly assessed.  Similar principles should be adopted with regard to their working time obligations on days when they do not normally teach.

Supporting job sharers
Job sharing is an arrangement under which two or more teachers share one single full-time post between them.  As such, job sharing is a form of part-time work.
The pay and working time obligations for teachers working in job share arrangements are therefore calculated on the same basis as for other part-time teachers.  There are, however, particular issues which should form part of the agreement on working time obligations for such teachers.  Appendix 5 gives advice on these matters.

Protecting centrally employed and peripatetic part-time teachers

The DCSF guidance includes advice on the position of centrally employed part-time teachers.  It states that the appropriate comparator in calculating their pay and working time should be a full-time colleague or notional full-time colleague where no actual full-time comparator exists) and that where a teacher’s hours fluctuate an average should be used for pay and working time.

The DCSF also advises that, where teachers work across a geographical area, travel time between the sites (though not between home and the teacher’s work base) should be included in the notional STTW and the teacher’s “total teaching time”.  The NUT supports this advice, which will help ensure that such teachers are paid for their travel time and that the directed time available to them for other non-teaching purposes, in particular access to CPD, is not reduced.  The precise definition of the STTW will need to be considered in each case.  Issues to consider will include any travel time within mid-session breaks and lunch breaks and “trapped time” between completion of the journey and the scheduled start of the teaching engagement.  Such time should not be unpaid.
Responding to proposed variations to agreed working time

These changes do not of themselves require any changes to the actual length of teaching time that part-time teachers are currently contracted to teach.  Any changes to part-time teachers’ hours or days of work should be by agreement.  The NUT will not accept any situation in which changes in working practices or reductions in staffing levels are achieved solely or principally at the expense of part-time workers.

OTHER PAY AND CONDITIONS PROVISIONS FOR PART-TIME TEACHERS

There have been no changes to any other matters of pay and conditions of service for part-time teachers.  The rules governing starting pay and pay progression for part-time teachers, for example, continue to operate in the same way as for full-time teachers.  Any school pay policy on starting pay and allocation of additional discretionary points should apply to part-time teachers in the same way as to full-time teachers, whatever the pay grade.  The NUT’s separate and fuller guidance on part-time teachers’ pay and conditions sets out detailed advice on entitlements in this area.
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APPENDIX 1:

WORKED EXAMPLES OF PAY CALCULATION FOR PART-TIME TEACHERS
The following examples assume that PPA time and non-contact time are already included in the teacher’s total teaching hours (see the NUT guidance and NUT on-line pay and working time calculator for further information on this point).

Example 1

Part-time teacher employed for 5 mornings only

	School’s timetabled teaching hours
	morning session 
	3
	x 
	5
	=
	15

	 
	afternoon session 
	2
	x
	5
	 
	10

	 
	total timetabled teaching hours
	 
	25

	Actual teaching hours
	morning session 
	3
	x
	5
	 
	15

	 
	afternoon session 
	0
	x
	0
	=
	0

	 
	total actual teaching hours
	 
	15

	% of full-time pay
	=
	60%


Example 2

Part-time teacher employed for 3 mornings and 1 afternoon

	School’s timetabled teaching hours
	morning session 
	3
	x 
	5
	=
	15

	 
	afternoon session 
	2
	x
	5
	 
	10

	 
	total timetabled teaching hours
	 
	25

	Actual teaching hours
	morning session 
	3
	x
	3
	 
	9

	 
	afternoon session 
	2
	x
	1
	=
	2

	 
	total actual teaching hours
	 
	11

	% of full-time pay
	=
	44%


APPENDIX 2:

NUT PAY AND WORKING TIME CALCULATOR FOR PART-TIME TEACHERS
This appendix gives guidance on the NUT’s pay and working time calculator for part-time teachers which is available at www.teachers.org.uk/calculator.  The worked example below demonstrates how the calculator works.  It is an Excel file which will automatically carry out the calculations for you.  Insert your own information in the yellow fields and the pink fields will display the answers.

