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What to capture at admission, how to organise a register that stays accurate all year,
and the mistakes that corrupt fee, marks and report records downstream.

Good student admission records come down to three rules: collect a fixed set of
information on day one, store it in one place, and keep it current as the learner moves
through the school. When admission records work, everything downstream (class lists, fee
billing, report cards, transfers and even emergency phone calls) works. When they do not, you
spend the year correcting duplicate admission numbers, missing guardian contacts and
learners who appear on two class lists at once. This guide shows what to capture, how to
organise it, and how to keep it accurate for the whole time a learner is enrolled.

Who this guide is for

School registrars, office administrators, headteachers and school owners in Kenya who are
setting up an admission register for the first time, or cleaning up one that has grown messy
over the years.

What to capture at admission

The most common failure is capturing too little at admission and chasing the rest later. Decide
on a standard admission form and do not admit a learner without it. A practical minimum set:

* Admission number — a unique number that never changes and is never reused.

« Full legal name as it appears on the birth certificate, plus any commonly used name.
« Date of birth and gender.

* Class/grade and stream the learner is admitted into, plus admission date.

« Parent or guardian details — full name, relationship, at least two phone numbers, and
where possible an alternative contact in a different household.

* Previous school and any transfer documentation for learners joining mid-way.

« KEMIS/UPI number where issued — Kenyan schools register learners on the Ministry of
Education's Kenya Education Management Information System (KEMIS), which assigns
each learner a Unique Personal Identifier. Record it when you have it; do not invent one.

* Medical or special-needs notes the school must act on (allergies, conditions, dietary
needs) — kept with appropriate confidentiality.

» Fee arrangement — the fee package or boarding status the learner is admitted under, so
billing starts correctly.

How to organise admission records



One register, one version of the truth

Keep a single admission register — physical or digital — that is the authoritative list of every
learner ever admitted. Admission numbers come only from this register. The day a secretary
issues an admission number from memory or from a class list, you get duplicates, and
duplicates corrupt fee records, exam records and report cards.

Separate the register from the files

The register is the index. Behind each learner, keep a file: admission form, birth certificate
copy, previous school documents, medical notes, fee agreements and correspondence.
Whether the files are a labelled cabinet or folders on a computer, the register entry should tell
you exactly where the file lives.

Record movements, not just admissions

An admission register that only records arrivals goes stale fast. Also record: promotions each
academic year (new grade/stream), transfers out (with date and destination school),
withdrawals, and re-admissions. A learner's "current class" should never be something staff
have to remember.

Decide who may edit

Limit write access to one or two named people — typically the registrar or secretary — with the
headteacher reviewing. If five staff members can all "fix" records, nobody owns accuracy.

A worked example: admitting a Grade 7 learner mid-term

 Parent completes the admission form; office checks it against the required list (name,
DOB, two guardian phone numbers, previous school, KEMIS/UPI if known).

* Registrar issues the next admission number from the register — say, 2026-0147 — never
reusing a number from a withdrawn learner.

* Learner is placed in Grade 7 Blue; the register records grade, stream and admission date.
« A file is opened: admission form, previous school's transfer letter, birth certificate copy.

» The learner is added to the Grade 7 Blue class list the same day, so teachers, the bursar
and the timetable all see the same person.

» The bursar is notified of the fee package so the first invoice is correct from day one.

Keeping records accurate through the year

« Start-of-year audit: reconcile the register against actual class lists in week one. Learners
who did not return are marked; new admissions are all registered.

* Promotion runs: at year end, update every learner's grade/stream in one pass rather
than editing piecemeal. Our guide on end-of-year processes covers promotion alongside

report card preparation.

» Termly spot-checks: pick one class per term and verify names, guardian phone numbers
and fee arrangements still match reality.



* Change log for corrections: when a name is corrected or a stream changes, note who
changed it and when. This matters when records are disputed.

* Backup: if records are paper, store them in a lockable, dry cabinet and photograph or
scan key pages. If digital, keep backups off the single office laptop.

Common mistakes to avoid

* Reusing admission numbers after a learner leaves — this corrupts historical fee and
marks records.

* One phone number per family — numbers change; capture at least two contacts.

* Recording "informal” names that differ from the birth certificate, which causes problems
when official documents (transfer letters, national assessments) must match.

* Class lists that diverge from the register — if a learner is taught but never formally
registered, they may never be billed and never be reported on.

* No record of transfers out — schools routinely cannot answer "when did this learner
leave and where did they go?"

* Letting admission paperwork wait — "we will complete the file later" learners are
exactly the ones whose documents are missing years later.

Admission register checklist
Field

Captured at admission?

Updated when?

Admission number (unique, never reused)
Yes

Never changes

Full legal name, DOB, gender

Yes

On documented correction only
Grade/stream

Yes

Every promotion or stream change
Guardian names + 2 phone numbers
Yes

Termly spot-check, on request

Previous school / transfer docs



Yes

On admission only

KEMIS/UPI number

When issued

Once, when received
Medical/special-needs notes
Yes

When parents notify changes
Fee package / boarding status
Yes

Start of each year or on change
Status (active/transferred/withdrawn) + date
Ongoing

Whenever it changes

Where Mwalimu Ease helps

Mwalimu Ease's student registry does the organising for you: every learner gets one record
with their admission number, class, stream, guardian contacts and status, searchable by
name, admission number, grade or stream. You can bulk-import existing students from
Excel/CSV instead of re-typing registers, promote whole classes in one pass at year end, and
export clean class lists whenever you need them. There is also a register-scan feature that
reads a photo of a handwritten register and turns it into a student list you review and confirm —
useful when digitising old paper records. Redister your school to try it, or see pricing.

Frequently asked questions

What is the difference between an admission register and a class register?

The admission register is the school's permanent record of every learner ever admitted, keyed
by admission number. A class register is the day-to-day attendance or membership list for one
class. The admission register is the source; class registers draw from it.

Can we reuse an admission number after a learner leaves?

No. Once a number has been attached to fee records, marks and reports, reusing it merges
two learners' histories. If you want sequential numbers to look tidy, accept a gap — accuracy
beats tidiness.

Is a paper register acceptable, or must records be digital?

Paper is acceptable if it is complete, backed up and findable. The practical problems with
paper show up at scale: searching 3,000 records, reporting by stream, or recovering after a
lost file. Digital records make those routine; the discipline above applies either way.



How do we digitise years of paper admission files?

Do it in stages. First digitise all currently enrolled learners (import from a spreadsheet or scan
registers). Then digitise recent leavers — say the last five years — since those are the records
people actually query. Older archive files can be captured gradually or scanned for storage.

Who should be able to see guardian contact details?

Limit them to staff who need them — the registrar, class teacher, bursar and headteacher.
Guardian phone numbers are personal data; do not post class lists with contact details on
noticeboards or shared WhatsApp groups.

Sources and further reading: Ministry of Education, Kenya (KEMIS learner registration),
Teachers Service Commission school administrative guidance. Last reviewed: 13 November
2026.
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