
 

Attendance Management Plan and Supporting Procedures 
 

Strategic Priorities 
 
At Picton School, our approach to attendance is grounded in our school values:  
●​ Manaakitanga – we have kind hands, kind thoughts, kind hearts 
●​ Rangatiratanga – we do the right thing and bring others with us 
●​ Te Tautuhi – we are ready, resilient, and respectful 

We recognise that regular attendance supports learning, wellbeing, and a sense of belonging for our tamariki. However, we 
also acknowledge that attendance data alone does not reflect the full picture of wellbeing or educational success. We want 
every child to feel safe, valued, and inspired to be part of school life. Our focus for improving attendance is on increasing 
engagement and access to education through supportive relationships, inclusive practice, and whānau-centred 
partnership. 

The government’s national target is for 80% of students to attend school regularly by 2030. (‘Regular attendance’ is 
defined as over 90% attendance, or students missing fewer than 5 days across a term.) ​
Our school currently has 28% regular attendance (Term 3, 2025). Our goal is to increase regular attendance to 70% by 
the end of 2026, using locally tailored, whānau-led and strengths-based approaches.  

We aim for sustained improvement across all attendance categories, with the greatest gains among learners who have 
been most disengaged. We will measure success not only by reduced absence, but by strengthened relationships, 
re-engagement, and learner wellbeing.  

We also recognise that some whānau make informed decisions to prioritise wellbeing or cultural connection – such as 
attending important whānau events or participating in alternative learning opportunities (e.g. forest school). While this may 
affect attendance rates, we respect these choices as part of our holistic, values-aligned approach to learning. 

 Board Responsibilities 
 
The Picton School Board is responsible for taking all reasonable steps to ensure that ākonga attend school when it is open 
for instruction. 
​
The Board will meet this responsibility by: 

●​ Upholding our values of manaakitanga, rangatiratanga, and te tautuhi in all attendance decisions and policies. 
●​ Maintaining a clear commitment to support ākonga to return to regular attendance through positive, relational, and 

restorative approaches. 

●​ Ensuring processes and procedures in place to support a Stepped Attendance Response (STAR) that uses data 
thresholds to identify ākonga and tailor support. 

●​ Receiving and reviewing quarterly attendance reports, including analysis of trends, barriers, and actions taken. 

●​ Ensuring this Attendance Management Plan and associated STAR procedures are published on the school’s website. 

●​ Monitoring potential risks by ensuring that attendance expectations are balanced with health and wellbeing needs. 

Principal Responsibilities 

 

 

 
The Principal is responsible for: 
●​ Implementing the STAR procedure to ensure early identification and tiered responses for ākonga whose attendance 

drops below regular thresholds. 
●​ Ensuring all ākonga, staff, and whānau understand the processes and supports available to maintain engagement and 

attendance. 
●​ Facilitating (and ensuring the safety of) pastoral care interventions including:  



 

 

Monitoring 

Legislative compliance/ Legislation 
This plan aligns with: 

●​ Education and Training Act 2020 
●​ Education Attendance Management Plan regulations (once enacted) 
●​ Education (School Boards) Regulations 2020 

Stepped Attendance Response (STAR) procedure 

 

 

o​ Investigating and responding to ākonga absence with a focus on understanding and addressing underlying 
causes rather than applying punitive measures. 

o​ Maintaining community partnerships to address clothing insecurity as a barrier to attendance. 
o​ Providing access to Breakfast Club to reduce food insecurity as a barrier to attendance. 

●​ Overseeing day-to-day delivery of the Ka Ora, Ka Ako (Free School Lunch) Programme to reduce food insecurity as a 
barrier to attendance. 

●​ Ensuring accurate recording and timely follow-up of all absences in accordance with Ministry guidance and localised 
protocol (see Appendix D for discretionary codes). 

●​ Embedding inclusive instructional design so that neurodiverse learners and others who experience barriers to 
participation feel safe, supported, and valued. 

●​ Developing and promoting a positive school culture that celebrates learning, builds belonging, and fosters intrinsic 
motivation for attendance. 

●​ Reporting to the Board each term on attendance data, trends, barriers, and the effectiveness of interventions being 
used to support regular attendance. 

