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Introduction
The principles for inclusive schools are based on the recognition that schools act as a protective factor in the lives of children, and that keeping children in mainstream education improves their life chances.
All schools, academies and free schools have a statutory duty to provide full-time education for all children. This guidance sets out Waltham Forest council 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 part-time when it consists of something less than that which is provided to most of the children in that setting. 
The Department for Education (DfE) guidance Working together to improve school attendance - GOV.UK (www.gov.uk) July 2026. This is the most recent guidance related to part-time timetables. Schools must adhere to this guidance if putting in place a part-time timetable. This must only be in very exceptional circumstances, can only be temporary and must be agreed as being in the best interests of the pupil and schools. If you are a school professional considering a part-time timetable for a pupil please ensure you have read the relevant section of this guidance (page 27) before making a referral to the Local Authority
In accordance with the Equalities Act 2010, it is illegal for schools to discriminate against children based on their special educational need and/or disability, including those with social emotional and mental health difficulties.
Waltham Forest Council is committed to fulfilling every child’s right to a suitable, full-time education and makes clear the requirement that a part-time timetable cannot be implemented without written agreement from a parent/carer or the Virtual School for Looked After and Previously Looked After Children and/or the SEN Officer at the Local Authority where appropriate. This guidance is not intended to be applied to those children where a flexible learning programme has been put in place. Provided that the school has a mechanism in place for ensuring that the child is attending the alternative provision and the child’s total educational programme is full-time, this arrangement would not be considered as a part-time timetable.
This guidance sets out the statutory position and the local authority's expectations in relation to part-time/ reduced timetables and identifies the exceptional circumstances in which it may be appropriate to do so. It sets out the procedures that must be followed to ensure the school’s safeguarding responsibilities are met, children obtain their legal right to a full-time education and both attendance and absence is recorded correctly on school registers. The guidance also explains what schools must adhere to if a part-time timetable is to be agreed. 
All schools in Waltham Forest are expected to have regard to this guidance to ensure statutory compliance and the safeguarding of children.
Legislation
The DFE published Length of the school week - non-statutory guidance (publishing.service.gov.uk) in July 2023 (previous update March 2022) on the minimum expectations on the length of the school week, providing details on the expectation that state-funded mainstream schools should deliver a school week of at least 32.5 hours from September 2023.
“The 32.5-hour minimum expectation includes the time in each day from the official start of the school day (i.e. morning registration) to the official end of the compulsory school day (i.e. 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 
• 16-19 education (including school sixth forms) due to the variation in their courses and having different guided learning hours 
• specialist settings (special schools and alternative provision), due to the varying needs of their pupil cohorts and the operational challenges they may face.”
When considering the use of a part-time timetable
 Schools should not place pupils on a part-time timetable, however, in exceptional circumstances, there may be situations when this may be 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, and it would not be in their best interest to do so. There must be evidence of interventions and strategies that have been put in place and have not had the desired impact to improve engagement in education. Guidance for schools on implementing strategies and interventions can be found here: Behaviour in Schools - Advice for headteachers and school staff Feb 2024
Waltham Forest’s expectations are that a part-time timetable must only be in place for the equivalent of 1 half term (6-7 weeks) and not be treated as a long-term solution. Any pastoral support programme or other agreement should have a time limit by which point the child is expected to attend fulltime, either at school or alternative provision. There should also be formal arrangements in place for regularly reviewing it with the child and their parents/carer. In agreeing to a part-time timetable, a school has agreed to a child being absent from school for part of the week or day and therefore must treat absence as authorised.
Schools must ensure that a programme of support is put in for the child and family for the duration of PTT to ensure a successful return to school after the end of the six weeks. 
To put a part-time timetable in place there must be exceptional circumstances
Pupils of compulsory school age are entitled to a full-time education, part-time timetables are only allowed in exceptional circumstances, where:
· There is a specific need for a pupil – e.g. a medical condition prevents them from attending full-time education and a part-time timetable helps them access as much education as possible.
· It's in the pupil's best interests.
· It's on a temporary basis, stating a proposed end date when they're expected to return to school full time (this can be extended as part of a review – see the section 'review the pupil's provision regularly' below). It must not be a long-term solution.
The DfE sets this out on pages 25 and 26 of the statutory attendance guidance, and on pages 11 and 12 of its guidance on mental health issues affecting a pupil's attendance.
For a child to be considered for a part-time timetable, it would be expected that they fall within one of the following categories:
1.Physical or Mental Health 
A student has a serious medical condition such as diagnosed anxiety has become a barrier to attendance where recovery is the priority outcome. These arrangements would be part of a “medical plan” agreed between the school and health professionals. Statutory guidance Education for children with health needs who cannot attend school - GOV.UK (www.gov.uk)  states 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 form - PTT Guidance for Children with Chronic/Long-Term Illness should be followed and adhered to in these circumstances (see Appendix 3).
2.Reintegration or Transition 
As part of a planned reintegration or transition into school (no longer than 6-7 weeks) following an extended period out of school for reason such as home schooling or a change of educational provision. Part-time timetables should not be used to manage behaviour; this includes returning from suspensions or those at risk of permanent exclusion (PEX). In these instances, school should contact Waltham Forest Learning and Inclusion service to request support and develop strategies on how best to support the child to avoid permanent exclusion. 
3.Emerging SEND Needs
Waltham Forest’s Ordinarily Available Provision (OAP) expects schools to be able to identify children and young people with emerging SEND at an early stage and put into place appropriate provision, make accurate assessments of need and/or barriers to learning and engage other professionals as appropriate. 
If schools are considering the use of a part-time timetable with a child with emerging SEND need, then the BACME Team must be contacted to explore any support or preventative work that could be provided. 
Safeguarding and Risk Assessment and Safety Plan
A risk assessment must be completed for all part-time timetables. Any part-time timetables that are submitted without its completion will be returned asking for this to be completed. Schools can use their own risk assessments or request a template from the Local Authority to use.
Local Authorities and schools MUST 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 are responsible for the safeguarding and welfare of all pupils on roll who are off-site during school hours.
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 welfare and safety of the child, as well as the risk of the child engaging in criminal activity, substance misuse or being at risk of exploitation or radicalisation whilst not in receipt of education during the school day. This must be part of the risk assessment process. The risk assessment should determine the appropriateness of a part-time timetable in consultation with partner agencies, especially where open to statutory services (e.g. CSC, SEND, YOS). There should be evidence that all risks can be mitigated for a part-time timetable to be in place. If evidence suggests that the child will be exposed to significant risk if not in school, then a part-time timetable should not be considered as an option. 
It is 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: 
· Step 1: Identify possible hazards. 
· Step 2: Decide who may be harmed and how.
· Step 3: Evaluate the risks and decide on precaution. 
· Step 4: Record your findings and implement them. 
· Step 5: Regularly review your assessment and update if necessary. 

