
 
Attendance Management Plan 

 
We believe regular attendance is critical to student wellbeing and achievement.  Our school 
promotes a culture where attendance is valued, monitored, and supported through strong 
relationships, clear communication, and proactive interventions.  
Identification of Absences 
 

●​ Daily electronic roll checks are completed by kaiako before 9.15am and 1.40 pm. 
●​ Unexplained absences and lateness are followed up with a text or phone call home 

the same day. 
●​ Patterns of irregular attendance are flagged weekly through SMS reporting by our 

Attendance officer 
 
Response Process 
 
Initial concern (after 3–5 days): Teacher calls home to whānau to understand context. 
 
Ongoing concern (after 5–10 days): Attendance officer contacts whānau to meet to develop 
a support plan. 
 
Chronic absence (20+ days): Principal/Attendance officer Referral to Attendance Service 
and/or social support agencies as appropriate. 
 
Support Strategies 
 

●​ Connection with teachers and discussion in teams 
●​ Individualised attendance improvement plans updated in a pastoral post 
●​ Engagement with external support providers where appropriate eg Ministry 
●​ Culturally responsive approaches to whānau engagement - connecting families 

together, understanding whānau dynamic, relationships between teacher and 
families 

●​ Liaising with the Te Awamutu District Schools Attendance office and Te Wānanga for 
high/chronic absenteeism  (10 days or more) 

 
Review and Monitoring 

 
●​ An Attendance target and focus for 2026 plan will outline targets  
●​ Reviewed annually by the board or in accordance with any updated regulations 
●​ Attendance data is monitored daily and reviewing fortnightly by Senior Leadership 
●​ Feedback gathered from staff, students, and whānau to inform updates 

 
 

 



 
 
 
 

Less that 5 days absence in one term 

Caregiver responsibilities 
 
●Encourage good attendance habits 
●Support other parents to encourage good 
attendance habits 
● Open communication with school 
●Follow school attendance management 
plan and associated policies and processes 
 

School Responsibilities 
● (Clear communication to parents on 
attendance expectations on 
enrolment, at the start of school year, and 
each term 
●Communicate to parents what steps the 
school will take 
in the event their child is absent from 
school 
●Communicate good attendance habits to 
students and parents 
●Monitor attendance 
● Communicate to parents about every 
absence 
●Maintain contact details of parents 
●Provide students with regular updates on 
their own attendance 
●Report regularly to parents on attendance 
of their child 
●Support students getting to school 
● Use school level approaches to promote 
good social and learning environment 
 

5-9 days absent in one term 

Caregiver Responsibilities 
 ● Notify the school asap if the student is 
late or absent. Email 
office@tepahu.school.nz  
● All students who are late must sign in at 
the Student Desk or they will be marked 
Truant.  
● Engage in supports offered 

School Responsibilities  
● Text/email when the student is absent 
(caregivers must ensure their contact 
information is up to date)  
● If the school does not hear from the 
caregiver, the student will be marked as 
Truant. 
● Use in school resources as appropriate 

10-14 days absent in one term 

Caregiver Responsibilities  
● Ensure the student regularly attends 
school  
● Attend a meeting with the Attendance 
officer/teacher to agree to a joint support 
plan. 

School Responsibilities  
● The Attendance officer will contact the 
parent regarding attendance concerns. 
 ● Hold a meeting to put a support plan in 
place.  
● Use in school resources as appropriate  

mailto:office@tepahu.school.nz


 ● Parents/caregivers are required to work 
with the school to manage attendance 
concerns 
Implement strategies at home 
 

● Contact outside agencies for additional 
support eg. Truancy Services 

15+ days absent in one term 

Caregiver Responsibilities  
● Return student to regular attendance 
● Engage in an improvement plan 
 ● Participate in regular meetings with the 
school and outside agencies 

School Responsibilities 
 ● Implement and monitor improvement 
plans.  
● Attendance officer and Principal are in 
regular contact/meetings.  
● Esculate and participate in multi-agency 
response 
● If a student has not returned to school 
after 20 days, the caregiver will be informed 
by email and the student removed from the 
school 

Important Information:  
Holidays are considered “unapproved leave”. If this cannot be avoided, please submit a 
leave request in an email to the Principal at least 1 month in advance of your travel.  

 


