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Purpose 

In accordance with The Education (Pupil Registration) (England) Regulations 2006, the 

Education (Pupil Registration) (England) (Amendments) Regulations 2010 and 2013 and the 

procedure prescribed by West Berkshire Council, the school maintains a record of all pupils 

which attend the school. The record is held on the School’s Information Management 

System (SIMS) and is maintained by the School’s Office Manager, or the Finance Officer in 

her absence, the Finance Officer updates data through her Admin role and the Office 

Manager is responsible for ensuring personal information is updated. 

This record is backed up daily through the West Berkshire Council’s computer system.  

This is a live document. 

Who/what was consulted? 

Headteacher, Chair of Governors, Safeguarding Governor, School Office Manager. 

Relationships to other policies 

This policy has a direct link with all school policies. 

Roles and responsibilities 

 The Headteacher will report to the Full Governing Body on a termly basis via the 

Headteacher’s report on the number of pupils on roll. The Headteacher has operational 

responsibility for this policy. In the absence of the Headteacher the Deputy Head will 

act. 

The Office Manager is responsible for updating the record whenever a new pupil arrives, 

one leaves or there is a change of personal information. 

Monitoring and evaluating effectiveness of policy 

Termly at Full Governing Body meetings and at other times by exception. 
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