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1.  Purpose 

1.1 This guidance is intended to establish agreed approaches for all maintained 

Oxfordshire schools, academies, and alternative provision settings, hereafter referred 

to as 'schools', in the appropriate use of reduced timetables (sometimes referred to as 

'part-time' timetables). The local authority recognise that use of a reduced timetable for 
a short period is an exceptional measure in any Oxfordshire school. This guidance is 
intended to protect both pupil and school, should a reduced timetable be used. 

 
 
 

2.  Introduction 
 

2.1 The Oxfordshire Safeguarding Children Board (OSCB) have agreed that a top priority in 

its 2017/18 Business Plan will be to support every child in Oxfordshire to secure their 

legal full-time entitlement to education. Despite the challenging financial environment, 

the OSCB will expect schools to focus on addressing safeguarding risks of part-time or 

non-attendance at school. 

2.2 The local authority has a statutory responsibility to identify and track any pupil missing 

education. Any pupil on a reduced timetable is deemed to be at risk of missing 

education and therefore needs to be identified and tracked. 
 

2.3 The document 'Pupils Missing Out on Education', published by Ofsted in November 

2013 and the new Local Authority inspection framework (Inspection of services for 

children in need of help and protection) which now includes the requirement for each 

authority to report robustly on school age children who are not in full-time education, 

both support the need for us to have guidance in place for pupils on reduced 

timetables. 
 

2.4 It is important to highlight that there is no statutory basis upon which to establish a 

reduced timetable, however, in exceptional circumstances, schools may decide to 

implement one for a time-limited period in order to support a pupil who cannot attend 

school full-time to reintegrate into full-time provision. 
 

2.5 Oxfordshire County Council remains committed to every child’s right to a full-time 

education offer and makes clear the requirement that a reduced timetable cannot be 

implemented without written agreement from parent/carer (or the Virtual school for 

looked after children and/or the SEN team at the local authority where appropriate). 

The Education Inclusion team monitor these cases on behalf of the LA. Appropriate 

data is passed through to the Pupils Missing Out Strategy Group (chaired by the 

Strategic Lead Education Sufficiency and Access. 
 

 
 
 

3.  Full-time Education 
 

3.1 All education should be suited to a child's age, ability and aptitude, taking into account 

any special educational need. 
 

3.2 The assumption is that pupils should receive full-time education consistent with their 

Key Stage. 

http://www.ofsted.gov.uk/resources/pupils-missing-out-education
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3.3 A timetable is considered reduced when it consists of something less than that which 

is provided to the majority of the pupil's peers in that setting. 

 

 

 

4.  When might a reduced timetable be used? 
 

4.1 This is not an exhaustive list but it is likely that a pupil being considered for a reduced 

timetable would fall within one of these 3 categories 
 

Part of an in-school support package 
 

4.2 School, parent/carer and other professionals agree that a short-term (no longer 

than one half term) reduced timetable would support a pupil who has become 

disaffected, to regain success. This would be a closely monitored intervention 

to address and manage the impact of significantly challenging behavioural, 

emotional or social needs. 
 

Medical reasons 
 

4.3 A pupil has a serious medical where recovery is the priority outcome.  

These arrangements would be part of a “medical plan” agreed between the school 

and health professionals.  This may include physical or mental health conditions. 

Please see  Ensuring a good education for children who cannot attend school 

because of health needs before offering a reduced timetable for this reason. 
 

Reintegration 
 

4.4 As part of a planned reintegration into school (no longer than one half term) 

following an extended period out of school e.g. following an exclusion, non- 

attendance, school refusal etc. 
 

 
 
 

5.  Good Practice 
 

5.1 In circumstances where the school consider that it may be necessary to establish a 

reduced timetable for a pupil, the school should: 
 

a)  Have carried out an assessment using the Early Help Assessment (EHA) to 

establish if there are wider needs and identify what support is required from 

external agencies 
 

 

b)  Undertake a thorough risk assessment and give consideration to safeguarding 

measures for the duration. The school must carry out a risk assessment before 

implementation and this should be recorded. 

 
c)  Notify the Education Inclusion team of the intention to implement a reduced 

timetable for a pupil by email to  pupilsmissingout@oxfordshire.gov.uk 
 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/269469/health_needs_guidance__-_revised_may_2013_final.pdf
mailto:pupilsmissingout@oxfordshire.gov.uk
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d)  Inform other services who are involved with the child/family e.g. Locality and 
Community Support Service (LCSS), Social 

Care, SEN. 

 

e)  Convene a meeting to discuss the proposals for a reduced timetable. This must 
include the parent/carer. If the pupil is a looked after child this must include a member 
of Social Care’s LAC team.  If the pupil has a statement of SEN/Education Health and 
Care Plan, this should include input from a member of the SEN team.  It should also 
include input from professionals who form part of the Team around the Family (TAF). 

 

 

f) Establish a plan (Team around the Family (TAF), Pastoral Support Plan, Individual 
Learning Plan, Personal Education Plan etc.) for the reduced timetable which details: 
 

  The proposed timetable to get back to full-time (in the case of categories 1& 3 

this shouldn’t usually be any longer than 1 Oxfordshire term). 

  How the assessed risk and safeguarding measures will be managed 

  Details of the review schedule. 

  The supportive interventions that will accompany this reduction in time at 

school. 

  Outcome 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 to whether alternative provision should be 

considered to meet need. 
 

