Ashburton Christian School
Attendance Management Plan

Background

Boards are required to design, approve and implement an Attendance Management Plan (AMP) by
term 1, 2026

AMP aims to improve student attendance by providing clear pathways to identify and address
absences. The Ministry of Education has set the goal of having 80% of students attending school
90% of the time by 2030

AMP must show:
e A clear process to identify and respond to student absences.
e Strategies or interventions at different attendance thresholds (based on the number of days
absent in a term).

MOE Resources
e AMP documentation
e STAR documents — Stepped Attendance Response



Attendance Management Factors

1. Attendance Policy

Justification

Scripture reminds us of the importance of diligence and purpose: “Whatever you do, work at it with all your heart,
as working for the Lord” (Colossians 3:23). Consistency reflects the principle that “The plans of the diligent lead

to profit” (Proverbs 21:5), showing that steady commitment brings growth and success. “Whoever can be trusted

with very little can also be trusted with much” (Luke 16:10) is an example of how reliability in small things builds
a foundation for greater responsibilities. Regular attendance helps students establish patterns that support learning
and character, preparing them for life and service to God.

Rationale and Aims
Regular attendance is one of the most reliable predictors of academic success. School attendance is
vital to learning success for several reasons, including consistent learning, teacher interaction,
classroom participation, and spiritual, social and emotional development. This policy sets out the
Guidelines for recording and reporting attendance and outlines how the school management will
respond to concerns regarding a student's attendance.
1. Students are required to attend school whenever it is open, and the Ashburton Christian
School Board recognises its responsibility to take all reasonable steps to ensure students
attend the school whenever it is open (Education and Training Act 2020).

2. As a State Integrated School, the School Board requires that all aspects of this policy be
guided by the Special Character Policy.

Definitions
1. Regular Attendance: fewer than 5 days of absence in a term, i.e. over 90% attendance.

2. Irregular Absence: Up to 10 days' absence in a term, i.e. more than 80% and up to 90%
attendance.

3. Moderate Absence: Up to 15 days' absence in a term, i.e. more than70% and up to 80%
attendance.

4. Chronic Absence: 15 days or more of absence in a term, i.e. 70% attendance or less.

STAR: Stepped Attendance Response. This sets out the expectations for the school,
students, parents, the Ministry of Education, and other agencies regarding student absences.
The attendance management plan has aligned its procedures to the STAR expectations.

Guidelines
1. The school will implement an attendance management plan in accordance with regulations
and have this in place by Term 1, 2026. The attendance management plan details school
procedures for staff to follow.

2. Under the Education and Training Act 2020:

a. Except as provided in the Act, a student is required to attend school whenever it is
open.

b. The principal must ensure that an accurate attendance record is kept for each student
enrolled at the school.



c. The Board must take all reasonable steps to ensure that the school’s students attend
school when it is open.

d. Parents/Caregivers must ensure the student attends school whenever it is open.

e. Under Section 45, if satisfied that a student’s absence is justified, the principal of the
school may exempt the student from attending the school for a period of no more than
five school days.

3. Attendance Rules (Ministry of Education)

a. Rule 1: The principal must ensure that attendance records are kept for each student
enrolled at the school (either by half-day or period) for each half-day that the school is
open for instruction. The principal must ensure that the school has an absence
notification process so that absences can be notified by and to the school promptly.

b. Rule 2: The principal must use a Ministry-approved Electronic Attendance Register
unless exempt.

c. Rule 3: The principal must use Ministry-approved attendance codes, including a
default attendance code, to mark a student’s absence for each half-day or period that
the student is absent without explanation.

4. Government target for Regular attendance
a. Regular attendance is when a student attends school for at least 90% of each school
term. The government's target is that by 2030, 80% of students will be present for
90% of the term.

b. Ashburton Christian School aims to have 75% of students attending 90% of the time
by 2027.

