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Registration Policy 
 
The register is a legal document and may be called for examination by an Inspector.  Each 
class teacher is responsible for keeping his or her class register up to date.  Accurate registers 
are vital for fire drills. 
 
Morning registration is at 8:45 a.m. for primary pupils and 9.00 for secondary pupils. 
Afternoon registration is a 1.00 for secondary and 1.15 for primary pupils. 
 
A pupils who arrives up to half an hour after the close of the register is to be marked L. If they 
are later than this it should be marked as “unauthorized absence”. If a pupil is repeated late, 
please notify the head. 
 
The register is to be completed online, twice daily. Registration codes are on the online 
register and as below. 
 
There is a wipe-clean manual fire register to be used for any absent pupils. Pupils are listed on 
this register and in the case of a class absence their name will be crossed out using a 
whiteboard marker until the end of the day when the register is wiped clear again. In the case 
of a fire drill or in the event of a fire, these registers are taken outside as the pupils exit the 
building and are used to confirm all pupils present have left the building. 
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https://assets.publishing.service.gov.uk/media/66bf300da44f1c4c23e5bd1b/Working_together_to_improve_school_attendance_-_August_2024.pdf
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