Make sure you use the NUT calculator and ensure you are being treated fairly and properly, both in terms of the fraction of full-time pay which you receive and in terms of the teaching and non-teaching duties which you are asked to carry out.

Part-time teacher – 

three mornings per week and one afternoon

In this example, the teacher’s working time arrangements are as follows:

· total teaching time made up of teaching time of three mornings per week and one afternoon, and an additional 10% PPA time;
· directed time for three registration periods, one assembly, three mid-session breaks, and supervision of pupils for ten minutes at the start and end of each day and five minutes at the start and end of each lunch break (in line with NUT policy);
· staff meetings for one hour per week, five INSET/non-pupil days and three parents evenings, allocated on a pro rata basis between directed time and additional working time for non-teaching duties;
· 10 hours of unallocated contingency time.
	 PART 1 - PAY


	 
	Hours
	x
	no of days
	 
	 

	School’s timetabled teaching week
	morning session 
	3
	x 
	5
	=
	15

	 
	afternoon session 
	2
	x
	5
	 
	10

	 
	STTW (total timetabled teaching hours)
	 
	25

	Part-time teacher’s actual teaching hours
	morning session 
	3
	x
	3
	 
	9

	 
	afternoon session 
	2
	x
	1
	=
	2

	 
	total actual teaching hours
	 
	11

	PPA time (if not included in actual teaching hours) at 10%
	=
	1.1

	Additional non-contact time for responsibilities (if not included in actual teaching hrs)
	=
	0

	Additional non-contact time to ensure full payment of TLR payments
	=
	0

	Part-time teacher’s "total teaching time" on which pay is calculated
	=
	12.1

	Part-time teacher’s % of full-time pay
	=
	48.4%


	PART 2 - WORKING TIME
	
	
	

	Maximum directed time for full-time teacher (hours)
	1265
	
	 

	 
	 
	 
	 

	Part-time teacher’s % of full-time pay
	48.4%
	 
	 

	 
	 
	 
	 

	Part-time teacher’s maximum directed time (hours)
	1265 x % of full-time
	 
	612.3

	 
	 
	 
	 

	Part-time teacher’s maximum directed time for teaching duties (hours)

 
	 
	459.8

	 
	 
	 
	

	Part-time teacher’s maximum directed time for non-teaching duties (hours)

 
	 
	152.5

	 
	 
	 
	 

	Proposed directed time for non-teaching duties 

 
	 
	hours

	Registration (minutes per week)
	30
	=
	19

	Assembly (minutes per week)
	15
	=
	9.5

	Mid-session break (minutes per week)
	45
	=
	28.5

	Supervisory duties (minutes per week) 
	60
	=
	38

	Other duties (minutes per week) 
	 0
	=
	0

	Staff meetings (minutes per week)
	30
	=
	19

	Parents/open evenings (hours per year)
	4.5
	=
	4.5

	INSET/non-pupil days (hours per year)
	16.25
	=
	16.25

	Contingency time (hours per year) 
	10
	=
	10

	 
	 
	 
	 

	Total proposed directed time for non-teaching duties (hours)

 
	 
	144.75

	 
	 
	 
	 

	Part-time teacher’s maximum directed time for non-teaching duties (hours)

 
	 
	152.5

	 
	 
	 
	 

	Remaining directed time for non-teaching duties (hrs)
	 
	7.75

	
	
	
	

	Additional working time on non-teaching days and/or outside directed time
	
	hours

	Staff meetings (minutes per week)
	30
	=
	19

	INSET/non-pupil days (hours per year)
	16.25
	=
	16.25

	Parents/open evenings (hours per year)
	4.5
	=
	4.5

	Other duties (hours per year)
	0
	=
	0

	"Disturbance" travel time (hours per year)
	5
	=
	5

	
	
	
	

	Total additional working time to be paid using additional payment provision (hours)
	=
	44.75


APPENDIX 3:

NUT CALCULATOR FOR TLR PAYMENTS FOR PART-TIME TEACHERS

Many part-time teachers undertake the full additional duties of, for example, posts of subject co-ordinator, faculty leader or pastoral manager.  In such cases, the NUT believes strongly that such part-time teachers should receive the same additional payment as a full-time teacher would receive for that work.  

