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NEU-NI Check List for Time Budgeting
Your Time-Budget: Summary of checks you should do.
•

Check if your 1265 hours per annum are calculated and shown

•

Check what 195 days you are required to attend school, (refer to school calendar) notably:
- Any August days, such as exam results days, careers days or INSET days?
- Any contractual Saturdays (or Sundays, or non-term-days) are included?

•

Check if your 10% PPA is included

•

Check if the time-allocation for your promotional post (eg HOD, HoY etc) duties in included?

•

In the case of the SENCO, check if the time-allocation is included and is realistic?

•

Check if all PRSD duties, as reviewer or reviewee (planning time, observations, meeting time, report writing)
is included?

•

Check if time allocated for all meetings is included, and realistic?

•

Check if time allocated for all reports required are included, and realistic?

•

Check if time allocated for Inspection preparation is included, and realistic?

•

Check if time allocated for work associated with Initiatives or special projects is included, and realistic?

•

Check if time allocated for work associated with Assessment is included, and realistic?

•

Check if time (and days) allocated for work associated with AQE or GL tests is included, and realistic?

•

Check if time (and days) allocated for work associated with Open Days or Parents Evenings is included,
and realistic?

•

Check if time is allocated for Cover?

•

Check if time is allocated for Other Duties, such as bus-duty, break-time supervision etc

•

Check if time is allocated as a contingency or for miscellaneous work?

Check List area
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Please Check the following
It is an obligation on the Principal (or his/her nominee) to set out the usage of
your contractual 1265 hours across the 195 days of the school calendar.
The Principal is contractually required to issue you with a Time-Budget in
sufficient detail to cover all the contractual duties required of you.
The Principal is contractually obliged to provide an equitable distribution of work
“maintaining a reasonable balance for each employee”.

Recourse if in dispute

Raise with your line-manager or
timetabler.
If unresolved contact Rep – Template
Grievance from NEU will be provided

To check which 195 days you will work, please refer to the school calendar.
Please check that the 195 days you are allocated encompass all days during
which you are expected to undertake duties.

The school year, for Time-Budgeting purposes, starts on 1st August. If you are
required to be at school for days in August (aside from INSET days) such as GCSE
or A-Level results days, post exam-results careers or pupil mentoring, these must
be counted against the 195 maximum.

Ditto

Ditto

Please check.

Some promotional post holders are contractually required to undertake duties
outside of normal school hours or days.

195 contractual
days (3)
Promotional
post holders

For example, Physical Education Heads of Department are often required to
undertake 30 or more Saturdays a year. These 30 days are counted against the
maximum 195.
The same goes for example, to those who undertake school trips, HoD of Drama
responsible for the school play, HoD Music in respect of school productions etc
All days count against the 195.
Please check.

Ditto

10% of teachers’ Directed Time budget will be allowed for Planning, Preparation
and Assessment (PPA). This means that 126 hours of a teacher’s 1265 hours (FTE)
must be given over to PPA.

PPA

Promotional
posts duties

This PPA time is “protected”. In other words, you cannot be called to undertake
cover or any other duties for this time. It is your time. The aim is not that you will
never have to undertake preparation, marking and assessment at home – but
that your PPA time in school should take a definite ‘edge’ of the work you will do
in the evening.

Budgeting time towards the duties you hold within a promoted post is likely to
be a fraught area. Most holding promotional posts currently do “what it takes”.
Often, doing “what it takes” can lead to unsustainable workloads and can impact
on your health and well-being.
You should scrutinise the time allocation very carefully.
Make sure that reasonable time to cover your promotion post duties is allocated
(it will vary, case by case).
Please scrutinise closely.

Ditto

If your allocation is unrealistic, unfair
or inaccurate, prepare a professional
calculation of:
a) How you assess the time required to
undertake the post’s duties, or;
b) U
 sing the allocated time budget,
prioritise what you can reasonably be
expected to do.
Then arrange to meet your line manager
to discuss.

SENCOs must have dedicated time to meet the requirements of their role,
proportionate and appropriate to the needs of the pupils in the school. The (pay)
agreement requires that you are allocated “discreet” time to undertake SENCO
duties.

SENCO

Scrutinise closely whether this time allocation matches your professional
assessment.
Please scrutinise closely.

Ditto

PRSD is the only agreed mechanism for internal formal evaluation of teacher
performance and activities related to PRSD must be accommodated within
Directed Time budgets. 

PRSD

Time expended on PRSD as either a reviewer or reviewee count against the 1265
maximum hours. This includes preparation time, the time taken for the review,
the time taken to write up the review report and any time spent inputting data or
reports to school electronic systems.

Raise with line-manager or timetable;
If unresolved contact Rep – Template
Grievance from NEU will be provided

Reasonable PRSD time is best negotiated on a whole-school-basis.
Please check.

Reports

All time spent preparing, drafting, and writing reports should be calculated, along
with time spent inputting data or reports to school electronic systems. and set
out in the time-budget. Please check.

Ditto

Reasonable time spent on Reports is best negotiated on a whole-school basis.
Please check.

Meetings will be scheduled at the beginning of the school year, published for
the academic year and accommodated within Directed Time budgets. A clear
agenda should be provided in advance.
All time spent at required meetings (SLT, Departmental, other) should be set out
clearly in the time-budget.
Each meeting should normally:

Meetings

• be no more than one hour in length;
•	have a published agenda with start and finish times, circulated early enough to
enable teachers to participate effectively in the business;
• be effectively chaired;
• have clear outcomes.
Time allocated to meetings is best negotiated on a school-wide, universal basis.
Please check.

Ditto

Inspection

If your school hosts an inspection, all time spent preparing, planning or taking
part in the inspection must be included in the directed time budget.

Ditto

Please check.

Initiatives

All new initiatives must be consulted on and workload assessed though
an agreed framework. All new initiatives must be related to the School
Development Plan and properly resourced and funded. All time preparing for and
implementing Initiatives must be included within the time-budget.

Ditto

Please check.

Assessment

Current assessment arrangements will remain unchanged pending the outcome
of the Review of Assessment. “Unchanged” means that if you are currently not
co-operating, then you continue not co-operating until the outcome of the
Assessment Review is known (estimated at 12-18 months). This is a direct result
of successful NEU-led action against a system that is not fit for purpose.

Ditto

Query any time allocation for Assessment. 

AQE / GL

Open Days etc

Days when you are required to be in school for AQE or GL tests must be counted
against both the 195 days and the 1265 hours. Please check.

Ditto

All days/events that the school require you to attend should be set out in the
time-budget. These include Open Days, Parents Days/Evenings etc. These must
be counted against both the 195 days and the 1265 hours.

Ditto

Please check.

Other Duties

If you are required to undertake other duties (bus duty, break-time duty, or other)
these must be counted against the 1265 hours maximum.

Ditto

Please check.

Miscellaneous,
reserve or
residual time

Most schools, wisely, time-budget for a residual or unallocated time.
Please check.

Ditto

NEU, 41-45 York Road
Belfast BT1 3GU
www.neu.org.uk