5. The school community (parents, students and staff) will be provided with clear pathways to
identify and address absences. The importance of attendance will be communicated to all
parents and students from time to time.

6. Attendance recording: The school will code attendance and absences in accordance with the
Ministry of Education approved Codes.

7. Courses, work experience, and visits outside school premises (Education and Training Act
2020 section 53)

a. A board may authorise students to undertake courses of education, gain work
experience, or make visits outside the school premises.

b. Once authorisation is given, the student must be treated as attending the school while
undertaking the course, gaining the experience, or making the visit.

c. The following activities have been approved by the Board as “Approved offsite
learning” and will be coded as Q.

1. School-organised trips, for example, camps, competitions, and day trips.

i1. Cultural, academic or sporting activities, for example, noho marae, cultural
performances, kapa haka, community events, inter-school events and sports
tournaments.

iii. Visits and orientation activities, for example, transition visits to another
school.

iv. Other learning experiences, for example, work experience, civic engagement,
cultural practices, IEP (e.g. gifted students), commitments and obligations.



v. Emergency situations where the school is temporarily closed, and students are
learning from home.

vi. Year 12/3 and Learning Support Students studying from home for selected
periods

vii. University Open Days and workplace information days.
viii. School organised external tutoring or music lessons.

ix. Overseas learning experiences, for example, the Chinese Summer Cultural
Camp

x. Canterbury Regional or New Zealand selection in a Representative Team for
cultural, academic or sporting activities.

xi. Driver’s Licence Test if part of their qualification credits.

2. Attendance Data

Ashburton Christian School 2025 Attendance Data
e Regular Attendance: fewer than 5 days of absence in a term, i.e. over 90% attendance.

. Up to 10 days' absence in a term, i.e. more than 80% and up to 90%
attendance.

e Moderate Absence: Up to 15 days' absence in a term, i.e. more than70% and up to 80%
attendance.

e Chronic Absence: 15 days or more of absence in a term, i.e. 70% attendance or less.
Regular attendance refers to the frequency of absences from school by individual students during a
term. This differs from daily attendance rates, which describe the percentage of students attending
school on any given day. The Government is focusing on Regular Attendance as it provides a picture
of the number of students persistently missing school, using the four categories above. It enables the
school to recognise and target those students with irregular to chronic absences.

REGULAR ATTENDANCE IRREGULAR ABSENCE
2025 Term Term Term Term 3Yr Term Term | Term | Term | 3 Yr
1 2 3 4 Avg. 1 2 3 4 Avg.
Whole
school 76.5% | 65.7% | 38.5% | 70.7% [ 59.7% | 16.8% | 22.1% | 42.9 16.3 | 25.2%

2025 Term | Term Term 3 Term | 3Yr | Term | Term | Term | Term | 3 Yr
1 2 © 4 Avg. 1 2 3 4 Avg.

Whole 0 0 0 0 0 0 0 o o
school 4.5% | 89% | 12.4% | 7.7% | 8.6% | 3.4% | 33% | 62% | 3.4% | 64

Principal’s Report to the Board

The Ministry of Education will publish the “Every Day Matters” Report for each term. This report is
based on attendance data taken from the School Management System (SMS - Helix). The termly
report highlights attendance patterns and provides actionable insights to improve student attendance.

' The MOE does not distinguish between justified and unjustified absences. All absences count towards the threshold
descriptors.



The principal, in consultation with the Heads of School, will review the termly report. This includes
reviewing the plans which are in place for students in the Moderate and Chronic Absence categories
and identifying what further support may be needed. The School Management System should be
used to identify individual students in these two categories.

The senior leadership team should further review the full termly report, as it provides a detailed
analysis of the reasons for absence (Attendance codes used), trends over the last five terms, absences
by Year level, ethnicity, gender, and weekday. Any trends or areas of concern are discussed, and
actionable strategies should be implemented.

The principal will provide the Board, each term, a copy of the “Every Day Matters” term report and a
summary of the senior leader’s responses.




