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Purpose  
This policy outlines Te Anau School’s commitment to promoting and supporting regular attendance for all learners. It provides clear 
expectations and procedures for recording, monitoring, and responding to student absences, ensuring compliance with legal obligations 
and alignment with our values of togetherness, optimism and pride. 

Rationale  
Regular attendance is both a legal obligation and essential for each child’s growth in knowledge, skills, and community. Daily presence 
allows learners to engage fully with learning, relationships, and service opportunities. Absence affects not only learning but also a sense of 
belonging and wellbeing; therefore, supporting attendance is part of our shared mission of care and partnership with whānau. Our approach 
to attendance is culturally responsive and developed in partnership with whānau. Responses recognise each learner’s identity, language, 
and culture, ensuring attendance support is strengths-based and inclusive of diverse family contexts. 
Legislative Framework  
This policy aligns with:  

● Education and Training Act 2020 (sections 36 and 244)  
● Education (School Attendance) Regulations 1951  
● Stepped Attendance Response (STAR), Ministry of Education 2025  

Regular school attendance is vital for the success and wellbeing of our tamariki. Attending school every day supports our tamariki to 
build strong foundations for their learning and social development. Regular attendance also promotes achievement success as 
tamariki are able to consistently build on their learning. 

Our government has set a national target of 80% of students attending school at least 90% of the time. This means that tamariki 
should be absent for no more than one day a fortnight to ensure that they can have continued success at school. 

Roles and Responsibilities  
The Board, Principal, staff, parents, and students each have clear responsibilities to uphold these obligations and promote consistent 
attendance.  
 

Board of  
Trustees 

● Ensures compliance with legal attendance requirements. 
● Monitors attendance data and trends via the Principal’s 
reports. 

● Reviews the Attendance Policy and 
Plan every three years or sooner if 
required. 

Principal  ● Implements STAR-aligned attendance systems 
and procedures.  

● Reports attendance patterns to the Board each term. 

● Escalates attendance concerns and 
liaises with Attendance Services. 

Staff  ● Record attendance accurately in Hero twice daily.  
● Follow up promptly on unexplained absences. 

● Communicate with whānau and offer 
support where barriers exist. 

Parents,  
Caregivers,  
Whānau 

● Ensure their child attends school whenever it is open. 
● Notify the school as early as possible of absences and 
reasons. 

● Engage in attendance support plans 
when required. 

Students  ● Attend daily, arrive on time, and participate fully in learning. 

 
Daily Attendance Procedures 
 

Roll Marking 
●​ Rolls are taken in Hero by 9:15 am and again after 

lunch. 
●​ Any student not present is marked absent and reasons 

recorded if known. 
●​ Hard-copy rolls are maintained for emergencies and 

relievers. 

Explaining Absences 
●​ Parents report absences via Hero, phone and or email. 
●​ Medical certificates may be requested for extended 

absences. 
●​ All unexplained absences are followed up by the office on 

the same day. 

Communication and Engagement 
●​ The school regularly shares attendance expectations, 

progress, and next steps with whānau through 
newsletters, HERO updates, and parent/teacher 
interviews. 

●​ Families are informed early when attendance patterns 
change so support can be offered before concerns 
escalate. 

Data Monitoring 
●​ Attendance data is monitored weekly by the Principal. Data 

is analysed by year level, gender, and ethnicity to identify 
trends and inform targeted support and interventions. 

●​ Term summaries are presented to the Board and shared 
with staff. 
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Stepped Attendance Response (STAR) – Te Anau’s Implementation 

School Monitoring Individual Attendance plans 

Good  
Less than 5 days (10 
half days) absence in a 
school term 

Worrying  
Up to 10 days 
absence (20 half 
days)  in a school 
term 

Concerning  
Up to 15 days 
absence (30 half 
days) in a school 
term 

Serious Concern  
15 days or more of 
absence (30 or more half 
days) 
 in a school term 

Parents/Guardians  Parents/Guardians  Parents/Guardians  Parents/Guardians 

• Ensure their child(ren) attends 
every day they are able.  

• Reinforce good attendance habits.  

• Support other parents to 
reinforce good attendance 
habits.  

• Maintain open communication 
with school.  

• Follow the school’s 
attendance management plan 
and associated policies. 

• Return child(ren) to regular  
attendance.  

• Contact school to discuss 
reasons for absence and impact      
on learning.  

• Support child(ren) to catch up 
on missed learning.  

• Engage in support offered. 

• Return child(ren) to regular  
attendance.  

• Participate in meeting with 
school to analyse reasons for 
absence and collaborate on a 
Support Plan.  

• Implement strategies at home. 

• Return child(ren) to regular  
attendance.  

• Engage in the Support Plan.  

• Participate in regular meetings 
with our school and agencies. 

School  School  School  School 

• Communicate with parents 
about every absence.  

• Maintain up-to-date contact 
details for parents on Hero.  

• Report regularly to parents on  
attendance (daily on Hero App 
and formally with mid and end 
of year reports)  

• Positive reinforcement, 
newsletters on attendance 
expectations and data is shared 
with students and whānau.  

Support student to:  
– attend school regularly  
– continue learning if unable to 
attend every day (wellbeing or 
health plans) – access alternative 
education pathways where 
appropriate. 

• The Teacher or Senior 
Leadership Team contacts 
parents to discuss reasons for 
absence and impact on learning.  

• Remove any barriers e.g. 
lunches, uniform, transport.  

• Support students to catch 
up on missed learning.  

• Use in-school resources 
where appropriate (e.g., 
counsellor,  
wellbeing check-ins, TA support). 
 
 
 
 
 
 
 

 
 

• The principal meets with 
whānau to co-develop a 
Support Plan.  

• Hold a meeting to analyse  
reasons for absence.  

• Remove any barriers e.g. 
lunches, uniform, transport  

• Develop and implement a 
tailored Support Plan 
(considering barriers and 
circumstances).  

• Use in-school resources 
where appropriate (e.g., 
counsellor,  
wellbeing check-ins, TA support). 

• Contact parents to inform of 
escalated response.  

• Request support from 
Attendance Service or other 
agencies as needed (Oranga 
Tamariki, Youth Officer).  

• Participate in multi-agency response.  

• Maintain monitoring and  
implementation of the Support Plan.  

• Undertake or request Ministry-led 
prosecution when support is not 
taken up.  

• Unenrol student if not 
returning to school. 

Ministry of Education 

Attendance Service  
 
› Work with chronically absent and non-enrolled students and their 
families to identify and address barriers to attendance.  

This includes:  
› agreeing changes to be made, addressing some unmet basic 
needs impacting on attendance, and referring students to other 
services as necessary  

› Collaborate with schools so that they remain engaged as plans are 
developed and implemented, and they can continue to provide support as 
the student increases their attendance at school, and the additional 
Attendance Service support is withdrawn 

Regional and National teams  
 
› Facilitate involvement of other agencies  

› Support schools to access other education pathways for a student 
where appropriate  

› Consider system-wide initiatives for high-risk attendance  

› Reprioritise regional support resources to where most needed/effective  

› Undertake Ministry-led prosecution when considered appropriate if 
supports are offered and not taken up, when requested by schools 


