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Introduction 
All schools, academies and free schools have a statutory duty to provide full-time education for all children. This guidance sets out Luton Council’s position on the use of part-time timetables. The guidance is for all schools, education settings and other professionals involved with providing support to children.  
For the purposes of this guidance, a timetable is considered to be part-time when it consists of something less than that which is provided to the majority of the children in that setting.  
[bookmark: _Toc214131220]Department for Education (DfE) guidance
The DfE guidance ‘Working together to improve school attendance’ is listed below.
-------
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
· section 42 or section 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 section 8). In very exceptional circumstances, where it’s 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 and should have:
· the agreement of both the school and the parent the pupil normally lives with
· a clear ambition and be part of the pupil’s wider support, health care or reintegration plan
· regular review dates which include the pupil and their parents to ensure it is only in place for the shortest time necessary
· a proposed end date* that takes into account the circumstances of the pupil, after which the pupil is expected to attend full-time, either at school or alternative provision
*The end date 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 part-time 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 (EHCP), the school should discuss the part-time timetable with the local authority (LA) so that any support package that is in place can be reviewed as swiftly as possible.  
In approving 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).”   
In accordance with the Equalities Act 2010, it’s illegal for schools to discriminate against children on the basis of their special educational need and/or disability, including those with social emotional and mental health difficulties.
-------
We’re committed to fulfilling every child’s right to a suitable, full-time education and make clear the requirement that a part-time timetable cannot be implemented without written agreement from either, where appropriate:
· parent or carer
· Virtual School for looked after and previously looked after children (LAC and PLAC)
· EHCP coordinator at the LA  
This guidance is not intended to be applied to those children where a flexible learning programme has been put in place. This arrangement would not be considered as a part-time timetable provided that:
· the school has a mechanism in place for ensuring that the child is attending the alternative provision
· the child’s total educational programme is full-time
The overall responsibility for monitoring part-time table remains with the school. A part-time table must always be time-limited, agreed by parents/carers and professionals. It must be reviewed regularly in terms of being in the best interest of the pupil.
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All children of statutory school-age have the right to a suitable, full-time education. 
Length of the school week non-statutory guidance issued by the DfE in July 2023 sets out a framework for considering full-time education as follows.
-------
The 32.5-hour minimum expectation includes the time in each day:
· from the official start of the school day (morning registration)
· to the official end of the compulsory school day (official home time)
The 32.5 hour minimum includes lunch times and other breaks as well as teaching time and any enrichment activities that all pupils are expected to attend. It does not include optional before or after school provision.  
The expectation does not apply to pupils in:  
· early years including in school settings, due to the age of pupils  
· 16 to 19 education including school sixth forms, due to the variation in their courses and having different guided learning hours 
· specialist settings meaning special schools and alternative provision, due to the varying needs of their pupil cohorts and the particular operational challenges they may face
-------
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In general, schools should not place pupils on a part-time timetable. However, in exceptional circumstances, there may be situations when this is appropriate and in the best interests of the child.
In any circumstances, this intervention should only be used as part of a comprehensive package of support for the child. A reduced timetable must only be considered if:
· an assessment of the child’s needs indicates they cannot currently access a full-time education
· it would not be in their best interest to do so
For a child to be considered for a part-time timetable, it would be expected that they fall within one of the following categories.
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A student has a serious medical condition where recovery is the priority outcome. 
These arrangements would be part of a medical plan agreed between the school and health professionals.
Statutory guidance for ensuring a good education for children who cannot attend school because of health needs states that councils should provide suitable full-time education (or as much education as the child’s health condition allows) as soon as it is clear the child will be away from school for 15 days or more.
The LA guidance on medical needs should be adhered to in these circumstances. In relation to social, emotion and mental health needs, please refer to emotionally based school avoidance (EBSA) guidance and tools for schools.
[bookmark: _Toc214131224]Reintegration or transition 
As part of a planned reintegration or transition into school (no longer than 6 weeks), following an extended period out of school for reason such as home schooling or a change of educational provision.