As this type of intervention is likely to have a significant impact on the family, it should only be chosen, if after all other strategies have been implemented, reviewed, and exhausted and the guidance provided in this document is adhered to. As mentioned above when a child is Looked After (LAC), receiving support from a social worker, family support practitioner, Early Help or involved with the Youth Justice Service (YJS), a part-time timetable must be agreed with the parent/carer and the other professional(s) working with the child.
School also needs to consider the impact of a part-time timetable on the educational and social development of the child. Unless there is 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 work during those periods the child is not in school will be provided, sent home, and marked and how constructive feedback will be given. In those periods where work is provided to complete at home, it is 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 - GOV.UK (www.gov.uk) . Planning should also consider how the child will be included in school life, for example, how they will continue to have contact with the rest of their class and key staff or how they would access support whilst completing work at home. 
Waltham Forest is committed to fulfilling every child’s right to suitable, full-time education and makes clear the requirement that a part-time timetable cannot be implemented without written agreement from a parent/carer (or the Virtual School for Looked After and Previously Looked After Children and/or the SEN Officer for pupils with an EHCP at the Local Authority where appropriate). For students who are on a CIN or CP plan written consent from the social worker will also be required. 
This guidance is not intended to be applied to those children where a flexible learning programme has been put in place. This is explained in paragraph 10.8 of the https://www.gov.uk/government/publications/elective-home-education .
If a child is dual rolled and attending an alternative provision setting who requires a part-time timetable, both settings need to agree that the part-time timetable is in the best interest of the child. 
Responsibilities of professionals supporting the child and family 
All professionals involved with the child must be invited to attend an initial meeting where the part-time timetable may be agreed as an intervention. (Ensure that multi-agency review meetings are held prior to implementing a part-time timetable). 
When there are other professionals involved for example Social Care practitioners, other educational LA teams (Inclusion/Virtual school/SEND), YJS or other professional (GP’s, school nursing team, CAMHS) they must be included. If professionals are unable to attend their views should be sought prior to the meeting and included at the planning stage. As the school is the lead professional making the request, it is the responsibility of the school to co-ordinate the professional network and lead the meeting. 
Where children have an Education, Health and Care Plan, the SEN worker must be informed to ensure the EHCP is reviewed and amended where appropriate. An early review should be convened to make the proposal known. The SEN Officer must agree to the part-time timetable intervention and a part-time timetable must not interfere with any additional support given to a child due to his/her educational needs. 
All meetings should be in person and only taking place due to exceptional circumstances. Within the plan it is essential that “The Child’s View” is recorded. 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 and what they need from their network to access their education. 
Individual Education Plan
Complete a detailed Individual Education Plan, agreed with the parent/carer and the child. The plan should demonstrate a clear path of planned reintegration from part-time to full-time provision over a maximum 6-7-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 6-7 weeks). 
· Details of the review schedule: this should be arranged/booked during week 3 of the plan and dates and times agreed on the plan.
· An assessment of why the child cannot currently access a full-time education and why 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 this intervention has been 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. 
· How 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 6-7 weeks, and it demonstrates strategies to work towards building up to a full-time education by the end of the 6-7 weeks. 
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 must ensure that pupils who are entitled to Free School Meals are provided with meals during the period of the part-time timetable.
Parent/Carer Permission
Schools cannot pursue a part-time timetable without parental/carer permission. This can be construed as an unofficial exclusion, which is unlawful, as the parent/carer has not requested leave for their child and/or the school could be regarded as preventing the child from accessing the curriculum. If the parent/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 referral form prior to its commencement. If held virtually then email confirmation would suffice. Forms will not be accepted without a parent/carer signature.
Ensure that the School Attendance Lead keeps a central record of all children on a part-time timetable and 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 regularly monitoring the use of this intervention.
Recording/Coding of Attendance 
DfE guidance states: “In agreeing to a part-time timetable, a school has agreed to a child being absent from school for part of the week or day and therefore must record it as authorised absence.” 
The mark in the register should reflect the true whereabouts of all children at the time the register was taken. Children must not be marked present if they were not 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” (Please refer to Working together to improve school attendance guidance, pg. 83).
Notifying Waltham Forest Local Authority
Learning and Inclusion service in the council monitors the use of part-time timetables and reviews the plans as part of the statutory duty to ensure all children are in receipt of the full-time education that they are legally entitled to.
Learning and Inclusion service must be notified 5 school days before the part-time timetable is implemented to ensure all checks are completed. 
Please email a copy of the signed request form to PTT@walthamforest.gov.uk
Please note all email correspondence must go to this inbox - which is monitored daily. Please avoid sending individual emails to professionals in the service, this way we can ensure that requests are picked up in a timely manner.
If the child is looked after or on a CIN or CP plan, the information should also be copied to the Virtual School (see contact list below).

