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Job dialogue for teacher with employment with school holidays
(Annex to Job description for teacher with employment with school holidays)
Prerequisites according to HÖK (Main Agreement) incl. bilaga M
The working time is our common and most important resource for reaching our goals and developing our organisation.
The annual working time for a full-time teacher, according to bilaga M, amounts to 1,767 hours on average, excluding annual leave. The working time for teachers is divided into two parts. The regulated working time of 1,360 hours is distributed over 194 workdays, is scheduled and is allocated during and in connection with the pupils’ school year. The remaining part is the non-regulated working time (407 hours), where the teacher is responsible for deciding where and when it is performed. This non-regulated working time is allocated during the work period and constitutes, together with the regulated working time, a fundamental prerequisite for handling the whole job. The non-regulated working time is primarily intended for preparation and follow-up. The non-regulated working time may also include spontaneous contacts with pupils and parents, as well as time for self-development.
The agreement for teachers includes no regulation concerning how the annual working time should be distributed on a weekly basis. Nor is there anything in the agreement stipulating that the working time should be the same each week. Instead the distribution shall be governed by the needs of the teacher and the organisation. The agreement stipulates, however, that we shall aim for an equal distribution, but it is natural that there is some variation between weeks to enable flexibility for periods with, for example, parent-teacher meetings, progress discussions, national tests, (internal assessments, extended essays, mock exams1) and other busy periods. The allocation of the regulated working time also does not have to be 7 hours per workday or 35 hours per week. This means that depending on the needs of the organisation, some weeks may have more regulated working time and other weeks may have less.
To ensure a sound and sustainable work environment, there must be a reasonable weekly workload with a good balance between regulated and non-regulated working time, which, in turn, requires a good dialogue between employee and manager concerning job content. It is natural for the dialogue about workload and job content to include a dialogue about the entire working time, that is, both the regulated and the non-regulated working time. The annual working time shall have room for all the assignments of the teacher.
Within the regulated working time, skills development shall constitute 104 hours on average for the whole group of teachers.
Starting point for the job dialogue
The principal decides on the internal organisation of their unit. As the pedagogical leader and head of the teachers, the principal has the overall responsibility to ensure that the organisation as a whole focuses on the national objectives (and IB Standards and Practices1). It is the principal who decides on the main content of each teacher’s job. How much time a teacher spends on different assignments varies depending on the teacher’s job, responsibility and individual circumstances.
It is important to note that the need may arise to make adjustments and reprioritisations during the ongoing school year. These situations shall be handled through a dialogue between the principal and the teacher. It is important that the teacher, even during the school year, contributes to making suggestions and prioritisations.
It must be clear to the teachers which assignments they have. It must also be clear what the procedure for prioritising assignments looks like and how it is implemented. This clarity is created locally at each school through the job dialogue between principal and teacher. The teacher shall also, on their own, make an assessment as to how to perform the assignments included in the teacher’s job according to the principal’s decision, so that all assignments will be completed.
A job dialogue is a conversation between a principal and a teacher where they have a dialogue about the teacher’s job description and the circumstances before the coming working year or during the current working year. The needs of the organisation, that is, the pupils attaining the objectives, where flexibility and quality are starting points, shall, within given conditions, be balanced against the teachers’ need of a good work situation.
Job dialogue
In an appropriate forum, the principal shall present the planning conditions before the coming working year and provide information on how the job dialogue will be carried out.
The principal will summon each individual teacher to a job dialogue with the objective to perform it before the holidays. As an exception, the dialogue may have to be performed later, and in that case it shall be performed no later than during the month of September. The dialogue about the teacher’s job will result in the principal deciding on the job content, which will be documented in the job description.
Follow-up of the job description
Follow-up of the job description and the total work situation is part of the development discussion, which is carried out with the Administration’s template as a starting point. If there is an adjustment of the teacher’s job, the job description shall be revised. In addition to the development discussion, follow-up sessions can be booked by the principal or by the teacher concerned.
If the teacher concerned feels in need of support by the principal based on their work situation, ”Samtalsunderlag för arbetsmiljöavstämning” can be used as a guide in the conversation. If there is a need to prioritise among assignments, ”Samtalsunderlag för prioritering av arbetsuppgifter” can be used.
The job dialogue, together with the follow-up above, is part of how the principal ensures that the teacher’s job can be performed within the working time.
Documentation
The job description, notes from the development discussion and any notes from ”Samtalsunderlag för arbetsmiljöavstämning” and ”Samtalsunderlag för prioritering av arbetsuppgifter” shall be kept by the principal and the employee concerned.
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