
2026 Attendance Management Plan 
(Next review December 2026) 

 

Attendance target: 90% attendance for 60% (currently 46%) of students over the 2026 year 
(14% improvement in overall attendance).  

 

Strategic goals: Our Vision is that children, young people and their whānau exercise their 
right to education every day, because every day of learning matters. The goal is to achieve 80% 
of students with an attendance rate of 90% or better (Regular attendance) by 2030. 

 

Board responsibilities: will investigate, respond and record actions taken in accordance 
with the strategic goals of Tararua College. 

- The board is responsible for taking all reasonable steps to ensure that the school’s 
students attend the school when it is open for instruction. The board will comply 
with the provisions in the legislation in relation to student attendance by:  

o Having a commitment to support students return to regular attendance  
o Having processes and procedures in place to support a Stepped Attendance 

Response to student absence that uses data-based thresholds to identify 
students  

o Recording all absences, and responding accordingly  
o Having an effective method in place for identifying and monitoring student 

absence, including identifying patterns and barriers to student attendance  
o Publishing this attendance management plan on the school’s website.  
o Below are clear attendance actions and interventions at each step. Tararua 

College tracks: Lates, ? and Truants, as well as ½ unjustified and ½ justified 
attendance. There are various administrative and pastoral staff involved at 
each step. 

o We work with our step wise processes indicated below and work alongside 
whānau to achieve the attendance goals for all students at the college. 

 

Principal responsibilities: responsible for the following 

- Developing and implementing a stepped attendance response aligned with the 
thresholds to support student attendance  

- Ensure that student absence is investigated, responded too and actions taken 
recorded aligned with the thresholds  

- Ensure all students, whanau and staff understand the processes and procedures 
that support student attendance  



- Report to the board on any trends, barriers to attendance and interventions being 
used to support student attendance 

- 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  

Reviews are carried out quarterly at a senior leadership level, and annually at a board of trustees 
level. 

 

Legal compliance / Legislation 
- Education and Training Act 2020  
- Education Attendance rules  
- Education Attendance Management Plan regulations (yet to be passed) 

 

Parents/Whānau responsibilities  
- Ensure students attend every day they are able  
- Reinforce good attendance habits  
- Open communication with the school  
- Follow the school’s attendance management plan and associated attendance 

policies and procedures 

 

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  
- Report regularly to parents on attendance of their child 

 

 



School Procedure 
We recognise the importance of regular attendance to help our students achieve their 
educational potential. Our attendance procedures ensure students are accounted for during 
school hours. This allows school staff to identify and response to student attendance concerns.  

We have a stepped attendance response to ensure we are able to identify students and offer 
appropriate interventions at the thresholds to support students to return to regular attendance.  

We have annual targets for student attendance and work with students, parents and caregivers, 
staff an external agency, where necessary to improve our levels of student attendance. 

This step wise process and attendance data is updated every week on an Excel spreadsheet. 
The administrative staff, deans and senior leadership then follow up on the attendance.  

Attendance Procedures up to Whānau teacher level 
1. Teachers mark rolls at the start of each period (including second half of block)  
2. Absence email sent home by 10.00am every morning (administration) 

a. Our front office staff also track what time student arrive at school and notify the 
pastoral team of any concerns  

3. Administration updates KAMAR as appropriate with info from Whānau 
4. Whānau teacher(s) check attendance each day correcting any anomalies using the 

attendance slip: 

a.  

 

Attendance Procedure at a deaning level and higher 
We Track: 

 Lates 

 Truant(s) and ? individual periods 

Justified ½ day attendance 

 Unjustified ½ day attendance 

  All are shown on the attached spreadsheet below.



 



 

 

Process for tracking students who are late: 
  

Student arrives late to school and signs in with front office: 

 1. Front office will keep a record  

 2. This will be on a term-by-term basis 

Step 1: Student arrives 5x late to school: 

 1. Whānau teacher NEEDS to phone home // parent meeting - enter it on KAMAR 

 2. Dean is informed 

Step 2: Student arrives 10x late to school: 

 1. Attendance officer NEEDS to phone home // parent meeting - enter it on KAMAR 

 2. DP is informed (whanau teacher included in the email) 

Step 3: Student arrives 15x late to school: 

 1. Dean NEEDS to phone home // parent meeting - enter it on KAMAR 

 2. DP is informed (whanau teacher included in the email) 

Step 4: Student arrives 20x late to school: 

 1. DP NEEDS to phone home // parent meeting - enter it on KAMAR 

  1. Y9 & Y10 - Jo 

  2. Y11 & Y12 - Des 

  3. Y13 - Iain 

 2. Principal is informed (whanau teacher, and dean included in the email) 

Step 5: Student arrives 25x late to school: 