Procedures/supporting documentation 

The Picton School Stepped Attendance Response (STAR) Procedure is included below.  

The Picton School Attendance Improvement Plan is available here.  

See appendices for: 

●​ Pastoral Care Protocols (Appendix A) 
●​ Individual Learner Support Plan Template (Appendix B) 
●​ Board Attendance Report Template (Appendix C) 
●​ Attendance Code Application Protocol (Appendix D) 

●​ The Principal will maintain daily monitoring of attendance data via HERO. 
●​ Attendance data will be analysed every term, drawing on the Every Day Matters report, any local data from the 

Marlborough Attendance Service (if applicable), and the Pastoral Care Worker’s records. (also available on Hero) 
●​ The Board will receive reports each term outlining: 

●​ Trends and emerging patterns 
●​ Identified barriers to attendance 
●​ Effectiveness of interventions 
●​ Recommended adjustments to support structures or resources 

 

Our Guiding Philosophy 

Our approach to attendance is grounded in the understanding that many factors influence whether tamariki are able to 
attend school regularly. Some of these are within a school’s control, but many sit within broader social, economic, and whānau 
contexts. Within our sphere of influence as a school, we focus on creating the conditions that make good attendance possible 
and the schooling experience meaningful for learners. 

https://docs.google.com/document/d/1xnCzOwNFZ0bJYA-YOvewdUgnpudTxnUW/edit


 

Parent/Whānau responsibilities: 

School responsibilities 

School Procedure: 

 

 

We know that tamariki are more likely to engage when they feel safe, supported, and connected, and when barriers are 
minimised. Strengthening relationships and affirming a strong sense of belonging are therefore part of our contribution to the 
wider system that supports regular attendance. 

We recognise the importance of regular attendance for learning, wellbeing, and social development. Our approach 
emphasises early connection, relational engagement, and barrier-removal, while acknowledging that families often face 
complex circumstances that extend beyond the school environment. 

Our STAR approach applies a tiered response based on thresholds of absence while retaining flexibility to respond to context, 
individual needs, and whānau circumstances. All actions are recorded in HERO. 
 

●​ Support tamariki to attend every day they are able. 
●​ Reinforce positive attendance habits and conversations at home. 
●​ Maintain open communication with the school, particularly around illness, wellbeing, or other challenges. 
●​ Partner with the school to identify barriers and co-design solutions. 

 

●​ Communicate clear, values-based expectations for attendance on enrolment, at the start of each term, and through 
ongoing communication. 

●​ Contact whānau promptly when ākonga are absent (within 1 school day). 
●​ Maintain accurate attendance records in HERO. 
●​ Report regularly to parents on their child’s attendance and engagement. 
●​ Monitor attendance data weekly and discuss at pastoral meetings to ensure early intervention. 
●​ Use the STAR process to ensure consistent, compassionate, and evidence-based responses. 

 

 
The Pastoral Care Worker and Principal meet weekly to: 

●​ Review attendance data and progress against support plans. 
●​ Discuss systemic barriers or resourcing needs. 
●​ Evaluate effectiveness of interventions. 
●​ Recommend policy or procedural adjustments to the Board. 

 
Picton School STAR Thresholds and Response Actions: 

Attendance Category Threshold  
(per term) 

Actions (may be applied flexibly) Responsible 

Regular attendance 
(90–100%) 

0 - 4 days absence ●​Positive reinforcement and celebration of progress 
●​Communicate encouragement to whānau 

Classroom teacher / 
Pastoral Care Worker 

Irregular absence 
(80–90%) 

5 - 9 days absence ●​Contact whānau to discuss patterns and possible 
barriers (phone call) 

●​Review with Pastoral Care Worker 
●​Provide catch-up support and mentoring 

Classroom teacher / 
Pastoral Care Worker 

Moderate absence 
(70–80%) 

10 - 14 days 
absence 

●​Meet with whānau and ākonga to identify causes 
and co-design an individual support plan 

●​Link to supports based on need (uniforms, 
breakfast club, counselling, RTLB, etc.) 

