Registration Regulations Summary
The complete regulations, detailed guidance from the Department for Children, Schools and Families (DCSF) on applying the regulations and DCSF guidance providing additional information on the use of the national codes in school registers are all available on Teachernet.
The following is a summary based on the legislation and DCSF guidance that has been produced by Newcastle Education Welfare Service. 
All schools are covered by the Regulations:
· Local Authority (LA) maintained schools;
· Academies;
· City Technology Colleges;
· City Colleges for technology or the arts;
· Special schools;
· Pupil referral units;
but not alternative providers (like FE colleges).
All pupils are covered by the regulations:
· full-time;
· part-time;
· flexi-schooled;
· “guest pupils”.
All schools must have 2 registers:

· Admissions; and,
· Attendance.
Admissions Register:
· all pupils are put on roll from day first expected at school 
· personal details for every pupil:
· full name;
· gender;
· DOB;
· admission date;
· school last attended;
· statement if pupil is a boarder;
· full name and address of every parent and carer known to school (can also record other info e.g. DOB, mother’s maiden name);
· which of these parents and carers the pupil normally lives with; and,
· emergency contact details.
Attendance Register:
· records every pupil’s attendance at every session that the school is open to pupils;
· must be taken at the start of each morning session and during each afternoon session (after the midday break); 
· must record whether the pupil was either:
· present;
· absent;
· present at approved educational activities:
· outside school premises; approved by school; of an educational nature (including work experience, sport); supervised; at another school; or,
· unable to attend due to exceptional circumstances:

· all or part of site is closed; transport (if provided by school or LA) is not available and home not within walking distance.
Absence:
· for every pupil of compulsory school age, the attendance register must:
· record whether absence is authorised or unauthorised;
· record absence as unauthorised until reason for the absence is known Code N.
Authorised absence:
· medical/dental appointments Code M
· illness including hospitalisation Code I
· excluded, no full time provision in place Code E
· religious observance Code R
· study leave – Year 11 only Code S
· traveller absence Code T
· family holiday
· of up to 10 days Code H
· of more than 10 days for exceptional reasons Code F
· other authorised circumstances including part-time timetable Code C
Unauthorised absence:
· late after register closed – 30 minutes after start of session is recommended Code U
· family holiday taken without permission obtained in advance or days in excess of agreement Code G
· absences for which no reason has been established or the reason given has not been accepted by the school Code O
Approved educational activity:
· present at another school or off-site provision including work experience as part of alternative provision Code B - not dual registered; dual registered and present at the other school/PRU - Code D 
· present at interview (employment or further/higher education) Code J
· present at approved sporting activity off-site Code P
· present on educational visit or trip Code V
· present on work experience placement – Years 10 and 11 only Code W
Pupils who do not attend an arranged approved educational activity must be marked with appropriate absence code.

‘Target setting/pupil review’ days are not to be classed as approved educational activity.

School closure:
· planned closure e.g. holidays, inset Code #
· enforced closure (site or official transport failure), school closed to all or some pupils. For those affected:
· closure before register taken Code Y;
· closure after register taken – do not change the register.
Leave of absence:
· maintained and special schools have the discretion to permit time off during the term; only in exceptional circumstances should more than 10 days be granted in a school year;
· parents must apply in advance;
· school can grant all, part or none of the time requested;
· examples of appropriate circumstances for which to grant leave:
· for a performance if licence has been granted by LA or magistrate;
· family holiday;

· if there are extenuating or compassionate reasons.
 Removal from the register:
· pupils can only be removed from the attendance register when they are removed from the admissions register;
· the regulations describe the only lawful reasons to remove pupils from the admissions register;
· different regulations for non-compulsory school-age pupils;
· schools need the consent of the LA in certain circumstances;
· the LA must be informed in advance of deletions( in certain circumstances.
Compulsory school-age pupils can be removed from the register if:
(a) the school is replaced by another on a school attendance order (SAO) or  the order is revoked by the LA;
(b) the pupil has been registered at another school (unless the pupil is dual registered):

· the deletion* will be from the date that the pupil is expected to start at the new school; 

