Changes to the School Day: Guidance to Governing Bodies

and Headteachers


Introduction

Under section 41(1) (b) of the School Standards and Framework Act 1998 the governing body of a community, voluntary controlled or community special school are responsible for determining the times of the school sessions. That is to say, the times at which each of the school sessions are to begin and end on any day. 

The Regulations, Change of School Session Times (England) Regulations SI 1999/2733, set out the procedures to be taken by the governing body of such a school before making any change in its session times. They do not apply in relation to foundation, voluntary aided, foundation special schools or maintained nursery schools, however the DCSF advises in its Governors’ Guides to the Law that “it is recommended that the governing body of such schools follow the same procedures when considering changes”.

PROCEDURES TO BE FOLLOWED BY A GOVERNING BODY WISHING TO CHANGE A SCHOOL’S SESSION TIMES
If a school wishes to extend or shorten or otherwise alter the timing of a morning or afternoon session then it must first follow certain procedures.  These are set out in the “The Changing of School Session Times (England) Regulations 1999” made under section 41 (3) of the School Standards and Framework (SSAF) Act and replace sections 148 of the Education Act 1996. Details are given below.

Governing bodies will usually delegate the responsibility for consultation with the Local Authority to the head teacher.  This guidance clarifies which Children and Young People’s Directorate (CYPD) services should be informed of the school’s proposals.  A flowchart (Annex 1) shows the consultation process, which the governing body should follow.  

Please note that this guidance relates specifically to change the start and end of the school day.

Guidance on changing arrangements that do not affect the start or end of session times is given in Annex 2.

CONSULTATION


1. Consulting the LA Head teacher and Staff

Before a school’s session time can be changed the Governing Body must consult the local authority (LA), the school’s Head teacher, and all persons employed in any teaching or non-teaching post at the school about their plans.

If a governing body want to make any such changes they must first consult the LA, by contacting  Bob Anderson banders@ealing.gov.uk    in the first instance.

2. Preparing a Statement

The Governing Body must then prepare a written statement indicating that they propose to make a change to session times, specifying the proposed change and when it is proposed to take effect.  Schools might find it helpful to show both current and proposed session times.  The statement must draw attention to and include the LA’s written comments as an annex, if so required by the LA.  The statement and any annex must be in such language or languages (in addition to English) as the Governing Body consider appropriate or as the local authority may direct.


CIRCULATING THE STATEMENT

3. Telling the Parents

The Governing Body must circulate the statement to all parents of registered pupils at the school.  Although the regulations make no reference to circulating the statement to all persons employed at the school in any teaching or non-teaching post, the DCFS recommends that it would be good practice for the Governing Body to do so.  The statement must be circulated, and made available for inspection at school, at least two weeks before the meeting referred to below and of which details are given in the statement.  The school should also, if using pupils post, take such steps as are reasonably practicable to ensure that parents of pupils absent from the school are also given the information at least two weeks before the meeting.


CALLING A MEETING


4. Arranging a Meeting

The governing body must provide an opportunity for all parents of registered pupils at the school, the head teacher and others whom they wish to invite, to discuss the proposal at a meeting.  Details of the meeting must be given in the statement referred to above.  A minimum of two weeks’ notice should be given before the meeting is called.  The governing body must consider any comments made at the meeting, before determining whether the proposed changes should be implemented with or without any modifications.

GIVING NOTICE TO PARENTS, STAFF AND THE LEA


5. Giving Notice

If the governing body then decide to go ahead with a change to session times they must inform the LA and parents of all registered pupils of the change and when it is to take effect giving a minimum of three months notice where the changes affect the start and finish times of the school day and 6 weeks’ notice for all other changes (i.e. changing the times of the midday break).  Staff clearly also need to be advised.


TAKING EFFECT OF CHANGED SCHOOL SESSION TIMES


6. Timing

The new school sessions times must be implemented at the start of the school year (usually the first part of September) where the changes affect the start and finish times of the school day and the start of the school term for all other changes (i.e. changing the times of the midday break).
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Annex 2

Changes to arrangements other than at the start/end of school session times

The head teacher is responsible for arrangements at the beginning and end of the school day, which form part of the day-to-day management of the school.  There is no formal requirement to consult with parents before changing arrangements, which do not affect the session times.

It is not uncommon however, particularly in primary schools, for parents to express concerns at changes about which they have had little prior communication or opportunity to express a view. This is sometimes the case when parents see the changes as reducing their access to staff to discuss their children’s progress or if the changes reduce or prevent them accompanying children in the classroom, this can result in complaints to the governing body which may be unaware of the nature of, or rationale for, the changes.

Head teachers are therefore advised to inform the governing body of proposed changes, which may generate such a parental response in order that governors are clear about the reasons for the proposed changes and support them.  It is also advised that parents are informed in advance of the reasons for any changes and the educational benefits, which the changes will bring.
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CHANGING OF SCHOOL SESSION TIMES
	School Name:
	


	DfES No.
	


Current School Session times:

(Please complete as appropriate, showing differences, if any, for different Key Stages).

	
	Nursery Class
	
	Key Stage 1
	
	Key Stage 2

	Morning:


	
	
	
	
	

	Lunchtime:


	
	
	
	
	

	Afternoon:


	
	
	
	
	


Governors have considered the above session times and wish to consult parents on the following proposed changes:

	
	Nursery Class
	
	Key Stage 1
	
	Key Stage 2

	Morning:


	
	
	
	
	

	Lunchtime:


	
	
	
	
	

	Afternoon:


	
	
	
	
	





SPECIMEN LETTER - CHANGING OF SCHOOL SESSION TIMES
Dear Parent,

Governors have considered the current school session times and are proposing to make changes.  The current times are:-

	
	Nursery Class
	
	Key Stage 1
	
	Key Stage 2

	Morning:


	
	
	
	
	

	Lunchtime:


	
	
	
	
	

	Afternoon:


	
	
	
	
	


The proposed changes, if approved, will take effect from (date) and details are:

	
	Nursery Class
	
	Key Stage 1
	
	Key Stage 2

	Morning:


	
	
	
	
	

	Lunchtime:


	
	
	
	
	

	Afternoon:


	
	
	
	
	


The LEA has been consulted on the proposed changes.  (Views, if any, to be included here).

To give all parents an opportunity to discuss the proposals, a meeting will be held in the school on (date and time).  If you wish to comment on the proposals please make every effort to attend.  If you are unable to attend, you may wish to write to me giving your views and these will be taken into account.

The Governing Body will consider any comments made at the meeting, before deciding whether the proposed changes should be made, with or without modifications.  

Yours sincerely,

Headteacher




SPECIMEN LETTER - CHANGING OF SCHOOL SESSION TIMES
Dear Parent,

Following the recent consultation regarding proposals to change the school session times, I am writing to inform you that

(Option 1):
the Governors have decided not to change the school session times and they will, therefore, remain as present.

(Option 2):
the Governors have decided to change the school session times and details are:

	
	Nursery Class
	
	Key Stage 1
	
	Key Stage 2

	Morning:


	
	
	
	
	

	Lunchtime:


	
	
	
	
	

	Afternoon:


	
	
	
	
	


Please note that the changes to the school session times will take effect from (date).

The Governors have also asked me to thank you for your views expressed during the consultation period.

Yours sincerely,

Headteacher

Copy to: B Anderson
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