3. Success criteria for Ashburton Christian School Attendance

a) Ashburton Christian School goal: 75% of students attend 90% of the time by 2027>.
b) The school community is provided with clear pathways to identify and address absences.
¢) Uniformity across the school for dealing with absences and coding of absences. This is

particularly important when there are children from the same family across the school.

4. Legal Obligations®
Education and Training Act 2020

1.
2.

Except as provided in the Act, a student is required to attend school whenever it is open.
The principal must ensure that an accurate attendance record is kept for each student
enrolled at the school.

The Board of Trustees must take all reasonable steps to ensure that the school’s students
attend school when it is open.

Parents/Caregivers must ensure the student attends school whenever it is open.

Under Section 45, if satisfied that a student’s absence is justified, the principal of the
school may exempt the student from attending the school for a period of no more than
five school days.

Attendance Rules (Ministry of Education)

Rule 1: The principal must ensure that attendance records are kept for each student enrolled at the
school (either by half-day or period) for each half-day that the school is open for instruction. The
principal must ensure that the school has an absence notification process so that absences can be
notified by and to the school promptly.

Rule 2: The principal must use a Ministry-approved Electronic Attendance Register unless exempt.

Rule 3: The principal must use Ministry-approved attendance codes, including a default attendance
code, to mark a student’s absence for each half-day or period that the student is absent without
explanation.

2The Government has a goal of 80% of students attending 90% of the time by 2030.
3 Appendix 1 provides additional details from the Education and Training Act 2020.



5.

Attendance Management Procedures

The Attendance Management Procedures at Ashburton Christian School cover six key aspects to
ensure high levels of attendance. This aligns with the Stepped Attendance Response (STAR)
approach provided by the Ministry of Education. See the graphic below.

1.

2.

Expectations: Aspire to high standards of attendance from all students and parents, and
build a culture where all can, and want to, be in school and ready to learn.

Monitor: Use attendance data to identify patterns of poor attendance (at both individual
and cohort levels) as soon as possible, so that all parties can work together to resolve them
before they become entrenched. The school’s “Every Day Matters” Report should be
regularly reviewed to track student attendance rates, including justified and unjustified
absence reasons.

Listen and understand: When a pattern is identified, discuss it with students and
parents to listen to and understand the barriers to attendance, and agree on how all parties can
work together to resolve them.

Facilitate support: Remove barriers within the school and help students and parents
access the support they need to overcome challenges outside of school.

Formalise support: Where absence persists and voluntary support is not effective or not
being utilised, parties should work together to clearly explain the consequences and ensure
that support is also in place to enable families to respond.

Enforce: Where all other avenues have been exhausted and support is not working or not
being engaged with, enforce attendance through statutory intervention, which may include
prosecution to protect the student’s right to an education.

Establishes clear expectations,
emphasising attendance as
a top priority.
Introduces a stepped approach to managing
attendance, with defined escalation
thresholds based on days absent per term.
Provides a clear process for accessing
further support when needed.
Outlines recommended actions and
responses for each stage.
Clarifies roles and responsibilities for parents, schools,
and the Ministry of Education




6. EXPECTATIONS

. Clear communication to parents on attendance expectations on enrolment, at the start of the
school year, and each term. The school should remind parents of the importance of high
attendance levels, the educational costs associated with poor attendance, the process by
which parents can inform the school, and how they can seek help as needed. Pro-forma
examples are provided in Appendix Two.

