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Introduction
Nottingham City Council acknowledges the importance of providing all pupils with access to a full-time education. However, there are exceptional circumstances where a reduced timetable may be necessary to support individual needs. This statement outlines the principles and guidelines governing the use of reduced timetables.
Guiding Principles.
· Entitlement to Full-Time Education: All pupils of compulsory school age are entitled to a full-time education. Reduced timetables should only be implemented in exceptional cases.
· Assessment of Need: Before a reduced timetable is considered, a thorough assessment of the pupil’s needs must be conducted. This includes evaluating medical, emotional, or behavioural factors that may impact attendance.
· Temporary Measure: Reduced timetables should be viewed as a temporary solution, not a long-term arrangement. Schools must set clear time limits for the duration of the reduced timetable.
· Parental Involvement: Written consent from parents or guardians is required before implementing a reduced timetable. Schools should engage with families to ensure understanding and support.
· Monitoring and Review: Regular reviews must be conducted to assess the effectiveness of the reduced timetable. Adjustments should be made based on the pupil’s progress and needs.
· Legal Compliance: Schools must comply with statutory guidance regarding reduced timetables, ensuring that they do not inadvertently lead to exclusion or discrimination.

Part-time timetables 
All pupils of compulsory school age are entitled to a full-time education suitable to their age, aptitude and any special educational needs they may have. In some circumstances their education may be provided partially at school and partially at another educational setting or through education otherwise than at a school in line with section 19 of the Education Act 1996 or section 42 or 61 of the Children and Families Act 2014. Time away from school to receive education in other ways must be recorded in the attendance register using the appropriate codes (see chapter 8). 
In very exceptional circumstances, where it is in a pupil’s best interests, there may be a need for a school to provide a pupil of compulsory school age with less than full-time education through a temporary part-time timetable to meet their individual needs. For example, where a medical condition prevents a pupil from attending school or another setting full-time and a part-time timetable is used to help the pupil access as much education as possible. A part-time timetable should not be used to manage a pupil’s behaviour. 
A part-time timetable should: 
• Have the agreement of both the school and the parent/carer the pupil normally lives with. 
• Have a clear ambition and be part of the pupil’s wider support, health care or reintegration plan. 
• Have regular review dates which include the pupil and their parents to ensure it is only in place for the shortest time necessary. 
• Have a proposed end date that considers the circumstances of the pupil, after which the pupil is expected to attend full-time, either at school or alternative provision. It can, however, be extended as part of the regular review process. In some limited cases, a pupil with a long-term health condition may require a parttime timetable for a prolonged period.
Where the pupil has a social worker, the school is expected to keep them informed and involved in the process. 
If the pupil has an education health and care plan, the school should discuss the part-time timetable with the local authority so that any support package that is in place can be reviewed as swiftly as possible. 
In agreeing to a part-time timetable, a school has agreed to a pupil being absent from school for part of the week or day and therefore must record the absence accordingly (normally using code X or C2).
School’s responsibilities 
Schools are responsible for safeguarding all pupils on their roll and therefore must be aware that even with parent/carer agreement to any reduced timetable arrangement they make, they are responsible for the safeguarding and welfare of pupils on roll who are off-site during school hours. If evidence suggests that the child/YP will be exposed to significant risk if not in school, then a reduced timetable should not be implemented. 
Schools should review the ongoing suitability of a part-time timetable every 2 – 3 weeks and adjust or remove accordingly. 
Schools are also responsible for notifying the Local Authority about pupils of compulsory school age who are on a part-time timetable.
How often should we review a part-time timetable? 
Where appropriate, the pupil should be actively involved in planning and reviewing the part time timetable. The plan should be regularly reviewed to consider if the pupil can return to full time education sooner than planned. The plan must be reviewed if there is a change to his/her circumstances or needs. Best practice would be weekly and an increase of time in school when successful. When you undertake a part-time timetable, the school must ensure they are in regular contact with the family to ensure appropriate safeguarding measures are in place and provision described above is working. 
Part-time Timetable for Children/Young People in Care 
Schools should ensure that corporate parents/carers, social workers and the Virtual School are involved in any decisions around part-time timetables for Looked After Children. Schools should be mindful when making a decision to implement a part-timetable that looked after children may have already missed a significant amount of school. Any part-time timetable arrangement should be reflected in the next PEP. 
Part-time Timetable when a child/young person is subject to Child Protection or Child in Need
If a child has an allocated social worker, the school must consult with the pupil’s social worker before initiating a part-time timetable. All subsequent review meetings should involve the social worker, and any other services/agencies involved. If a pupil is known to and the family are working with Family Help, schools must inform the Family Help Worker and again involve them in review meetings. Schools must ensure they are in regular contact with the family to ensure appropriate safeguarding measures are in place and provision is working. If the pupil has an allocated social worker, then the frequency of contact the school has with the pupil and family should be agreed with the social worker. 
