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This Policy forms part of a set of documents and policies which relate to the safeguarding and educational responsibilities of the School. 
ADMISSION AIMS: 
The aim of Broadhurst School’s admissions procedure is to enable those children for whom an education at the School is a suitable option to be offered a place at the school, numbers permitting, irrespective of their gender, race, religion, cultural background or disability. 

Making Contact With Parents:
Prospective parents are invited to visit the school, to have a tour and meet the Headmistress and other staff. The Headmistress is always happy to see parents individually by appointment during school opening times. 

We work totally on a first come, first served basis.  We suggest that parents contact us in the early stages of pregnancy.  When the introductory classes are full, we create a Waiting List and places are then offered to those on the Waiting List as vacancies arise. This takes into account the staff/child ratios, the age of the child and the Department of Education requirements. Priority is given at all times to siblings or where there are proven existing connections. 
The School does not discriminate against gender (sex), race, creed (religion), colour, nationality, national or ethnic origin or sexual orientation. Consideration will be given to pupils with special educational needs and learning difficulties and/or disabilities, providing that the school’s Learning Support Coordinator can offer them the support that they require. 
We will also consider pupils with physical disabilities provided that the site can be adapted to their needs. The school has an expressed willingness to do this. Children with disabilities will be given equal access to the curriculum and information through the systems that the school puts in place. However, we advise parents of children with special educational needs, learning difficulties or physical disabilities to discuss their child’s requirements with the Headmistress before taking up a place. Parents are asked to provide a copy of an Educational Psychologist’s report or a medical report to support their child’s entry into the school. The school will discuss thoroughly with parents and their medical advisers the adjustments that can reasonably be made for the child if he/she becomes a pupil at the School. 

The School’s policy is to apply these criteria to all pupils and potential pupils regardless of any disability of which it is aware. The school is conscious of its obligation to make reasonable adjustments to ensure that no disabled pupil, present or potential, is at a substantial disadvantage because of his/her disability compared with any other pupil in the school. Parents are recommended to read the school’s SENDA and Accessibility Plan for a full elaboration of school policy in this area, and to contact the school at the earliest opportunity if they have such matters concerning their child that they wish to discuss. 
ATTENDANCE AIMS:
At Broadhurst School, we see education as a partnership between the family and the School. We are committed to providing the highest quality of education for your child and we look to you to support this objective. We work to actively maximise attendance rates – both in relation to individual pupils and for the whole school. We support parents in ensuring the regular and punctual attendance of pupils and respond promptly to any issue which may lead to non-attendance. 
Admissions Register 
At our School the admissions register is backed up with the correct name and description on the School database and held by the School Secretary. Copies of the admission register are archived in the School accountant’s office at the end of the School year in question. 

The admissions register is stored on the School Secretary’s computer on the Database. For each pupil, the admission register must contain the following information: 

· name in full 

· sex 

· name and address of every person known to the proprietor to be a parent of the pupil (and an indication of which parent the pupil normally lives with and which parents hold parental responsibility as defined by Section 3 Children Act 1989) – NB Parents holding parental responsibility, even if not actually caring for the child, have a right to receive relevant information from the school in respect of any pertinent matter affecting the child, unless a court order indicates otherwise 

· where a parent notifies a school that a pupil will live at another address, in addition or instead, the new address, the full name of the parent with whom the pupil will normally live in future and the date from which it is expected the pupil will normally live there, where it is reasonably practicable for the school to ascertain this information
· at least one telephone number at which the parent can be contacted in an emergency
· day, month and year of birth
· day, month and year of admission or re-admission to the school
· name and address of the school last attended, if any 

· an indication of boarding or day attendance (in schools which include boarders) 

· the name of the destination school (or additional school, in the case of dual registration) notified by a parent and the first date of attendance, where it is reasonably practicable for the school to ascertain this information
The name of a pupil must be included in the register from the beginning of the first day on which the School has agreed, or has been notified, that the pupil will attend the School. For most pupils the expected first day of attendance is the first day of the School year. 

