
Principles of Timetabling

27th April 2021

Martina Donnellan – Fingal Community College

Noel Kelly – Griffeen Community College



Content:

• Actual allocation -Breakdown/Analysis

• Reading utilisation sheets.

• PTTCF/Online Part time pay roll

• Guidance

• SEN allocation including ASD

• Curricular planning

• Options

• Staff auditing trail

• Predicting allocation/Revising plans

• Curricular Concessions





Reading 
Utilisation
Sheets:





PTTCF
Steps for Monthly Process 

Create Contracts. (Contracts and Requests)

Enter Daily Adjustments. (Adjustments and 
Daily Reports)

Generate Daily Reports. (Adjustments and 
Daily Reports) 

Create Timesheets. (Timesheets and monthly 
Reports)

Run Timesheet Reports. (Timesheets and 
monthly Reports) 

Close Period. (Timesheets and monthly 
Reports)



Guidance Allocation:

Allocation

ALLOCATION: 19:1

How do we get it?  

Total number of students returned as of the 
31st October

E.G     793 students returned /19 = 41.74

Guidance Allocation

• Guidance Allocation: 18.5 : 1

• E.G. 793/18.5 =42.86- 41.74= 1.3

• 1.3 IS YOUR ALLOCATION FOR GUIDANCE 
WEEKLY

• 1.3=28.5 HOURS WEEKLY= 951.9 HOURS 
FOR THE YEAR



Use of 
Guidance 
Hours: 

How are you 
going to use 
it?

40-minute/1hour classes

Measure number of students that 
you have to cater for:

Time allocated to 1 to 1 guidance

Small group or classroom contact





SEN 
Allocation

• SET allocation

• Included with allocation

• Isolate and ring fence 
• AEN/SEN & Special Class allocation

• Work with SENCO

• Policy, procedure and practice differs from 
school to school

• https://ncse.ie/set-hours-and-sna-
allocations

• Circular No 0014/2017

https://ncse.ie/set-hours-and-sna-allocations


Timetabling 
of SEN Hours



Documentation 
of Hours

Allcoation EAL SET CROí

Joe Bloggs 0.49 0 0 0

Peter Bloggs 1 0 1 0

Jayne Bloggs 1 0 0 0

Sarah Bloggs 1 0 2 0

Philip Bloggs 1 0 0 0

Tom Bloggs 1 0 0 1

James Bloggs 1 0 0 0

Ann Bloggs 1 0 2 0

Rachel Bloggs 1 4 0 0

Paul Bloggs 1 0 2 0

Joan Bloggs 1 0 3 3

Thomas Bloggs 1 0 4 0

Andrew Bloggs 1 0 3 0

Alex Bloggs 1 0 0 0

Gill Bloggs 1 0 1 2



November
brings 
a cautious
breathing
space  

• Phase 1

• August to November 

• Set up contracts

• September Returns

• October Returns 

• Monitoring and Tracking 
Utilisation

• PTTCF/Part time payroll System

• S&S 

• Timetable



Leading 
Teaching and 
Learning



Sample 3 Year Curricular planning
1 Hour Classes (2021 Cohort)

Subject 1st year Required 2nd year Required 3rd Year Required

Tutorial 1 7 1 7 1 7

English 3 21 2 14 3 21

Irish 2 14 3 21 3 21

Maths 3 21 2 18 3 27

History 2 14 3 21 2 14

Geography 2 14 3 21 2 14

PE 1 7 2 14 1 7

CSPE 1 7 1 7 1 7

SPHE 1 7 1 7 1 7

Wellbeing 1 7 0 0 0 0

Religion 2 14 3 21 2 14

Language 2 18 2 18 3 27

Science 2 18 2 18 3 27

Option 1 3 20 2 20 2 20

Option 2 3 22 2 22 2 20

Totals 29 211 29 229 29 233



Phase 2: 
November to 
February  

Curricular planning

New 1st years versus 6th years leaving

Time requirement 

Options for 1st Year  - process used and what to offer

Options for 5th Year – process used and what to offer

Option information sessions



Planning and 
review
November 
to 
March

Phase 2

November to 
February/March 

Curricular 

Planning

Option events

Collecting 
options

Curricular 
Reviews

WHO's in 

WHO's out

Auditing of 
staff

Do we need 
interviews?



Audit to future Timetable



Phase 3: 
March - May

Predicting allocation

Looking back to September/October 
returns

Will the allocation fall – what needs to 
happen

Will the allocation rise –why and what 
need to be addressed



Curricular 
Concessions 
Application

Requirement on school management 

Sudden and unanticipated difficulty

If difficulty not solved via staffing 
allocation through it’s school planning 
and management processes

School is in a developing or declining 
enrolment situation.



Curricular concessions may 
not be sought for:

Special Education Needs – refer to the NCSE

EAL support – submit an appeal to Head 
Office

PLC – to be managed within the PLC 
allocation

Chaplain

Aonad

Small School/Single Catchment area

Traveller support

Sanction of an application from a teacher for 
approved leave of absence, i.e. jobshare, 
career break or secondment



Curricular concessions may 
not be sought for:

• Leaving Certificate Applied programme – allocation is 
provided

• Guidance Provision – allocation is provided based on 
enrolments

• New Leaving Certificate Subjects -

• Politics/Science, PE, Computer Science

• Wellbeing

• Religion – See Circular 13/2018

• Junior Cycle Reform professional time

• Retention or development of a curricular provision 
that cannot be sustained within enrolments, staffing 
entitlement and school plans



Before 
deciding to 
apply for a 
curricular 
concession(s) 

A school must first:

• Conduct a comprehensive review of curricular 
planning and staff deployment (curricular audit) to 
ascertain if the curricular needs of the school can 
be met within the normal staffing allocation from 
2021/2022 onwards.

• Ensure that all approved teaching posts are fully 
utilised and timetabled.

• Consider if the school will be eligible for an 
additional allocation in respect of projected 
increase in enrolment in the 2021/2022 school 
year. This allocation may be sufficient to complete 
the timetable.

• Consider the options of inter-school co-operation 
at local level in the sharing of existing teaching 
staff and resources, especially in regard to minority 
subjects in order to provide efficient and effective 
educational services to the locality.



The 
application 
should 
include the 
following 
information:

• How the situation arose
• How the school authority has engaged in 

effective school planning and staff 
deployment to address the shortfall

• The period for which short-term support is 
needed to enable the school authority to 
respond to identified curricular problems 
(normally for 1 school year, but not exceeding 
3 school years)

• Any particular requirements of small stand-
alone schools

• Potential for curricular needs to be met 
through inter school co-operation 
arrangements with neighbouring schools

• Exceptional factors that the school authority 
considers to be relevant

• NOTE: Over time, concessions lead to CIDs



Then the 
cycle

continues
& starts 

over 
again

Predicting 
allocation

Curricular planning

Staff auditing

Options

SEN allocation 
including ASD

Actual allocation

Revising plans due 
to change in 
allocation

Reading utilisation 
sheets.

Curricular 
Concessions



Thank 
You

For any further queries please do 
not hesitate to contact us at:

Noelkelly@griffeencc.ie

Mdonnellan@fingalcc.ie

Have a great summer!

mailto:Noelkelly@cpsetanta.ie
mailto:Noelkelly@cpsetanta.ie
mailto:Mdonnellan@fingalcc.ie

