St Mary’s Attendance Strategy

ATTENDANCE MANAGEMENT PLAN

Aligned with the Stepped Attendance Response - STAR

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
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Attendance objectives and strategic priorities

e Attendance is prioritised to ensure students have every opportunity to achieve their full potential. Student welfare and well
being is also linked to attendance in the social connections that students make at school.

e At St Mary’s we have robust systems in place to track and monitor student attendance. We monitor student attendance data
and analyse our termly attendance through Attendance Report from Every day Matters, MoE. This is a termly report that
highlights attendance patterns in our school and provides actionable insights to improve student attendance. This is reported
on and shared with the board along with student achievement data.

e Our definition of success is regular attendance of 80% of all students. This aligns with the Government initiatives in April
2024.



https://docs.google.com/document/d/147Q_4KD0HRKjMgPdbHXKCZLyeXHyUqn2c8ft14qrhY4/edit?usp=sharing

The Government’s target is for 80% of students to attend regularly,
that is to attend school more than 90% of the time.
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St Mary’s Term-by-Term Attendance Goals

Based on the figures from 2024/2025 Attendance figures (from Attendance Matter reports) these are our aspirational goals. We
recognise that Terms 2 and 3 were particularly difficult due to iliness so our target is realistic and achievable. We will continue to
monitor and review these targets as we progress through 2026.

Term Regular (90%+) Irregular (80-90%) Moderate (70-80%) Chronic (<70%)
Term 1 80% 17% 2% 1%
Term 2 70% 24% 4% 2%
Term 3 70% 25% 3% 2%
Term 4 75% 22% 2% 1%

With Holiday (G) being the second highest reason for absence each term in 2025 (ranging from 16% to 24%) this is a significant
area we can purposely target. Reinforcing the message through newsletters and communication about missed learning time, we
can try to reduce this amount to ensure that holidays are taken during school holidays.

St Mary’s Attendance Policy (from School Docs):

At St Mary's School, our attendance procedures ensure students are accounted for during school hours and activities as well as
emergency events. This allows school staff to identify and respond to student attendance concerns. We recognise the importance
of regular attendance to support student welfare and help students achieve their educational potential.

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. The board takes all reasonable steps to ensure all students enrolled at St Mary's School attend school when
it is open (Education and Training Act, s 36).



St Mary's School records and monitors attendance using set attendance procedures. We have annual targets for student
attendance, and work with students, parents and caregivers, staff, and external agencies where necessary to improve our levels of
student attendance. We share our attendance information with the Ministry of Education, which ensures we receive correct funding
and staffing entitlements. We keep our attendance registers for seven years from the date of last entry.

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:

e notify the school as soon as possible if their child is going to be late or absent
e arrange appointments and trips outside school hours or during school holidays where possible
e work with the school to manage attendance concerns.

We share attendance expectations with students and their parents/guardians and caregivers, and require students to be present
and attend classes on time.

Parents/Guardians may ask for their child to be excused from certain areas of the curriculum for religious or cultural reasons. The
principal reviews these requests and considers the preferences of the student. The school provides supervision for any students
who do not participate in certain areas of the curriculum.

Attendance Procedures:

St Mary's 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.
Recording attendance

We record attendance accurately to ensure all students are accounted for, including for emergency situations. The school provides
attendance data to the Ministry of Education each day, as required by the Education and Training Act 2020 and Education (School



Attendance) Regulations 2024. We monitor absence patterns using our student management system and notify parents/caregivers

of any concerns.

Classroom teachers, learning support staff, and office staff work together to ensure attendance is recorded correctly. Relievers,
itinerant teachers, and specialist teachers provide attendance information as necessary to the relevant teacher, or directly to the

school office.

Absences are recorded using the correct codes. This is managed through the office as the attendance administrator has undergone

training with the updated codes.

