Register of Pupils

Schools are required under the Education (Pupil Registration) (Wales) Regulations 2010 to take an attendance
register twice a day; at the start of the morning session and once during the afternoon session. The accuracy of the
register is important in order to support any statutory interventions that may be required. It should be noted that it
is an offence not to maintain accurate registers.

Any pupil who is absent from school at the morning or afternoon registration period will have their absence
recorded as being authorised, unauthorised or as an approved educational activity (attendance out of school). Only
the head teacher, or a member of staff acting on their behalf, can authorise absence.

If there is no known reason for the absence at registration, then the absence will be recorded in the first instance as
unexplained (N code) and promptly followed up by the school as part of its early intervention and safeguarding
strategies. This will be in the form of a text message, telephone call or letter to the parent or carer to enquire about
the whereabouts of the pupil. If no reason is given by the end of 10 school days or the reason given is not
reasonable, the pupil will be recorded as an unauthorised absence (O code).

The coding for any absences will be in accordance with the guidance provided by the Welsh Government’s All Wales
Attendance Framework as in Appendix 1.

At YBC, we require that pastoral teachers (or those acting in the role of class teacher) take registers during morning
and afternoon registration, electronically using SIMS. Where a pupil is absent from school and information has
been received prior to registration, information will be shared with the pastoral teacher in order that they may
complete with the correct code.

Where no reason is provided before registration, the Admin Team, Attendance Engagement Officer and/or Home-
School Liaison Officers (HSLO) are responsible for following up absences on the 1%t day of absence through a variety
of means. The HSLOs, Attendance Engagement Officer and Admin team will update codes within SIMS to reflect the
appropriate code within the register.

Absences and attendance are monitored by the HSLOs and Attendance Engagement Officer in-conjunction with the
Assistant Headteachers, Deputy Headteacher, Headteacher, Governing Body and Education Welfare Service (EWS).

The register will include the name of each pupil from the beginning of the first day on which the School has agreed
(or has been notified) that the pupil will attend the School.

Before deleting a pupil’s name from the Register of Attendance, the Headteacher’s permission must be obtained,
they must be satisfied that the pupil has transferred to another school.

Computer registers are preserved as electronic back-ups copies. Attendance regulations stipulate that attendance
records should be retained for at least three years; however it is good practice to extend this period in line with the
education record retention schedule.



APPENDIX 1

The registration system
The following national codes will be used to record attendance information.

CODE DESCRIPTION MEANING
/ Present (AM) Present
\ Present (PM) Present
B Educated off site (NOT Dual Approved Education Activity
registration)
C Other Authorised Circumstances Authorised absence
(not covered by another appropriate
code/description)
D Dual registration (i.e. pupil Approved Education Activity
attending other establishment)
E Excluded (no alternative Authorised absence
provision made)
F Extended family holiday (agreed) Authorised absence
G Family holiday (NOT agreed or days in excess Unauthorized absence
of agreement)
H Family holiday (agreed) Authorised absence
| Iliness (NOT medical or dental Authorised absence
etc. appointments)
J Interview Approved Education Activity
L Late (before registers closed) Present
M Medical/Dental appointments Authorised absence
N No reason yet provided for Unauthorised absence
absence
(0] Unauthorised absence (not covered by Unauthorised absence
any other
code/description)
P Approved sporting activity Approved Education Activity
R Religious observance Authorised absence
S Study leave Authorised absence
T Traveller absence Authorised absence
V) Late (after registers closed) Unauthorised absence
\Y Educational visit or trip Approved Education Activity
w Work experience Approved Education Activity
X Un-timetabled sessions for non- Not counted in possible
compulsory school-age pupils attendances
Y Enforced closure Not counted in possible
attendances
Z Pupil not yet on roll Not counted in possible
attendances
# School closed to pupils Not counted in possible
attendances
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