(c) if a dual registered pupil ceases to attend one school, that school can remove from the register if:

· both/all schools agree to the deletion*;
· there are specific requirements for travellers and special schools;
(d) the pupil has ceased to attend and school has received written notification from parent that pupil is receiving education otherwise than at school (pupil cannot be subject of SAO);
(e) the pupil has ceased to attend and no longer lives at a reasonable distance from school;
(f) the pupil has failed to return from a leave of absence of longer than 10 days and:

(i) the pupil has been unauthorised absent for at least 10 school days immediately following expected date of return;
(ii) the school has no reasonable grounds to believe that the pupil is prevented from returning by sickness or other unavoidable cause; and,
(iii) school and LA must have made reasonable enquiries to find the pupil;
(g) the school medical officer has certified that a medical condition prevents attendance and return to school before ending compulsory school-age;
(h) the pupil has had at least 20 school days continuous absence and: 
(i) the absence was unauthorised;
(ii) the school has no reasonable grounds to believe that the pupil is unable to attend because of sickness or other unavoidable cause; and,
(iii) the school and LA must have made reasonable enquiries and failed to find the pupil;
(i) the pupil has been sentenced to at least 4 months in custody;
(j) the pupil has died;
(k) the pupil has reached end of compulsory school-age and is not joining sixth form;
(l) ceased to be pupil of school other than maintained school, academy, city technology college, city college for technology of the arts;
(m) the pupil has been permanently excluded - after the conclusion of the appeals process;
(n) the pupil has not transferred from nursery.
Consent from the LA

Special schools need consent from LA to remove pupils from the register in all cases listed above except (a), (j) or (m).

Non-compulsory school-age pupils can be removed from the register if:

(a) the pupil has ceased to attend the school;
(b) the pupil has been continuously absent for 20 school days without permission and:

(i) absence not agreed by school;
(ii) the school has no reasonable grounds to believe that the pupil is unable to attend because of sickness or other unavoidable cause; and,
(iii) the school must have made reasonable enquiries and failed to find the pupil;
(c) the pupil has died;
(d) the pupil has not transferred from nursery;
(e) the pupil has been permanently excluded - after the conclusion of the appeals process.
Informing the LA: 
· schools must inform LA before making deletions( for the following reasons:

· leaving the school to be educated otherwise;

· moving away from the area and not known to have registered at another school;

· medical condition preventing their return;

· custodial sentence of at least 4 months;

· permanent exclusion.
Registers:

· can be inspected by:

· HMI and Ofsted inspectors;
· LA officers;
· extracts can be taken by the above.
Absence:

· schools must notify the LA of compulsory school-age pupils who:

· fail to attend regularly;
· have continuous unauthorised absence of at least 10 days.
Data Protection Act:
· allows information to be shared (paragraph 7 of Schedule 3) .
Keeping the registers:
· Manual registers:
· still allowed;
· Electronic registers:
· recommended as good practice.
Amending the registers:
· if pupil leaves the premises after registration, register must not be changed;
· register can be changed:

· to correct an error;
· to provide reason for unexplained absence;
· to amend pupil’s details e.g. change of name;
· changes to registers:

· original entry and amendment must be distinguishable;
· reasons for change must be shown;
· date and person who made change must be shown. 
Storing the registers:
· must be stored securely;
· can be stored electronically (with back-up at least once per month);
· must be kept for at least 3 years and be available for inspection.
Good practice in Newcastle: 

· schools will ask LA to check s2s before admission where appropriate, as CTF may have been sent to Lost Pupils database by another school;
· schools will provide details of all deletions( to LA:
· schools will ensure that CTF for pupil removed from roll without registering at another maintained school, is sent to s2s within 15 days of deletion*:
· Destination:

· XXXXXXX - if pupil is missing;
· MMMMMMM - if pupil is educated otherwise, moved to independent sector or abroad (including Scotland).
Further information:
SI 2006 No. 1751 The Education (Pupil Registration) (England) Regulations 2006
Keeping Pupil Registers
Absence and Attendance Codes
Education Welfare Service:
Telephone 0191 2774500 Fax 0191 2774515
Email ews.education@newcastle.gov.uk 
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