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1. Take all your holidays – book them now
2. Take all your self-managed time – book it now
3. Do not teach above 462 hours
4. Make sure you get your allowances for admin roles
5. Do not work more than 37 hours per week
6. Do not work in the evenings unless evening duties are part of your agreed work plan
7. Do not work weekends unless weekend duties are part of your agreed work plan
8. Do not reply to work emails outside regular office hours
9. Take a lunch break every day
10. Be aware of health and safety
11. Give yourself enough travel time between sites and classes/meetings
12. Avoid multi-tasking, e.g. answering emails while in a meeting
13. Give yourself enough preparation time for teaching and meetings
14. Do not undertake duties which are not part of your work plan
15. Do not volunteer for additional work
16. Do not provide teaching cover
17. If you are on a fractional contract do not work on non-work days
18. Don’t keep going the extra marathon!
19. If all your allocated work cannot be done in a 37 hour week ask your manager which work you should not do
20. Check your work plan to see it complies with the contract
21. Use the UCU workload calculator to check where your time goes

