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Why Attendance Matters 
 

“Student attendance, along with effective teaching, has the greatest 
influence on student engagement and achievement. All students 
must be present at school so they can participate and engage in 
learning. Parents and boards of trustees are legally responsible to 
ensure students’ regular attendance at school in an effort to improve 
student engagement and achievement, especially for Māori and also 
Pasifika learners who are over represented in the statistics. 
Irregular/worrying attendance may be an early indicator of problems 
with student motivation or teaching effectiveness. Students with high 
absenteeism are less likely to succeed in their learning. If a student 
misses five school days each term, or one day a fortnight, they will 
miss the equivalent of one year of school over 10 years. As the 
level of absenteeism grows, the difficulty of re-engaging in learning 
can grow exponentially.” (Attendance Matters 2011) 
 
 
At Westport North if we see that a student‘s attendance is declining, 
that they have been absent from school more than usual for 
medical or unjustified reasons, then we have a responsibility to 
check in with them and their whānau, not only to follow up if 
unexplained, but more importantly to understand  why they aren‘t 
coming to school and work out what support they need. If they are 
away sick for a period of time, checking in helps to maintain that 
supportive relationship and allows us to establish if support is 
needed when they return to school after being unwell. Early 



intervention is crucial for helping to improve each student‘s journey 
at our kura. 
 

Attendance Overview 
 

The Ministry of Education (MoE) classifies regular attendance as coming to 
school for 90% or more half days. This means that we expect students to 
attend at least four and a half out of five days a week or nine out of ten full 
days in a fortnight. The MoE classifies attendance as follows: 
 

 

% Attendance Classifications 

90%+ REGULAR/Good 

80-90% IRREGULAR/Worrying 

70-80% MODERATE/Concerning 

0-70% CHRONIC/Very 
Concerning 

 
 
 
 
Attendance Codes 



Attendance codes allow for us to accurately record reasons why students are 
not at school, whether those reasons are justified, unjustified or truant, 
whether it be that they are attending an alternative education programme, 
school activity.  
Unexplained absences show as a ? and do not automatically change to 
‘truant’ anymore - instead, we have to obtain a reason from whānau. Accurate 
attendance coding allows us to monitor if a student has a high percentage of 
unjustified absences, medical absences, and on a deeper level, if there is a 
pattern to a student’s absences, such as missing a particular day of the 
week. We have a legal obligation to follow up and accurately record any 
unexplained absences - when we all do our part to make this happen, and 
follow the attendance processes for doing this, it means that we get an 
accurate picture of what is going on for our ākonga, ensuring we can achieve 
early intervention if necessary. 
 
Justified and Unjustified absences are explained as below, with some 
examples: 
 
Justified absence:  
An explained absence, within the school's policy as an acceptable 
reason for the student to be away from school. e.g:  
 

• Absent due to short-term illness/medical reasons 
• Justified absence – reason for absence within the school policy 
• Stood down or suspended 

 
Unjustified absence:  
An absence that is either unexplained or, explained, but the 
explanation is not within the school's policy as an acceptable reason for the 
student to be away from school. e.g: 
 

• No information or throw-away explanation 
• Absent with an explained but unjustified reason 



• Holiday during term time 
• Unknown reason 





Recording Attendance 

Westport North School has procedures to record and monitor attendance, and to identify 
and follow up concerns. We share attendance expectations with students and their 
parents/caregivers, and staff are responsible for reminding students of these expectations.  

We record attendance accurately to ensure all students are accounted for, including for 
emergency situations. We monitor absence patterns using our student management system 
and notify parents/caregivers of any concerns. 

Classroom teachers, learning support staff, and office staff work together to ensure 
attendance is recorded correctly. Relievers, itinerant teachers, and specialist teachers 
provide attendance information as necessary to the relevant teacher, or directly to the 
school office.  

We record students as present or absent using Ministry of Education attendance codes. An 
absence may be justified (e.g. for medical reasons) or unjustified (e.g. for an unapproved 
holiday or other unsatisfactory reason), and we record this in our attendance register. For 
a full list of attendance codes, see the Absence definitions and codes glossary in 
Attendance Matters (Ministry of Education). 

 

Monitoring attendance 

The school office receives attendance information from classroom teachers and/or relievers, 
itinerant, or specialist teachers, and is responsible for checking and updating attendance 
information (e.g. due to students arriving late or going home early). Office staff follow up 
absences, monitor for changes or trends in student attendance, and coordinate with 
relevant staff as needed.  

Staff are encouraged to report any attendance concerns to the principal.  

The Ministry of Education collects attendance data from the school, including: 

• the proportion of students who attend regularly 
• students with five or more full days of unjustified absence in a term 
• absences remaining unexplained at the end of each week. 

Student absences 
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Parents/Caregivers are expected to notify the school as soon as possible (before or during 
the school day) if their child will be absent. Westport North School will contact 
parents/caregivers by text or phone call if no explanation is provided for student absence. 
If the school office or class teacher does not receive a reason for absence, the student 
will be marked as truant.  