. Atall new Parent Orientation events, parents are informed of the importance of regular
student attendance and the process for reporting absences to the school.

e Heads of School inform parents through their own beginning-of-year communication as well
as the start of each term. Use the proforma email in Appendix Two.

e As part of the enrolment process for new students, attendance information should be obtained
from their previous school, including the number of days of absence in the preceding year,
and whether the school had any concerns regarding attendance. If there are concerns, then
further information is requested from the school.

e Attendance information is presented on the school website. Parents can use the “Report an
Absence” button on the Homepage to report an absence, including an explanation, which is a
required field.

e During the year, reminders are sent to parents at the start of each term. Utilise various
versions and layouts to overcome the ‘seen it before” weariness. Pro-forma examples are
provided in Appendix Two.

e Teachers and Heads of School to remind students regularly in Homeroom time and school
assemblies of the importance of attendance at school.

e Posters emphasising the importance of school attendance are put up around the school.

e Pro-forma letters are sent to parents regarding specific issues, such as holidays in term time,
prolonged medical absences, or students who exceed the higher threshold for absences. Pro-
forma examples are provided in Appendix Two.

e Information for parents should be available in their first language where necessary.

e Support staff involved in recording attendance, and Senior leaders are to be fully conversant
with the Attendance Management Plan and the MOE Attendance Code Guidance document.
The Office Administrator (OA) will be responsible for ensuring that the school communicates its
expectations to the parents.



7. Determination of Attendance Codes in Helix

Definitions

A student is present if they;
are physically present in class,

arrive late to class within school/kura
determined thresholds,

are physically present in alternative provision,
are engaged in onsite exams or study,
are temporarily out of class either at school,

or in an appointment,

00000 GO

or are engaged in Board approved learning offsite.

Justified A student is justifiably absent if they;

absence
are ill/unwell,

0 have been formally stood down or suspended,
9 are engaged in offsite study for exams,

or the school principal has approved their absence.

Unjustified A student is unjustifiably absent if;

absence
o the reason for the absence is not yet known,

o they are absent without parent/caregiver permission,
@ they are taking a holiday during term time,

G or their absence is explained but not approved
by the principal.

yVVY Te Tahuhu o
= te inga

tendance Code

Present
Late to class

Alternative provision

Are they

(s)
in class? Unsupervised exam study ©)

Present but out of class

Board approved offsite learning

Approved external appointment
Is the -
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present?

d d

and app!
Iliness / Medical absence Justified

YES
absence

Exam leave

Is the Stood down or suspended

:1 absence
/ approved?
r"
[ NO

/
/

NO
Truant

ined but not appi d

Unjustified
absence

Holiday during term time
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Unknown reason (temporary)



1. The Ministry of Education provides resources to support school staff in making decisions
about which code to apply when recording daily attendance.
a. Attendance Code Decision Tree (shown above).
b. Attendance Code Guidance Document.
c. Revised Attendance Codes: FAQs

2. School boards and principals have discretion on the application of attendance codes. Such as:
a. ‘L’ Late to class: Thresholds and acceptable timeframes for lateness
b. “Q’ Board-approved off-site learning: Presence at off-site learning is approved by the
school board.
c. “J’ Explained and approved: Absences that are explained and approved by the
principal
d. ‘E’ Explained but not approved: Absences that are explained but not approved by the
principal
Note:
e Attendance is measured in half days.
o Schools are generally open for two half-days. One in the morning, before noon, and
one in the afternoon.
o Attending for a half day requires a minimum of 2 hours of being present at school.
e Three categories for attendance
o Present: Students are present at school or on a school-led activity on any given day.
o Justified Absence: An explained absence within the attendance guidelines or the
school’s policy as an acceptable reason for the student to be absent from school.
o Unjustified Absence: An absence that is either unexplained or explained, but the
explanation is not acceptable.
e Medical certificates are required from the fourth day of medical (M) absences.
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8. MONITOR

Key activities School-wide

Communicate with parents about every absence.

Maintain up-to-date contact details of parents.

Provide students with regular updates on their own attendance

Report regularly to parents on the attendance of their child.

Regularly review the school’s “Every Day Matters” Report to track student attendance rates,
including justified and unjustified absence reasons.

