
  

 

 

 
 

 
 

    

   

    

 

   

 

    

 
 

 
  

 
 

 
 

  

  

  

   
 

 
 

  
 

 
 

 
 

  

Recording Part-Time Timetables – September 2021 Update 

General Information 

Background 

There is evidence from a range of sources that those who do not attend school or 
similar provision full-time are at risk not only of social and educational failure but also 
of physical, emotional and psychological harm. 

• Protection of Children in England – A Progress Report 2009 

• Pupils missing out on education 2013 (Ofsted) 

• Not present, what Future? Children Missing Education in England 2014 

(NCB) 

• The Sexual Exploiting of Children: It Couldn’t Happen Here, Could It? 2014 

(Ofsted) 

• Children missing education – statutory guidance 2015 (DfE) 

Current Situation 

All pupils are entitled to suitable full-time education and every effort must be made to 
avoid part time timetables. 

The Equalities Act makes it unlawful for the responsible body of a school to 
discriminate against, harass or victimise a pupil or potential pupil: 

• in relation to admissions, 

• in the way it provides education for pupils, 

• in the way it provides pupils access to any benefit, facility or service, or 

• by excluding a pupil or subjecting them to any other detriment. 

This means that schools must make every effort to provide a full-time education for 
all children and young people. 

Where a pupil has been placed on a part-time timetable, the Local Authority needs to 
consider whether the provision arranged is sufficient to meet this duty. Other 
considerations may include the duration of the strategy and any representations from 
parents or other professionals involved with the family. 

Every effort should be made to avoid part time timetables and no young person with 
SEND or a CIC should have a part-time timetable unless it is truly exceptional. For 
example, a young person with an EHCP should have an emergency annual review 
before considering a part time timetable and a child in care should have their PEP 
reviewed. 

Only in exceptional circumstances, can part-time timetables play a time limited role 
in education settings for some children where they are used sparingly and to support 
educational needs. However, their use is inappropriate without parental/carer 
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consent, for indeterminate periods of time and without multi-agency input. This 
raises safeguarding issues for all children, particularly those already known to Social 
Care. It also means that children do not receive their entitlement to a full-time 
education. 

Safeguarding 

Section 157 & 175 of the Education Act 2001, places a duty on Local Authorities and 
schools to exercise their functions with a view to safeguarding and promoting the 
welfare of children who are pupils at a school, or who are students under 18 years of 
age attending Further Education institutions. The same duty applies to independent 
schools. Schools must have regard and consideration for safeguarding issues and 
the impact these might have on a child when considering a reduced timetable. 

Current DfE and Ofsted Guidance 

The DfE is clear that part-time timetables should not be treated as a long-term 
plan. The DfE also expects a reduced timetable to be managed through a robust 
multi-agency plan. This must have a time limit by which point the pupil is expected 
to attend full time or to receive alternative provision. 

Recent revisions made by Ofsted to the Single Inspection framework highlight an 
additional emphasis on children who are missing from education. Inspections will 
have a sharp focus on the effectiveness of arrangements to safeguard and promote 
the welfare of children missing from education. 

The Sexual Exploiting of Children: It Couldn’t Happen Here, Could It? (Ofsted 2014) 
states: ‘The dangers that children and young people are exposed to when they are 
missing from education, home, or care cannot be underestimated. For school and 
Local Authority staff, planning, careful reviewing, and robust monitoring of children 
on part-time timetables are critical.’ 

Ofsted takes the view that there is an obligation all schools to notify the local 
authority of any part-time education arrangements. This includes schools 
maintained by the Local Authorities, Academies, Free Schools and Independent 
Schools. 

School Attendance 

In very exceptional circumstances there may be a need for a temporary part-time 
timetable to meet a pupil’s individual needs to help them return to full time 
education. For example, where a medical condition prevents a pupil from attending 
full-time education and a part-time timetable is considered as part of a re-integration 
package. A part-time timetable must not be treated as a long-term solution and must 
have a time limit with a date by which point by which point the pupil is expected to 
attend full-time or receive alternative provision. This must be put in place with the 
agreement of parents and for young people beyond the age of 14, should involve the 
young person. 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 it as 
an authorised absence. 
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Recommended Practice 

Best practice with part-time timetables is to initially identify the needs using a multi-
agency approach. It is important that parents and child/young people are involved in 
the process from the very outset. A part-time table must have the consent of the 
parents/carers. 