Part-time Timetable for Medical Needs 
Pupils at school with medical conditions should be properly supported so that they have full access to education, including school trips and physical education. This guidance is part of the Children and Families Act 2014 and the Education Act 1996. In some exceptional cases, it may be appropriate for a pupil to be on a part-time timetable due to their medical needs. This should only be on a temporary basis and be part of a planned approach in making reasonable adjustments to support the pupil whilst they are undergoing treatment, and/or as part of their reintegration back into full-time education after a significant illness or medical intervention, i.e. an operation. It should be agreed by all parties, including the parent/carers and the young person, and regularly reviewed.
Where a pupil has an Education, Health and Care Plan (EHCP), their provision should be delivered in a coordinated way. Schools are required to have regard to the SEND Code of Practice (DfE, 2015).
Please contact the SEN Team directly only for pupils with an EHCP at: special.needs@nottinghamcity.gov.uk 
What to do if a child/young person is experiencing extreme mental health issues around school anxiety and school refusal 
If a child/young person is experiencing mental health difficulties it is important to seek appropriate guidance from mental health professionals to support and determine the way forward. For moderate mental health needs schools can refer to MHST. If you would like to refer a child, young person and/or family to INclude service/MHST you should refer to the complex case panel. 
When a child aged 5 to 16 is likely to be, or has been, absent from school due to their physical or mental health needs for 15 days or more.  This can either be 15 consecutive days or 15 days throughout the academic year.
educationcomplexcase@nottinghamcity.gov.uk
Also refer to the DFE guidance: Arranging education for children who cannot attend school because of health needs
Arranging education for children who cannot attend school because of health needs (publishing.service.gov.uk)
For significant mental health needs you would refer directly into CAMHS NHS on the CAMHS referral form CAMHS (camhs.nhs.uk)
Get Help from CAMHS - Nottingham City Council
Reception Children and part-timetables 
It will be important to plan for children to settle into reception classes, sometimes due to individual circumstances it maybe be necessary to extend the settling period which will result in a part-time timetable. There is a range of support available to schools, please do contact the early years team to discuss.
Early Years - Nottingham City Council
Under compulsory school age 
In cases where a parent wishes their child to begin school on a part-time basis in line with the school admissions code, schools maintained by a local authority and special schools not maintained by a local authority may give leave of absence for sessions the pupil is not expected to attend. This must be agreed between the school and the parent they normally live with and must end at the point at which the pupil reaches compulsory school age. The times and dates when the pupil is expected to attend the school must be agreed by the school and the parent with whom the pupil normally lives with
Conclusion
Nottingham City Council is committed to ensuring that reduced timetables are used judiciously and only when necessary to support the educational needs of pupils. We encourage schools to prioritise full-time attendance and to explore all alternative interventions before resorting to a reduced timetable.






FAQ
Q1) what information should the local authority be collecting regarding part-time timetables for pupils.
Local authorities need to collect and monitor several key pieces of information regarding part-time timetables for pupils to ensure compliance with legal requirements and safeguard the well-being of students. Here are the main points they should focus on:
1. Pupil Details: Name, age, year group, and any special educational needs or disabilities (SEND).
2. Reason for Part-Time Timetable: Specific reasons why a part-time timetable is necessary, such as medical conditions, behavioural issues, or exceptional family circumstances.
3. Duration and Review Dates: Start and end dates of the part-time timetable, along with scheduled review dates to assess progress and determine if the arrangement should continue.
4. Educational Provision: Details of the educational activities and support provided during the part-time timetable, ensuring it meets the pupil's needs.
5. Parental Consent: Documentation of parental agreement to the part-time timetable and their involvement in the planning process.
6. Multi-Agency Involvement: Records of consultations with relevant agencies, such as healthcare providers or social services, to support the pupil's needs.
7. Safeguarding Measures: Risk assessments and safeguarding plans, especially for vulnerable pupils, to ensure their safety and well-being.
8. Attendance Records: Accurate records of attendance and absences, noting that part-time timetables should be recorded as authorized absences.
9. Reintegration Plan: A clear plan for reintegrating the pupil into full-time education, including steps and support measures to achieve this goal.
By collecting and monitoring this information, local authorities can ensure that part-time timetables are used appropriately and effectively, supporting pupils' educational and personal development.
