TIMETABLES – PROCEDURE FOR TEACHING STAFF
Note: revised timetable template now includes a column for the teaching Week Number. This will enable Admin to readily identify the effective week number for billing purposes.  Timetables must record all teaching, FAP and music centre activities including theory and Mini Maestros.
Please email timetables to the new email address for your curricular area (please refer to the Admin Update document). 
BEGINNING OF A NEW TEACHING YEAR
July				Teacher: 	prepare full teaching timetable for Week 1 and submit to Admin 
July/Aug		 	Admin:		update timetable info on Paritor
						action parent instructions e.g. withdrawals  (including notifying teachers)
						place new starters into groups etc and notify teacher accordingly 
Late Aug			Admin:		circulate Teaching lists and Teaching Schedules to teaching staff
Prior to 1st week of term	Teacher:	update timetable taking into account information received from Admin over the summer
September			Admin:		continue to notify teachers of immediate withdrawals and requests to change type of lesson   
By Mid September		Teacher		submit revised timetable to Admin
Thereafter			Teacher		notify teaching changes within 7 days by means of an updated timetable

Note:  Treat Ensembles/Bands/Choirs/Theory and Mini Maestros etc as a lesson:  allocate a group letter, enter the name of the group, the time and the duration, but not pupils names.  Staff who for example, teach only Mini Maestros classes, where there is no change from term to term, are only required to submit a timetable at the beginning of the teaching year.


HOW TO RECORD CHANGES TO YOUR TIMETABLE
Any teaching changes which impact Timetable groupings, total hours, parent invoicing, etc. must be notified to Admin within 7 days of the change.  The required method of notification is by means of submitting an updated timetable. You will already hold a copy of the timetable on your computer, so this should not prove onerous.
All timetable updates must be made in red so that the changes are readily identifiable to the Admin.  Remember to revert to black once the timetable has been emailed to Admin. Always remember to adjust your hours in the summary section.  
The examples referred to below may be viewed on at www.berkshiremaestros.org.uk/staff/timetables  from where a new timetable template may also be downloaded. They are not intended to be an exhaustive guide but are intended to lay down a general principle. 
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NEW STARTERS	New Group
· add pupils to timetable 
· allocate new group letter
· enter ‘NS’ by pupils name PLUS the start week number
· schedule the new pupil(s) in from appropriate week – enter lesson time.    (Ex 1a)
	Joining existing group
· add pupil’s name to the current group on timetable
· enter ‘NS and start week number by new pupil(s) name
· highlight the lesson time in red for the start week number
· update subsequent lesson times as necessary.  Where rotating timetable is in operation – update and replace.  (Ex 1b).  	
RE-GROUPINGS	Group lesson duration change e.g. G30 to G20  (eg pupil left group)
· update timetable with new code e.g. G20/G30
· highlight the time for the Group against the Week Number when this change occurred
· update times of subsequent groups.    (Ex2)

GROUP OF 1	You may teach a pupil left in a group of 1 for 5 weeks only. You must ask Admin to inform the parents of the options available. During this 5 week period of grace you must endeavour to recruit or regroup.
	Should the parents ultimately withdraw the pupil, submit a new timetable with the slot marked ‘Spare’ (see below). 
GROUP PUPIL TO INDIVIDUAL
· remove leaver(s) name(s) from the existing group
· amend details for existing group if change results in a group of two or a group of 1
· allocate a new group letter; enter pupil’s name / lesson type / and e.g. ‘XFER to IND Week 6’’
· Enter lesson time in the row for the week number when change took effect (Ex 3)
INDIVIDUAL TO GROUP
· add pupil into existing group (or into a new group)
· enter ‘XFER FROM IND  Week X’ by pupil’s name 
· amend lesson type if necessary / amend timings of subsequent  groups is necessary (Ex 4)
CHANGE OF DAY or TEACHER– MUSIC CENTRE LESSON
· create new group. If change of teaching day only,  enter ‘Day Change from Week No  ‘ against pupil; if a teacher change enter ‘XFER From Teacher Name Wk No  ‘. (Ex 5a/5b)
EMPTY SLOT e.g. pupil(s) withdraw during term
· submit new timetable with ‘SPARE’ entered in the empty slot.  (See Ex 6). Continue to include in overall hours while you seek to recruit  (Ex 6)