Principal / Pastoral Care 
Worker 

Chronic absence 
(<70%) 

15+ days absence ●​Convene multi-agency hui (e.g. with MoE 
Attendance Service, health and social services) 

●​Review long-term engagement options or 
alternative education pathways 

●​Develop reintegration plan  

Principal / Pastoral Care 
Worker / MoE 

 



 

 

 

 

For reference: Updated Blank STAR template.pdf 

Ministry of Education Attendance Service responsibilities: 
●​ Work with chronically absent and non-enrolled ākonga and their families to identify and address barriers to attendance. 

This includes: 
o​ agreeing changes to be made 
o​ addressing some unmet basic needs impacting on attendance 
o​ referring ākonga to other services as necessary  

●​ Collaborate with schools so that: 
o​ they remain engaged as plans are developed and implemented 
o​ they can continue to provide support as the ākonga increases their attendance at school, and the additional 

Attendance Service support is withdrawn 

Regional and National Ministry of Education teams:  
●​ Facilitate involvement of other agencies  
●​ Support schools to access other education pathways for a ākonga 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 

https://web-assets.education.govt.nz/s3fs-public/2025-09/Updated%20Blank%20STAR%20template.pdf?VersionId=RErfK73VPwphwoSO_XLH_CDUXvD0pK.G


 

Appendix A: Pastoral Care Protocols 
Purpose:​
To ensure every learner at Picton School feels safe, valued, and supported. The protocol guides 
how pastoral concerns (including attendance issues) are identified, responded to, and monitored. 

Guiding Principles: 
●​ Manaakitanga: every interaction demonstrates care, respect, and compassion. 
●​ Rangatiratanga: learners and whānau are active partners in decision-making. 
●​ Te Tautuhi: identity, language, and culture are affirmed and supported. 
●​ Whānau-first approach: we work alongside families to co-design support. 
●​ Early connection: small concerns are addressed early through conversation, not 

correction. 
Pastoral Care Process: 

Step Action Responsible Documentation 

1.​ Concern 
noticed 

Teacher notices attendance drop, 
wellbeing concern, or 
disengagement 

Classroom teacher Hero 

2.​ Initial 
connection 

Teacher contacts whānau (phone 
call, message, or chat) to check in 
and understand what’s happening 

Classroom teacher  

Pastoral Care 
Worker log  

3.​ Team 
discussion 

If concern continues, raise with 
Pastoral Care Worker 

Classroom teacher 
/ Pastoral Care 
Worker 

 

Pastoral Care 
Worker log 

4.​ Whānau 
hui 

Meet with whānau to explore 
underlying causes, strengths, and 
supports. Use holistic model (Te 
Whare Tapa Whā). 

Pastoral Care 
Worker  

Principal (if 
required – e.g. 
reluctance to 
engage) 

Hui notes & 
agreed actions 

5.​ Support 
plan 

Co-design an Individual Learner 
Support Plan (see template 
Appendix B) 

Principal / Pastoral 
Care Worker 

Plan saved in 
learner folder 

6.​ Ongoing 
review 

Review at pastoral meeting every 
2–4 weeks 

Principal / Pastoral 
Care Worker 

Update notes & 
actions 

 

Referral pathways: 

●​ Internal: Principal, SENCO 

●​ External: Attendance Service, Oranga Tamariki (if required), Health services, Social 
supports 

Confidentiality: 

All discussions and notes are treated as confidential and stored securely. Only relevant staff have 
access to learner’s pastoral care information. 

 

 



 

Appendix B: Individual Learner Support Plan Template  
(SUBJECT TO CHANGE)  
Purpose:​
To document the strengths, needs, and agreed actions for a learner whose attendance or 
engagement requires targeted support. 

Learner Details 

Name Year Teacher 

   

   

 

My current attendance: ............................ My goal attendance: .......................... 

Date of Plan: ………………………………..  Date of review: ……………………….. 

 

Strengths/positives - What is going well/What do I love about school: 

 

 

Tamariki voice - What makes it hard for me to attend school / Who can I talk to: 

 

 

Whānau voice - Things that make it difficult getting tamariki to school: 

 

 

School concerns - What are we worried about: 

 

 

 

Plan/who will do what: 

School Whānau Tamariki 

   

   

 

 

 

 



 

 

 

 



 

Appendix C: Attendance Code Application Protocol  
Purpose​
This appendix outlines Picton School’s local application of selected attendance codes, ensuring consistency, 
transparency, and alignment with our school values of Manaakitanga, Rangatiratanga, and Te Tautuhi. 

