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Let’s see what we 

know so far:

1: What is a part-time timetable?

2: What are the four main reasons for a young 

person to have a part-time timetable plan? 

3: Do they require a risk assessment?

4: What makes a part time timetable successful? 



Education Act 1996

“The parent of every child of 

compulsory school age shall 

cause him to receive efficient 

full-time education suitable to 

his age ability and aptitude, and 

to any special educational 

needs he may have, either by 

regular attendance at school or 

otherwise”



Part-time timetables

A part-time timetable is an educational arrangement where a student attends school for 

fewer hours or days than the standard full-time schedule. This modified timetable is designed 

to accommodate the specific needs of the student, such as health issues, personal 

circumstances, or the need for a gradual reintegration into the school environment. The aim 

is to ensure that the student continues to receive an education while addressing their 

individual challenges.

Key Points:

• Flexible educational arrangement due to exceptional circumstances

• Implemented for a short duration 

• Tailored to meet the individual needs of the pupil

• Goal is to support the pupil's well-being and academic progress

• Clear plan for returning to full-time education as soon as possible



When to use part-time timetables

“In very exceptional circumstances, where it is 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.”

Working together to improve school attendance, section 66.
Criteria:

• Exceptional circumstances only.

• Examples: Medical conditions, re-integration packages.

Key Points:

• Not for managing behaviour.

• Temporary solution with a clear time limit.

https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf


Physical Health & Mental Health : 

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: Ensuring a good education for children who cannot attend school because 
of health needs

Local Authority guidance: Medical needs service

Reintegration or Transition: 

As part of a planned reintegration or transition into school (recommended 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 or those at risk of permanent exclusion (PEX). In 
these instances, school should contact the Inclusion Team to develop strategies on how best 
to support the child to avoid PEX. 

Emerging needs and SEND: 

If schools are considering the use of a part-time timetable with a child with emerging SEND 
need, then the Schools and Community Team must be contacted to explore the Early Help and 
prevention offer that could be provided. 

https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
https://assets.publishing.service.gov.uk/media/657995f0254aaa000d050bff/Arranging_education_for_children_who_cannot_attend_school_because_of_health_needs.pdf
https://www.schools.norfolk.gov.uk/29830


Working together to improve school attendance states…
A successful part-time timetable will:

✓ Have the agreement of both the school and the parent the pupil normally lives with.

✓ Have a clear ambition and be part of the pupil’s wider support, health care or reintegration plan.

✓ Have regular review dates which include the pupil and their parents to ensure it is only in place 

for the shortest time necessary.

✓ Have 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. It 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 a 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, the school should discuss the part-time 

timetable with the local authority so that any support package that is in place can be reviewed 

as swiftly as possible. 

✓ Have the child/young person’s voice. How do they feel about this plan? Do they agree to these 

changes and what would they include to make the plan a success? 

✓ 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. 



Local procedures
▪ All children have a right to a suitable, full-time education and schools, 

academies and free schools have a statutory duty to provide full-time 
education for all pupils.

▪ There is no statutory basis upon which to establish a part-time timetable, 
however, in exceptional circumstances, schools may decide to implement 
one for a time-limited period to meet a pupil's individual needs.

▪ A reduced timetable must not be treated as a long-term solution and 
must have a time limit.

▪ In accordance with the Equalities Act 2010, it is illegal for schools to 
discriminate against pupils based on their special educational need 
and/or disability, including those with social emotional and mental health 
difficulties.

▪ Where a child is not in school, their vulnerability is likely to be increased. 
When deciding whether a reduced educational provision is appropriate, 
the welfare and safety of the child/young person must be of paramount 
importance.

▪ Part-time timetables of education should never be used  to manage 
behaviour, avoid suspension or whilst awaiting an alternative school 
placement

https://www.schools.norfolk.gov.uk/media/14115/Part-time-timetable-guidance/pdf/jePTT_Guidance.pdf?m=1724931522570


Code C2: Leave of absence for a 
compulsory school age pupil subject to 
a part-time timetable. 

• This code is classified for statistical purposes as authorised 
absence from school as the child is not required to attend. 

• Code C2 should not be used for children who are not of 
compulsory school-age. Any periods of absence due to an 
agreed part-time timetable for this cohort of children the 
absence must be recorded using Code X: Non-compulsory 
school age pupil not required to attend school. 

• The guidance is also clear that this code should not be used 
where a pupil is receiving a full-time education, but only part-
time at their home school for example through dual 
registration, part-time unregistered alternative provision or 
flexi-schooling. 



Notification and Documentation
•Requirements:

• Notify the Attendance Service.

• Documentation process.

•Key Points:

• Signed part-time timetable plan: School cannot pursue a part-time timetable without parental/carer permission. If 

the parent/carer does not agree, the part-time timetable arrangements cannot be implemented. Please ensure that 

signed parental/carer permission is evidenced on the plan prior to its commencement. If held virtually then email 

confirmation is acceptable.