Reviewing and closing of part-time timetables 
Schools are responsible for conducting a midway review on all Part-time timetables. When schools complete a review meeting (halfway point e.g. week 3), 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 is identified that the plan is not working, and the child is not attending as expected then the plan should be withdrawn, and the child expected to attend fulltime - at this point further advice should be sought from either the Learning and Inclusion service or, whomever is most appropriate to advise on next steps. When the plan is closed either due to the child now attending full-time or closed as not working, then please email: PTT@walthamforest.gov.uk to advise on the outcome. 
By the end of week 6-7 it is expected that the student will return to full-time education, Learning and Inclusion service will make contact before the 6-week ending date and ask for an update from the school and confirm plan has been closed and the child has returned full time. A request for an extension must be sent to Learning and Inclusion service at least 5 school days before the end date. 

Extensions 
Any extension to the part-time timetable should only be agreed in exceptional circumstances, with parental/carer and professional network agreement, and the plan revised to reflect why an extension was appropriate. Different interventions need to be utilised if the original part-time timetable was unsuccessful.
Extensions can only be for an additional 6-7 weeks (or half a term).
What is NOT considered a part-time/reduced timetable? 
1. A pupil who spends part of their week in school and part in alternative provision. This would require the pupil to be dual registration on the school register.
2. A pupil who is attending individual tuition only (approved by professionals/Local authority Inclusion placement panels*) but dual registered with a school.


Supporting Guidance
Working together to improve school attendance - GOV.UK (www.gov.uk)
Keeping children safe in education - GOV.UK (www.gov.uk) 
Behaviour in schools - GOV.UK (www.gov.uk)
Education for children with health needs who cannot attend school - GOV.UK (www.gov.uk)
School suspensions and permanent exclusions - GOV.UK (www.gov.uk)
SEND code of practice: 0 to 25 years - GOV.UK (www.gov.uk)
Childrens-mental-health-services-22-23_CCo-final-report.pdf

Appendix 1
PTT Guidance for Children with Chronic/Long-Term Illness
Children with long-term health conditions may be more likely to experience mental illness in early adolescence than healthy children.
						Queen Mary University London May 2020