9. Overview of the ACS Attendance Management Plan

DAY TO DAY ABSENCES

SCHOOL LEADERSHIP ADMIN TEACHER
Cleuréomm;nlc;:tmn to « Monitor attendance + Provide students with
parents on atiencance L . regular updates on their
expectations on enrclment, *  Maintain contact details mfn atter?dance
at the start of school year, of parents ]
and each term + Communicate to parents g;:gﬁ:f;ﬁggg:: ce
Communicate to porents about every obzence concerns with students,
what steps the school will communicate with parents,
take in the event their child and escalate issues,
is absent from school

RESPONDING TO ABSENCES

ADMIN TEACHER IN-SCHOOL
Send formal notification + Support students ATTENDANCE TEAM
Contoct parent/guardian to catch up missed * Use in-school resources as

learning where required appropriate to remove

to discuss reasons for .
barriers e.g. counselor, 2nd

absence -
hand uniform shop, PB4L and

trauma informed practices

ESCALATING ABSENCES
= )
ADMIN IN-SCHOOL SCHOOL MINISTRY
S ) ATTENDANCE LEADERSHIP ATTENDANCE
end warning

notice TEAM Ezcalate to multi- SERVICES, MULTI-

agency response AGEMNCIES, ORANGA

« Hold meeting to TAMARIKI, ETC,.

diagnose reason + Participate in multi-
:or Uﬁsi"‘:et':'“d QQency response + Coordinate regional
o collaborate on
a support plan « When criteria is met, response where
follow prescribed required

+ Develop and processes to unenroll  + Consider system-
:‘:EF:LEQ:IE?EE f‘hgmn the student wide initiatives for
diognosis and high-risk attendance
circumstances around «  pe-enrol students who
the child’s absence are not enrolled

« Implement and
menitor improvemeant
plan



10.Primary School
OA (Office Administrator): Linda Holland

1. Informing the school of absences
Parents notifying the school of absences is to go to one person (OA) via one of the following means:
a. Skool Loop (email sent to parent confirming absence is noted)
b. Website “Report Absence” (email sent to parent confirming absence is noted)
c. Phone call
d. Email to office(@acs.school.nz

2. Recording absences
By 9:30 a.m., the OA will record each day's absences using information sourced from Skool Loop,
emails or phone messages from parents.
The attendance code is recorded based on the reason for absence. Where the OA is unsure of the
reason for absence, they will seek clarity from the parent.
If a student has not arrived at school by 9:30 a.m. and there is no notification from a parent, in that
case, the OA will contact the family, not only to ascertain the reason for absence, but more so from a
safety perspective, to determine why the student is not at school as expected.
Parents who intend to take their children out of school for a period of time, such as a planned holiday
or overseas travel, must inform the HOS by email before the time away. The OA will record in
advance the absence in Helix for that period.

3. Lates in the Primary School
Coding for when a primary school student is late to school in the morning

e The parent must provide an explanation for the absence via a note or phone call. An
explanation from a student without corroboration from a parent is not considered a valid
explanation. The absence is coded ‘?” until the parent informs the school.

e For Appointments, parents must provide the nature of the appointment to determine if it is an
approved appointment (e.g., doctor, dentist) and coded D, or if it is an unjustified
appointment (e.g., a haircut), which is coded E.

Before 10:30 a.m.
o Valid Explanation: P, D
o Invalid explanation: L
From 10:30 a.m.
o Valid Explanation: P, D or M
o Invalid explanation: E

4. Monitoring absences
The OA keeps an electronic folder for families where there is a concern regarding student
attendance. Communication with the family is stored in the folder.
The OA sends parents a pro-forma letter when a student has regular lateness to school, highlighting
school concerns and the importance of punctuality. See Appendix Two
The OA prints an Attendance List fortnightly (usually on Friday or Monday), identifying for the
HOS any concerns or patterns that may require attention. This includes regular lateness to school.
HELIX is set up to give auto notifications to OA and HOS when students cross each threshold
below.
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5. Threshold Actions

— IRREGULAR ABSENCE (up to 10 days)

Regular communication to parents
regarding the importance of attendance.

