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REGISTRATION RULES

(IN ACUORDANCE

GENERAL
1. A Register of Admission and Withdrawal and a Repister of
Summaries shall be kept in every schooi except a camp school; Daily
Registers shall be kept in every day school and in every boarding schoel
which s 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.
k. No entry shall be erased. Ifa

3. All entries shall be made in in

rection i ired, i z as ent entry
aired, i shali be made by means of a subsequent en

T exphar v pote in such a rnanner that both the original

or of an explanatory t
cntry and ;hg altaration are clear on the face of the record.
i i 2 S 4 as to provide readily such

3. All registers ghall be 50 arranged as !
statis:i\cq selgaung 1o pupils in attendance at the school as may from
fime o time be required by the Secretzry of State, The daily registers,
the register of aprival and departure and the register of summaries shall
be soaa.rmnped as to distinguish between the fellowing categories of

upils ar;d The entries required by Rules 16 and 18 to be made in the
chgi)st.ér of summarics shall be made separately far each category—

(1) pupils in nursery classes;

jls in spc_ci:xi classes;
(2) pupls primary departments, other than pupils in nursery

ils in :
3 ?&2535 and special classes;
secondary departments, other than pupils at stages

ils in g
(4) pup! sS v and § VI and pupils in special classes;

(5) gé;rﬁs at stages 5 IV, SV and 8 V1 in secondary departments.
REGISTER OF ADMISSION AND WITHDRAWAL
n and withdrawal shall be in the

4o—{1) The z‘cgistlcr of admissio :
e ’a bound volume, or of # loose
ggz?c}a?gard index securely stored in suitable drawer
or loose leaf shall have an alphabetical index ¢l
e 07 o cards. )
VOEE;H The register shall shaw for each pupil—
(@) bis number en the regisiers o
(&) 1he date of his admission ©f re-admission;
(£ his full name;
)y his address; i o
((e')) his date of birth which shall be ascertained rfom,i"s_l"‘.'g‘g
certificate on his admission to the first public or grant-aice ;
cchaol in which heis enrolled and from the pupil’s progécg.
record on his admission 10 other public or grant-ai
sehoo: ho, in the opinion
# and eddress of the person wna. 1 )
ok ::?cl}?edi:r:icugz]nimz authotity, Jsrlrcs‘po?sxbile t{?lrnfzeffl:é];ﬁréﬁ
i ar attendance of the pupi at school, being paret
:}ig;iiarsgiai of the pupil, er the person Hable lcr) ;}mlntalri
hin, or the person custody of i,

having the actual ’ ,_
(e) whether exemption from religious abservance or instruc
** fion is claimed

chool last attended (if any)s
gj}) ;Ez gﬁfl: in which heisplaced en admission ©f

and i : the school, the date and
o i e peen withdrawn from : it
g it f:gﬂh?gr His withdrawal and the class then ‘rcachu.i. '
“?3" . mbers shall be allotted to pupils pn their dd:}:i?:’;\i?n
5. Successive ngmia:ed to the school after having beeanijmis;ian
I a pupil 15 768 ew entry shall be made in the reg;sterho ali m
from the school, ?I a Aew number shail be aliotied to LO% p' P .d .
ard wilhdrawa _‘*_”-_ cinafter provided, 2 pupit chall be registered A5
6,—(1} Excent as o [rom @ public school e
n withdr@We o pe altending

havi another school: or
ving bee - = .
havine w) he s knOWI b rdrawn from cchool by the person o
attendance

4 ; ) : hool, with the

he has D€ g regular ance at schodl. _the

@ SPG“Siblc fr?lzch;ducation authority if he s of school 38€;
fel

consent

caf volume, or of an alpha-
wers: and if it is bound
ther as part of the

re-admission;

