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REGISTRATION RULES

(I¥ ACCORDANCE WITH THE REQUIREMENTS OF REGULATION 17 oF THr ScHoOLS {ScoTLawD) CopE, 1036,
) - CONTAINED IN THE FIRST SCHEDULE ANNEXED THERETOD.)

GENERAL Rea ;

1. A Register of Admission and Withdrawal and a Register o

Summaries gshaf% be kept in every school except a camp schaol; Daily

Registers shall be kept in every day school and in every boarding school

which is attended by day pupils; a Register of Arrival and Departure

shall be kept in every boarding school; and Camp Registers shall be
kept in every camp school.

2. All entries shall be made in ink. No entry shall be erased, Ifa
correction is required, it shall be made by means of a subsequent entry
or of an explanatory note in such a manzer that both the original
entry and the alieration are clear on the face of the record,

3. All registers shall e so arranged as 1o provide readily such
statistics relating to pupils in attendance at the schoot a3 may from
time to time be required by the Secretary of State. The gaily registers,
the register of arrival and departure and the register of summaries shall
be so arranged as to distinguish between the following categories of
pupils, and the entries required by Rules 6 and 18 to be made in the
register of summaries shall be made separately for each category—

(1) pupils In nursery classes;

{2) pupils in special classes; o

{3) pupils in primary departments, other than pupils in norsery
classes and special classes; _

{4) pupils in secondary departments, other than pupils at stages
S1V, 5 Vand 8 VI and pupils in special classes;

{5) pupils at stages STV, S Vand § VI in secondary departments.

REGISTER OF ADMISSION AND WITHDRAWAL
4.—(1) The register of admission and withdrawal shall be in the
form of a bound volume, or of a loose leaf volume, or of an alpha-
betical card index securely stored in suitable drawers; and if it is bound
or loose leaf shall have an alphabetical index either as part of the
volume or on cards,
(2} The register shail show for each pupil—
(a) his number on the register:
(5} the date of his admission or re-admission;
(c) his full name;
(#) his address;

(&) his date of birth which shall be ascertained from his birth
certificate on his admission to the first public or grant-aided
school in which he 15 enrolled and from the pupil's progress
record on his admission fo other public or grant-aided
schools;

(f} the name and address of the person who, in the opinion
of the education authority, is responsible for securing the
regular atlendance of the pupil at school, bei
or guardian of i
him, or the Persen having the actual custody of him:

(£) whether exemption from religi
ton s claimed ;

(/) the schoot Jast attended (if any);

{) :_i(:jclasrz inwhich he is placed on admission or re-admission;
E

() if he hag bcgrn withdrawn from the school, the date and
reason for his withdrawa) and the class then reached.

5. Successive numbers shall be allotted to Pupiis on their admission.

[ a pupil is re-admitted to the school after having been withdrawn

from the school, a new entry shall be made in the register of admission
and withdrawal ang a new number shall be allotted to the pupil.

6:—(1) Excqpt as hereinafter provided, a pupil shall be registered as
having been withdrawn from a public school if—
(@} he is known to be attending another school; or
(&) he has been withdrawn from school by the person re-
sponsible for his regular attendance at school, with the
consent af the education autherity if he is of school age;
or

) he has been excluded from the school by the education
authority; o
(e} he has been absent fram school for & period of four con-
seculive weeks and cannot be traced; or
(e] special arrangements are being made for his education,
Inder Sectinn’ 14 of the Act of 1946, at his home, in a
hospital of elsewhere,
]n(f) I;_))icept Flz hercinafter pravided, a oupil shall be registered as
d“ ing been W;I drawn from a grant-aided school if he has heen with-
rawn from the sehog) by the person responsible for securing his

regular attendance o school o1 has i1 o,
by the managers has been excluded from the school

{3) Where, with 1hy 3 " . . - .
altends a camp schoo, eproval of the education authority, a pupil

e shall not be registered as having been withe
drawn from the schog] which he nermally attends. §

DALY REGISTERS

7. In the case of a gay o i . .

- Y school the daily registers shal! contain the

E.zrfae; cgf;&ﬁéﬁ?{fij?“m by the register of admission and withdrawa! 1o
._n}el thv I T re-admitted 1o the school and not to hyve been

withdrawn subsequently Werelrom. i the case of a boarding schoof

the daily registers sha| Contyj
. i the - e
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in the daily registors : U appropriate column
(e aganst the nomge OF every g ) .
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8. When a meeting is not held on any occasion for which a column
is provided in the daily register, the head teacher shall cause a vertical
line 1o be entered in the said column before the next reeting.

10. At the end of each week in which one or more meelings are
held there shall be entered in the daily register— ¢

(1) against the name of each pupii on the register, the number g_

absences registered during the week in accordance with Rulg 8;

(2) the sum of the numbers so entered:

(3) the number of meetings heid during the week; N

{4) the number of pupils whose names have been placed on the

register in the course of the week, the number of pupils whnser
rames have been withdrawn from the register in the course o
the week, and the number of pupils on the register on the last
day of the week on which a meeting was held; and <o
(5} the number of possible attendances during the week, that is to
say the number obtained by multiplying the number of pupi :
on the register on the last day of the week by the number 0
meetings during the weoek,

11, At the end of each school year, the head teacher shall pauset]‘g
be entered in the daily register, against the name of each pupil on ?n
register, the number of absences registered during the year i
accordance with Rule 8.

