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The Samworth Church Academy 
 

FAILURE TO COMPLETE REGISTERS POLICY 
 
1 INTRODUCTION  

 
Staff must be familiar with the Academy’s Attendance Policy and the statutory 
requirements placed on all teaching staff. 
 
In order to maintain the highest possible levels of attendance the Academy will: 
 

1. Require that all teachers complete an Attendance Register during lessons 
(within 10 minutes) and tutor time (within 5 minutes); 

2. Inform parents of unauthorised absence from the Academy or lessons as 
soon as possible. 

The attendance register is a vital tool to drive up standards and accuracy is crucial. 
The Education (Pupil registration) Regulations 1995 state: “Both staff and pupils 
should see the taking of registers as an integral and key part of the school day, 
as indeed was intended in law.” 
 
Registers are legal documents and may be used as evidence in cases where 
parents/carers are being prosecuted for school attendance offences.  Any 
inaccuracies may compromise court proceedings. 
 
2 PROFESSIONAL RESPONSIBILITIES 
 
2.1 Teaching Staff: 

• An accurate register must be taken within 10 minutes of the start of 
lessons. 

• Latecomers must be marked appropriately but an exception made for 
those students detained by members of staff within the Academy. 

• Pre-entered marks must not be overridden. 
• Any student changes to teaching groups must be updated immediately. 

2.2 Tutors: 
• An accurate register must be taken within 5 minutes of the start of tutor 

time. 
• Latecomers must be marked appropriately but an exception made for 

those students detained by members of staff within the Academy. 
• Pre-entered marks must not be overridden. 
• Any student changes to tutor groups must be updated immediately. 

2.3 Staff organising alternative activities within the Academy and out of the 
 Academy: 
 

• In Academy: An accurate register of names and times involved must be 
given to the Attendance Officer at the start of the activity. 

• Out of Academy: An accurate register needs to be taken, prior to 
students leaving the site.  This should be delivered to Attendance Officer 
before departure. 

• Any member of staff detaining a student in Academy time should provide 
the student with a note on their return to a lesson. 
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• Inaccurate and uncompleted registers could jeopardise student safety.  
Section 175 of The Children Act places a ‘duty of care’ on all schools to 
protect and safeguard children. 

 
3 REGISTER MALPRACTICE 
 
The Attendance Officer provides to the Deep Support Leaders a list of staff who have 
failed to complete registers each week together with the number of registers missed.  
If a member of staff fails to complete a register on one occasion, they will be 
reminded of the procedures and the reasons for them. 
 
If a member of staff continues to complete registers in an inaccurate and untimely 
manner or fails to complete them at all on the third occasion in a term, they will be 
informed in writing and the following actions/sanctions will be taken: 
 

• Written warning: issue the member of staff with a written warning stating 
that if the offence is repeated within a set period of time, further 
sanctions will be applied. 

• Training: require the member of staff to undertake specific training or 
mentoring within a particular period of time, including a review process 
at the end of training. 

• On the fourth occasion within the stipulated time limit as in 1 above, 
they will be issued with a formal written warning. This will remain in 
force and on the member of staff’s personnel file for a period of twelve 
months. 

• On the fifth occasion within the stipulated time limit as in 1 above, they 
will be issued with a final written warning. This will remain in force and 
on the member of staff’s personnel file for a period of 24 months. 

• On the sixth occasion within the stipulated time limit as in 1 above, they 
will be referred to a disciplinary hearing as in the Staff Disciplinary 
Policy. 

 
There may be occasions where there are extenuating circumstances which resulted 
in the failure of a staff member taking registration/s.  In these circumstances the line 
manager of attendance may use their professional judgement and discretion when 
deciding any sanction, after taking the extenuating circumstances into account.   
 
 


