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Hours monitoring form explanatory notes
Many lecturers justifiably complain of the long hours and excessive workloads expected of them by college management. Many people work far in excess of the hours identified in contracts of employment. By taking a rigorous and detailed snapshot of hours that are put in by lecturers, the results can undoubtedly be used to good effect by the branch.
The hours monitoring form must be used under the direction and support of the branch/local association committee. 
It can be used as an organising tool by getting members involved in an exercise organised by the UCU branch/local association. 
The results can also be used to take empirical evidence rather than anecdotal complaints to management at JNC. 
Many lecturers find it very difficult to say no, particularly as this may involve “letting down” a group of their students. The information collected by using the form can allow teaching staff to place the burden of responsibility for managing the hours of teaching staff back on to management.
For example, the results can be used to place the employer in a position where they can be asked to prioritize which duties a lecturer or group of lecturers do and which they drop in order to keep within their contracted hours.
In order for the exercise to be worthwhile, the completion of the form has to be done regularly and systematically over an appropriate period of time by those lecturers involved. Ironically this means staff putting in extra time on top of the already heavy workload they are trying to address!
It is suggested that a small group of staff, say in one department/section, take part in the exercise. This small group can be easily managed in terms of making sure forms are filled in and time accurately accounted for. 
One UCU member in the department can be given responsibility for making sure their colleagues do this systematically each day for a week.
The results can be analysed and tabulated. The Branch Committee working with the cohort of staff involved can decide what to do with the data as described above. Results can be shared with colleagues through the UCU newsletter. This will no doubt generate further interest by other staff resulting in further organising opportunities and getting members involved. 
The hours monitoring exercise should be organised by branch officers, who get together a group of staff who want to take part and explaining the nature of the form and data collection. Stressing the importance of the systematic chronicling of hours put in is imperative. The regional branch organiser/RSO/RO can be utilised by the branch in talking with the group about how the initiative can be made to work.
The form is in Microsoft Word and can be altered to suit each situation. Perhaps this could be done in consultation with the group so that column headings reflect the nature of the work in the department/section.
The second table – ‘Other directed time’ - has blank cells, to cover work time that is suddenly dropped on individuals.
UCU toolkits provide advice for branches and links to other sources of information. Anyone seeking specific advice in respect of the issues covered by this toolkit should consult their branch officers in the first instance, who in turn may need to take advice from UCU regional officials. Important time limits often apply; for further information about these or if you are seeking to pursue a legal claim on the issues covered in this toolkit, you should not rely on the toolkit alone but should seek additional advice from the union.
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