We record students as present or absent using Ministry of Education attendance codes. An absence may be justified (e.g. for
medical reasons) or unjustified (e.g. for an unapproved holiday or other unsatisfactory reason), and we record this in our

attendance register.

Day-to-day operations

Actions

What this looks like in practice

Who is responsible

Assess attendance history of new
students and share attendance history
when students move schools.

Contact the previous school to request
attendance records (where applicable).

Identify any issues or trends in
attendance history.

Administration Team

School Leadership and board minimise
disruptions to the school day and week,
e.g. use callback days, parent teacher
meetings held after school.

School leadership prioritise school-hours
to be learning.

School Leadership

Support students to continue learning if

Work with outside agencies to support

Learning Support Coordinator/SENCO,




unable to attend school every day,
including using Ministry approved
well-being or transitional plans and health
schools where appropriate.

students who cannot be at school on a
short-term basis.

Teacher and Leadership Team

Review student attendance when
analysing data of student achievement.

During termly Learning and Progress
meetings of our priority learners, look at
attendance in relation to progress.

School Leadership, Teachers

For students with less than 5 days absence in a school term

Actions

What this looks like in practice

Who is responsible

Clear communication to parents on
attendance on enrolment, at the start of
school year and regularly through the
year.

Communicate to parents the steps that
are taken when their child is absent from
school.

Communicate good attendance habits to
students and parents.

Enrollment forms, newsletters, Hero and
website to set expectations and provide
guidance to parents.

Attendance Team and School Leadership

Monitor attendance.

Communicate to parents about every
absence.

Maintain contact details of parents

Daily procedures in place.

Use of Hero to quickly and easily identify
all student absences and communicate
these to parents.

Administration Team and Attendance
Team.




Parents have access to their child’s
attendance.

Absences can be accessed by parents
through Hero.

Administration Team.

Use school level approaches to provide a
varied and inspiring learning
environment.

Opportunities for a varied curriculum and
extra curricular activities.

School Leadership

For students with up to 10 days absence in a school term

Actions

What this looks like in practice

Who is responsible

Make contact with parent/caregiver to
discuss reasons for absence and if there
is any support needed.

Make a phone call in the first instance
and speak with parents.

Teacher and/or Attendance Team.

Support students to catch up on missed
learning when required.

Identify missed learning due to absences
and provide activities to bring students
back up to speed.

Teacher

Use in-school resources as appropriate
to remove barriers, e.g. pastoral care
meals, loaves and fishes lunches.

Let families know of additional resources
we have to support them at school.

Pastoral Care Team, Senior Leadership
Team, Teacher.




For students with up to 15 days absence in a school term

Actions

What this looks like in practice

Who is responsible

Hold a meeting with parents to analyse
reasons for absence and collaborate on a
support plan.

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

Attendance team work through support
plan.

Utilised templates and resources
provided by the Ministry of Education.

Attendance team, Senior Leadership
Team, Teacher.

Use in-school resources as appropriate
to remove barriers and support from the
Ministry of Education or other agencies
as needed.

Engage with the Ministry of Education
attendance services to access support.

Attendance Team.

Escalate and participate in multi-agency
response.

Ministry of Education attendance
services and other agencies (as
relevant).

Support access to services with
specialists.

Senior Leadership Team.

Implement and monitor an improvement
plan.

All stakeholders are accountable for the
plan. It is monitored and action is taken
when expectations are not met.

Senior Leadership Team.

Refer to the Ministry of Education when
supports are offered and not taken up.

Engage with the Ministry of Education to
discuss options available and required
steps to take.

School Leadership Team and School
board.

When criteria is met, follow prescribed
processes to unenrol the student.

Update ENROL as soon as school is
made aware a student will not be

Administration Team and Senior
Leadership Team




returning and complete a non-enrolled
notification.

Tools to support these activities:
STAR aligned resources from the Ministry of Education

educations.govt.nz/stepped-attendance-response-star


http://educations.govt.nz/stepped-attendance-response-star

	 
	Attendance Procedures: 