 

1. Alignment with Ministry Guidance 

Picton School follows the Ministry of Education Attendance Code Guidance for all nationally prescribed 
codes: 
https://web-assets.education.govt.nz/s3fs-public/2025-01/Attendance_Guidance_v02B.pdf?VersionId=en.x8
nIC1VewxLJ3dQSw5u9WCIHnrIbc  

​
Where the Ministry provides schools with discretion (specifically for codes L, Q, J, E, and M), we have 
defined local policy positions to ensure our practice reflects our wellbeing-first philosophy and the needs of 
our diverse learner cohort. 

 

2. Local Application of Discretionary Codes 

Code Meaning Picton School Application Notes / Examples 

L – Late Ākonga arrives 
late within the 
school’s 
defined 
threshold. 

Applied when a ākonga arrives within 30 
minutes of the school’s official start 
time. This reflects our understanding 
that punctuality is influenced by many 
factors, and that participation – even 
partial – is valued. Persistent lateness 
will be supported through pastoral 
follow-up rather than punitive measures. 

Late bus, anxiety-related 
morning delay, family 
responsibilities, transport 
issues. 

Q – Approved 
offsite 
learning 

Ākonga 
engaged in 
structured 
learning 
approved by 
the Board. 

Used for offsite programmes that 
contribute to learning, wellbeing, or 
personal development. 

School Organised EOTC 
activities, community service, 
structured cultural learning. 

J – Justified 
absence 
(Principal 
approved) 

Absence 
approved by 
the principal 
for valid 
reasons other 
than illness. 

Used when whānau make informed 
decisions to prioritise wellbeing, cultural 
or family obligations, or significant 
events. Such absences are recorded as 
justified, even where they may reduce 
attendance percentage. 

Tangihanga, cultural 
observance, whānau 
celebrations, family travel for 
special occasions, recovery 
time for ākonga with an IEP. 

E – Explained 
but 
unjustified 

Absence 
explained by 
whānau but 
not approved 
by the 
Principal. 

Used sparingly and only after 
communication with whānau. Our 
default position is to seek understanding 
and support before assigning an 
“unjustified” code. 

Ākonga stays home due to 
family errands. The reason is 
known but not sufficient to 
justify absence. 

M – Illness/ 
unwellness 

Ākonga unwell 
and unable to 
attend school. 

Used for all forms of unwellness – 
physical, mental, emotional, etc. We 
recognise that health and wellbeing are 
holistic.  

Physical illness, fatigue, 
anxiety, sensory overload, 
emotional distress, burnout. 

 
 

 

https://web-assets.education.govt.nz/s3fs-public/2025-01/Attendance_Guidance_v02B.pdf?VersionId=en.x8nIC1VewxLJ3dQSw5u9WCIHnrIbc
https://web-assets.education.govt.nz/s3fs-public/2025-01/Attendance_Guidance_v02B.pdf?VersionId=en.x8nIC1VewxLJ3dQSw5u9WCIHnrIbc


 

3. Attendance Duration Thresholds 

Ākonga are recorded as present (“attendant”) if they are at school for four or more hours of the 
instructional day.  

 

4. Communication and Review 

●​ This policy will be shared with all staff and made available to whānau to ensure consistency and 
transparency. 

●​ Attendance coding will be reviewed each term for consistency. 

●​ Any changes in Ministry guidance will trigger a policy review. 

 

5. References 

●​ Ministry of Education: Attendance Code Guidance (2024) 
https://web-assets.education.govt.nz/s3fs-public/2025-01/Attendance_Guidance_v02B.pdf?Versio
nId=en.x8nIC1VewxLJ3dQSw5u9WCIHnrIbc  

●​ Education and Training Act 2020 

 

 

 

https://web-assets.education.govt.nz/s3fs-public/2025-01/Attendance_Guidance_v02B.pdf?VersionId=en.x8nIC1VewxLJ3dQSw5u9WCIHnrIbc
https://web-assets.education.govt.nz/s3fs-public/2025-01/Attendance_Guidance_v02B.pdf?VersionId=en.x8nIC1VewxLJ3dQSw5u9WCIHnrIbc
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