Removal from the Admissions Register 
The School is obliged to inform the local authority where a pupil’s name is going to be deleted from the admissions register on certain grounds. In summary these are: when the child has been taken out of School to be home educated; when the family has apparently moved away; when the has been certified as medically unfit to attend; when the child has been permanently excluded. 
The duty to inform local authority arises as soon as the grounds for deletion are met and in any event before deleting the child’s name. As to non-standard admissions, the notification is to be made within five days of the entry on the admission register
ISSR 191- Schools must notify their ‘own’ local authority when they remove or add a pupil’s name to the admissions register at non-standard transitions, i.e. where a compulsory school-aged child leaves a school before completing the school’s final year or joins a school after the beginning of the school’s first year. The lawful grounds for removing a pupil, including the original ones above, and the information to be reported to the local authority, are set out in detail in Children missing education 2016. Schools are also under a duty to provide information to the local authority for standard transitions if requested. Inspectors may remind schools that there is overlap also with KCSIE 2016 which recognises children missing education as a safeguarding issue particularly when a child leaves with no known destination. For this reason, although the legal requirement under the registration regulations is met if the school reports to its ‘own’ local authority, inspectors may advise that it is helpful for schools also to copy in the local authority where the child is normally resident.

In relation to deletions from the register, the duty arises as soon as the grounds for deletion are met and in any event before deleting the child’s name. As to non-standard admissions, the notification is to be made within five days of the entry on the admission register. 
It is important to note that a school’s right under the regulations to delete a pupil for non-return within 10 school days after authorised leave of 10 school days or more, or after 20 school days unauthorised absence (in both cases, in the absence of illness or other unavoidable cause), does not arise until the school and local authority have jointly made reasonable enquiries (described in the guidance) as to the pupil’s whereabouts and failed. Inspectors may remind schools that, as independent schools, their right to remove a pupil will in addition be subject to the terms and conditions of their own school/parent contract. 

The School is also obliged to notify the local authority when a child or pupil fails to attend school regularly or is absent without leave for more than 10 school days (continuous).
It is the broad duty of the School to notify/make returns to the local authority for all non-standard admissions and departures, to know or be able to ascertain the correct local channels for so doing, to be able to evidence that, if there have been any non-standard admissions or departures, the required notifications have occurred in accordance with local procedures, and that the school works co-operatively with the local authority in making returns as requested and reasonable enquiries where necessary. It is advised that it is a criminal offence not to report when so required. 

Any deletion from the admissions register will be reported to the local authority, in line with the School’s Terms and Conditions between Broadhurst School and parent before any action is taken. 
Please see Appendix 2 for deletions to an Admissions Register

Attendance Register 
For all pupils of compulsory school age, the attendance register must be completed at the start of each morning session and during each afternoon session. The attendance register must show whether the pupil is: 

· present
· absent
· attending an approved educational activity outside School (approved by the ‘Proprietor’ and supervised by a person approved by the Headmistress or person acting on behalf of the Headmistress, and including work experience or sporting activity)
· unable to attend through exceptional circumstances (unavoidable closure of the School site or part of it; unavailability of transport provided by School or local authority, where the home is not within walking distance)
· taking authorised absence (granted leave of absence by the Headmistress or person acting on behalf of the Headmistress; unable to attend by reason of sickness or unavoidable cause; observing a day exclusively set apart for religious observance by the religious body to which the parent belongs)
· taking unauthorised absence (if no reason is established when the register is taken: the entry may be corrected later when the reason is established)
Attendance data is stored in the green registers and can be viewed in the School office upon request by the parents.
A pupil may be marked in the attendance register as unable to attend because of exceptional circumstances where the school site, or part of it, is closed or where transport normally provided for that pupil by the school or the local authority is unavailable. Where a pupil is attending another school at which he/she is a registered pupil he/she must be marked in the attendance register as attending an approved educational activity. 

Please see Appendix 1 for Teacher Registration guidance.
Keeping Attendance and Admissions Registers

Attendance registers are currently in hard copy. Their entries must be in ink and any amendments must show the original and amended entries. Each previous Register, hand-written in ink, must be archived in the School accountant’s office. 
Admissions Registers are kept online with backup copies being made not less than once a month. 
Inspectors will observe a sample of registration sessions and examine the attendance and admission registers to assure themselves that the requirements are being met.
Lateness

The School encourages excellent levels of punctuality. If a child is late for their session. The class teacher needs to inform the office of their arrival in School. Copies of old registers are archived. 
Local Authority 
Local authorities have a legal responsibility to identify children of compulsory school age who are not in education. The School co-operates with the local authority if it receives an enquiry about whether they are educating a specific child.
We are obliged to notify the local authority when a child or pupil fails to attend school or is absent without leave for more than 10 school days (continuous). 