The rationale, arrangements, targets, strategies and planned end date should be set 
out in a multi-agency plan such as a Multi Element Plan (MEP), Early Help 
Assessment or Personal Education Plan (PEP). Multi-agency plans which include 
part-time provision should be designed for a limited period of time and must be 
reviewed regularly during that period. All part-time timetables must take account of 
safeguarding issues for all children and in particular, safeguarding risks identified 
through a Child Protection Plan or for Children in Need processes. Therefore prior to 
the part time timetable being instigated it is essential that it is embedded in advice 
from at least one agency and multi-agency plan. 

Children in Care 

As Corporate Parents, Derbyshire County Council requires that all children in care 
receive a full-time education. Any short term and time limited alterations to this 
should first be discussed with the child’s social worker and Virtual School Head (or a 
named representative) before progressing with altering a child in care’s provision. 

Children with EHCPs 

In line with advice outlined above about multi agency plans being at the core of the 
decision to proceed with a part time timetable Derbyshire County Council has an 
expectation that pupils with EHCPs should have an interim review of their plan prior 
to a part-time timetable commencing. As for all children, should a part-time timetable 
be agreed at this review, it should be time limited with an end date by which full time 
attendance is expected. 

Any plans to alter a child’s provision who has an EHCP should firstly be discussed 
with the child parents or carers in addition to all of the agencies involved with the 
child’s education and health care plan. This is a legal document which places duties 
on schools and stakeholders. 

Defining part-time timetables 

For recording purposes, a part-time timetable is calculated as the total number of 
hours educational provision, under the statutory 25 hours educational entitlement. The 
total number of hours of education/provision across a range of educational is 
important. If a young person is attending the school site part time but the reminder of 
their full-time entitlement is being provided in alternative provision, i.e. another 
school, college, support centre, Tailor Made Programme then a part-time timetable 
form does not need to be completed. However, if the combination of educational 
provision is less than 25 hours in total then a part-time timetable form will need to be 
completed. 
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Where Reception aged pupils (even those under 5 years old) have started school and 
subsequently attend part-time, a part-time timetable form will need to be completed, 
since once a pupil starts school they have a statutory rights to full-time education. 

For pupils that are supported on a full Out of School Tuition package there is no 
requirement for a part-time timetable form to be completed. There is no requirement 
to complete a notification form for pupils that have agreed flexi-schooling 
arrangements as long as, the total number of hours offered is full-time. 

Administrative Guidance for Recording and Monitoring 

All schools will need to complete the electronic part-time timetable form for each 
pupil who meets the part-time criteria by accessing the following link to the part time 
timetable Notification Form. Please note this now includes a requirement to record 
a review date and a proposed return to full-time education date. 

The following Update Form needs to be completed to include a return to full-time 
education date and where there are amendments to the number of hours that a pupil 
is on a part-time timetable. If a part-time timetable ends then please complete the 
Closure Form so that our records can be updated. Where a pupil returns to full-time 
education, changes/leaves school, or is permanently excluded a closure form will 
need to be completed and the local authority informed. Alternatively, where 
appropriate, the local authority requests that schools complete the following Audit 
Declaration Form at the end of each Derbyshire term, to confirm that the school has 
not got any pupils on a part-time timetable, or that there are no changes to existing 
part-time timetables. 

The Authority will contact you if there are any queries or clarification needed to 
information submitted and also to review the length of time a pupil is on a part-time 
timetable. 

General Attendance recording Advice 

For statutory school aged children ‘C’ will be automatically recorded as the pupil’s 
attendance code for each session they are not expected to attend. 

For non-statutory school aged children ‘X’ will be automatically recorded as the 
pupil’s attendance code for each session they are not expected to attend. 

Contacts 

Please address queries regarding the part-time timetables guidance to the following 
email: CS.inclusionteam@derbyshire.gov.uk 

Alternatively, if there are technically queries associated with the completion and 
uploading of the forms please email: CS.informationenquiries@derbyshire.gov.uk 
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