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SCHOOL REGISTERS AND RECORDS.

Administrative Memorandum, No. 51.
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9. 1In every department of a school there must be kept by or under the supervision of the Head Teacher the following records

and registers—
(@) A Log Book.

() A Punishment Book in which all cases of corporal punishment must be recorded.

c— ——

(¢) An Admission Register.
(d) Attendance Registers.

-

(¢) A Register of Summaries.

3. Entries must be originals and not copies, and must be made in ink without erasure or insertion. Any necessary correction
must be made in such a manner that the original entry and the alteration are both clear on the face of the record.

e

Admission Register.

5. This register, which must have an alphabetical index, must show distinctly for each child who has actually been present
in the departicent—

(@) His number on the register.

(b) The date of his admission (and re-admission)—day, month, and year.
(¢) His name in full.

(d) The name and address of his parent or guardian.

_ (¢) Whether exemption from religious instruction, or from attendance at the school during the time of religious instruction
: where the byelaws permit this, is claimed on his behalf.

H (f) The exact date—day, month, and year of his birth,

(g) The last school he attended before entering this school. If this is his first school, the word ““ none " must be entered
in this column.

(k) If he has left, the date of his last attendance at this school and the cause of his leaving.

ﬁ . 6. An entry must be made in the register for each child on the first day on which he attends school. The name of a child not '
attending school may be removed from the register only if (a) he is no longer under legal obligation to attend school,or (b) he is !
ascertained to be dead, to be attending another school, or to have left the neighbourhood, or (¢) the School Medical Officer has -
certified that there is no likelihood of the child being in a fit state of health to attend school before becoming legally exempt from
* the obligation of school attendance, or (d) after a continuous period of four weeks no information is available.

7. Successive numbers must be allotted to the children on their admission so that each may have his own number throughout
his career in the school or department. When any child whose name has been removed from the register is re-admitted, a new
entry must be made, the child resuming his old number and a cross reference being made.

THE EDUCATIONAL SUPPLY ASSOCIATION, LTD., LONDON.
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