The STPCD provisions, however, mean that TLR payments are paid to part-time teachers on the same percentage basis as the rest of their pay.  They will not receive the full value of the TLR payment unless steps are taken to increase their pay to make up the missing fraction of the TLR payment.

This is done by increasing the part-time teacher’s “total teaching time”, from which the part-time teacher’s pay percentage is calculated, by the amount of time necessary to increase the pay percentage as well as provide the appropriate increase in total pay.

The formula set out below will deliver the exact shortfall in TLR payments.  It may appear complex but advice on carrying out the calculation is available from NUT regional offices and NUT Cymru.  More “rough and ready” calculations which deliver approximately the correct increase may be acceptable.

Calculate an initial “total teaching time” figure for the part-time teacher made up of:

· the teacher’s actual class contact hours;
· PPA time at 10% or higher non-contact time in accordance with school policy;
· additional non-contact time for responsibilities (where this would be allocated to a full-time teacher).

NB: the proportion of the additional non-contact time for responsibilities should be the same as the proportion of class contact hours and PPA/non-contact time.  Otherwise the calculation affects the proportion of basic pay as well and does not deliver the additional pay increase for the TLR payment alone.
Then calculate the additional time which must be added to this initial figure in order to provide the appropriate increase in total pay, as follows.

· Work out an initial “percentage of total pay” figure based on the above figure
Initial “total teaching time” divided by the STTW.
· Work out the shortfall in the full value of the TLR payment
Full value of TLR minus TLR being paid (full value of TLR x “percentage of total pay”).
· Work out the percentage increase in “total teaching time” to be added to the initial “total teaching time” figure
Shortfall in TLR divided by Actual total pay.
· Work out the final “total teaching time” figure

Initial teaching time figure increased by that percentage.
· Work out the final “percentage of total pay” for the teacher
Final “total teaching time” divided by STTW.
An example follows!
Example

This example uses the working time pattern referred to in Appendix 2.  Assume the teacher is paid on UPS3 (full-time pay rate £35,121) and undertakes the full responsibilities of a post for which a full-time teacher would be paid a TLR payment of £8000.

Initial percentage of total pay

Initial “total teaching time” divided by the STTW


12.1 hours divided by 25 hours


= 48.4%

Shortfall in full value of TLR

Full value of TLR minus TLR being paid (full value of TLR x “percentage of total pay”)


£8000 minus 48.4% of £8000 (£3872) 


= £4128

Percentage increase in initial “total teaching time” required:

Shortfall in TLR divided by Actual total pay


£4128 / £43,121


= 9.6%

Final teaching time figure required:
Initial teaching time figure increased by that percentage


12.1 hours plus (9.6% of 25 hours = 2.4 hours)


= 14.5 hours

Final “percentage of total pay” figure:
Final “total teaching time” divided by STTW


14.5 hours divided by 25 hours


= 0.58

APPENDIX 4:

MODEL AGREEMENT FOR A PART-TIME TEACHER’S WORKING TIME

This model agreement is intended to record clearly the agreed terms of each part-time teacher’s working time obligations, in terms of teaching and non-teaching activities, in order to ensure that any subsequent uncertainty or dispute is avoided and that every part-time teacher’s pay reflects the full extent of their work.  

Mr/Ms ………………………….…. 

Days of Work

Monday a.m.

……



Monday p.m.

……

Tuesday a.m.

……



Tuesday p.m.

……

Wednesday a.m.
……



Wednesday p.m.
……

Thursday a.m.
……



Thursday p.m.
……

Friday a.m.

……



Friday p.m.

……

Teaching Duties

Teaching
· Teaching time will be for a maximum of …... hours per week of the  school’s timetabled teaching week of…… hours, allocated as follows:

Monday a.m.

……



Monday p.m.

……

Tuesday a.m.

……



Tuesday p.m.