• Retention of original documents: 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 make arrangements for monitoring 

the use of these. 

• 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 must scan the signed part-time timetable plan and send to the Attendance Team via email to 

csattendance@norfolk.gov.uk If the child is looked after or previously looked after, the information should also be 

copied to the Virtual School: virtual.schools@norfolk.gov.uk

•  

mailto:csattendance@norfolk.gov.uk
mailto:virtual.schools@norfolk.gov.uk


Reviewing and closing

A review meeting needs to identify what is working well and what, if anything 

needs to change. REMEMBER 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 expectation will be for 

the child to attend fulltime with support. 

Further advice should be sought from relevant professionals.

Extensions 

Any extension to the part-time timetable should only be agreed in exceptional 

circumstances, with parental/carer agreement, and the plan revised to reflect 

why an extension was appropriate. Consideration should be given to holding a 

multiagency review to look at what can be put in place to support a return to 

full-time education. 



Flexi-schooling
Definition:

Flexi-schooling is not the same as elective home education or temporary reduced timetables. It involves 

a formal agreement between the school and parents for part-time school attendance. Parents remain 

responsible for ensuring their child receives a full-time, suitable education. Only parents/carers can initiate a 

flexi-schooling request and Schools are not obligated to agree to such requests. The Headteacher has full 

discretion to approve or deny the request, with support from the governing body if needed.

Key Points:

• Flexi-schooling is a parental request for a child to be educated partly at school and partly at home. It is 

not a legal right and differs from elective home education or temporary reduced timetables.

• Approval is at the Headteacher’s discretion, and schools are not obligated to agree. Each request must 

be considered individually, with the child’s best interests, safety, and educational progress in mind.

• A written agreement is strongly recommended if flexi-schooling is approved. It should outline 

attendance patterns, responsibilities, review processes, and how the arrangement supports the child’s 

education.

• There is no right of appeal if a Headteacher refuses or ends a flexi-schooling arrangement. A new request 

must be made if the child changes schools.



https://www.gov.uk/government/publications/elective-home-education


Audit Report: Part-time 

Timetables & the use of Code 

C2 
(April 2025)



Aims

• To assess whether the C2 code is being used correctly.

• To identify any gaps in the local requirement for schools to 

inform the Attendance Service of a part-time timetable and 

establish a baseline of compliance. 

• To identify good practice any areas for further development to 

strengthen the current arrangements in place. 



Methodology

• The data includes all schools for whom we have live attendance data; 

at the time of the report, we were receiving data for 373 (90%) 

maintained schools and academies. 

• The data sample for this audit was taken from the report dated 24th 

February 2025 which covers the use of any C2 from the beginning of 

the academic year to that date.  

• The audit was undertaken by the Attendance Service. 

• Individual schools were contacted and the following key lines of 

enquiry in line with national are local guidance were explored through 

the use of a thematic audit tool to understand the circumstances of 

each case. 



Summary of findings

• From 1st September 2024 to 24 February 2025, the live data indicated the C2 code 
had been used for 321 children in a total of 105 schools and accounted for 4830 
sessions of authorised absence.

• Incorrect usage of C2 in 52% (168) of the cases with the primary issue being 
recording at Reception 

• 48% (153) cases in the sample where a Part-time timetable was or had been in 
place

• Children with SEND disproportionately featured in the sample and numbers of 
referrals more generally

• 33% had prolonged period of part-time attendance

• 83% had been reported to the Attendance Service in line with local requirements

• Limited evidence of involvement of other professionals in the planning. 



Outcomes

Outcome Number %

Part-time timetable in place 86 56

Expectation of full-time attendance 52 34

Permanent Exclusion 10 6.5

Medical Needs 2 1.3

Elective Home Education 2 1.3

Moved into specialist provision 1 0.6 

153



Recommendations
• The guidance and template plan for a part-time timetable revised by the Attendance 

Service to ensure the requirements regarding coding are made explicit, that all 

professionals working with the child are included in planning and support is provided when 

a decision is made to cease a part-time timetable. (Complete 30 April 2025)

• On receipt of notifications of part-time timetables and extension requests, the Attendance 
Service will check live data to ensure that the appropriate code is in use. (In place from the 
start of Summer Term 2025) 

• Raising awareness:

• SEND CoP session: 14 May 2025 

• Attendance Spotlight for schools on the use of part-time timetables and the national 

absence and attendance codes: 22 May

• Practice guidance for Children’s Services staff on part-time timetables developed. 
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Attendance News 
& Current Events



Data sharing & absence returns

In line with The Education (Information About Individual Pupils) (England) (Amendment) Regulations 2024 and the requirements of 

'Working together to improve school attendance', all schools are now legally required to share information from their registers with the DfE and 

the local authority.

Sharing data with the DfE:

From the start of the 2024-25 academic year, schools have a duty to provide attendance information to the Department for Education (DfE) on 

request. Data indicates that as of 6th September, over 380 have already signed up to share their daily attendance data with the DfE in line with 

statutory requirements.

