PROCEDURE FOR CHANGING SCHOOL SESSION TIMES

Some of you may be thinking about changing your school session times to ensure children at your school are receiving the prescribed taught time for the curriculum.  Alternatively you may wish to amend your times to enable the provision of extra-curricular opportunities over the lunchtime period.

Whatever the reasons your governing body must follow the procedures set out in the “Changing of School Session Times (England) Regulations 1999”, which apply to community and community special schools and voluntary controlled schools.  The main points of the legislation are set out below:

· New school session times must be implemented at the start of a school year (September) where the changes affect the start and finish times of the school day.

· All other changes (ie changing the time of the midday break) must be implemented at the start of a school term.

· Governing bodies must give a minimum of three months notice where the changes affect the start and finish times of the school day and six weeks notice for all other changes.   In order to meet the three-month notice period required the consultation should have taken place and governors made their final decision by 31 May in any year for a September commencement.

· Before a school’s session time can be changed, the governing body must consult the local authority (please send consultation letters to Marilyn Barby), the headteacher and all persons employed at the school about their plans.

· Governors should also consult with any neighbouring and partner schools as they could be affected by any proposed changes.

· If children at your school are provided with free home to school transport then it would be a good idea, prior to consultation, to discuss any proposals affecting the beginning and end of the school day with colleagues in the Passenger Transport Section (tel: 252526).  The Passenger Transport Section will check whether the proposals can be managed by the contractor and if any increase in cost might result.  This information will also form part of the LA’s comments.

· Following consultations the governing body must then prepare a written statement indicating the proposed changes and anticipated date of implementation, which must draw attention to and include the LA’s written comments as an annex, if so required by the LA.

· The governing body must circulate the statement to all parents of registered pupils at the school and it is recommended that the statement is circulated to all employees. The statement should also be made available for inspection at the school.

· A meeting must be held to provide an opportunity to discuss the proposals and the written statement should include the details of this meeting and be circulated at least two weeks before the meeting is scheduled to take place.

· The governing body must consider any comments made at the meeting before determining whether the proposed changes should be implemented.

· If the governing body decides to go ahead with the proposal it must inform the LA and parents of the change and inform them when it is to take effect, giving the appropriate notice as indicated above.  Staff will also need to be advised.

If you have any queries about these regulations please telephone Marilyn Barby, Schools Admissions & Transport Manager, on (01908) 253242 or email marilyn.barby@milton-keynes.gov.uk.
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