As a local authority we recognise that there will be exceptional circumstances where children may need to be on extended part-time timetables due to their medical needs or because they have a long-term chronic illness. 
To support students, parents, and schools the following evidence will need to be sent into BACME along with the application form:
· Medical evidence from NHS doctors of diagnosis and any advice on school attendance
Evidence that the school nurse has been involved if the child has a medical need.
· School’s medical plan
The Medical Plan will need to evidence the following:
· Need for the reduced timetable.
· How is the child supported in school?
· How are transitions to school and around school supported?
· How is the school reducing any triggers for the child?
· What is being offered in terms of catch-up work?
· What activities are being offered when the child is at home?
· How is the school assured that the child is appropriately supervised at home?
· What is in place to reduce the child feeling bored, how is the child’s mental health being supported?
· Has the child been referred to Occupational Therapy for assessment if needed around any physical adaptations needed at school?
· Does the child have a named adult at school they can speak to should they feel stressed or anxious?
· How often is the plan being reviewed, and which professionals are contributing to the plan?
· What is the timescale of the part-time timetable and what is the plan for reintegration?








Appendix 2
Risk Assessment
	Activity 


the significant hazards you have identified
	Who might be harmed?

The child, Staff, other pupils, family members
	Risk control measures

 Brief description of what you are already doing to reduce risk
	Additional action needed to further reduce risk. 

Detail any further controls necessary
	Outcome risk rating.

 e.g. 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 supervision

Parent agrees the PTT plan includes supervision
	Not home alone

Regular home visits carried out by attendance officer 

Liaison with Professional network

	Acceptable

	Requires Free School Meals
	Student
	Lack of FSM 
	Ensure FSM in Place
	Acceptable



If any risk identified is ‘unacceptable’ the Part-time Timetable cannot go ahead.

	Action Levels      
	How the risk should be managed

	Unacceptable
	Stop part-time table/Not go ahead, substantial, and immediate improvement or additional measures needed.

	Significant
	Stop part-time timetable/not go ahead. Improvement or additional measures needed.

	Adequate
	Part-time timetable 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.





Appendix 3
Part-Time Timetables – Additional considerations 
Vulnerable groups 
A) Pupils with an Education, Health & Care Plan 
The pupils SEN Officer must be informed of any decision to implement a part-time timetable and in agreement with the plan. Pupils with an EHCP should have an interim review of their plan prior to a part-time timetable (or any change of provision) commencing. Should a part- time timetable be agreed at the review, it should be time limited with an end date by which full-time attendance is expected. 
● It is unlawful for schools to discriminate against pupils based on their special educational needs and/or disability.
 ● A staged part-time/reduced timetable should only be used for a pupil with an Education, Health & Care Plan in limited circumstances and when agreed with relevant agencies such the Education Psychology Service.
 ● A pupil should not be put on a part-time/reduced timetable just because of their special educational need as this may constitute discrimination. Special educational needs in some circumstances may also be a disability and therefore constitute a protected characteristic under the Equality Act 2010. 
● Schools must ensure that the provision specified in the EHC plan is delivered to meet the child’s needs and secure their statutory entitlement. 
B) Children in Care
 As corporate parents, Waltham Forest Council requires that looked after children receive a full-time education. A part-time/reduced timetable should only be implemented for children in care in limited circumstances and only with the consent of both the child’s social worker and the Virtual School Head. A PEP meeting should be held before any part-time- timetable begins. 
Children subject to a child protection/child in need plan 
Children on child protection/child in need plans are very vulnerable and may be at greater risk if placed on a reduced timetable. Therefore, a part-time/reduced timetable should only be implemented in the most exceptional circumstances; only where it has been agreed following a multi-agency meeting, such as a core group meeting for children with a child protection plan; and only with the agreement of the child’s social worker/Virtual School. 
C) For Reception Children Not Yet of Compulsory School Age:
For reception age pupils it is customary practice to stagger admissions and gradually integrate the children into school. For the untimetabled sessions reception children are not expected to attend, the registration mark would be code X. This code can only be used for the first three or four weeks of the academic year. This is not considered to be a part-time/reduced timetable and there is no need to notify the local authority of these children in this circumstance. A small minority of children who are not ‘school ready,’ may need an extended integration period to support their emotional and developmental needs. In this circumstance, the child would be regarded as being in receipt of a part-time/reduced timetable and an appropriate plan must be agreed in partnership with parents and signed consent recorded. 
· Schools may offer a phased or part-time start to support transition, especially in the autumn term.
· This does not require a formal part-time timetable under DfE guidance.
· It should still be discussed with parents and be in the child’s best interests.
[bookmark: _Int_0AeLiVqu]If you are planning a part-time arrangement for a Reception child, it is important to:
· [bookmark: _Int_dmLLgUCe]Ensure it’s developmentally appropriate.
· Communicate clearly with parents.
· Monitor the child’s wellbeing and progress.
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