
 

 

 

 

 

Unofficial exclusions: Guidance for schools on the use of reduced 
timetables  

Summary 

Good discipline and positive behaviour support in school is essential to make sure 
children benefit from the opportunities provided by education. The government 
supports head teachers in using exclusion where it's warranted. 

Unofficial exclusion, where a child is kept away from school without following formal 
exclusion procedures, regardless of whether schools have the agreement of 
parents/carers is unlawful and should be challenged.    

Unofficial exclusions are often presented as favourable to parents and children.   
However, unofficial exclusions often lack reason and clarity about how long the 
exclusion will last. They can lead to children missing considerable amounts of 
education or even dropping out of the system altogether.  It also denies 
parents/carers and children their right to make representations to the governors.   
  
Any exclusion of a pupil, even for short periods of time, must be formally recorded.  
This applies to lunch time exclusion; if a child is asked by the school to go home at 
lunchtimes, this must be recorded as a half day exclusion for each lunchtime.  
 

Part-time timetables  

 
All children, regardless of their circumstances, are entitled to a full-time education 
which is suitable to their age, ability, aptitude and any special educational needs they 
may have.  
 
It is unlawful for a school to impose a reduced or part-time timetable. Schools have a 
statutory duty to provide full time education for all pupils. 
 
In some cases, if a child or young person has been out of school, unwell or 
excluded, a part-time timetable may be used as a short-term measure towards 
achieving full reintegration within a formal written agreement.     
 
A part-time timetable may only be used with the informed consent of the 
parents/carers and in agreement with the agencies involved in supporting the 
family.  The threat of exclusion must not be used to influence parents to engage with 
a part-time timetable.    

 



 

A part-time timetable must not be treated as a long-term solution.  Any agreement 
must have a time limit by which point the pupil is expected to attend full-time or be 
provided with alternative provision.  A maximum of 6 weeks of reduced or part-time 
timetable is advised.   
 
If, by implementing a part-time timetable, the pupil is absent for part of the week, the 
school must record it as an authorised absence ‘C’.  Schools can mark ‘B’ where a 
pupil is receiving off-site education approved by the school.  In doing so, a school is 
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.   
 
 
Safeguarding 

 
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.  
 
Section 157 and 175 of the Education Act 2007 places a duty on Local Authorities and 
schools to exercise their functions with a view to safeguarding and promoting the 
welfare of children. Schools must have regard and consideration for the safeguarding 
issues and the impact this might have on a child when considering a reduced 
timetable.  Current guidance from Ofsted states that information about children 
missing from education is essential and all schools should notify the Local Authority of 
any part-time education arrangements.  This includes schools maintained by Local 
Authorities, Academies, Free Schools and Independent Schools. 
 
 
Reduced timetable procedures in Oxfordshire 
 
Prior to starting a reduced or part-time timetable schools should:  

1. Undertake a risk assessment and if there are safeguarding concerns, advice 
must be taken from Oxfordshire MASH. 

2. Carry out an assessment using the Early Help Assessment (EHA) to establish 
whether there are wider needs and identify the support required from external 
agencies.  

3. Complete the notification form attached.  
4. Set a review date to take place within two weeks of the start of the reduced 

timetable.  
5. Record the planned end date (note: a maximum of 6 weeks on a reduced 

timetable is advised).  
6. Email the completed form to pupilsmissingout@oxfordshire.gov.uk. 
7. Following each review, if there are any amendments to the timetable, update 

the notification form and email to pupilsmissingout@oxfordshire.gov.uk. 
8. On the day the full-time timetable is resumed, or if another review date has 

been set beyond the planned end date, notify 
pupilsmissingout@oxfordshire.gov.uk with the actual date the pupil returned 
to their full-time provision entitlement.   
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Notification of a Temporary Reduced Timetable  
 

Pupil Name  NCY  

School Name  DOB 01/01/18 

SEN Status  E / K / N  Looked After Child  Yes/No 

Date of Early 
Help Assessment  

01/01/18 Child Protection Yes/No 

Risk Assessment 
Completion Date 

01/01/18 Child in Need Yes/No 

 

Plan under which reduced the timetable 
is monitored/reviewed (attach plan)    

e.g.PEP/ PSP/ IBP/IEP  

Describe where education taking place 
e.g.School/ off-site/ alternative provider 
 

Reason for temporary reduced timetable (please tick all that apply)  

Medical Physical Health 
(supported by medical professionals)  

 Reintegration plan  

Medical Mental Health 
(supported by medical professionals) 

 Emotional or social needs  

Other (please describe below)    

 
 

 

Total hours per week in school or off-site supervised 
education activity  

e.g. 15 hours 
 

Planned start date of reduced timetable 
01/01/18 
 

Planned review date  
(within 2 weeks of the start date)  

01/01/18 
 

Planned end date when the pupil will return to full-time 
provision (within 6 weeks of start)  

01/01/18 
 

 

A reduced timetable can only proceed with parents’ signed consent to the plan and 
cannot be enforced by a school or insisted upon under threat of exclusion.    

Parent/carer agreement to this 
plan (Original must be signed) 

 
Date (01/01/18) 

 

By submitting this form the school is confirming that the use of a part-time 
timetable for a limited period has been judged appropriate, review arrangements 
have been agreed and any safeguarding issues have been fully taken into 
consideration. A copy of the formal agreement made with parent/carer’s signature 
must be kept at school 

Head teacher’s signature  
Date (01/01/18) 

 
Please scan a signed copy of this pro forma and the plan and send to us via secure 
Egress Switch email with ‘name of school and part time timetable’ in the subject line 
to: pupilsmissingout@oxfordshire.gov.uk  
 
Please do not send originals.  It is important you retain the original signed copy for 
your records.  
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