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Overview
St. Clare’s Catholic Primary School aims to provide all pupils with full time education as set out in the Education Act 1996 and subsequent Department for Education Guidance (See below). In exceptional circumstances it may be deemed necessary that a time-limited reduced timetable is introduced. When making such a decision, the school will be led by the principles of Trauma Perceptive Practice.

This policy outlines the fundamentals and procedures related to the use of part-time timetables.

1. Legal Position

This policy is informed by:
· Education Act 1996 (Section 7) - duty to provide full time education.
· Education (Pupil Registration) (England) Regulations 2006
· Equality Act 2010
· DfE Guidance: Working Together to Improve School Attendance (2024)
· Children Missing Education Due to a Reduced Education Offer. Guidance for Schools 



2. Definition of part-time timetable 

A reduced educational offer (part-time timetable) is an agreement made with a child, their parent/carer, and in some circumstances, the Local Authority to reduce the number of hours spent in education for a time-limited period. 

A part-time timetable is not a standard practice and is only used in exceptional circumstances after a careful consideration of the children’s needs. When considering the needs, the school takes into account the children’s medical, emotional and special educational circumstances. Safeguarding the children is always paramount to making a decision about introducing a part-time timetable.

A part-time timetable may be considered in exceptional circumstances including but not limited to:
· As a part of a planned re-integration into school following an extended period out of school due to suspension, non-attendance or to facilitate a transfer between schools/settings;
· As a part of planned and supported re-integration after hospitalisation or a long illness where additional medical needs must be met;
· As a part of phased re-integration where all the stake-holders (parents/carers, LA, children, school) agree that full time education would be detrimental to the child’s mental health or their safety. 


3. Procedure for Implementation
Before a part-time timetable is offered and agreed, the school staff must meet to discuss all the available options including reasonable adjustments, EHCP support, early help. The staff who are involved in the decision-making process should include:
· The Headteacher and the Designated Safeguarding Lead,
· The SENCO,
· Class Teacher,
· Home-school Liaison Worker,
· Attendance Lead.
A decision to implement a part-time timetable should be made during a formal meeting, i.e. One Plan meeting, with parents/carers and with their agreement. Where possible, school should seek advice from the Local Authority (i.e. Inclusion Partner, Educational Psychologist, Essex Special Schools Education Trust) to facilitate a fast return to full time education.

If deemed appropriate, A Part-time Timetable Agreement will be completed with parent/carer’s involvement. The agreement will set out:
· Reasons for the reduced timetable,
· Expected outcomes,
· Daily schedule and support arrangements (including learning materials sent home if appropriate),
· Clear review dates,
· Planned end date.

The school will notify the Local Authority of any children on reduced timetables in line with the Local Authority requirements (currently half-termly).

     5.  Safeguarding Considerations

Any reduction in the hours a child spends in school should be carefully considered in the light of safeguarding the child. Therefore, the school must monitor the child’s well-being out-of-school hours and immediately review the part-time timetable should concerns arise. Appropriate safeguarding procedures must be implemented including involvement of outside agencies, i.e. social care.

6. Review and Monitoring
· Part-time timetables must be time-limited and the time limits must be set clearly in the Part-Time Timetable Agreement,
· Review meetings must be recorded,
· Each review should consider the progress against the set outcomes and steps towards full-time attendance.

7. Recording and Attendance Codes

St. Clare’s Catholic Primary School follows the Local Authority guidelines in recording attendance of a child on a part-time timetable. The agreed code for sessions missed will be C2. Absences during the times the child is not in school due to the part-time timetable are authorised. 
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St. Clare’s Catholic Primary School Part-time Timetable Agreement

	Pupil details

	Name:
	DOB
	Year

	Reasons for part-time timetable:

	







	Planned outcomes:

	



	Planned Timescale:

	Start:
	Review frequency:
	End:

	Daily Attendance schedule

	Monday
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	

	Safeguarding Risk Assessment:

	DSL consulted?   Yes/No
	Safeguarding Risk Identified? Yes/No
If Yes, clarify actions taken




	Social worker consulted? 
Yes/No/Not applicable
	

	Review schedule:

	Review date
	Attendees
	Progress/amendments

	
	
	



	
	
	



	
	
	



	
	
	



	


	
	

	


	
	

	LA notification 

	Date
	

	Method
	

	Date
	

	Method
	

	Parent/Carer/Pupil Agreement

	Parent/Carer’s name and signature



	Date


	Child’s name



	Date


	School agreement
	

	Lead staff member name and signature




	Date

	Headteacher’s name and signature




	Date
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