
Ōwhiro Bay School Attendance Management Plan and supporting STAR procedures 

Strategic Priorities  
Ōwhiro Bay School fosters a culture of consistent attendance, recognising its crucial link to student welfare, 
academic achievement, and successful integration into the school community. Attendance is directly linked to 
student welfare and achievement and promotes a sense of belonging and supports positive social development 
among all students. It helps to bridge potential learning gaps and is vital for consistent academic progress. 

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. 

Our school currently has 64 % regular attendance and a target of lifting regular attendance to 70% by the end of 
2026. 

Board responsibilities 
As required by the Education and Training Act 2020 (s35), all 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 Ministry of Education. The board takes all reasonable steps to ensure all students 
enrolled attend when it is open for instruction (Education and Training Act 2020 s36). 

The board will comply with the provisions in the legislation in relation to student attendance by: 

●​ having a commitment to support students return to regular attendance 
●​ having processes and procedures in place to support a Stepped Attendance Response to student absence 

that uses data-based thresholds to identify students 
●​ recording all absences, and responding accordingly 
●​ having an effective method in place for identifying and monitoring student absence, including identifying 

patterns and barriers to student attendance 
●​ publishing this attendance management plan on the school’s website.  

Principal responsibilities 
The principal is responsible for: 

·   ​ developing and implementing a stepped attendance response aligned with the thresholds to support 
student attendance 

·   ​ ensuring that student absence is investigated, responded too and actions taken recorded aligned with the 
thresholds 

·   ​ ensuring all students, whanau and staff understand the processes and procedures that support student 
attendance 

·   ​ Reporting to the board on any trends, barriers to attendance and interventions being used to support 
student attendance. 

·   ​ providing a termly attendance report to the School Board showing the analysis of data, trends and narratives 

Procedures/supporting documentation 
●​ Attendance management Procedure - Stepped Attendance Response (STAR)- see below 
●​ Board Responsibilities Policy; Student Management Policy; Communications Policy; Health and Education Policy 

 

Monitoring 
The principal will maintain reporting of daily attendance data.   

The board will receive termly attendance reporting- including information provided by the Every Day Matters report. 
Included in this reporting will be any emerging trends, barriers to attendance, and areas of concern for the board's 
consideration. 

Legislative compliance/ Legislation 
Education and Training Act 2020 

Education Attendance rules 

Education Attendance Management Plan regulations (yet to be passed) 
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Attendance Management Procedure- Stepped Attendance Response 
 

What would success look like? 

Success would look like a decrease in the Irregular(18% T4, 2025) and Moderate Absences (4%, T4 2025) so that more 
of our tamariki are attending regularly. Although the Chronic Absences are of concern these are largely due to 
significant illness or family holiday which is difficult to dissuade as several whānau have families overseas and may be 
away for an extended period. 

Parent/Whānau responsibilities 
●​ ensure students attend every day they are able 
●​ reinforce good attendance habits 
●​ maintain open communication with the school to manage attendance concerns and to highlight any 

barriers they may be experiencing that is making school attendance challenging 
●​ follow the school’s attendance management plan and associated attendance policies and procedures 
●​ notify the kura as soon as possible if their tamaiti is going to be late or absent 
●​ Arrange appointments or trips outside of kura hours or during school holidays where possible 

School responsibilities 
●​ clear communication to parents and students on attendance expectations on enrolment, at the start of the 

year and each term 
●​ communicate to parents what steps the school will take if the student is absent from school 
●​ monitor student attendance 
●​ provide students with regular updates on their own attendance 
●​ parents will receive student attendance data daily via the school app and in twice yearly written reporting. 

School Procedures 
 

Office Manager 

●​ manages the recording of the electronic student attendance register and the follow-up procedures for non- 
attending students. 

●​ supports  teachers to maintain accurate up-to-date attendance information, checking in daily if required 
●​ checks emails, phone and app messages and takes phone calls of absences in the morning. 
●​ checks all classes' attendance on EDGE from 9.05am and again following the afternoon roll at 1:50pm 
●​ Any children marked with a ? are then followed up by the Office Manager: 

a. ​ Contact is made to all parents of children marked with a ? 
b. ​ When replies are received, the Office Manager updates the absence with the appropriate code. 
c. ​ If no reply is received, the child is marked as Truant. 

 
Kaiako 

●​ are responsible for recording student attendance to their class each half day - by 9:05 and 1:40 pm 
●​ are responsible for maintaining accurate and up-to-date records and supporting the attendance systems.  

They will also monitor and follow-up on lateness and attendance or any other attendance issues with parents 
and SLT 

●​ SLT and relevant personnel will be kept informed of serious student absence situations. 

