
The Green Room School Register of Pupils Policy     Page 1 of 4

Date Created Date 1st Review Due Date Reviewed Version Next Review 
Due

March 2014 March 2015 May 2015 2 May 2016
October 2016 3 October 2017
January 2018 4 January 2019
January 2019 5 January 2020

Register of Pupils Policy

The Green Room School is committed to safeguarding and promoting the welfare 
of children and young people and expects all staff and volunteers to share this 

commitment.

The Green Room’s designated school registrar is: Angel Allen
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Introduction
The Green Room’s Pupil Register includes the names of all pupils on roll either with The 
Green Room or with another school from the first day of the academic year.

As pupils become on roll with the school, their names are added to the register.

A pupil’s name is not removed from the register without the permission of the Head of 
School 

A pupil’s presence or absence is registered in both the morning and the afternoon.

Guidelines for Staff
•All lower school pupils are registered at the beginning of each school morning (10am) 
and each afternoon session (1pm) by the designated school registrar.
•All Sixth Form pupils are registered at the start of their first session (1:30pm on Monday, 
Tuesday and Wednesday, 11:30am on Thursday and Friday) and the start of each 
afternoon session (3:30pm on Monday, Tuesday and Wednesday, 1:30pm on Thursday 
and Friday).
•The registrar must record whether the pupil is: present, absent, attending an approved 
off-site educational activity authorised by The Green Room, unable to attend through 
exceptional circumstances (Authorised), sick, absent due to ongoing medical issues,
•on work experience, on holiday, not on roll, on an interview (typically college but 
occasionally with a social worker), taking an unauthorised absence which is then the 
Head of School’s duty to follow-up on, or excluded.
•For the lower school morning registrations, this information is transferred and entered 
into Arbor before 10:30am, and for afternoon registrations this information is transferred 
before 1:30pm.
•For the Sixth Form, the morning and afternoon registers are transferred on Mondays, 
Tuesdays and Wednesdays before 2pm and 4pm, and on Thursdays and Fridays before 
12pm and 2pm.

All pupil attendance statuses must be recorded accurately and by using the appropriate 
symbols.

(When the circumstances relating to an absence are not known initially, the registrar should 
enter an N in the register. Once the reason for absence becomes known, the correct 
reason is subsequently added by The Green Room office on the instruction of the Head to 
Arbor.

If a pupil does not attend a registration a member of staff will attempt to locate them as 
soon as possible. If it is morning registration the parents/carers will be phoned. It is a 
priority to ensure The Green Room knows the whereabouts of every pupil.
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A staff member should make every effort to locate the pupil before initiating the ‘Missing 
Pupil Procedure’.

The following codes are available for use in Arbor:

/ = Present at morning Registration 
\ = Present at afternoon Registration
B = Educated off site
C= Other authorised circumstances
D = Dual Registration
E = Excluded
G= Family Holiday not approved 
H = Family holiday which has been agreed
I = Illness
J = Interview (college or meeting with social worker)
L =Late (before registration close)
M = Absent due to medical or dental appointments
N = No reason yet provided for absence; to be followed up
O = Unauthorised absence
P = Approved sporting activity 
R = Religious observance
S = Study leave
T = Traveller absence
U = Late (after registration close)
V = Educational visit or trip
W = Work experience
X = Non compulsory school age absence
— = All should attend/no mark recorded
Records are retained on Arbor

Guidelines for Pupils
•Lower school pupils arrive at 9.45am to begin the school day, and must also be 
registered at 12.30pm.

•If a pupil misses either registration then they need to register in person with the school 
office, they will subsequently be marked as ‘Late’. The pupil’s lateness will be recorded 
(in minutes) on Arbor.

•Each day a pupil is away from The Green Room parents/carer should ring The Green 
Room office to inform the school of the pupil’s absence and the reason behind it; 
ideally, this will be between 8.30-9.00am in the morning in person rather than leaving 
a message. A pupil who is absent is jointly involved in remembering the importance of 
doing this on each day of absence.
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•The vast majority of Green Room students have disruptive and dislocated homes lives, 
and for this reason The Green Room does not set its pupils up to fail with regard to, for 
example, bringing in a note to explain/confirm absence.

•If a pupil needs to leave The Green Room early, parents/carers must inform the office 
and seek approval from the Head where the reason is not a medical one. 
•If the pupil has permission to leave early, he/she must ‘sign out’ of school in the office

Pupil Absence from School
•The school office will confirm the morning and afternoon pupil absence list. It is the 
responsibility of the Head of School to check these absences and to take appropriate 
follow-up action.

•If a pupil does not attend registration and no notification has been received from a 
parent/guardian then the school office will call the pupil’s parent/guardian to seek 
clarification.

This policy is approved by the Head of The Green Room School 

Date

Head of School


