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Attendance Management Plan

Effective from: Term 1, 2026
Review Cycle: Annually (or as necessary with MoE policy)
Published: On school website (possibly on School Docs if able)

Attendance Objectives

Regular school attendance is vital for the success and wellbeing of our akonga. Attending school everyday
supports our akonga to build strong foundations for their learning and social development. Regular attendance
also promotes achievement success as akonga 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 akonga should be absent for no more than one day a fortnight to ensure that they can have
continued success at school.

At Hiwinui School our school vision underpins our approach to attendance of every student striving to Reach your
PEAK. Our stepped Attendance Response outlines our process for monitoring, supporting and improving
attendance - so that every akonga can strive to be the best they can be.

Baseline data informing our attendance management plan.
Term 2 Attendance 2025 (from Every Day Matters)
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What would success look like?

Success would look like maintaining or increasing our regular/good attendance by reducing areas of unjustified
absences (irregular attendance). Examples of unjustified absences include, but are not limited to families taking
holidays in term time, not returning to school after a justified appointment/activity.

Purpose Statement

This plan sets out Hiwinui School’s approach to identifying and responding to student absences. The plan
supports improved engagement, equity, and well-being for all our students and aligns with the Ministry of
Educations’ Stepped Attendance Response (STAR).



https://web-assets.education.govt.nz/s3fs-public/2025-09/Updated%20Stepped%20Attendance%20Response%20-%20STAR.pdf?VersionId=GzD085NdoX8M1zofnM4x0xF_QQ04xD7J

Attendance Management Procedures
We regularly communicate with our families about attendance expectations, consisting of:
e Communication in weekly newsletters
e Conversations at Learning conferences and on enrolments
e Reminders to HERO or Facebook
e Phone class to Wha when needed.

Roles & Responsibilities
Everyone has specific roles and responsibilities in our management plan and it is important everyone fulfils

their role.

ROLES

RESPONSIBILITIES

Attendance Officer
(Office
Administrator)

Daily monitoring of Hero attendance.

Follow up on unexplained absences by 9.30am

Communicate with caregivers via text or phone about absences

Maintain accurate records of attendance using correct codes

Liaise with teaching staff

Consult with principal about any regular absences that may require additional
referral.

Print hard copy rolls for relievers and enter this data manually

Classroom Teachers

Accurately mark rolls on Hero by 9.05am and 1.50pm each day.

Report concerns about attendance to the principal.

Keep notes about any communication with caregivers on Hero.

Respond to any immediate concerns by communication with child or parents (as
appropriate)

Principal / Deputy
Principal

Approve extended leave

Manage serious attendance concerns

Complete referrals to Marlborough Attendance Services Complete any
required Section 16 OT referrals for serious cases

Refer to Ministry of Education as required

Report attendance data twice termly to the school Board, showing analysis of
data, trends and narratives.

Adhere to the STAR thresholds

Review the plan termly after considering Everyday Matters Report

Caregivers

Whanau have a legal obligation to ensure their children attend school
(Education Training Act. s244)
We expect Whanau to
e Notify the school of absences via phone, Hero or email. Be honest
about the reason for non-attendance
e Arrange appointments or trips outside of School hours or during
school holidays
e Work with us (school) to manage attendance concerns.




Attendance Monitoring Process

Dally Monitoring (both AM and PM)

2.

Teachers mark attendance in Hero by 9.05am and 1.20pm

Late arrivals must report to the school office and will be marked in as late by either the office administrator

or principal. Any students who miss roll call in class will be marked as late.

Office administrator checks attendance no later than 9.30am and sends notifications to any parents of
unexplained absence via Hero text facilities, checks through reasoning and attendance codes used on all
absences

Follow up with caregivers if they have not responded by 10.00am to the text notification

If no response is received to the phone call students will be marked as Truant. If there is cause for concern of
the student’s whereabouts (ie it was reported they were seen walking to school) police will be called.

Notes will be added to students daily attendance if step 5 was required

Stepped Response to Absence (STAR aligned)

This tiered response has been developed in line with the STAR plan from the Ministry of Education — it ensures
that students attendance is closely monitored and suitable actions are undertaken as differing thresholds are met.

Level Threshold
Tier 1 0 — 4 days absent per term Monitor, no action required if justified absences.
Tier 2 5 — 9 days absent per term Teacher checks in with student Attendance Officer

emails parents with initial notification

Tier 3 10 — 14 days absent per term Attendance records discussed between principal and

teacher.
Principal / DP notified
Principal / DP to call parents to discuss

Tier 4 15+ days absent per term Formal letter sent to parents via principal

Referral made to Attendance services
Meeting requested with whanau — for teacher, whanau

and principal
Tier 5 Ongoing poor attendance Individualised attendance plan developed with teacher,
across terms whanau, principal and SENCO

External support agencies engaged
(eg OT referral, ROCK-ON referral)




Responding to Specific Absence Types

P Present
L Late to class, indicated if the students have arrived at class after the roll was taken
A Alternative provision — eg Health School, Alternative Education (not activities such as

STEAM or Forest School)

Q Board approved off site learning (includes technology, school sports, camps and any
special activities approved by board)

D Approved external appointment (eg dentist and doctors)

J Explained by parents and approved by the principal up to 5 consecutive days (examples
include bereavement leave, graduation events, special family occasions eg 50" birthday,
extreme family sickness where the child is not sick)

M lliness and Medical absence — can only be used for 3 days before requiring a medical
certificate

U Stood down or suspended from school

T Truant (will automatically be used if no explanation is provided by parents)

E Explained by parent but not approved by principal (examples include ski trips, shopping

trips, child is tired or refusing to come to school)

G Holiday during term time (does show as an unjustified absence)

? Unknown reason (temporary code until contact is made with whanau)

NOTE: After 3 days of sickness, a medical certificate is required or further supported explanation.

Communication with Whanau

Whanau can notify the school of attendance matters via:

* Notifications in Hero and Skool Loop
* Phone (06) 3268078
* Email: office@hiwinui.school.nz

Caregivers will be contacted by:
* Text to the main caregivers phone via Hero
* Follow up phone calls to the immediate caregivers contact numbers provided
* Last resort email of the primary caregivers

Review and Publication

* This plan will be reviewed annually by Senior Lead Team and the board, or earlier if required by changes to
Ministry regulations

* The plan will be published on the school website by Term 4, 2025 and update notifications will be published
immediately via the newsletter.



