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Academic Year Workload Distribution Plan Template
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This Workload Distribution Plan Template is designed to assist school leaders and teachers in planning and distributing the workload evenly across the academic year. By considering peak periods, downtime, and staff availability, this template aims to support the wellbeing and life-work balance of all staff members.

· Flexibility: The plan should be adaptable, with room for adjustments as unexpected needs or challenges arise.
· Communication: Regularly discuss the workload distribution with staff to ensure transparency and address any concerns.
· Collaboration: Involve staff in the planning process to acknowledge their preferences and insights, fostering a collaborative environment.
· Wellbeing Focus: Prioritise staff wellbeing by intentionally planning downtime and supporting workload management.











Worked Example
	Month/Term
	Key Events & Deadlines
	Peak Workload Periods
	Planned Downtime/Wellbeing Weeks
	Staff Availability
	Workload Distribution
	Support Strategies
	Review & Adjustment Opportunities

	September
	Start of term, Welcome Back Day
	First 2 weeks
	Last week of September
	All staff present
	Curriculum planning, Admin tasks
	Team building activities
	End of September

	October
	Half-term break, Parent meetings
	Week before half-term
	Half-term week
	2 staff on professional development
	Marking, Report writing
	Cover provided by supply teachers
	First week after half-term

	...
	...
	...
	...
	...
	...
	...
	...
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