
 

 

Attendance Management Plan and supporting STAR procedures 

Strategic Priorities  
Regular school attendance is important for students to achieve their educational potential.  The 
government target is that 80% of students will be regularly attending school by 2030. 

Our school currently has 68% regular attendance and a target of lifting regular attendance to 80% by 
the end of 2026. 

 

Board responsibilities 
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: 

●​ 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.  
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Principal responsibilities 
The principal is responsible for: 

●​ 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.  

Procedures/supporting documentation 
Attendance management Procedure - Stepped Attendance Response (STAR)- see below 

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  

 

Reviewed: Feb 2026  Next review: Feb  2029  
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Attendance Management Procedure- Stepped Attendance 
Response 
 

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 respond 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 and 
an external agency, where necessary to improve our levels of student attendance. 

Parent/Whanau 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 Procedures 
The principal will appoint staff and delegate duties, so as to manage the recording of the electronic 
student attendance register and the follow-up procedures for non- attending students. The principal has 
overall  responsibility for overall monitoring of student attendance and ensuring that parents are informed 
of attendance concerns 

Non-teaching staff with duties associated with our attendance system will support teachers to maintain 
accurate up-to-date attendance information. They will also monitor and follow-up on lateness and 
attendance and other attendance issues. 

Teachers are responsible for recording student attendance to their class each period/ half day basis. 

Parents can see student attendance data via the Hero app, under attendance.  
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Outside agencies will be used as appropriate to support attendance. 

Students will be identified 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 learning support 
team termly to review outcomes and effectiveness of these interventions. 

 

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 Hero. 
 

 

Ministry Attendance Codes  

Category  Code  Description  

Present  P Present for instruction  

Justified Absence  M  Illness/Medical (requires explanation)  

 J Explained and approved by the principal (e.g. 
significant family event, tangihanga, board 
approved cultural activity) 

 U Stood down or suspended  

 X Offsite study for exams (senior students only) 

Unjustified Absence  ? Reason for absence not yet known (code 
temporary)  

 E Explained by not approved by the principal  

 G  Holiday during term time  

 T  Truant/absent without parent/caregiver permission  
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Rimu 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 asap (ideally within 2 school days) and arrange a 
meeting for as soon as possible.  

The star framework triggers proportionate response when a student reaches an absence threshold over a school term. (Note: A term generally includes around 
50 days, so 5 days absent equates to 90% attendance.)  

Stepped Attendance Response STAR) Framework  

Tier 1  

0-4 Days >90&  

(Regular) 

 

Monitor 

No action if absences are justified (M, J) Positive recognition for excellent 
attendance.  

Tier 2 

5-9 Days 80% - 90% 

 (Irregular) 

 

 

Early Concern 

Contact  whānau via phone/email to check in, identify any emergency 
barriers, and remind them of the importance of daily attendance. Teacher 
checks in with student 

Tier 3 

10-14 Days  70% -80%  

(Moderate)  

 

 
 
Escalated Concern  

Formal letter/email from Principal outlining the attendance pattern. Meeting 
arrange with whānau to discuss specific barriers and collaboratively develop 
a simple Attendance Improvement Plan (AMP) 
 

Tier 4  

15+ Days <70%  

(Chronic)  

 
 
Intensive Support  

Mandatory meeting with Principal/BoT representative and  whānau. Referral 
to the Ministry of Education Attendance Service. Engagement with external 
support agencies (e.g. Health, Social Worker) to address complex barriers. 
Legal action considered as a last resort.  
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Identifying and Addressing Barriers 

We recognise that barriers to attendance often stems from issues outside the school gates, (e.g. housing, health, transport, financial stress). Our 
approach is to support whanau holistically. 

 

●​ Whanau engagement - use meetings (tier 3 & 4) to actively listen and identify specific barriers. 
●​ Targeted support - offer practical support where possible, such as school resources or external community and health services. 
●​ In school factors - regular review of school culture to ensure it is a safe, engaging and inclusive place to be and address any concerns.  

 

Communication and Review  

Communication  

●​ This plan will be published on the school website and reviewed  
●​ Attendance data is regularly reported to the Board of Trustees 
●​ Parents will receive communication about their child’s attendance via our primary communication platform HERO app 

Review  

●​ The board will review this attendance management plan annually to ensure it remains effective and aligned with MoE requirements. 
●​ Review will include analysing the attendance data to identify any trends and ensure equity of outcomes for all our students. 

 

 

Plan endorsed by the Board of Trustees:________________________________________ 
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