
Guidance on the use of a Temporary reduced timetable
The Local Authority has a duty to ensure that all children of compulsory school age who are not receiving a suitable full-time education do so unless they are deemed to be medically unfit to do so or it is otherwise considered to be in the best interests of the child’s mental or physical health not to.  Schools have a duty to provide full-time education to all pupils on their school roll.  As a rule, schools are only permitted to provide less than full-time education including placing a pupil on a temporary reduced timetable in very exceptional circumstances.
Schools are advised to use the attached proforma for recording the use of a temporary reduced timetable. Schools should take account and act upon the following guidance in order to continue to improve standards of educational attainment, safeguard the wellbeing of all children and young people and reduce potential claims against the school in respect of a failure to educate. Ofsted recommend that all schools and academies should inform the LA of all pupils who have part time education arrangements in order that the Local Authority can collect and monitor data about all children of compulsory school age who are not accessing full-time education (ref: Pupils Missing Out on Education. Ofsted November 2013). 
Temporary reduced timetables should only be used in the most exceptional circumstances and must       meet the criteria below. 
In addition, temporary reduced timetables should be used for the minimum amount of time, have a clear start and end date and should only be used with parental consent.

Schools need to be satisfied that they can meet all the criteria below before placing the pupil on a Temporary Reduced Timetable to ensure safeguarding responsibilities are followed and that pupils still have access to full time education.

· Schools should only be using temporary reduced timetable’s as a temporary means of managing the impact of challenging behaviour or responding to and preventing increasing disaffection; 
· Schools must be satisfied that a temporary reduced timetable is an appropriate intervention given the needs of the pupil.  There must be a clear and evidenced rationale for considering a temporary reduced timetable as an intervention aimed at supporting the needs of the pupil. A detailed assessment through professional discussions TAF/ Early Help must be in place to determine additional support required for all pupils on Reduced timetable’s. 
· Schools must not pursue a Temporary Reduced Timetable without parental permission as this can be construed as an unofficial exclusion which is unlawful as the parent has not requested leave for their child and/or the school could be regarded as preventing the pupil from accessing the curriculum. 
· Schools wishing to establish a Temporary Reduced Timetable need to consider their position in the context of legal requirements outlined above.  In particular, schools should ensure that the decision is taken as part of a planned strategy that covers all the elements below: 
	· Is taken in the best interests of the child and has the approval and written agreement of parents/carers or in the case of a LAC, the social worker.

	· Has as its principal purpose the successful reinstatement of the pupil’s full time school attendance, reintegration and inclusion;

	· Is undertaken within the context of a Support Plan, Individual Education Plan (IEP) or Team Around the Family (TAF).

	· Complies with the health and safety needs of the pupil i.e. the school is satisfied that suitable arrangements are in place to meet the pupil’s care needs when not at school;

	· Provides appropriate work for the pupil when not in school which is then marked and relevant feedback provided;

	· Is time limited, with a clear target of resuming full-time education within a period no longer than a term, preferably over a period in which the time in school increases steadily and incrementally in order to prevent further disaffection;

	· Ensures annual reviews/ PEPs are held at the appropriate time for all pupils with an EHCP/PEP and consent should be sought from SENART/Social Worker before proceeding with the Temporary Reduced Timetable.

	· Where a Temporary Reduced Timetable is identified as a strategy for reintegration, the plan should be reviewed by a member of the senior staff with parents / carer and pupil.   

	· If a pupil has an agreed Temporary Reduced Timetable which includes a session which does not involve attendance at any provision then the school should mark this session as authorised absence ‘C’ (other circumstances); 

	· Schools have a duty of care for all pupils who are on their roll.  The school must ensure that when a pupil is not expected to attend, there is a written agreement with parents or alternative education providers about who is carrying out the duty of safeguarding for each session.


                                       Notification of a Temporary Reduced Timetable

	Pupil Name
	
	NCY
	

	School Name
	
	DOB
	

	SEN Status
	E / K / N
	Looked After Child
	Yes / No

	Date of Early Help Assessment
	
	Child Protection
	Yes / No

	Risk Assessment Completion Date
	
	Child in Need
	Yes / No


	Plan under which the reduced timetable is monitored/reviewed (attach plan)
	

	Describe where education taking place
	

	Reason for temporary reduced timetable (please tick all that apply)

	Medical Physical Health

(supported by medical professionals)
	
	Reintegration plan
	

	Medical Mental Team

(supported by medical professionals)
	
	Emotional or social needs
	

	Other (please describe below)
	

	


	Total hours per week in school or off-site supervised education activity
	

	Planned start date of reduced timetable
	

	Planned review date

(within two weeks of the start date)
	

	Planned end date when the pupil will return to full-time provision (within six weeks of start)
	


	A reduced timetable can only proceed with parents’ signed consent to the plan and cannot be enforced by a school or insisted upon under threat of exclusion

	Parent/carer must agreement to this plan (original must be signed
	
	Date:


	By submitting this form, the school is confirming that the use of a part-time timetable for a limited period has been judged appropriate, review arrangements have been agreed and any safeguarding issues have been fully taken into consideration.  A copy of the formal agreement made with the parents/carer’s signature must be kept at school

	Headteacher’s signature
	
	Date:


Please scan a copy of this pro-forma and the plan and send to us via secure email with ‘name of school and part-time timetable’ in the subject line to: Attendance@bradford.gov.uk
Please do not send originals.  It is important you retain the original signed copy for your records.

Temporary reduced timetable agreement 


Agreement between School, Pupil & Parent / Carer