 

g)  Send a copy of the plan and the reduced timetable pro forma including the hours 

agreed to the Education Inclusion Team at  pupilsmissingout@oxfordshire.gov.uk 

The plan and the teaching hours must be agreed by the parent. The school 

should retain a copy of the agreement signed by the parent.  Without parental 

agreement a reduced timetable strategy cannot be implemented. 
 

 

h)  Consider the school’s legal position in regard to the wellbeing of the pupil during 

school hours.  The Department for Education have given the following advice: 
 

 

“Cases where children are placed on a reduced timetable are likely to be rare and 

unique in each individual case. If a school has a concern regarding its legal 

obligations with regards to safeguarding a pupil on a reduced timetable they should 

seek their own legal advice on a case by case basis.” 
 
 
 

6.  Monitoring and Reviewing 
 

6.1 The school must 
 

a)  Report the reduced timetable to Oxfordshire County Council as soon as it becomes 

operational by sending a copy of the plan and the reduced timetable pro forma, 

including the number of teaching hours. Where a school is found to be operating a 

reduced timetable without having reported it, a formal letter will be sent from the 

Director for Children’s Services to the head teacher and chair of governors. 

mailto:pupilsmissingout@oxfordshire.gov.uk
mailto:pupilsmissingout@oxfordshire.gov.uk
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b)  Send a copy of subsequent reviews and increases of time, up to a maximum of 

one half term to Oxfordshire County Council. 
 

 

c)  Record the child's attendance accurately on the attendance register: 
 

 

C Code : Leave of absence authorised by school 

To be used when a pupil has a reduced timetable that includes sessions which 

have been mutually agreed not to involve attendance at school or an alternative 

provision (the school must be satisfied that appropriate arrangements are in 

place for the care and welfare of the pupil during the time when they would 

otherwise be at school. 
 

 

Code B: Off-site educational activity 

This code should be used when pupils are present at an off-site educational 

activity that has been approved by the school. Ultimately schools are responsible 

for the safeguarding and welfare of pupils educated off-site. Therefore by using 

code B, schools are certifying that the education is supervised and measures 

have been taken to safeguard pupils. This code should not be used for any 

unsupervised educational activity or where a pupil is at home doing school work. 

Schools should ensure that they have in place arrangements whereby the 

provider of the alternative activity notifies the school of any absences by 

individual pupils. The school should record the pupil’s absence using the relevant 

absence code. 
 

 

D Code: Dual registered 

To be used where a pupil is registered at two schools. The D code only applies in 

Oxfordshire where a pupil is attending a school other than their home school and 

where that school is coding the pupil's attendance and making a return to the LA. 

E.g. when a pupil attends a PRU for all or part of the week. 
 

 

Code S: Study leave 

Schools must record study leave as authorised absence. Study leave should be 

used sparingly and only granted to Year 11 pupils during public examinations. 

Provision should still be made available for those pupils who want to continue to 

come into school to revise. 

 
See pages 7-12 of School attendance Departmental advice for maintained 

schools, academies, independent schools and local authorities 
 

 

d)  Monitor the overall use of this strategy within the school and report this to governors 

termly. 
 

 

e)  Ensure effective, regular communication with parents/carer (and LA as necessary) 

with regard to progress towards full-time reintegration to school. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268648/advice_on_school_attendance_nov_2013.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268648/advice_on_school_attendance_nov_2013.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/268648/advice_on_school_attendance_nov_2013.pdf
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7.  Oxfordshire County Council Responsibilities 
 

7.1 Oxfordshire County Council will 
 

a)  Ensure that reports of reduced timetables are appropriately recorded and monitored 

via the ONE database. 

b)  Report the known numbers of pupils on reduced timetables to: 

a.  The Pupils Missing Out Strategy Group. 

b.  The Oxfordshire Children’s Safeguarding Board (Safeguarding in Education 
sub-group). 

c)  Provide a copy of plans and reduced timetable pro formas to social care where a 

pupil has Child Protection (CP) or Child In Need (CIN) plan. 

d)  Raise with the school, where a pupil has been on a reduced timetable for longer 

than one half term (except where this is a Y11 who has an established alternative 

provision plan that will yield necessary accreditation but that may be slightly below 

25hrs). 

e)  Refer any incidences of reduced timetables exceeding on half term, with no 

imminent plan for full-time reintegration, to the Pupils Missing Out Strategy 

Group. 
 
 
 

8.  Helpful Contacts 
 

Advice is available on our webpages  http://schools.oxfordshire.gov.uk/cms/content/pupils- 

missing-out 
 

For further advice, and to discuss any particular circumstances, you can contact the 

Alternative Provision Officer or if the pupil is at imminent risk of permanent exclusion you 

should contact your area Exclusion and Reintegration officer. You will find their contact 

details on our webpages:  http://schools.oxfordshire.gov.uk/cms/content/exclusion-&- 

reintegration-team 
 

Alternatively you can call the Pupils Missing Out Administrator on 01865 328 240 
 

Or you can send an email to  pupilsmissingout@oxfordshire.gov.uk 

http://schools.oxfordshire.gov.uk/cms/content/pupils-missing-out
http://schools.oxfordshire.gov.uk/cms/content/pupils-missing-out
http://schools.oxfordshire.gov.uk/cms/content/pupils-missing-out
http://schools.oxfordshire.gov.uk/cms/content/exclusion-%26-reintegration-team
http://schools.oxfordshire.gov.uk/cms/content/exclusion-%26-reintegration-team
mailto:pupilsmissingout@oxfordshire.gov.uk