Part-time timetables cannot be used to manage behaviour. This includes:
· returning from suspensions
· those at risk of permanent exclusion (PEx)
In these instances, school should contact us to develop strategies on how best to support the child to avoid PEx.
· Inclusion and Alternative Provision team (IAPT)
· Telephone: 01582 548385
· Email: IAPTeam@luton.gov.uk 
[bookmark: _Toc214131225]Emerging needs and special educational needs and disabilities (SEND)
The Luton SEND Local Offer expects schools to be able to:
· identify children and young people with emerging SEND at an early stage
· put into place appropriate provision
· make accurate assessments of need and/or barriers to learning
· engage other professionals as appropriate
The SEND code of practice details that all those who work with young children should be alert to emerging difficulties and respond early. It’s important that all practitioners:
· listen to and understand when parents’ express concerns about their child’s development
· listen to and address any concerns raised by children themselves
The SEND code of practice also highlights the need that, if there are significant emerging concerns (or identified SEN or disability), practitioners should:
· develop a holistic, targeted plan to support the child
· involve other professionals such as, for example, the setting’s SENCO
The summary must highlight areas where:
· good progress is being made
· any additional support is needed
· where there may be a concern that a child has an emerging need (which may indicate SEN or disability)
If schools are considering the use of a part-time timetable with a child with emerging SEND, then the Inclusion and Alternative Provision team (IAPT) must be contacted to explore the Early Help and prevention offer that could be provided.  
 The school needs to be satisfied that a part-time timetable is an appropriate intervention for the child and must have sought written agreement from parents/carers. There must be clear evidence and written rationale when considering any part-time time, including the reasons why it’s not in their best interests to access a full-time education at this time.
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A risk assessment must be completed for all part-time timetables. Any part-time timetables that are submitted without its completion will be challenged and returned asking for this to be completed. 
Section 157 and section 175 of the Education Act 2007 places a duty on LAs and schools to exercise their functions with a view to safeguarding and promoting the welfare of children. Schools must consider safeguarding issues and the impact this might have on a child when considering a part-time timetable.
Schools have safeguarding responsibility for all pupils on roll and therefore must be aware that, even with parent/carer agreement to any part-time timetable arrangement they make, they’re responsible for the safeguarding and welfare of all pupils on roll who are off-site during school hours.  
It’s clear that, where a child is not in school, their vulnerability is likely to be increased. When deciding whether a part-time educational provision is appropriate, consideration must always be given to the following risks whilst the child is not in receipt of education during the school day:
· welfare and safety
· the child engaging in criminal activity
· substance misuse
· exploitation or radicalisation
This must be part of the risk assessment process. If evidence suggests that the child will be exposed to significant risk if not in school, then a part-time timetable should not be a considered option. 
As this type of intervention is likely to have a significant impact on the family, it should only be chosen:
· after all other strategies have been implemented, reviewed and exhausted
· the guidance provided in this document is adhered to
A part-time timetable should be agreed with the parent or carer and the other professional(s) working with the child when a child either:
· is looked after (LAC)
· is receiving support from a social worker or family support practitioner
· has an EHAP
· is involved with the Youth Offending team (YOT), 
Schools need to undertake a risk assessment of the pupil’s needs to assess the impact that a part-time timetable would have on the pupil. It’s essential that the pupil’s welfare during any absence from school is considered.
Risk assessments should follow the five steps identified by the Health and Safety Executive.
1. Identify possible hazards
2. Decide who may be harmed and how
3. Evaluate the risks and decide on precaution
4. Record your findings and implement them
5. Regularly review your assessment and update if necessary
Schools also need to consider the impact of a part-time timetable on the educational and social development of the child. Unless there’s evidence to indicate the child is unable to manage, the combination of work completed at home and in school should constitute a full-time education.
The school should consider how, during those periods the child is not in school, work will be:
· provided
· sent home
· marked
· how constructive feedback will be given
In those periods where work is provided to complete at home, it’s not appropriate to use the B code in the attendance register in line with the guidance laid out in ‘Working together to improve school attendance’.
Planning should also consider how the child will be included in school life. For example, how they’ll:
· continue to have contact with the rest of their class and key staff
· how they would access support whilst completing work at home
[bookmark: _Toc214131227]Table 1: examples of impacts and risks while a child has a part-time timetable
	Activity
	Who might be harmed? 
	Risk control measures
	Additional action needed to further reduce risk
	Outcome risk rating