 1. Principal NEEDS to phone home // parent meeting - enter on KAMAR 

Principal's discretion as to the next steps (whanau teacher, dean, and DP included in the email) 

 

House and Year Level Data: 
House and Year Level Data – students with over 100% get a gift voucher each term 

Houses – get house points that link to the overall winner of the house competition 

 

https://tararuacollegeschoolnz.sharepoint.com/sites/TCStaffTeam658/_layouts/Doc.aspx?sourcedoc=%7b1182A057-7E9F-4410-B68B-0B7B329C583B%7d&wd=target%28_Content%20Library%2FAttendance%20Process.one%7C6AE20BCD-7F12-47BA-B255-6756D2335CE3%2FLate%20to%20School%7CC9974C45-BAFE-40D2-81DC-7845A7A67865%2F%29&wdpartid=%7b151964DB-246D-0CCD-0B59-CC4B2A015E18%7d%7b1%7d&wdsectionfileid=%7b6350B171-83E2-4229-8F64-5CE493628030%7d


School Stepped Attendance Response Activities for Daily absences  
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 asap (ideally within 2 
school days) and arrange meeting for as soon as possible. Pastoral care team meets every second week. Any attendance data related questions 
please contact the dean directly as per the weekly email.  

Day-to-day operations 

Activities Practice Responsible Person Notes & Actions 

Communicate with parents 

 

Set expectations, procedures and 

follow-up steps the school will take 

when a student is absent.  

Use enrolment forms, newsletters, 

website or other communication 

methods to set expectations and 

provide guidance to parents 

KAMAR send out weekly and Daily 

updates 

Form teacher  

Principal 

School board 

Weekly updates via KAMAR. 

Expectations and guidance for parents published 

on our school website.  

Expectations for student attendance and steps 

that will be taken to address attendance included 

in enrolment forms. 

Work with parents and students, where 

appropriate. 

Following up absences daily Use procedures (Blue slips) in place 

(and KAMAR) to quickly identify all 

student absences and communicate 

these to parents 

Follow-up daily with parents any 

unexplained absences 

Administration team  

  

Text based reminder to be sent from 10 am for all 

unexplained absences.  

Minimise disruptions to the school 

day and week 

School boards and school leadership 

prioritise school hours to be for 

learning 

School leadership team  

Assess history of new students When enrolling, identify issues or 
trends in attendance history. 

Dean/ Assistant Principal (new 
students during year or not in year 9) 

Use our “welcome to school” hui with whanau at 
beginning of year for year 9 students.  

Escalate attendance issues as 

needed 

Develop support plans  

Seek more support as needed All staff as appropriate. Staff are encouraged to escalate issues 

according to these procedures.   

 



Students with less than 5 days absence (and individual periods below 10) – Whanau Teacher &Attendance office 

Activities Practice Responsible Person Notes & Actions 

Communicate with parents/caregivers 

Maintain contact details 

Identify all student absences  

Communicate these to parents 

Administration team or  

In School attendance team (if your 

school has one) 

Follow-up all absences to confirm reason for 

absence. 

No action taken 

Provide students with regular updates 

on their own attendance 

Provide regular reporting via online 

portals and classroom discussions 

Whanau Teacher Updates sent to students and parents through 

weekly email 

Report regularly to parents on 
attendance of their child 

providing weekly notes on attendance 
to parents via email (KAMAR) 

Whanau teacher Updates sent to students and parents through 
weekly email 

Between 0-4 days absence all absences need to be followed up to ensure the correct code is recorded against the absence.  Any students, already on 
attendance list from previous term will be identified by the pastoral care team at their fortnightly meetings. 

Students with less than 10 days absence (5-9 days) (and Individual periods above 15) - Dean 

Activities Practice Responsible Person Notes & Actions 

Contact parents to discuss reasons for 

absence and impact on learning 

After 5 days send email to parent  

Phone contact to be used if this is not 

the first time student has met the 

threshold 

Class/Form Teacher  

(Any concerns of next steps 

discussion options with year level 

dean.) 

Record actions taken in Kamer. 

If there is no action taken due to individual 
circumstance- record this against student record. 
 

Support students to catch up missed 

learning where required 

Identify missed learning objectives 

and consider notes or activities to 

bring student back up to speed 

Form Teacher  Discuss with student in form time- student to 

follow up with appropriate subject teachers. 

