
 

Te Kura o Ōhinetahi Governors Bay School 
Attendance Management Plan  
Overarching attendance objectives and strategic priorities 

 
Today’s learners are tomorrow’s leaders. Regular attendance at school is important to 
student success; there is a clear connection between going to school regularly and doing 
well in the classroom.   
 
At Te Kura o Ōhinetahi Governors Bay School, we recognise the importance of regular 
attendance to support student welfare and help students achieve their educational 
potential.  Attendance is the first step to learning. 
 
Our school’s current attendance data is recorded in our latest Every Day Matters report. 
 
Our definition of success aligns with the government’s target of having 80% of our students 
attending school regularly more than 90% of the time. 
 

Attendance Policy
 

Compulsory enrolment and regular attendance requirements 
 
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.  
 
Our Board takes all reasonable steps to ensure all students enrolled at Te Kura o Ōhinetahi 
Governors Bay School attend school when it is open (Education and Training Act, s 36). 
 
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 

 
Attendance Policy 
 
Our Student Attendance Policy is located on SchoolDocs: 
https://www.schooldocs.co.nz/ 
 
Use the following user name and password to access our school documents: 

●​ Username: governorsbay 
●​ Password: Jetty 

https://www.schooldocs.co.nz/


 

 

Attendance Management Procedures
 

 
Te Kura o Ōhinetahi Governors Bay 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. 
 
Attendance Procedures 
 
Our Attendance Procedures are located on SchoolDocs: 
https://www.schooldocs.co.nz/ 
 
Use the following user name and password to access our school documents: 

●​ Username: governorsbay 
●​ Password: Jetty 

 
As required by the School Attendance Rules 2025 (published under section 237A of the 
Education and Training Act 2020) and the Education (School Attendance) Regulations 2024, 
the principal ensures that the school: 
 

●​ keeps attendance records for each student enrolled at the school (either by half-day 
or period) for each half-day that it is open for instruction 

●​ has an absence notification process to enable the accurate and timely collection of 
attendance records 

●​ uses a Ministry-approved Electronic Attendance Register (eAR) unless exempt 
●​ uses Ministry-approved attendance codes to record attendance or absence for each 

student for each half-day the school is open for instruction: 

 
●​ provides these attendance records to the Secretary of Education at the end of each 

school day. 

https://www.schooldocs.co.nz/


 

 
 
 
In addition, we have adopted the thresholds set out in the Stepped Attendance Response 
(STAR): 
 
Less than 5 days absence in a school term: 

●​ Communicate with parents about every absence 
●​ Maintain contact details of parents 
●​ Provide student with regular updates on their own attendance 
●​ Report regularly to parents on attendance of their child 
●​ Support student: 

○​ attending school 
○​ to continue learning if unable to attend school every day, including using 

Ministry approved well-being or transitional plans, or health schools where 
appropriate 

○​ to access other education pathways where appropriate 
 
Up to 10 days absence in a school term: 

●​ Contact parents to discuss reasons for absence and impact on learning 
●​ Support student to catch up missed learning where required 
●​ Use in-school resources as appropriate to remove barriers e.g. alternative timetables 

 
Up to 15 days absence in a school term: 

●​ Contact parents to escalate concerns 
●​ 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 

around the child’s absence 
●​ Use in-school resources as appropriate to remove barriers and request support from 

Attendance Service or other agencies as needed 
 

 
 
15 days or more of absence in a school term: 

●​ Contact parents to inform of escalated response 
●​ Request support from Attendance Service or other agencies as needed 
●​ Participate in multi-agency response 
●​ Maintain implementation and monitoring of support plan 
●​ Undertake school-led prosecution, or request Ministry-led prosecution, when 

considered appropriate if supports are offered and not taken up 
●​ Unenroll if student will not be returning to school 

 
 

 
 
 
 

https://drive.google.com/file/d/1hIyCfFjDaMY7emSkUKVKwWBZkxhpnR9-/view?usp=sharing
https://drive.google.com/file/d/1hIyCfFjDaMY7emSkUKVKwWBZkxhpnR9-/view?usp=sharing


 

Monitoring & measuring progress 
 

A member of the senior leadership team will be responsible for student attendance at our 
school, following the procedures set out in this document. 
 
Our school principal will give assurances to the Board (as per the School Docs review 
schedule) that procedures are being followed and to the effectiveness of our responses to 
absences. 
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