Please note: 

For inspection a sample of registration sessions and examination of the attendance and admission registers will need to be observed so that the requirements are met. 
There is no longer a requirement for independent schools to return absence data to the DfE and inspectors can no longer check a school’s overall statistics, unless it has kept them for its own purposes. 

Despite the clear overlap between the registration requirements and the safeguarding duty on schools towards children missing education, failure to report children missing education, when this is a requirement, is to be reported under standard 15, not 7. 

The proprietor of a school which fails to comply with the requirements of the Education (Pupil Registration) (England) Regulations 2006, as amended, including its reporting requirements, is guilty of a criminal offence, under section 434(6) of the Education Act 1996, and can be fined. 
	Headmistress:
	
	Date:
	

	Proprietor:
	
	Date:
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NOTES OF GUIDANCE FOR TEACHERS RESPONSIBLE FOR REGISTRATION

Current tegislation places a responsibility on Parent, Schools and L.E.A.s to ensure children of compuisory school age
receive an efficient and suitable full time education. The L.E.A, is ultimately responsible for satisfactory attendance. in some
cases legal action may be required, either to ensure parents uphold their responsibilities, or to safeguard the child's welfare.
During such proceedings, the detall of school attendance could become Important evidence, therefore a need for accurate
ang consistent registration is necessary.

Registration also enables schools and L.E.A.s to distinguish between authorised and unauthorised absences, and where
necessary publish analytical statistics of absence levels, thus enabling resources to be directed towards areas of concern.

Featured at the back of this register are tables to ensure statistical returns can be made on levels of absence throughout the
school year.

MARKING OF REGISTERS

The attendance register must be marked at the beginning of each morning and afternoon sesslon during the time set apart for
registration in the timetable.

The Pupil's Registration Regulations 1956 specify that “every entry in the ... register shall be written in ink and every correction
shall be made in such a manner that the original entry and correction are both clearly distinguishable”. Balf point pens may be
used.

Classes using a detached centre should register either at the main school or (using a duplicate register) at the centre.

Before the completion of the time set apart for the registration, the number of pupils marked present should be entered in the
space provided and checked by a count of those actually present before the number is recorded.

The following makings should be used: present at fime of registration, a diagonal stroke/; or absence a clrcle O

With the need to differentiate between authorised and unauthorised absences a supplementary symbol should be placed
inside the “O" entered in the register to indicate reason for non attendance. The following Is a suggested key:

/ Present (AM) Present
\ Present (PM) Present
B Educated off site (NOT Dual registration} Approved Education Activity
G Other Authorised Circumstances (not covered by another appropriate code/description) Authorised absence
D Dual registration .e. pupil attending other establishment) Approved Education Activity
E Excluded (no aiternative provision made) Authorised absence
F Extended family holiday {agreed) Authorised absence
G Family holiday {Not agreed or days in excess of agreement) Unauthorised absence
H Family holiday {agreed) Authorised absence
t liness {Not medical or dental etc. appointments) Authorised absence
J Interview Approved Education Activity
L Late {before registers closed) Present
M Medical/Dental appointments Authorised absence
N No reason yet provided for absence Unauthorised absenca
O Unauthorised absence {not covered by any other code/description) Unauthorised absence
P Approved sporting activity Approved Education Activity
R Religious cbservance Authorised absence
S Study feave Authorised absence
T  Traveller absence Authorised absence
u Late {after registers closed) Unauthorised absence
3 Educational visit or trip Approved Education Activity
W Work experience Approved Education Activity
X Non-compulsory school age absence Not counted in possible attendances
Y Enforced closure Not counted in possible attendances
z Pupil not yet on role Not counted in possible attendances
# School closed to puplls Not counted in possible attendances

It is necessary to set a time after which the register is noted as closed, (30 minute after the commencement of registration
is considered to be reasonable). After this period an unauthorised absence is recorded. Where applicable i.e. the arrival
subsequently of the pupil, an asterisi should e entered to denote that this was the result of lateness.