Check no internal assessments missed. (Yr11-

13) 

Use in-school resources as 

appropriate to  

Remove barriers e.g. counsellor, 
uniform, bus pass 

Contact pastoral care team if barriers 
identified that the school could assist 
with 

Form teacher/ Pastoral care team Parents and student provided access to 
additional resources. 
Consider bus pass, uniform, counsellor/ nurse 
appointments 

Between 5-9 days absence, investigate reasons for this absence and if there is a pattern across the year consider actions listed at higher thresholds.  Record all 
actions taken to address non-attendance.   
For students that have progressed from having higher absences, provide feedback on the positive improvement on their attendance to both student and 
whānau. 
If there is no action taken due to individual circumstance- record this against student record. 
 

 



Students with less than 15 days absence (and individual periods above 20) – Deputy Principal 
Activities Practice Responsible Person Notes & Actions 

Contact parent to escalate concerns Further contact with parent 
Email and/or phone call as required for 
escalation. 

Form Teacher, and/or  
School leadership, and/or  
In School attendance team 

Record actions taken in Kamer. 

If there is no action taken due to individual 
circumstance- record this against student record. 

Hold meeting with parent/caregiver and 
student (where appropriate) to analyse 
reasons for absence  

Arrange meeting including parents and 
student. 

Form Teacher, and/or  
Dean 

Consider who is needed at this meeting.  

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

Hold everyone accountable for their part 
in the plan.  and  

SLT / Dean Take action quickly where expectations aren’t 
being met 

Use in-school resources as appropriate to 
remove barriers and request support from 
as needed 

Discuss with pastoral team what further 
supports are available 

SLT / Dean  

Between 10-14 days absence, investigate reasons for this absence and if there is a pattern across the year consider actions listed at higher thresholds.  Record all actions 
taken to address non-attendance.   
If there is no action taken due to individual circumstance- record this against student record. 

Students with greater than 15 days absence (and individual periods above 25) - Principal 

Activities Practice Responsible Person Notes & Actions 

Contact parent to escalate concerns Further escalating email (use template) School leadership  

Hold meeting with parent/caregiver and 
student (where appropriate) to analyse 
reasons for absence.  

Arrange promptly for meeting including 
parents and student.  Consider who will 
be in attendance. 

Principal with form teacher Plan to return student to regular attendance 

Request support from Attendance Service 

or other agencies as needed 

Participate in multi-agency response 

Refer to Ministry of Education attendance 

services or other agencies 

Support access to services and 

collaborating with specialists 

Pastoral care team decision Before referral check all previous actions like 

support plan are in place.   

Resources and supports will continue to be 

provided as appropriate 

Reintegration plan in place to return student to 

regular attendance 

Maintain implementation and monitoring of 

support plan 

Hold everyone accountable for their part 

in the plan, and take action quickly where 

expectations aren’t being met 

Pastoral care team  Support plan in place, Continue monitoring 

Steps taken to reintegrate student  

Over 15 days absence, investigate reasons for this absence and refer to dean and/or pastoral team for further actions.  Record all actions taken to address non-attendance.   
If there is no action taken due to individual circumstance- record this against student record. 



Stepped Attendance Response – STAR – for Daily absences 
We follow the STAR process with regard to attendance but additionally to focus on individual periods so out tolerances are tighter when tracking our 
students. 

 



 



Whānau messaging: Communicating Attendance Expectations with Parents and 
Whānau 
 

 

 

10 individual periods – 
Attendance officer 

15 individual periods – 
Dean 

20 individual periods – 
Deputy Principal 

25 individual periods – 
Principal 



Attendance Management Plan 
In line with the government's target of 80% of students 
regularly attending school by 2030. 

  Our school uses the Stepped Attendance Response (STAR) to guide when and how 
we respond to absences. 

 

 
We’re currently at:  

60% 
Regular attendance1  
by 2026 

 

 
Our school has a target  

90% 
Regular attendance  
in 2030 
 

Our Attendance Management Plan sets out:  
• Why attendance is a priority for our school 
• Legal requirements about attendance 
• Our expectations of students, parents and our school 

staff 
This includes:  
• How we manage attendance in our school 
• How we identify concerning attendance 
• How we respond to absences at different thresholds 
• How we monitor and review the impact of our actions 
• How we give the Board assurance that the school is 

managing attendance effectively 

  If your child is 
regularly 
attending, 
you can expect 

If your child has 
some absences,  
you can expect 

If your child has 
many absences,  
you can expect 

If your child has 
a lot of 
absences,  
you can expect 

  We will stay in 
regular contact 
with you about 
your child’s 
attendance. 

We will follow up 
to find out the 
reason when they 
aren’t at school. 

We will work with you 
to identify any 
barriers to 
attendance. 

We may provide 
support to help them 
catch up and stay on 
track. 

We will work with you 
to develop a plan to 
support their 
attendance and 
learning. 

We may seek support 
of the Attendance 
Service or other 
agencies to remove 
barriers to 
attendance. 

