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Timetabling Policy 
1. Purpose
The purpose of this policy suite is to establish a coherent, equitable, and transparent framework for the planning, delivery, and review of timetabled learning activities across Dancebox Studios and Theatre Works Further Education (FE) and Higher Education (HE) provision. The policy supports effective curriculum delivery, learner engagement, safeguarding, quality assurance, and compliance with regulatory and inspection requirements.
2. Scope
This policy suite applies to:
· All FE and HE programmes delivered by Dancebox Studios and Theatre Works 
· All students, including those aged 16–18
· All academic and support staff involved in curriculum planning and delivery
· All timetabled learning activities, including on-campus, online, and hybrid provision
3. Legislative and Regulatory Context
This policy operates within the context of:
· Ofsted Education Inspection Framework (FE provision)
· Office for Students regulatory framework
· UK Quality Code for Higher Education (QAA)
· Equality Act 2010
· Safeguarding and child protection legislation
4. Principles
Timetabling arrangements are underpinned by the following principles:
· Educational coherence and curriculum intent
· Equity and fairness in access to learning
· Safeguarding and learner welfare
· Efficient and effective use of resources
· Transparency, consistency, and accountability
5. Roles and Responsibilities
5.21 Senior Leadership Team
The Senior Leadership Team ensures that timetabling processes align with strategic priorities, regulatory requirements, and quality assurance frameworks.
· Coordinating timetable planning across FE and HE provision
· Allocating appropriate teaching spaces and specialist facilities
· Ensuring compliance with safeguarding, health and safety, and accessibility requirements
5.1 Course Leaders
Course Leaders are responsible for:
· Providing accurate programme structures and staffing information
· Ensuring timetables support pedagogical and assessment requirements
· Identifying programme-specific constraints or learner needs
5.2 Staff and Students
Staff and students are expected to engage with published timetables and communicate concerns through appropriate channels.
6. Timetable Design and Planning
6.1 Academic Considerations
Timetables will:
· Support progression and achievement
· Avoid unreasonable clustering of sessions or assessments
· Allow appropriate breaks between learning activities
· Reflect programme specifications and learning outcomes
6.2 FE and 16–18 Safeguarding Considerations
For FE learners, particularly those aged 16–18:
· Timetabled sessions will take place within appropriate hours
· Adequate supervision will be ensured
· Transitions between sessions will be planned to minimise safeguarding risks
6.3 HE Provision
HE timetables will:
· Balance contact time with independent learning
· Reflect diverse learner needs, including part-time and commuter students
· Support academic engagement and progression
7. Publication and Communication
Timetables will be published in advance of each academic term. While the College will endeavour to minimise changes, amendments may be necessary due to operational or academic requirements. Any changes will be communicated through official College channels.
8. Equality, Diversity, and Accessibility
The College is committed to ensuring that timetabling practices do not disadvantage learners or staff. Reasonable adjustments will be made in accordance with the Equality Act 2010 and relevant College policies.
9. Monitoring and Review
Timetabling effectiveness will be monitored through:
· Learner and student feedback
· Attendance, retention, and progression data
· Quality assurance and review processes
This policy suite will be reviewed annually or in response to regulatory change.

Appendix A: Timetabling Complaints and Appeals Procedure
A1. Purpose
This appendix outlines the process through which students may raise concerns, complaints, or appeals relating to timetabling arrangements, ensuring fair, transparent, and timely resolution.
A2. Stage 1: Informal Resolution
Students should raise concerns with their Course Leader in the first instance. Many issues are expected to be resolved informally at this stage.
A3. Stage 2: Formal Complaint
If unresolved, a formal complaint may be submitted in writing to the College Principal. The complaint should outline the issue, its impact, and any supporting evidence. A written response will normally be provided within 10 working days.
A4. Stage 3: Appeal
Appeals may be submitted where procedural irregularity or failure to consider relevant information is alleged. Appeals will be reviewed by a senior member of staff independent of the original decision. The outcome will be final.
A5. Safeguarding and Adjustments
Complaints involving safeguarding concerns or reasonable adjustments will be prioritised and managed in accordance with relevant College policies.

Appendix B: HE Timetabling Addendum (QAA-Aligned)
B1. Academic Quality and Standards
HE timetabling arrangements support the delivery of programme learning outcomes and align with validated programme specifications and the UK Quality Code for Higher Education.
B2. Student Experience
Timetables are designed to support meaningful engagement, clear communication, and effective access to learning resources.
B3. Learning Resources
HE timetables ensure appropriate access to specialist facilities, digital learning environments, and academic support services.
B4. Continuous Enhancement
Student feedback is used to inform ongoing enhancement through established quality assurance mechanisms, including module evaluation and programme review.

Appendix C: FE Timetabling Addendum (Ofsted Inspection Focus)
C1. Curriculum Intent, Implementation, and Impact
Timetabling supports:
· Intent: Coherent curriculum planning and progression pathways
· Implementation: Consistent delivery of planned learning hours
· Impact: Positive learner outcomes, attendance, and progression
C2. Safeguarding and Welfare
Timetabling arrangements prioritise learner safety, supervision, and wellbeing, particularly for 16–18 learners.
C3. Attendance and Engagement
Timetables support high expectations for attendance and punctuality, with monitoring in place to identify and address barriers.
C4. Equality and Inclusion
Timetabling practices promote inclusion and remove barriers to participation, supporting all learners to succeed.
C5. Inspection Readiness
Evidence of effective and responsive timetabling is maintained to demonstrate compliance with Ofsted expectations.

image1.jpg
DANCEBOX

STUDIOS & THEATRE WORKS