……

Wednesday a.m.
……



Wednesday p.m.
……

Thursday a.m.
……



Thursday p.m.
……

Friday a.m.

……



Friday p.m.

……

“Trapped time” in timetabling arrangements will be treated as paid non-contact time.

PPA and Non-Contact Time
· PPA & non-contact time will be pro-rata to that for full-time teachers in similar positions and will be for …… hours/periods per week.

TLR Payments
· Additional non-contact time will be allocated to provide the full value of TLR payment for additional responsibilities undertaken in full and will be for …… hours per week.

Non-Teaching Duties

Registration

[delete as appropriate]
· Be responsible for registering a class on every working day morning and/or afternoon.

· Be available for other duties as reasonably directed.

Assemblies and Mid-Session Breaks
· Be present during the above and be available as reasonably necessary in the same way as full-time teachers during this time.

Other Duties

[delete as appropriate]
· Be required to undertake other duties for up to …… hours per week.
· Be available to undertake other duties as reasonably required for which directed time will be allocated.
Staff/Departmental Meetings

[delete as appropriate]
· Attend staff meetings only on days normally worked.
· Attend all staff meetings with additional paid working time as appropriate.
· Attend on some other basis (please specify).
Parental Consultation Meetings & Open Meetings

[delete as appropriate]
· Attend parents/open meetings only on days normally worked.
· Attend all parents/open meetings, with additional paid working time as appropriate.
· Attend on some other basis (please specify).
INSET/non-pupil days

[delete as appropriate]
· Attend INSET/non-pupil days only on days normally worked.
· Attend non-pupil days only on days normally worked and attend all INSET days, with additional paid working time as appropriate.
· Attend on some other basis (please specify).
“Disturbance” Travel Time
· Receive …… minutes/hours in “disturbance” travel time in relation to all meetings and INSET/non-pupil days on non-working days.
Contingency Time
· Be allocated …… hours per year to cover unforeseen needs pro rata to contingency time allocated to full-time teachers.

Changes to these Arrangements

Any reasonable changes to these arrangements will be subject to consultation and discussion between the two parties.  Additional paid working time will be added when additional duties accrue.

Signed:
……………………………………..…………………………… Teacher


……………………………….…………………………………  Head Teacher

APPENDIX 5:

JOB SHARERS

The following additional matters should form part of the job share agreement and/or the agreement on each job sharers’ working time obligations as appropriate.
· The job share agreement should provide that funding will be available at up to 1.1 FTE(i.e., 10 per cent greater than the full-time salary) in total for the job share arrangement.

· Each job sharer should, from this additional element of funding, be provided with additional non-contact “handover time” within their contractual working time, in order to meet to co-ordinate the preparation and planning of their teaching and other duties and ensure the effective functioning of the job share.

· Each job sharer should also receive at least the same proportion of PPA time as a full-time classroom teacher and any additional non-contact time attaching to leadership & management responsibilities, divided according to the fraction of full-time which they each work, as a full-time teacher employed in the particular post.

· Only one job share partner at any one time should be required to undertake professional duties other than teaching (e.g., supervision duties or attending staff meetings) at any one time.

· Each job share partner should be permitted to choose to attend all INSET meetings and parental consultation evenings, with additional payment for such attendance on days when they do not normally teach, funded from the additional element of funding.

· The above should be subject to the overriding principle that part-time teachers should not be required to undertake such duties on days when they do not normally teach other than by agreement.

· Job sharers who work additional days in order to cover for the absence of their job share partners should receive additional payment for doing so, funded from the school’s cover budget and paid at the usual rates for supply teachers or short time appointees as appropriate. 

� Where a school operates a timetable cycle longer than one week eg a two week timetable, the STTW calculation should cover the whole of the cycle.  Where a school operates different timetables for parts of the school eg Key Stages 1 and 2, the STTW calculation should be made for each part of the school. 


� But see page 5 for advice on exceptions to this rule. 


� Where a teacher works across two different parts of the school which have two different STTWs, separate calculations should be made and aggregated to give the appropriate pay fraction.
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