Tumuaki/SLT 

●​ Will contact outside agencies as appropriate to support attendance. 
●​ Will identify students at the thresholds.  Follow-up response actions will be tailored to the reasons for 

absence. 
●​ Patterns of attendance and specific interventions being used will be evaluated by the SLT termly to review 

outcomes and effectiveness of these interventions. 
●​ Have regular communication in newsletters/ hui regarding importance of attendance and current trends 

Attached is the Stepped Attendance Response Activities for our school.  Any action taken can be considered at any 
threshold.  All actions taken to respond to absences will be recorded in our School Management System.  If you have 
any questions about our Stepped Attendance Response or procedures, please contact the principal. 
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School Stepped Attendance Response Activities  
Below is our stepped attendance response for responding to individual student absence.  Actions can be taken at any stage and there is no requirement to wait for a 
student to be identified at a threshold to take action to address non-attendance.  Contact parents and arrange a meeting as soon as possible. Any attendance data related 
questions please speak with our Office Manager or the principal.   
 

Good Attendance Worrying Attendance Concerning Attendance     Very Concerning Attendance 

Less than 5 days absence in a 
school term 

    Up to 10 days absence in a 
term 

Up to 15 days absence in a term 15 days or more absence in a term 

Whānau Whānau Whānau Whānau 

●  ​ Ensure student attends every 
day they are able 

●  ​ Reinforce good attendance 
habits 

●  ​ Support other whānau to 
reinforce good attendance 
habits 

●  ​ Follow school attendance 
management plan and 
procedures 

●  ​ Return student to regular 
attendance 

●  ​ Contact school to discuss 
reasons for absence and 
impact on learning 

●  ​ Support student to catch up 
on missed learning 

●  ​ Engage in supports offered 
within school (responding to 
phone calls and texts, 
requesting assistance if 
needed)  

●  ​ Return student to regular 
attendance 

●  ​ Participate in meetings with 
school to analyse reasons for 
absence and to collaborate on a 
support plan 

●  ​ Implement strategies at 
home 

●​ Engage in supports offered 
within school (responding to 
phone calls and texts, requesting 
assistance if needed)  

●  ​ Return student to regular 
attendance 

●  ​ Engage in support plan 
●  ​ Participate in regular meetings 
●​ Implement strategies at home 
●​ Engage in external supports (eg 

counsellor, Attendance Service, etc) 

Kura Kura Kura Kura 

●  ​ Communicate with whānau 
about every absence (office) 

●  ​ Maintain contact details of all 
parents 

●  ​ Report regularly to whānau 
on attendance in newsletters 
and whānau hui 

●​ Celebrate excellent 
attendance in class and 
assemblies in a mana 
enhancing way 

●  ​ Contact parents to discuss 
reasons for absence and 
impact on learning 

●​ Provide students with regular 
updates on their own 
attendance if reasonable 
and/or useful 

●  ​ Support student to catch up 
missed learning where 
required 

●  ​ Use in-school resources as 
appropriate to remove 
barriers, eg: counsellor, 
support from 
teacher/principal 

●  ​ Contact parents to escalate 
concerns 

●​ Reinforce the impact on learning 
of absences 

●  ​ Hold meeting to analyse reasons 
for absence and to collaborate on a 
support plan 

●  ​ Develop and implement a 
support plan tailored to the 
reasons and circumstances 

●  ​ Contact parents to inform of 
escalated response 

●  ​ Request support from Attendance 
Service or other agencies as needed 

●  ​ Participate in multi-agency 
response 

●  ​ Maintain implementation 
procedures 
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Recording Interventions and actions taken on SMS (EDGE): 
 

Response Detail 

Contact Parents: 
Sent written communication 

●​ Sent notification to whānau 
●​ Sent escalated notification to whānau 
●​ Sent formal warning notice to whānau 
●​ Sent letter acknowledging upcoming absence 

Contact Parents: 
Conversation with whānau 

●​ Initial conversation with whānau 
●​ Escalated conversation with whānau 
●​ Held whānau hui 

Developed individual support plan ●​ Developed individual support plan 

Used in-school resources to reduce barriers ●​ Reduced transport barriers 
●​ Reduced food barriers 
●​ Reduced clothing barriers 
●​ Reduced equipment barriers 
●​ Refer to in-school social worker 
●​ Refer to in-school counsellor 
●​ Refer to in-school mentor 
●​ Reduced other barriers 

Positive reinforcement ●​ Reinforcement conversation 
●​ Reinforcement letter/certificate 
●​ Other positive action 

Referred to external agencies ●​ Refer to attendance services 
●​ Refer to local provider 
●​ Refer to iwi provider 
●​ Refer to alternative education/activity centre 
●​ Refer to Ministry regional office 
●​ Refer to external mental health support 
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●​ Refer to other education agency 
●​ Refer to other non-education agency 

Initiated prosecution ●​ Initiated prosecution 

Unsuccessful contact attempt ●​ Unsuccessful contact attempt 

Monitor current approach ●​ Monitor current approach 

Other ●​ Other 
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