ad from the school by the education

n school for a period of four con-
ot be traced, of

being made for his education,
@, at his home, 1n a

r .clud
() J?u has hccgrc"d
) author!f}’ci absent frof
] SIHERY ¥ and cann
() hc“-;,l;ri‘vc weeks 2 ?:1:11'; are
S aial arrange . Act of 194
(e} spesial sion 14 of the Ac
) ap SECDYwhere
Sr oo elseR e e, a pupil shall be registered 35
hospital @ = er provided, a pupil sha e TERIS i
{2) EBxcept as I reindl " a grant-aided school if he has been with-
having been withe rawr:J y the person responsible for securing hL]i
dravy from the s¢h@7 pool of has been cxcluded from the schoo
regaiur prendance ¢ ’ ‘ ‘
oY the managers. . approval of the education authority, 2 pupil
(3} Whers, with (€ “Fihall not be registered as having been with-
2;;0”5"‘5 & Camp sci;t:wf.;)~ V,‘_‘hlg‘;l'l he normally attends.
awn from the soh?t ‘ A
’ pAILY REGISTERS
4 L oday school the daily regisiers shall contain the
name ™ the ase of # Ey the register of admission and withdrawal 10
l'lZwen; of afl pupils sho¥o gdmitted to the school and not to have been
Withgoeeh agmitied 9 cherelrom. In the case of & boarding schoo!
the d,:i‘;wﬁ 57“!-3-*5"-”-q“"‘mi i ~of""‘“i" ”‘.‘; names of all such pupils who are
o isters sh@t mo) as boarders, :
not Qd"i;fﬁzstur’; A ;Chc; ! ﬁi‘s“ arders
Betl) fed tor the (A‘ - ehef 5]‘1::? I!}n respect of each meeting and before
o v it P 5 d * "
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in the dajiy 1;2 {vifiu
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WiTH THE REQUIREMENTS 0F REGULATION 17 oF THE SCHOOLS
CONTAINED IN THE FIRST SCHEDULE ANNEXED THERETO.)

(ScotLAxD) Copn, 1956,

2 When a meeting is not held on any oceasion for which a column
is provided in the daily register, the head teacher shall cause a veriical
line to be entered in the said column before the next meeting.

10. At the end of each week in which one or more meetings are

held there shall be entered in the daily register—

(1) against the name of each pupil on the register, the number of
absences registered during the week in accordance with Rule 8;

(2y the sum of the numbers so entered;

(3) the number of meetings hekd during the week;

{4) the number of pupils whose names have been placed on the
register in the course of the week, the number of pupils whose
names have been withdrawn from the register in the course of
the week, and the number of pupils on the register on the last
day of the week on which a mesling was held; and

(5) the number of possthle atigndances during the week, that is to
say the numbsr obtained by multiplying the number of pupils
on the register on the last day of the week by the number of

mectings during the week.

1. At the end of cach school
be entered in the daily register, against the na
register, the number of absences registers
accordance with Rule 8.

REGISTER OF ARRIVAL AND DEPARTURE

12. The register of arival and departure shall contain the names of
all pupils shown by the register of admission and withdrawal to have
teen admitted or re-admitted to the school and not to have been with-
dgrawn subsequently therefrom who are admitied to the school as
koarders,

13. The head teacher shall cause to be entered in the register of
arrival and departure, against the name of each pupil on the register,
every date upon which he comes inle residence at the school, every
date upon which he ceases 1o be in residence at the school, every
date upon which, although in residence at the school, he is nnable
through iliness or injury Lo undergo instruclion, and every date upon
which, while in residence at the school, he is temporarily absent
therefrom.  The repister shall also show whether a pupil absent
from the school while it is in session is absent with leave or on
other reasonable grounds,

14. At the end of each school year the head teacher shall cause to
be entered in the register of arrival and departure, against the pams
of each pupil on the register, the total number of days on which, while
the school was in session, he was not in residence Or was in residence
but was unable through illness or injury to uaderge instruction or
was temporarily absent from the school.

REGISTER OF SUMMARIES
4 of each week in which one or more meelings are
held, or of each period consisting of a number of such weeks not
exceeding five, the head teacher shall cause to be transferred from the

daily registers to the register of summaries— ]
() the tatal number of absences registered during the week or

period;
() the total number of meetings during the week or period;
(3) the number of pupils on the daily registers on the last day of
the week on which a meeting was held or, if the transfers are
made at intervals of more than a week, the sum of the numbers
on the registers on the last day on which & meeting was held
in each week of the period: and
(4) the total number of possible attendances during the week or
period.
16. Al the end of each school year the head teacher shall cause the
entries made in the register of summaries in accordance with the
[ast foregoing Rule to be added and shall enter in the register-—

(1) the total number of attendances by day pupils during the year,
that is to say the difference between the total number of pos-
sibie attendances during the vear and the total number of

absences registered Jduring the year;

year, the head teacher shall cause 10
me of each pupil on the
d during the year i1

I5, Al the en

age atterndanc ay ils during the year, that is
2) the average attendance by day pupils . :
= o sz(ay the number ohtained by dividing the total number of

attendances during the year by the total pumber of meetings

Juring the year; and ) e X
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Al the end of each week for the whole or p
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sesmian, 1 sancher of a boarding
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