Under the Education and Training Act 2020 (s 45), the principal may allow a student to be 
absent from school for up to five days if there is a justified reason for absence (e.g. due 
to illness, a funeral or tangihanga, or other approved reason at the discretion of the 
school). For planned absences, requests must be made to the principal at least one week 
before the planned event.  

The principal has discretion to approve or deny requests, based on criteria including:  

• the benefit to education for the student (including qualifications and experience of 
course providers as relevant) 

• the length of time away from regular school programmes that the activity will require. 
• Process: If a student has 5 or more days of absence within a term, they will be 

identified for follow-up, regardless of whether they were justified. 

If a student does not arrive at school or goes missing during the day (including from an 
EOTC event), we check there are no errors in how attendance information was recorded or 
updated (e.g. if a student has gone home due to illness). If necessary, we follow up with 
parents/guardians and/or emergency contacts. We may also follow our Missing Student 
Procedure.  

Following up unexplained absences  

Westport North School takes all reasonable steps to ensure students attend school while it 
is open, including following up unexplained absences. 

Our follow-up actions may include: 

• analysing attendance data for patterns of absence 
• contacting parents/caregivers to outline attendance expectations 
• Email outlining attendance expectations being sent home frequently throughout the 

term if a student's attendance rate is 75% or below 
• communicating with students and their parents/caregivers to discuss strategies for 

improving attendance 

https://westportnorth.schooldocs.co.nz/1875.htm
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• referring to the attendance officer to re-engage students back to regular/Good 
attendance. 

Under the Education and Training Act (s 48), the board supports the employment of an 
attendance officer by Buller Reap who has authority to follow up absences with students 
and their parents/caregivers directly.  

We may also refer students with extended or persistent absences to the Attendance 
Service  

 

Communication Steps with Whānau 
Below are the steps we take frequently to ensure: 
The health and safety of our students; 
Identify barriers that may lead to absenteeism; 

 
1.Daily 
Phone calls and Text home to confirm reasons for absences 
 
2.Throughout the Term 

• Regular automated email for whanau with attendance below 75% 
• Week 3, 6, 9 email home to whanau with attendance sitting at 80% or 

lower. 
• End of Term Letter home to whanau with attendance below 70% for the 

term. 
• Automated email sent when a child misses 5, 10 and 15 days. 
• Rewards given out to students whom have attendance at 100-90%+ at 

week 3, 6, 9 (Mufti Day pass, Big Break bonus) 
 
3.End of Term 

• End of Term Letter home to whanau with attendance below 70% for the 
term. 

• Rewards given out to those with 100%/95% and 90% or have improved 
their attendance by 10% from previous term. 

http://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/attendance-services/
http://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/attendance-services/


• Students sitting at 100% attendance at the end of each term recieve a 
voucher for a ‘Number 7’ from Rainbow Cake Kitchen. 

4.Attendance and Engagement Services 
Referrals made on a case by case basis based on the reasons for 
absenteeism or whānau circumstance. 

School procedure Flowchart 

Whānau Flowchart 



 
 

School Policy 
Student Attendance 

At Westport North School, our attendance procedures ensure students are accounted for 
during school hours and activities as well as emergency events. This allows school staff to 
identify and respond to student attendance concerns. We recognise the importance of 
regular attendance to support student welfare and help students achieve their educational 
potential. 

As required by the Education and Training Act 2020 (s 35), students between six and sixteen 

years old must be enrolled at school. Once enrolled, it is compulsory to attend school 
regularly, unless a specific exemption has been approved by the school and the Ministry of 
Education. The board takes all reasonable steps to ensure all students enrolled at Westport 
North School attend school when it is open (Education and Training Act, s 36). 

Westport North School records and monitors attendance using set attendance procedures. 
We have annual targets for student attendance, and work with students, parents and 
caregivers, staff, and external agencies where necessary to improve our levels of student 

https://westportnorth.schooldocs.co.nz/arrowright.gif

javascript:toggleBlock('48139')


attendance. We share our attendance information with the Ministry of Education, which 
ensures we receive correct funding and staffing entitlements. We keep our attendance 
registers for seven years from the date of last entry.  

Parent/Guardian and student responsibilities 

Parents and guardians have legal obligations to ensure their children attend school 
(Education and Training Act, s 244). We expect parents/guardians to: 

• notify the school as soon as possible if their child is going to be late or absent  
• arrange appointments and trips outside school hours or during school holidays where 

possible 
• work with the school to manage attendance concerns. 

We share attendance expectations with students and their parents/guardians and 
caregivers, and require students to be present and attend classes on time.  

Parents/Guardians may ask for their child to be excused from certain areas of the 
curriculum for religious or cultural reasons. The principal reviews these requests and 
considers the preferences of the student. The school provides supervision for any students 
who do not participate in certain areas of the curriculum. 

School hours and supervision 

Westport North School staff comply with our schedule and release students at set times. 
For information about supervision outside of school hours, see Before and After School 
Supervision. 

Students are not allowed to leave the school during school hours unless permission is 
requested by parents/caregivers and given by the school. The student must sign out at the 
office.  

If a student is ill or injured at the school or a school-related activity and needs to be 
taken elsewhere (e.g. home or a medical facility), we follow our procedures for Managing 
Injuries and Illness. 
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