Burnham Copse Primary School

Registration of children

Aims:
To have clearly understood systems for the management and handling of class Registers.

For clearly understood and communicated marks to be used consistently throughout the school.


To enable children’s attendance to be tracked and monitored.

Class Registers

Children’s names in the class register are listed in alphabetical order by surname, putting christian name first. Attendance registers are marked at the beginning of each session i.e. 8900 in the morning and 1.00 in the afternoon. 

Teachers must not mark a child present unless the child is in the room when they call the register. If a child is known to be in school, an adult must be despatched immediately to find them.
Any changes to the register must be made clearly, distinguishing between the original entry and the correction.  Both the original entry and any correction must be preserved.

Any child arriving after 9.00 (i.e. after their name has been called) is recorded as present by inserting a red L(late) into the 0 already recorded for their absence.

Totals are inserted at the bottom of the column (in black) by the person calling the Register. If a child arrives after the totalling process, a red +1 is written alongside the total figure.

Authorised absences, which should be notified to school by written letter or telephone call, are recorded with a black 0 with the following red letters inserted into the circle. 

	C
	for exceptional circumstances, for example a family bereavement

	E
	for temporary or permanent exclusion

	H
	for holiday

	M
	for sickness or medical or dental treatment 

	R
	for religious activities

	T
	for temporary absence from area, for example family travelling

	
	


Approved educational activities are recorded separately, but are counted as presence when used for statistics for returns.

   Use    V  for educational visits

Inset days should be recorded using a large black dot.

Registers are returned to the Office by designated children as soon as they are completed at the start of each session. Any child arriving after the register has been returned is sent or accompanied to the office to report in.

Any child arriving later than 9.00am, is marked as L and time in noted along column for day i.e. no3 in at 9.40. Similarly, any child being taken out of school is marked as ‘out at’ (time) and back ‘in at’ if applicable (this is an office responsibility).

Notes

Absence notes and authorised holiday forms are kept in a large envelope affixed to the back cover of each register. 

If a school letter is sent out during an absence, the child’s name is written on the letter, which is then placed in the child’s drawer (or in a prominent place) to await their return to school.

Year R children (whilst still part-time) are marked as absent where appropriate – no other demarcation is required.

Dinner Registers

Each class has a sheet to note number of school / packed and staff lunches. Reception classes maintain an additional check list. Completed sheets are taken directly to the kitchen by the chosen children. Any child late into school and requiring a school lunch is notified direct to the kitchen by the office staff.

Leavers

Children leaving part-way through a week are marked as absent for the remainder of the week. At the beginning of the next week, LEFT is marked across the row in black with a neat line drawn to the end of the section. Names are not removed from the register until the start of the next term.

New entrants

Children joining a class are added to the bottom of the register for that term and marked from the date at which they are registered to arrive at the school. Preceding dates in the row have a line drawn through them up to the proposed start date.

Emergencies

If a child is not present at the start of the afternoon session (having been present AM and no notification given) the Headteacher is to be informed immediately.

During Fire alerts, the Admin Officer is responsible for ensuring that Registers are taken to the muster point.

Classteachers are responsible for carrying out a quick headcount of children before calling the Register to ascertain numbers match children in school. Any discrepancy is to be reported to the Headteacher immediately.
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