Q2) what is the law around schools informing the local authority on part-time timetables
Schools are legally required to inform the local authority when they place a pupil on a part-time timetable. Here are the key legal points:
1. Notification Requirement: Schools must notify the local authority of any part-time education arrangements. This includes providing details of the plan, such as a Pastoral Support Plan, Individual Learning Plan, or Education Care Plan, which must be signed by the parents.
2. Exceptional Circumstances: Part-time timetables should only be used in very exceptional circumstances, such as for medical reasons or as part of a re-integration package. They should not be a long-term solution and must have a clear end date.
3. Safeguarding and Monitoring: Local authorities are responsible for monitoring these arrangements to ensure that children are not missing out on their right to a full-time education. Schools must provide accurate and up-to-date data on all children not accessing full-time education.
4. Review and Reintegration: There should be regular reviews of the part-time timetable to assess the pupil's progress and plan for their return to full-time education.
5. Local authorities require notification of any part-time timetable arrangements, particularly for pupils with additional needs or funding such as HLN.
By adhering to these legal requirements, schools and local authorities can ensure that part-time timetables are used appropriately and that pupils receive the support they need.
Q3) What happens if a school fails to notify the local authority?
If a school fails to notify the local authority about a part-time timetable, several consequences can arise:
1. Safeguarding Concerns: The local authority may not be aware of the pupil's reduced attendance, which can lead to safeguarding issues. Schools are responsible for ensuring that pupils are safe and receiving appropriate education.
2. Legal Non-Compliance: Schools are legally required to inform the local authority about part-time timetables. Failure to do so can result in the school being non-compliant with education laws and regulations.
3. Lack of Support: Without notification, the local authority cannot provide the necessary support and oversight to ensure the part-time timetable is appropriate and effective for the pupil's needs.
4. Potential Penalties: Persistent failure to notify the local authority could lead to formal investigations and potential penalties for the school. This might include scrutiny from Ofsted or other regulatory bodies.
5. Impact on Pupil's Education: The pupil might miss out on the opportunity for a timely review and reintegration plan, potentially affecting their educational progress and well-being.
Ensuring timely and accurate communication with the local authority helps safeguard pupils and ensures they receive the support they need.
Q4) What steps can a local authority take if they discover non-compliance?
If a local authority discovers that a school is non-compliant with the requirements for part-time timetables, they can take several steps to address the issue:
1. Investigation: The local authority can initiate an investigation to understand the extent and reasons for the non-compliance. This may involve reviewing school records, interviewing staff, and assessing the impact on the affected pupils.
2. Formal Warning: The school may receive a formal warning, outlining the specific areas of non-compliance and the required actions to rectify the situation. This warning will typically include a timeline for compliance.
3. Support and Guidance: The local authority can provide support and guidance to help the school comply with legal requirements. This might include training for staff, providing resources, or offering advice on best practices.
4. Monitoring and Review: Increased monitoring and regular reviews may be implemented to ensure the school is making the necessary changes. This could involve more frequent inspections or requiring the school to submit regular progress reports.
5. Escalation to Regulatory Bodies: If the school fails to comply despite warnings and support, the local authority can escalate the issue to regulatory bodies such as Ofsted. This can lead to further inspections and potential sanctions.
6. Legal Action: In severe cases, the local authority may take legal action against the school. This could involve seeking court orders to enforce compliance or other legal remedies to protect the pupils' right to a full-time education.
By taking these steps, local authorities can ensure that schools adhere to the legal requirements for part-time timetables and safeguard the educational welfare of all pupils.
Q5) How can parents report non-compliance to the local authority?
Parents can report non-compliance with part-time timetable regulations to the local authority through several steps:
1. Contact the School: Initially, parents should raise their concerns directly with the school. This can be done through a meeting with the headteacher or by writing a formal letter outlining the issues.
2. Local Authority Education Department: If the issue is not resolved at the school level, parents can escalate the matter to the local authority's education department. This can typically be done by:
· Phone: Calling the local authority's education department to report the issue.
· Email or Letter: Writing a detailed email or letter to the local authority, including specific details about the non-compliance and any previous attempts to resolve the issue with the school.
· Online Forms: Some local authorities provide online forms on their websites for reporting educational concerns.
3. Documentation: When reporting, it's important to provide as much documentation as possible, such as copies of correspondence with the school, details of the part-time timetable, and any other relevant information.
4. Follow-Up: After reporting, parents should follow up with the local authority to ensure the complaint is being addressed. They can request updates on the investigation and any actions taken.
5. Support Services: Parents can also seek advice and support from organizations such as Parent Partnership Services or local advocacy groups, which can assist in navigating the complaint process.
By following these steps, parents can help ensure that their concerns are properly addressed and that their child's educational needs are met.
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