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1. Introduction  

In January 2003 the historic workload agreement "Raising Standards and Tackling 

Workload: a National Agreement" was reached between government, the 

employers’ organisation and the academy workforce trade unions (excluding the 

NUT). The intention of this agreement was to reduce the workload of overburdened 

teachers, providing a healthier work/life balance and refocusing their professional 

energies on teaching and learning.  

As part of Phase 3 of the academy workforce remodelling reforms, all academies will 

be expected to provide teachers who are employed under the School Teachers' Pay 

and Conditions Document with 10% guaranteed Planning, Preparation and 

Assessment (PPA) time from 1st September 2005. 

 

This policy outlines the entitlements of the teachers and the expectations of how this 

time should be used by each teacher. 

 

 

1. The Regulations relating to PPA  

Three documents provide the guidance and regulations with regard to PPA:  

• "Raising Standards and tackling Workload: a National Agreement",  

• "School Teachers' Pay and Conditions Document 2003 & 2004" and  

• "Time for Standards: Guidance accompanying the Section 133 Regulations issued 

under the Education Act 2002".  

 

Under Section 133, "specified work" is defined in relation to four areas: planning lessons; 

delivering lessons; assessing; and reporting pupil progress, attainment and 

development.  

As well as qualified teachers (QTS), specified work may be carried out by teachers 

without QTS, and support staff.  

 

Support staff may undertake specified work subject to the following conditions:  

• To assist or support the work of a teacher  

• Subject to the direction and supervision of a teacher (who does not have to be 

present)  

• The Principal must be satisfied that they have the skills, expertise and experience to 

carry out the specified work (see HLTA standards)  

 

2. Principles of PPA  

• PPA time will be the equivalent of 10% of a teacher's normal timetabled teaching 

time. Only teaching time within a teacher's 1265 contracted hours counts for these 

purposes, not other forms of pupil contact.  

• It is for teachers to organise their time during PPA to achieve the desired outcomes 

of the Academy.  

• Guaranteed PPA time will not be encroached upon, unless there are exceptional 

circumstances. This change will be agreed with the class teacher. 

• PPA time will be timetabled in blocks of no less than 30 minutes' duration at a time. 

• PPA time will be scheduled into the academy timetable and shared with all 

teachers. 
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Where staff other than qualified teachers are carrying out specified work:  

• They will be paid appropriately for the additional responsibilities they are assuming 

for the duration of that period, including any required planning. 

• They will receive appropriate training and support. 

• They will have a designated teacher responsible for their supervision and have 

access to back up for behaviour management in line with the academy policy. 

• Staff taking PPA time will do so on academy premises, except by agreement with 

the Principal. 

• PPA time should be used to plan for the development of learning for the pupils in 

the class, plan intervention support, assess the learning that has taken place or plan 

for future events relating to the staff member’s class. 

• Staff may be required to use the time during PPA for meetings that progress their 

pupils’ knowledge, skills or opportunities. Meetings may also discuss the assessment of 

pupils where needed. 

 

3. Roles and Responsibilities  

 

The Principal will:  

• Determine who is appropriate to carry out which elements of 'specified work' and 

ensure that appropriate supervision of that member of staff is in place when carrying 

out those activities. The Principal must be satisfied that they have the skills, expertise 

and experience to carry out the specified work  

• Ensure that all staff understand the academy's policy on supervision.  

• Ensure that all adults working with pupils will have appropriate DBS clearance, i.e. 

Enhanced Disclosure and a satisfactory List 99 check.  

• Ensure that the academy's insurance policy covers the member of staff to a level 

appropriate to the work they are undertaking.  

• Ensure that any teachers released for PPA have a reasonable working environment 

in line with current health and safety guidance and conducive to productive work 

taking place.  

• Ensure that all staff leading classes are aware of their responsibilities relating to 

health and safety and the duty of care towards pupils.  

• Be responsible for decisions on the deployment of staff to provide cover if a member 

of staff timetabled to release teachers for PPA is absent;  

 

Teaching Staff  

In line with teachers' professional duties, all teachers will be expected to provide 

"guidance and supervision" to any support staff employed in the academy to support 

teaching and learning.  

 

Teachers will, when directed:  

• Provide guidance to appropriate staff as to the work to be carried out with particular 

groups/classes of pupils.  

• All work must be planned by the PPA teachers.  

• The PPA teacher must be responsible for the marking of planned work.  
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4. Exceptional Circumstances  

The academy will, under all normal circumstances, guarantee the appropriate PPA 

allocations to all teachers employed by the academy. However, in some exceptional 

circumstances, the academy may need to suspend the allocation of PPA to ensure 

the safety and well-being of pupils attending the academy, e.g. when severe 

weather conditions result in a significant percentage of staff being unable to reach 

the academy or during a pandemic where staffing may be low. The academy will 

only take a decision to suspend PPA in exceptional circumstances and in consultation 

with staff. 

6. Practical issues relating to the implementation of guaranteed PPA  

 

a) Occasions when PPA will be lost  

Whilst the academy will guarantee PPA to all staff entitled to PPA, there are 

circumstances when this will not be possible. In the following circumstances PPA will 

not be delivered:  

 

• Training Days;  

• Excessive staff absence (by the teacher timetabled to receive PPA);  

• Attendance at training/CPD/INSET events;  

• Academy closures;  

• Emergencies (see section entitled "Exceptional Circumstances");  

 

b) Arrangements for absence cover  

In the event of the absence of a PPA teacher, PPA time will be rescheduled for 

another day. 

 

c) Supervision arrangements  

A current timetable which outlines supervision arrangements is available. 

 

7. Monitoring & Review  

The Governing Body/Principal/SLT) will monitor the implementation of guaranteed 

PPA to ensure that standards of education and behaviour at the academy are 

maintained. This will be monitored by the academy as part of the academy's normal 

monitoring procedures for teaching and learning.  

 

The academy will review the allocation of PPA and any other non-contact time yearly 

or whenever a new timetable is introduced, to ensure the smooth running of the 

academy and the efficient delivery of the academy curriculum. 
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