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	National Agreement Entitlement – self-audit



	Name of school:

	Date of audit:

	Completed by:


This audit will support leadership teams and Governors in understanding the National Agreement entitlement, reviewing their practice towards providing this entitlement and identify where more support is needed.  This form is for school internal use only and to enable further discussion to ensure National Agreement entitlement is provided and best practice is followed.
Schools should rate themselves in accordance with the ratings below.  Schools can also provide some commentary if required to detail any planned strategies to address concerns or to detail contingency plans if circumstances change.
	Traffic light ratings:

	Red
	· Significant issues are impacting on entitlement and low confidence that any planned strategies will address these

	Amber
	· Some issues are impacting on entitlement and high confidence that planned strategies will address these

	Green
	· Robust arrangements in place



	1. Rarely Cover
	RAG
	COMMENTARY

	From September 2009, teachers are expected to rarely cover for absent colleagues.
a) The school has a clear understanding of what is meant by rarely cover
b) The school has a sustainable strategy to deliver rarely cover 
c) Where teachers do ‘rarely cover’, the school monitors the amount of cover undertaken
d) The school’s monitoring of cover shows that it is evenly distributed across the teaching staff
Your strategy for delivery of cover is likely to involve deployment of support staff.

e) The school have developed roles of support staff (i.e. has roles such as HLTAs and Cover Supervisors)

f) The school has a clear strategy for the deployment of support staff in accordance with their status, skills and experience
g) The school has appropriate mechanisms in place to ensure that your support staff are receiving necessary personal and career development

	
	


	2. Planning, Preparation and Assessment
	RAG
	COMMENTARY

	Teachers are entitled to 10% of their timetabled teaching time as PPA time. 
a) All teachers receive their full entitlement of PPA time

b) All teachers have PPA time shown on the timetable

c) Any other non-contact time is distinguished from PPA time on the timetable (subject to those who had protected entitlement protected by the no-detriment clause)

d) PPA time is always taken during pupil sessions

e) PPA time is provided in 30 minute blocks of time

f) Teachers are never asked to cover during their PPA time

g) The Headteacher does not direct teachers as to what to cover during their PPA time

h) The school has an adequate strategy to sustain PPA time for the foreseeable future

i) The school has considered strategies to enable teachers and support staff to plan together

j) The school is prepared to and has mechanisms in place to discuss changes to the PPA strategy should this be necessary

k) The school has adequate systems in place to enable teachers to make the most of their PPA time

	
	


	3. Exam Invigilation
	RAG
	COMMENTARY

	The National Agreement made it clear that invigilating external examinations is not a productive use of teachers’ time since it does not require their professional expertise.

a) The school does not require teachers to invigilate external examinations

b) The school does not require teachers to invigilate for mock examinations, where the timetable has been re-organised to replicate the external examination process

c) The school arranges for a teacher to be present at the beginning of an external examination to address any concerns with the paper

d) The school has made decisions about who should be present at the conclusion to an external examination process


	
	

	4. Leadership and Management Time
	RAG
	COMMENTARY

	Teachers with leadership and management responsibilities are entitled to a reasonable allocation of time within school sessions to support them in discharging their responsibilities
a) The school are clear about which posts attract leadership and management time

b) The school are clear and equitable in the determination of what is a reasonable allocation of time for each responsibility

c) The school ensure that the time each post attracts, is provided where possible within school sessions

d) The school provide leadership and management time in meaningful blocks of time

	
	

	5. Dedicated Headship Time
	RAG
	COMMENTARY

	The National Agreement includes a provision that Headteachers are entitled to have dedicated time to strategically lead their schools.

a) The school have determined the appropriate amount of dedicated headship time, taking into account any teaching commitment, management responsibilities, school situation and staffing levels

b) The school have a sustainable strategy in place to enable the Headteacher to realise their entitlement to dedicated headship time


	
	

	6. Work / Life Balance
	RAG
	COMMENTARY

	All teachers are entitled to a reasonable work life balance.  Schools showing high levels of wellbeing discuss work life balance with all staff.
a) The school has adequate mechanisms in place to discuss work life balance with all staff (including Governors discussing work life balance with the Headteacher)
b) As a result of these discussions, matters of concerns are discussed in detail and addressed as necessary
c) Governors have reviewed that way in which they operate to consider how the way they work may impact on the school and both their and staff (particularly leadership team) work life balance


	
	


	7. Administrative and Clerical Tasks
	RAG
	COMMENTARY

	Administrative and clerical tasks do not enable teachers to focus on teaching and learning and do not require the exercise of a teacher’s professional judgement.  Teachers cannot be routinely required to undertake administrative and clerical tasks.

a) The school have adequate administrative and clerical support staff to enable delegation of administrative and clerical tasks away from teachers
b) The school do not ask teachers to undertake routine administrative tasks

c) The school have mechanisms in place for teachers to access administrative support for those tasks that do require their professional expertise to draft, but not to complete and format

d) The school regularly considers whether particular tasks need to be done, and if they are of an administrative nature, whether it calls for the exercise of a teacher’s professional expertise
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