¢ OA monitors attendance.

e OA communicates with parents about
every absence if not notified.

¢ OA maintains up-to-date contact details
for parents.

e OA sends “Congratulations” letters to
parents for students within this threshold.

e OA provides HOS with fortnightly
attendance reports.

e OA sends escalated formal notification
on behalf of HOS and arranges a face-to-
face meeting with parents and HOS.

e HOS meets with parents to discuss
reasons for absences and collaborate on a
support plan.

e Develop and implement a plan tailored to
the reasons and circumstances around the
child’s absence.

e Provide in-school resources as needed,
for example, a school counsellor.

e Request, if needed, support from the
Ministry and other agencies.

e Meetings and outcomes are documented.

OA sends a formal notification on
behalf of HOS and arranges a face-to-
face meeting with parents and HOS.
HOS meets with parents to discuss
reasons for absences.

Support is provided as necessary for the
student to catch up with missed work,
unless absence is for unjustified
reasons, for example, a holiday.
Provide in-school resources as needed,
for example, a school counsellor.
Meetings and outcomes are
documented.

OA sends a warning notice on behalf of
HOS and arranges a face-to-face
meeting with parents, HOS, and the
principal.

Escalate to multi-agency response and
notify Attendance Services.

Participate in a multi-agency response.
Implement and monitor an
improvement plan.

Undertake school-led prosecution if
parents are unwilling to engage.
Unenroll students who are not returning
to school.

Meetings and outcomes are
documented.
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11.Secondary School

OA (Office Administrator): Linda Holland
DN (Secondary School Dean): Tim Dunn, Ryan Nelson

1. Informing the school of absences
Parents notifying the school of absences is to go to one person (OA) via one of the following means:

e o o

School App (Skool Loop)  (email sent to parent confirming absence is noted)
Website “Report Absence”  (email sent to parent confirming absence is noted)
Phone call

Email to office(@acs.school.nz

2. Recording of Absences

a.
b.

d.

OA records all absences by 9:30 a.m.

Teachers record student attendance each period, within the first 10 minutes. Absent
students have “?” recorded next to their name.

OA checks for unexplained absences (“?” for period 1). An automated text message is
sent to parents seeking clarification for their child’s absence. If a student is present
(P1) but absent (P2), identify whether the student was at school (P1) before the OA
sends out texts to parents.

As notifications come in, OA updates Helix with the correct attendance code.

3. Dealing with Unexplained Absences on HELIX
All “?” must be resolved as soon as possible and at the latest by the end of the following day.

a.
b.

Each day, the DN checks student records for any ‘?’ from the previous day.

HOS will send each Homeroom teacher a summary of previous week’s attendance
and lateness for students in their Homeroom. Homeroom teachers are expected to go
through this on the Monday following and ascertain reasons for the “?”.

The OA emails individual Attendance sheets to Year 9 — 13 students to explain the ‘?’
mark.

Students have until the following interval to clarify the ‘?” Students can hand in the
signed Attendance sheets to the office to be collected by a DN, or their teacher can
email the DN with the correct information.

The DN will send during Period 3 or 4 that day the student a “See me” notice as a
final reminder.

Students with regular non-completion may be considered for placement on a Level by
the DN or other appropriate consequences as determined by the DN.

At 3:30pm each day the ‘?” is changed to T for truancy. An email is sent to parents by
the Dean informing them of the coding. There is 48 hours to make corrections. Use
the pro-forma email.

4. Students on holiday during term time
Once the school has been informed, OA sends a pro-forma email to the parents and copies the
relevant Head of School. OA records in advance the absence on HELIX. The school will
acknowledge notification from a parent taking their child on holiday but will not approve it.
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5. Monitoring absences

The OA keeps an electronic folder for families where there is a concern regarding student
attendance. Communication with the family is stored in the folder.