	List the significant hazards you have identified 
	For example:
· the child
· staff
· other pupils
· family members 
 
	Brief description of what you are already doing to reduce risk 
	Detail any further controls necessary
	For example:
· acceptable
· adequate
· significant
· unacceptable 

	Example: missing education 
	Student 
	Timetable only for 6 weeks and always ends with the student being back in school full time 
	Work supplied and support offered to catch up 
	Acceptable 

	Example: being at home 
	Student 
	Parent will be at home with the child supervising 
	Not home alone 
	Acceptable 
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Unacceptable: activity to stop/not go ahead, substantial and possibly immediate improvement or additional measures needed.
Significant: activity to stop/not go ahead. Improvement or additional measures needed. 
Adequate: activity may continue or go ahead BUT risks may be further reduced by some improvement to safety arrangements. 
Acceptable: no further action but ensure measures are maintained and reviewed.
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The following actions will assist you in ensuring your plans are effective for supporting the child with accessing their education.
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All professionals involved with the child must be invited to attend the meeting.
Ensure that multi-agency review meetings are held prior to implementing a part-time timetable.  Other professionals should be included when involved, for example:
· social care practitioners
· other educational LA teams:
· Inclusion team
· Virtual School
· SEND
· YOT
· other professionals:
· GPs
· school nursing team
· CAMHS
If unable to attend, their views should be sought prior to the meeting and included at the planning stage. 
Ensure that, where children have an EHCP, the EHCP coordinator is informed. This ensures the EHCP is reviewed and amended where appropriate. An early review should be convened to make the proposal known. The LA must:
· agree to the part-time timetable intervention and a part-time timetable
· not interfere with any additional support given to a child due to their educational needs
When arranging the meeting, we’d expect this to be held in person, only taking place virtually due to exceptional circumstances.   
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[bookmark: _Toc214131232]The child’s view must be recorded on the plan
The wishes and feelings of children should be sought prior to the development of a part-time timetable to understand:
· how they experience school
· their interests and likes
· what they need from their network to access their education
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The plan should demonstrate a clear path of planned reintegration from part-time to full-time provision over a maximum 6-week period.
The school must ensure the child and their parent/carers are actively involved in the process of planning, reviewing, and evaluating the planned intervention.
The plan for the timetable should detail:  
· the proposed timetable demonstrating a return to attending full-time (within 6 weeks)
· details of the review schedule
· an assessment of why:
· the child cannot currently access a full-time education
· it would not be in their best interest to do so
· the supportive interventions that will accompany this reduction in time at school
· how the child will be able to participate in the universal offer during the reintegration
· outcomes and exit strategies - how will all parties know that it is successful? 
· the named person responsible for the plan within the school
· consideration should be given whether alternative provision is necessary to meet the child’s needs
· ow parents/carers will be supported during the time when their child is not in school considering the pressures this may place on home life
When creating the timetable please ensure that it:
· does not exceed 6 weeks and
· demonstrates a weekly increase in hours leading to full-time education
Ensure that the impact of a part-time timetable on travelling and transport arrangements or the child’s access to free school meals does not discriminate against the student or impede their access to education.  
Schools cannot pursue a part-time timetable without parental or carer permission. This can be construed as an unofficial exclusion, which is unlawful because either:
1. the parent or carer has not requested leave for their child
2. the school could be regarded as preventing the child from accessing the curriculum
If the parent or carer does not agree, the part-time timetable arrangements cannot be implemented. In these circumstances the school will have to consider alternative interventions. 	 
Please ensure that signed parental/carer permission is evidenced on the plan prior to its commencement. If held virtually, then email confirmation would suffice. 
Ensure that the school Attendance Lead:
· keeps a central record of all children on a part-time timetable
· has robust mechanisms in place for ensuring the regular review of these arrangements
The governing board or trust should be informed of any part-time timetables and make arrangements for monitoring the use of these.   
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DfE guidance states: “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).”   
In line with this guidance, schools must take the attendance register at the beginning of the morning session of each school day and once during each afternoon session.
On each occasion they must record whether every child is either:  
· present
· attending an approved educational activity
· absent
· unable to attend due to exceptional circumstances
This mark should reflect the true whereabouts of all children at the time the register was taken. Children must not be marked present if they weren’t in school during registration. A child arriving after the register has closed in accordance with the agreed plan should be marked absent with code C2.
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The Attendance Support team monitors the use of part-time timetables and reviews the plan as part of the statutory duty to ensure all children are in receipt of the full-time education that they’re legally entitled to.  
The Attendance Support team should be notified of the part-time timetable as soon as a plan has been agreed. YOU MUST:
· scan a copy of the signed plan
· send the copy to the team via secure email to AttendanceSupport.Team@luton.gov.uk with the name of school and ‘part time timetable’ in the subject line
If the child is looked after or previously looked after, the information should also be copied to the virtual school: VirtualSchool@luton.gov.uk. 
If any professional is made aware of the use of a part-time timetable, they should check that the school has notified the Attendance Support team: AttendanceSupport.Team@luton.gov.uk. 
They should contact the team if either:
· they believe that the team has not been notified of the part-time timetable
· they’re concerned about the plan in place
Please do not send original copies of part-time timetables. It’s important you retain the original signed copy for your records.
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When completing a review meeting, it needs to identify what is working well and what, if anything needs to change. The child’s voice needs to be central to any amendments that are required. 
If it’s identified that the plan is not working following review(s), and the child is not attending as expected then:
· the plan should be withdrawn
· the child expected to attend fulltime
Further advice should be sought from the IAP team to advise on next steps. 
· Inclusion and Alternative Provision team (IAPT)
· Telephone: 01582 548385
· Email: IAPTeam@luton.gov.uk 
When the plan is closed, either due to the child now attending full-time or closed as not working, then please email AttendanceSupportTeam@luton.gov.uk to advise of the outcome.
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If the child is still on a part-time timetable as the time limit approaches, a multiagency review should be held to organise full-time education. Any extension to the part-time timetable should only be agreed in exceptional circumstances with:
· parental/carer agreement
· the plan revised to reflect why an extension was appropriate
Different interventions need to be utilised if the original part-time timetable was unsuccessful.  Please email the extension plan to AttendanceSupportTeam@luton.gov.uk.
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Any queries regarding this guidance should be directed to the Attendance Support Team at: 
· AttendanceSupport.Team@luton.gov.uk 
· 01582 548174
If a school requires advice and support about the inclusion of children and young people at risk of exclusion, please contact the Inclusion and SENDAT team via: 
· SENDAT@luton.gov.uk
· Inclusion and SENDAT helpline: 01582 548130, 9am to 5pm each weekday in term time
If school requires advice and guidance regarding a child with SEND, please contact SENDAT@luton.gov.uk.
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· Working together to improve school attendance  
· Keeping children safe in education  
· Education for children with health needs who cannot attend school (DfE, 2013)  
· DfE statutory guidance on exclusions 
· SEND code of practice  
· Falling through the gaps in education - Children’s Commissioner (November 2017)
[bookmark: _Toc214131240]Appendix A: reduced hours provision individual pupil risk assessment
To be completed by the person who will be overseeing the pupil’s reduced hours provision before any agreement is made with parents. See separate parent/guardian consent form (appendix B).
In line with the school’s safeguarding responsibilities, it’s important that the school carries out its own assessment to ascertain that it is safe for the child not to be in school full time. It’s recommended that:
· a visit to the pupil’s home is made
· clear information is obtained about who’s responsible for the child when they’re not in school
If the child is open to any of the following services or teams, this should be in liaison with them:
· Children’s Services
· Virtual School
· YOS
· SENDAT 
Additionally, schools need to be mindful to the risks associated with the logistics of new transport arrangements for the child who may be:
· accessing school at different times
· chaperoned by different members of the family or other parties
Schools will need to be clear on collection and arrival arrangements. This detail can be written into the risk assessment below.
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Pupil name: Click to enter text
Date of birth: Click to enter a date
Year group: Click to enter text
School: Click to enter text
Completed by: Click to enter text
Date completed: Click to enter a date
Date for review: Click to enter a date
Review details: Click to enter text
The plan is to be shared with*: Click to enter text
* Enter as many names as needed
[bookmark: _Toc214131242]Identification, assessment and risk reduction
[bookmark: _Toc214131243]Identification of risks
Risk 1
· Describe the risk: Click to enter text
· Is the risk potential or actual? Choose an item
· Who’s affected by this risk? Click to enter text
Risk 2
· Describe the risk: Click to enter text
· Is the risk potential or actual? Choose an item
· Who’s affected by this risk? Click to enter text
Risk 3
· Describe the risk Click to enter text
· Is the risk potential or actual? Choose an item
· Who’s affected by this risk? Click to enter text
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Risk 1
· In which situation does the risk usually occur? Click to enter text
· How likely is it that the risk will arise? Click to enter text
· If the risk arises, who’s likely to be injured or hurt? Click to enter text
Risk 2
· In which situation does the risk usually occur? Click to enter text
· How likely is it that the risk will arise? Click to enter text
· If the risk arises, who’s likely to be injured or hurt? Click to enter text
Risk 3
· In which situation does the risk usually occur? Click to enter text
· How likely is it that the risk will arise? Click to enter text
· If the risk arises, who’s likely to be injured or hurt? Click to enter text
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1. List the proactive interventions to reduce / prevent risk*
Click to enter text
*For example:
· daily contact with child/parent
· single point of contact
· weekly feedback/updates
· behaviour management plan
· safe place and trusted personnel at difficult times
· home visit
· travel and collection plan/timetable
· liaison with outside agencies
· other