REGISTER OF ARRIVAL AND DEPAR?‘URI& i

12, The register of arrival and departure shall contain the namﬁs:lgc

ail pupils shown by the register of admission and withdrawal to 'L;h-
been admitted or re-admitted to the school and not to have been Wi

drawn subsequently thersfrom who are admitted to the school as
boarders,

}3. The head teacher shall cause to be entered in the rcgast?;'[g_f
arrival and departure, against the name of each pupi on the rlegevcr);
every date upon which he comes into residence at the schoc:;. very
date upen which he ceases to be in residence at the schoo 'uﬁablc
date upon which, although in residence at the school, hedlsac upon
through illness or infury to undergo instruction, and every 'Ia absent
which, while in residence at the scheol, he is [emporarl}]’ absent
thereftom.  The register shall also show whether & pupl or on
from the school while it is in session is absent with leave
other reasonable grounds.

14. At the end of each school year the head teacl:er_shai{ﬁ;u:?:‘;]%
be entered in the register of arrival and departure, agal“51h_ch while
of each pupii on the register, the total number of days on wht dence
the scheol was in session, he was not in residence or was In rclion o
but was unable through iliness or injury to undergo instru
was temporarily absent from the school.

REGISTER OF SUMMARIES ngs are
13, At the end of each week in which one or more ;ﬂc\zégﬁ not
held, or of ecach period consisting of a number of such ¥ rom the
exceeding five, the head ieacher shall cause to be transferre
daily registers 1o the register of summaries— o
(1) the total number of absences registered during
period; . eriod ;
{2) the total number of mectings during the week 0:‘}? tast day of
(3) the number of pupils on the daily registers on the ;;nsfcrs are
the week on which a meeting was held or, if the th numbers
made at intervals of more than a week, the sum of 1 was held
on the register? on the last day on which & meeting
in each week of the period; and . ek OF
(4 the total number of possible atiendances during the week
period. | cause the
16. At the end of each school year the head teacher shal’ ot W the
entries made in the register of summaries  in accordanct W
last foregoing Rule to be added and shall enter in the regislel  vear,
(1} the total number of attendances by day pupils during of pos:
that is to say the difference belween the total numb"“';ﬂber' o
sibie attendances during the year and the total nu
absences registered during the year; X ¢, that is
(2} the average altendance by day pupils during the yea mber ©
0 say the number obtained by dividing the total Ill‘i_lwclings
aiitelndar}]ccs during the year by the total number ©
auring the vear; and . quring the
(3) the average number of day pupils on the registers :Jh}::rlgl:ﬁﬁ of
year, that is 10 say the number obtained by dmdm»glqsf day on
the niumbers of pupils on the daily registers on the fne number
which a meeting was held in cach week of the year bﬁ'j during the
of weeks in which one or more megtings were he
year.

: oard-
17. At the end of each week for the whale or part of Whlf;hricbrcd in
ing school is in session, the head wacher shall cause “’.l’“. ﬁorﬂrriva
the register of summaries the number of pupils on the reglsi;rnm was in
and departure on the last day of the week on which the scho
Se55i0n. S acding
18. At the end of each school year the head teacher of a;ﬁ??irc(;l ié’
sehool shall cause the entries made in the register of §un1ha‘“ ente?
accordance with the Iast foregoing Rule to be added .?ﬂfd’g boarders
in the register the average number of pupils on the I‘E!glh‘[b'rjf > the suin
during the year, that is to say the number obta_\mcd by (il\"f '[nf,"}e on the
of the numbers of pupils on the register of arrival and ﬂﬂ!’[{"‘)f the year
last day on which the school was in session in aach wee "“ ‘hool was
by the number of weeks for the whole or part of which the s¢
in session during the year.

CAMP BEGISTERS ot 0 2
19, The head teacher of a school from which puptls are 52?{:(1 for
camp schoot either in groups or singly shall cause to he P'ﬂl’j(_héo] a
ranster with the pupils 1o the wacher m charge of the camp $¢
register showing for each Dt
(1) his full name,
{21 his date of urth, and con of it
31 the name snd address of the persan who, n she i‘i““l“"“_",“ ar
education authoritv, s respomsible for securing the {fﬁ!‘tﬁﬂ
atendanmie of the pupt at sehonl, breing the parent of *-",”.':.I-g.'m
of the pupal, o the person frlibe to frdnan b, or the per
Baving the actual custody [STRN ST -
20 The leacher v eharge of A schoet sl cnase W e entens
NN siid regisser ARENST e me of cach papil
{L; the date of Bis arpneat At canp sehinok
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we week of
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