The OA sends parents a pro-forma letter when a student has regular lateness to school, highlighting
school concerns and the importance of punctuality. See Appendix Two

The OA prints an Attendance List fortnightly (usually on Friday or Monday), identifying for the
HOS any concerns or patterns that may require attention. This includes regular lateness to school.
HELIX is set up to give auto notifications to OA and HOS when students cross each threshold
below.

6. Threshold Actions

Regular communication to parents
regarding the importance of attendance.
monitors attendance.

OA communicates with parents about
every absence if not notified.

OA maintains up-to-date contact details for
parents.

OA sends “Congratulations” letters to
parents for students within this threshold.
OA provides HOS with weekly attendance
reports.

OA emails the relevant Homeroom
teacher(for information only), Dean and
HOS.

HOS receives an auto-notification from
HELIX.

OA sends escalated formal notification
(pro-forma email and letter) on behalf of
HOS and Dean requesting a face-to-face
meeting with the parents.

The purpose of the meeting is to discuss
reasons for absences and collaborate on a
support plan.

Develop and implement a plan tailored to
the reasons and circumstances around the
child’s absence.

Provide in-school resources as needed, for
example, a school counsellor.

Request, if needed, support from the
Ministry and other agencies.

Meetings and outcomes are documented.

IRREGULAR ABSENCE (up to 10 days)

e OA emails the relevant Homeroom teacher
(for information only) and Dean.

e HOS receives an auto-notification from
HELIX (information only).

e OA sends a formal notification (pro-forma
email) to parents requesting a face-to-face
meeting with parents and the Dean to
discuss reasons for absences.

e Support is provided as necessary for the
student to catch up with missed work,
unless absence is for unjustified reasons,
for example, a holiday.

e Provide in-school resources as needed, for
example, a school counsellor.

e Meetings and outcomes are documented.

e OA emails the relevant Homeroom
teacher, Dean (for information only), HOS,
and principal.

e HOS also receive an auto-notification from
HELIX.

e OA sends a warning notice (pro-forma
email and letter) on behalf of HOS and
arranges a face-to-face meeting between
the parents, HOS, and principal.

e Escalate to multi-agency response.

e Participate in a multi-agency response.

e Implement and monitor an improvement
plan.

e Undertake school-led prosecution if
parents are unwilling to engage.

e Unenroll students who are not returning to
school.

e Meetings and outcomes are documented.
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12.Dealing with students who arrive late to school: Year 7 - 13

Actions

Year 7 — 13 student arrives late to
school

e Sign in at Reception

e Provides explanation

Deans and HoS (Sec) will be available
to assist OA if required.

If the reason is accepted as valid:

Late Slip is signed

student goes immediately to class

hands the Late Slip to the teacher who checks
the arrival time to class (within 5 minutes)

If the reason is NOT valid:

‘Red Slip’ is given to the student (late penalty)
Recorded on HELIX as ‘L — Late’ (before 9:30
a.m.)

The student goes immediately to class.

After 9:30 a.m.: student is coded E or T. At the
end of the week, OA will send the Deans and
Head of School a Truancy report.

Detention is given when a student has three
‘Lates’ in a term.

If a student arrives at class over 5
minutes after leaving Reception.

Teachers write the time of arrival to class on
the Late slip and returns it to the Deans to
follow up.

Deans monitor the frequency of late slips for
time out of class

Monitoring of lates

OA sends the information daily to Deans
Deans track on a spreadsheet

Third occasion for Red Slip, DN issues
detention.

Letter sent home to parents (pro-forma letter)

Notes:

e The OA sends parents a pro forma letter when a student has regular lateness to school,
highlighting school concerns and the importance of punctuality. OA to liaise with DN before
sending the letter. See Appendix Two for the Pro-forma letter.
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Coding for when a Year 7 — 13 student is late to school in the morning

Note:

e The parent must provide an explanation for the absence via a note or phone call. An
explanation from a student without corroboration from a parent is not considered a valid
explanation. The absence is coded ‘?” until the parent informs the school.

e For Appointments, parents must provide the nature of the appointment to determine if it is an
approved appointment (e.g., doctor, dentist) and coded D, or if it is an unjustified
appointment (e.g., a haircut), which is coded E.

