
Reduced Time Table (RTT) Flowchart 
for Designated Teachers 

 
 
 
 
 
 
 

Explore other options 
for full time education 

Not agreed 

Professionals meeting/PSP is arranged and held by school, 
VSK, SW, CIC and FC need to be invited by school.  
Consent from person with PR must be obtained to proceed.  
(If yp has an EHCP then school consult SEN manager to seek 
consent. 
If yp has Health Needs, school consult HNS to seek consent) 

       RTT is being considered. 
Consult with VSK Locality Asst Head/ 
VSK EWO . Explore any alternative 
options.  

DT Activities - arrangement 
Undertake Risk Assessment (RA) and ensure PSP is in 
place as per KCC policy. 
Ensure RTT is recorded via Kelsi front door (KCC 
policy) 
Ensure RTT section of the Pep is completed. 

VSK attach RA & Meeting minutes to PEP 
.system ; VSK complete RTT Summary and share 
with partners 

DT Activities - monitoring 
Organise 6 wk review meeting inviting 
SW/FC/VSK/CIC 
Alert staff to temporary timetable.  
Ensure correct coding on register 
Work jointly on actions to improve outcomes 
for young person & complete RTT by week 8 
 

VSK Activities: 
Discuss at Locality Meeting 
Monitor & support to make sure on track to 
complete by 8 weeks. 
Recording on VSK systems. 

Agreed 

New RTT for further 
period requested 

Agreed 

DT Activities  
Close PSP  
Inform Kelsi of end date 
Monitor within school 
Ensure support is in place if required 
 

RTT ends and yp 
is in FTE 


