	Key Issue

Ensure that registration procedures comply fully with National Assembly for Wales circular 47/06.




	Target 
All staff to complete registers a.m. and p.m. sessions in ink noting reasons for absences according to codes in NAW circular 47/06.


	Success Criteria

All registers completed at start of a.m. and p.m. sessions.


	Time-line 

Beginning of Autumn term 2009




	Action Plan
Arrange staff meeting for all staff to highlight the correct method of completing registers to comply with NAW 47/06 (Done 02.09.09).

All staff members receive codes and aide de memoire to place in front of registers (Done 02.09.09).

All staff complete registers at the beginning of the morning and afternoon sessions in ink using appropriate codes.

All attendance data entered onto school database weekly.
 
	Responsibility
Mr G Brodrick

Mr G Brodrick

Class teachers

Mrs S Bush


	Lead Responsibility 

Mr G Brodrick



	Training Needs 
Nil. Staff Meeting during 1265 hours.




	Costs 
Nil
	Estimate

	Actual



	Review and Responsibility

Mr G Brodrick monthly – on-going.