1 - During Period 1

o Valid Explanation: P, D or M

o Invalid or no explanation: L before 9:30 a.m., after 9:30 a.m. code E or T

2 - Late to school AFTER Period 1 and arrives DURING Period 2 within 15 minutes

(@]

O O O O O

Approved appointment
Unwell

Valid reason

Invalid reason

No explanation
Truancy:

D for P1 and P for P2 with evidence of appointment
M for P1 and P for P2 with note from parent

Use appropriate code for P1 and P for P2

E for P1 and L for P2

? for P1 and L for P2

T

3 - Late to school AFTER Period 1 and arrives DURING Period 2 after 15 minutes

o

0O O O O O

Approved Appointment
Unwell

Valid reason

Invalid reason

No explanation
Truancy

D for P1 and D for P2 with evidence of appointment
M for P1 and M for P2 with note from parent

Use appropriate code for P1 and P2

E for P1 and E for P2

? for P1 and ? for P2

T for P1 and L for P2

4 — Late to class during the day (excluding Period 1)
The teacher codes L on HELIX unless the student presents an Out-of-Class Slip, then mark
the student P. If with the Guidance Counsellor, Dean, or HOS, then that staff member marks the

student as N.
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13.Monitoring and measuring progress

The principal is to provide the Board of Trustees with well-analysed reports on students' attendance,
each term. This covers the entire school, showing the percentage of students who fit within each
category of absences. This is broken down for the Primary and Secondary Schools.

Attendance Data in summary form is provided by the SMS and Data Manager from HELIX. The
Heads of School analyse the Attendance data, and each prepares a brief report for the principal,
providing a summary of actions taken for students with Moderate Absences (up to 15 days in the
term) and Chronic Absence (15 days or more in the term).

The principal provides this information as part of the principal’s report to the Board at the end of
each term.

Reports provided by the SMS and Data Manager include:

e Attendance, Absences and Truancy Report. Any concerning patterns identified by the SMS
and data Manager will be highlighted for follow-up. Analysis should also be done by
ethnicity.

e Weekly Summary sent to the Deans and Heads of School to analyse for patterns and students
approaching the next Threshold category.

# Demographic RegularPercentage | IrregularPercentage | ModeratePercentage | ChronicPercentage
1 | Whele School 81.23 13.41 3.07 2.30
2 | Whole School - Year 1 66.67 16.67 8.33 8.33
3 | Whole School - Year 2 82.35 11.76 0.00 5.88
4 | Whole School - Year 3 78.57 21.43 0.00 0.00
5 | Whole School - Year 4 78.26 13.04 0.00 8.70
6 | Whole School - Year 5 64.00 28.00 4.00 4.00
7 | Whole School - Year 6 92.59 3.70 3.70 0.00
8 | Whole Scheol - Year 7 82.76 10.34 6.90 0.00
9 | Whole School - Year 8 100.00 0.00 0.00 0.00

10 | Whole School - Year 9 72.73 22.73 4.55 0.00

11 | Whole School - Year 10 84.21 10.53 5.26 0.00

12 | Whole School - Year 11 85.71 9.52 4.76 0.00

13 | Whole School - Year 12 85.71 7.14 0.00 714

14 | Whole School - Year 13 87.50 12.50 0.00 0.00

Auto-notifications from HELIX
e Consecutive Days of absence set at 3, 5, and 10 days. Sent to the Deans and Heads of School.

e Attendance % for each week for students who have under 90% attendance that week. Sent to
Deans and Heads of School.

14.Review of the Attendance Management Plan

The Attendance Management Plan (AMP) will be reviewed at least annually by the principal, senior
leaders, and attendance support staff.

18