2. List the early interventions to manage risk
a. Identify exactly what an adult will immediately do if the risk is observed.  This may include environmental adaptations, distractions or agreed strategies.
Click to enter text

b. Identify exactly what an adult will do if the risk is reported to them by a child.
Click to enter text
3. List interventions to respond to adverse outcomes**
Click to enter text
**For example:
· incidents to be logged, dated and signed according to safeguarding protocols
· designated school adult
· contact parent
· contact other agencies
· end reduced hours provision
· other
[bookmark: _Toc214131246]Review of risk assessment plan
Measure 1
· Measure set out: Click to enter text
· Effectiveness in supporting the child: Click to enter text
· Impact on risk: Click to enter text
Measure 2
· Measure set out: Click to enter text
· Effectiveness in supporting the child: Click to enter text
· Impact on risk: Click to enter text 
Measure 3
· Measure set out: Click to enter text
· Effectiveness in supporting the child: Click to enter text
· Impact on risk: Click to enter text
[bookmark: _Toc214131247]Summary of risk assessment review
Does the risk assessment need to continue: Choose yes or no

Are there any additions/alterations to the plan: Choose yes or no


If ‘YES’ list these here: Click to enter text

Risk assessment reviewed on: Click to enter a date

Is a further review required: Choose yes or no


Agreed date for further review: Click to enter a date


[bookmark: _Appendix_B:_part-time][bookmark: _Toc214131248]Appendix B: part-time timetable consent form
Child’s name: Click to enter text
UPN: Click to enter text
Ethnicity: Click to enter text
Date of birth: Click to enter a date
Gender: Click to enter text
Year group: Click to enter text
School: Click to enter text
Is the child looked after by Luton Council? Choose yes or no

If the child is looked after by a different LA, which one? Click to enter text

Is the child subject to a child protection plan? Choose yes or no

Is the child subject to a child in need plan? Choose yes or no

Does this child have an EHCP? Choose yes or no
Has the pupil had a part-time timetable before? Choose yes or no
If yes, when? Click to enter text
Name of parents/carers: Click to enter text
Name of lead person in school: Click to enter text
Name of social worker (if applicable): Click to enter text
Name of SEN caseworker (if applicable): Click to enter text
Name of Virtual School rep (if applicable): Click to enter text
Name of YOS worker (if applicable): Click to enter text
Reason for the part-time timetable: Click to enter text
Date of meeting agreeing the part-time timetable: Click to enter a date
Start date of part-time timetable: Click to enter a date
Number of weekly hours in school: Click to enter text
Total number of weekly hours in education: Click to enter text
Review date of part-time timetable: Click to enter a date
End date of part-time timetable: Click to enter a date
Details of timetable:
· Monday: Click to enter text
· Tuesday: Click to enter text 
· Wednesday: Click to enter text
· Thursday: Click to enter text
· Friday: Click to enter text
Objectives of the part-time timetable/interventions to support: Click to enter text 
Any other comments relating to this part-time timetable: Click to enter text
[bookmark: _Toc214131249]Parent or carer declaration
☐ I understand my child has been placed on a part-time timetable for a limited period.
I have discussed the matter fully with the school and agree, during the period of the part-time timetable to:
☐ take full responsibility for my child during the hours when not attending school
☐ ensure there’s supervision of school work during those hours
☐ ensure there’s a flow between school and home for marking and guidance
☐ take full responsibility for the health and safety of my child when they’re not in school

Signed by parent or carer
Completed by***: Click to enter text
Date completed: Click to enter a date
*** Typing your name in to this field is accepted as your signature.
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During the period of the part-time timetable the school will:
☐ monitor the effectiveness of the part-time timetable
☐ hold a review on the agreed date
☐ provide work for the child to do whilst at home and mark all work complete
Signed by school
Completed by***: Click to enter text
Date completed: Click to enter a date
*** Typing your name in to this field is accepted as your signature.
[bookmark: _Toc214131251]Other signatures if required
Case worker
Name: Click to enter text   Date: Click to enter a date
Social worker
Name: Click to enter text   Date: Click to enter a date
Virtual School rep
Name: Click to enter text   Date: Click to enter a date
YOS officer
Name: Click to enter text   Date: Click to enter a date

This form should be retained with the pupil’s school records and support any EHA.
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