We will continue to 
work with you to 
implement the 
plan to support 
their attendance 
and learning. 

We will seek 
support of the 
Attendance 
Service or other 
agencies to 
support their 
return to school. 

 
 

10 individual periods – 
Attendance officer 

15 individual periods – 
Dean 

20 individual periods – 
Deputy Principal 

25 individual periods – 
Principal 

https://www.education.govt.nz/education-professionals/schools-year-0-13/attendance-and-enrolment/stepped-attendance-response-star


Attendance code decision tree: 

 

 



Attendance codes: 

Code Group Sub-Group Code  

(use until end of Term 4, 2024) 

Code  

(use from start of Term 1, 2025) 

Change 

Present 

On-site 

P - Present P – Present No change 

L – Late to class L – Late to class No change 

V – Unsupervised exam study V – Unsupervised exam study No change 

I – Internal school appointment 

N – Present but out of class Merged to N 
R – Removed from class 

N – On-site school-based activity 

S – Sickbay 

Off-site 

C – Justice Court proceedings 
D – Approved external appointment Merged to D 

D – Medical appointment 

F – Off-site class / course / distance learning 

Q – Board approved offsite learning Merged to Q Q- Off-site school organised activity (trip / camp) 

W – Work experience 

A – Alternative Education 

A – Alternative provision Merged to A 

K – Teen Parent Unit 

Z – Secondary-Tertiary Program 

H – Health camp / health school / residential school 

Y – Activity Centre 

Absent Justified Absences 

M – Illness / Medical Absence (e.g. Covid) M – Illness / Medical Absence No change 

J – Explained and accepted 
J – Explained and accepted Merged to J 

O – Justified overseas posting 



Code Group Sub-Group Code  

(use until end of Term 4, 2024) 

Code  

(use from start of Term 1, 2025) 

Change 

U – Stood down or suspended U – Stood down or suspended No change 

Exam Leave X – Exam Leave X – Exam Leave No change 

Unjustified Absences 

T – Truant T – Truant No change 

E – Explained but not accepted E – Explained but not accepted No change 

G – Holiday during term time G – Holiday during term time No change 

? – Unknown (Temporary) ? – Unknown (Temporary) No change 

 



 

Supplementary information 
Stepped Attendance Response (STAR) – Automatic emails sent to parents at each threshold 

 

What is STAR? 
Regular school attendance is essential for student success. The Ministry of Education has 
developed the Stepped Attendance Response framework to help schools respond to student 
absences, to maximise educational opportunities by having more students with "regular 
attendance" at school. Schools are expected to develop an Attendance Management Plan using 
the STAR framework, so certain actions must happen when students have been absent from 
school for a set number of days. The STAR framework has four stages: 

 

Source: Ministry of Education 

• Green - Good. The student has been absent from school for less than 4.5 days this term. 

• Yellow - Worrying. The student has been absent from school for 5 - 9.5 days this term. 

• Orange - Concerning. The student has been absent from school for 10 - 14.5 days this 
term. 

• Red - Serious Concern. The student has been absent from school for 15 or more days 
this term. 

How will STAR work in KAMAR? 
When students cross one of these thresholds, KAMAR will automatically create a STAR record 
for them. This is a Pastoral record in the Attendance category with a few extra bits on it (the 

https://www.education.govt.nz/stepped-attendance-response-star#the-star-framework-1
https://www.beehive.govt.nz/sites/default/files/2024-09/STAR%20framework%20support.pdf


term, the number of days absent this term, and a spot where you can record the response 
activity). 

Here's a quick summary of what you will be able to do: 

• Customise the lists of response activities to suit your school. 

• Access to these STAR records is tied to staff access to the Attendance Pastoral category. 

• You can create additional STAR records to record other response activities taken. 

• Response activities are automatically uploaded to the Ministry of Education at the end 
of the week. 

• Use the Pastoral analysis tools to analyse STAR records and look for trends and 
patterns. 

• See (and manage) STAR records for individuals. 

• Compose emails for each of the thresholds, and have KAMAR automatically send 
caregivers an email when students cross the STAR thresholds. 

 

Viewing an Attendance Summary with STAR information for a student  

• See a list view of STAR records to get that 'bigger picture'. 

https://www.kamar.nz/setup/attendance/star
https://www.kamar.nz/students/details/attendance/star
https://www.kamar.nz/students/details/attendance/star#page-3
https://www.kamar.nz/students/pastoral/star/manage
https://www.kamar.nz/setup/attendance/star


 

Viewing a list of STAR information for a group of students 

We use KAMAR to send automatic emails to the parents at each threshold in the STAR 
attendance process. (See KAMAR for reference to the letters). 
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