At the beginning of each term marking should begin at the left of a double registration page, A column provided by the
surnames may be used to indicate any restriction of a pupil's activities on medical grounds or for other requirements

such as spectacles or hearing aids.

At the end of the weekly registration period, space is provided for any entry on action taken on absences in that period. Entries
should be initialled and dated by the teacher. A column Is also provided for the result of any enquiries made. Schools may
wish to adopt their own code to indicate the form taken - medical certificate, parent's letter, visit, telephone call etc - any
reasons given and their acceptability,





Appendix 2

Annex A: Grounds for deleting a pupil from the school admission register
Grounds for deleting a pupil of compulsory school age from the school admission register set out in the Education (Pupil Registration) (England) Regulations 2006, as amended
1
8(1)(a) - where the pupil is registered at the school in accordance with the requirements of a school attendance order, that another school is substituted by the local authority for that named in the order or the order is revoked by the local authority on the ground that arrangements have been made for the child to receive efficient full-time education suitable to his age, ability and aptitude otherwise than at school.
2
8(1)(b) - except where it has been agreed by the proprietor that the pupil should be registered at more than one school, in a case not falling within sub-paragraph (a) or regulation 9, that he has been registered as a pupil at another school.
3
8(1)(c) - where a pupil is registered at more than one school, and in a case not falling within sub-paragraph (j) or (m) or regulation 9, that he has ceased to attend the school and the proprietor of any other school at which he is registered has given consent to the deletion.
4
8(1)(d) - in a case not falling within sub-paragraph (a) of this paragraph, that he has ceased to attend the school and the proprietor has received written notification from the parent that the pupil is receiving education otherwise than at school.
5
8(1)(e) - except in the case of a boarder, that he has ceased to attend the school and no longer ordinarily resides at a place which is a reasonable distance from the school at which he is registered.
6
8(1)(f) - in the case of a pupil granted leave of absence in accordance with regulation 7(1A), that —

(i) the pupil has failed to attend the school within the ten school days immediately following the expiry of the period for which such leave was granted;

(ii) the proprietor does not have reasonable grounds to believe that the pupil is unable to attend the school by reason of sickness or any unavoidable cause; and

(iii) the proprietor and the local authority have failed, after jointly making reasonable enquiries, to ascertain where the pupil is.
7
8(1)(g) - that he is certified by the school medical officer as unlikely to be in a fit state of health to attend school before ceasing to be of compulsory school age, and neither he nor his parent has indicated to the school the intention to continue to attend the school after ceasing to be of compulsory school age.
8
8(1)(h) - that he has been continuously absent from the school for a period of not less than twenty school days and —
(i) at no time was his absence during that period authorised by the proprietor in accordance with regulation 6(2);

(ii) the proprietor does not have reasonable grounds to believe that the pupil is unable to attend the school by reason of sickness or any unavoidable cause; and

(iii) the proprietor of the school and the local authority have failed, after jointly making reasonable enquiries, to ascertain where the pupil is.
9
8(1)(i) - that he is detained in pursuance of a final order made by a court or of an order of recall made by a court or the Secretary of State, that order being for a period of not less than four months, and the proprietor does not have reasonable grounds to believe that the pupil will return to the school at the end of that period.
10
8(1)( j ) - that the pupil has died.
 11
8(1)(k) - that the pupil will cease to be of compulsory school age before the school next meets and—

(i) the relevant person has indicated that the pupil will cease to attend the school; or

(ii) the pupil does not meet the academic entry requirements for admission to the school’s sixth form.
12
8(1)(l) - in the case of a pupil at a school other than a maintained school, an Academy, a city technology college or a city college for the technology of the arts, that he has ceased to be a pupil of the school.
13
8(1)(m) - that he has been permanently excluded from the school.
14
8(1)(n) - where the pupil has been admitted to the school to receive nursery education, that he has not on completing such education transferred to a reception, or higher, class at the school.
15
8(1)(o) where—

(i) the pupil is a boarder at a maintained school or an Academy;

(ii) charges for board and lodging are payable by the parent of the pupil; and

(iii) those charges remain unpaid by the pupil’s parent at the end of the school term to which they relate.
3
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