Action: It is important that all schools ensure that they have completed this process and for those schools who have not, further guidance on 

how to share your data is available via this link: Share your daily school attendance data - GOV.UK (www.gov.uk)

Once you are sharing data with the DfE you will have access to a range of tools that will support you to analyse your data. The DfE has 

published guidance for schools, academy trusts and local authorities on using the monitor your school attendance tool.

Sharing data with the LA:

Further, to facilitate timely collaborative working across partners, all schools are also required to share information from their registers with the 

local authority. As a minimum this includes:

➢ New Pupil and Deletion returns

➢ Attendance returns 

➢ Sickness returns

If your school is not currently sharing data as part of the local arrangements, you will receive an e-mail 

from attendancedatacollection@norfolk.gov.uk within the next two weeks providing guidance on what you need to do next.

If you already provide attendance data to the LA via the local arrangements, please also contact attendancedatacollection@norfolk.gov.uk if:

1.   You have changed Management Information System provider over the Summer as this will impact on data collection.

2.   You are unsure of who we hold as your contact for the local data feed and/or would like to make a change to the contact.

https://www.legislation.gov.uk/uksi/2024/209/contents/made
https://www.gov.uk/guidance/share-your-daily-school-attendance-data
https://www.gov.uk/government/publications/monitor-your-school-attendance-user-guide/monitor-your-school-attendance-user-guide
mailto:attendancedatacollection@norfolk.gov.uk
mailto:attendancedatacollection@norfolk.gov.uk


Similar schools comparison report – available now

23

To download it:

1. Log into View your education data

2. Select Monitor your school attendance

3. Select 'Similar schools comparison report'

 



Your similar schools comparison report 

On the Insert ribbon select Header and Footer to edit this holding text 24

Headline attendance 

compared to the median of 

similar schools.

Overall absence by week 

compared to the median of 

the similar schools

Attendance by pupil group 

compared to the median of 

the similar schools

Up to:

 3 areas of relative strength

 3 areas to focus on



Targeting Support Meetings

Schools are expected to participate in these meetings in line with 'Working together to improve school attendance.' The number of meetings a 

school is expected to have is outlined within the DfE guidance and depends on the level of the attendance challenges in the school:

➢ If your school's attendance levels were below the national average for your phase, it is expected that you book a TSM for each term

➢ If your school's attendance levels were above national average for that phase, you may if you want only schedule one TSM for the academic 

year.

We would encourage all secondary schools in Norfolk to book a TSM for each term, whether above or below national average. If your setting's 

attendance rates are above the national average for your phase and you wish to meet with us termly, you are welcome and invited to do so.

Booking your TSM
To book your TSMs for the academic year:

• Visit the following page: NCC Targeting Support Meeting Bookings

• Select the meeting type that applies to your school setting.

• Select the date you wish to book in the calendar.

•Select a time from the available options.

• Add your details into the required fields, ensuring to include the name of your school.

• Select book and you will receive an email confirmation of your booking.

Please note:

• If you wish other colleagues to attend, you can forward the meeting invitation.

•When booking a meeting for each term, you will need to repeat this process for each booking.

•If a date or time is unavailable that is because the slot is already booked, or the date falls outside of term-time based on the Norfolk calendar.

https://outlook.office365.com/owa/calendar/TESTTSMBOOKINGS@NorfolkCounty.onmicrosoft.com/bookings/


Save the date!

Keep up to date with Attendance news and 

events via:

Attendance news and events page

And by registering to receive weekly emails 

and updates from the News for Norfolk 

Education Providers.

Webpage for News for Norfolk Education 

Providers can be found here. 

Attendance Spotlight Webinars

Will be held approximately on the last Thursday of each 

month. They will begin at 10.30am and can be accessed 

via the links in the Upcoming events section of 

Attendance news and events page. Autumn Term 

schedule:

5th June 2025 – CME focus

3rd July 2025

Countywide Attendance Network Meetings

Summer Network Meeting: Thursday 26th June 

All held in person at The Inspiration Teaching Hub. 

Click here to book 

 

https://www.schools.norfolk.gov.uk/article/29612/Attendance-news-and-events
https://csapps.norfolk.gov.uk/ecourier3/
https://www.schools.norfolk.gov.uk/news
https://www.schools.norfolk.gov.uk/article/29612/Attendance-news-and-events#h2
https://s4s.norfolk.gov.uk/Training/27-02-2025


Further support and guidance can be 

found at:

School attendance - Schools 

(norfolk.gov.uk)

If you have any further questions that 

have not been answered today, then 

please contact the Attendance Team 

on 01603 233681 or at 

csattendance@norfolk.gov.uk 

https://www.schools.norfolk.gov.uk/pupil-safety-and-behaviour/school-attendance
https://www.schools.norfolk.gov.uk/pupil-safety-and-behaviour/school-attendance
mailto:csattendance@norfolk.gov.uk
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