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Please address enquiries to: Gordon Bulloch/EL&L/Abdnshire 

 

Telephone: 01224 664609 Circulation Date: 05/09/2011 

 

Subject: Configuration of the School Day – Consultation Procedures 

 

The most recent advice on procedures to be followed when changes to the 

configuration of the school day are proposed was issued to schools through Circular 

PP4/115 dated 22 June 2007. 

 

Since the last Circular was issued a corporate policy and procedure for consultation 

has been developed.  A number of documents relating to the corporate approach to 

consultation have been drawn up and these are available on Arcadia. 

 

Before starting any consultation process involving pupils, staff, parents, and the 

wider school community, Head Teachers should consult with the Public Transport 

Unit and the School Catering Service to confirm that the proposed changes would 

incur no additional costs.  Once this has been confirmed, Head Teachers should 

familiarise themselves with the corporate policy and procedure on consultation.  A 

key document is the Consultation Toolkit which includes practical advice on effective 

consultation methods and steps to be followed to meet the requirements of the 

corporate consultation policy.  Please use the following link to the corporate 

documents on consultation: Community Engagement (sharepoint.com) 

 

All consultation activity, including that related to the configuration of the school day, 

must be registered on the Council’s Consultation Database prior to its 

commencement.  The “Stages in Consultation” listed on pages 6 and 7 of the 

Consultation Toolkit should be followed.  Particular reference should also be made to 

https://aberdeenshire.sharepoint.com/sites/CDSHub/SitePages/Engagement-and-Participation-Guide.aspx?xsdata=MDV8MDJ8bGlzYS5yZXBwZXJAYWJlcmRlZW5zaGlyZS5nb3YudWt8MDUxNWIyOWIxZTg4NGZlMmMzOWEwOGRlMzBiNDE1NzJ8ZmVkOTkzMDY0ZDJkNDQwOTk1OWRkMGVkYjczMDRhMGJ8MHwwfDYzOTAwMTc0NzIwMzM0NTY2OXxVbmtub3dufFRXRnBiR1pzYjNkOGV5SkZiWEIwZVUxaGNHa2lPblJ5ZFdVc0lsWWlPaUl3TGpBdU1EQXdNQ0lzSWxBaU9pSlhhVzR6TWlJc0lrRk9Jam9pVFdGcGJDSXNJbGRVSWpveWZRPT18MHx8fA%3d%3d&sdata=ZDMzMXZhN05rQ2hhQ1dOSTN4cnBZQ0JXd1RSNE1KSGdZODZaTUd4L3hOZz0%3d&clickparams=eyAiWC1BcHBOYW1lIiA6ICJNaWNyb3NvZnQgT3V0bG9vayIsICJYLUFwcFZlcnNpb24iIDogIjE2LjAuMTkyMzEuMjAyNDYiLCAiT1MiIDogIldpbmRvd3MiIH0%3D
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advice on Planning the Consultation (pages 12-15 of the Toolkit), Analysis of Results 

(page 16), Evaluation of Consultation Process (pages 17-18), and the Evaluation 

Checklist (page 54).  In relation to Methodologies to be used the information in the 

sections with Public Meeting (pages 30-31), Self-Completion/Postal Surveys (pages 

36-37), and Written Documents (pages 41-42) will be of particular relevance to 

schools when consulting on changes to the configuration of the school day. 

 

1. Proposed changes to the configuration of the school day (where these do 

not affect the start/finish time of the school day and the duration of the 

school lunch break) 

 

Where it is proposed to alter the internal configuration of the school day (where 

the proposed changes do not affect the start/finish time of the school day and the 

duration of the school lunch break) there should be: 

 

i. A prior request to proceed and discussion on the consultation process 

with the Area Head of Service 

ii. A sound educational rationale for the proposed changes formally recorded 

in writing 

iii. Consultation with teaching staff 

iv. Communication of proposed changes to school support staff 

v. Consultation with the Parent Council and the wider parent body 

vi. Consultation with the Pupil Council 

After the consultation process has been completed a decision should be taken 

by the Head Teacher to implement the proposed changes if there is: 

i. A two thirds majority of the teaching staff who vote in favour of the 

proposed changes 

ii. No significant opposition from parents 

Thereafter the decision should be communicated in writing to the Area Head of 

Service, all staff, parents, and pupils with information provided on the results of 

the consultation exercise. 

 

2. Proposed changes to the configuration of the school day (where these 

affect the start/finish time of the school day) 

Where it is proposed to alter the configuration of the school day (where the 

proposed changes affect the start/finish time of the school day) there should be: 

i. A prior request to proceed and discussion on the consultation process 

with the Area Head of Service 

ii. A sound educational rationale for the proposed changes formally recorded 

in writing 

iii. Consultation with teaching staff 

iv. Consultation with school support staff 
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v. Consultation with the Parent Council and the wider parent body 

vi. Consultation with the Pupil Council 

vii. Consultation with the Head Teachers of associated primary schools, if a 

secondary school is initiating the proposal 

viii. Consultation with the Head Teachers of the associated secondary school 

and network primary schools, if a primary school is initiating the proposal 

ix. Consultation with after school providers and community users 

After the consultation process has been completed a decision should be taken 

by the Head Teacher to progress the proposed changes through referral to the 

Area Head of Service, if there is: 

i. A two thirds majority of the teaching staff who vote in favour of the 

proposed changes 

ii. No significant opposition from school support staff 

iii. No significant opposition from parents 

iv. No significant opposition from other Head Teachers in the CSN 

The proposed changes should be submitted to the Area Head of Service.  Final 

approval can only be given after the relevant Elected Members have been 

informed. 

3. Proposed changes to the configuration of the school day (where these 

affect the duration of the school lunch break) 

 

The steps to be followed are for those described in 2 above, expect there is no 

requirement for consultation with the Head Teachers of other schools in the 

CSN. 

 

In relation to the configuration of the school day, the following pupil teaching 

entitlements should be provided, with effect from August 2010: 

 

Primary:  25 hours per week 

 

Secondary: 27.5 hours per week 


