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Attendance Management Procedure – Stepped Attendance Response 
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School Stepped Attendance Response Activities 

Below is our Stepped Attendance Response for responding to individual student absence. Actions can be taken at any stage;  there is no 
requirement to wait for a student to be identified at a threshold to take action to address non attendance.  

Attendance data is generated and shared with the pastoral team on a regular basis to identify students of concern and emerging patterns 
relating to individual attendance. 

Day-to-day operations  
It is the responsibility of the timetable teacher to mark the roll, in a timely manner. using the correct attendance code  
Communicate to parents ●​ Expectations relating to attendance are shared through the school website, enrolment booklet, and newsletters  

●​ Inform procedures for when a student is absent 
●​ Share with whānau the steps that will be taken to address attendance 
●​ Parents are informed of the steps the school will take in the event of their daughter or young person being absent 

from school 

Communicate to students Attendance expectations are communicated in the enrolment prospectus, the orientation booklet and are reinforced 
through newsletters, PB4L slides and assemblies on a regular basis 

Following up on absences daily Maintain accurate student data each day, by clearing absence messages daily, changing codes as informed by 
whānau through absence manager/the portal/website/app 
Midday text is sent to whānau for those students who have been absent whānau time, periods 1 & 2 without 
explanation 
Follow up daily with parents any unexplained absences 

Minimise disruptions to the school 
day and week 

School Board and School Leadership prioritise school hours to be for learning 

Assess history of new students When enrolling identify issues or trends in attendance history 
Escalate attendance issues as 
needed 

This may include: - 
Contacting home 
Meeting with whānau 
Developing Individual attendance plan 

           Involving other agencies, services and considering referral to the Attendance Service 
Regular reporting to students and 
whānau 

Parents/Whānau will receive by email a weekly summary, subject attendance statistics and overall year summary 
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Students with less than 5 
days absent a term 

Students with less than 10 
days absence 

Students with less than 15 
days absence 

Students with greater than 
15 days absence 

 
The school response  

●​ Good attendance habits are 
communicated to students through 
PB4L slides, reinforced by whānau 
teacher, subject teachers and 
Deans. 

●​ Good attendance habits are also 
communicated through the 
newsletter, Māori Whānau hui and 
Pasifika Pono. 

●​ A text is sent to parents/guardians 
each day a student is absent without 
explanation.  

●​ Whānau teachers will follow up on 
absences of the past fortnight when 
there has been no explanation 
provided. 

●​ Contact details are kept updated 
with a prompt from the office at the 
beginning of each school year. 

●​ Students are provided with regular 
updates on attendance by their 
whānau teacher when the three 
weekly traffic light data is shared. 

●​ Weekly attendance summaries 
emailed to whānau.  

 
The school response  

●​ Inform parent/guardians by email 
when an absence has reached the 
five-day threshold. 

●​ Send out formal notification and 
contact parent/caregiver to discuss 
reasons for absence if it has not 
already been explained. 

●​ Support students to catch up on 
missed learning, this can be through 
lunchtime tutorials or work on 
google classroom. 

●​ Use in-school resources to remove 
barriers eg youth mentor, counsellor, 
referral for additional testing, 
exploration of alternative 
programmes, 2nd hand uniform, 
breakfast club, school lunches. 

 

 
The school response 

●​ Inform parent/guardians by email 
when an absence has reached the 
ten-day threshold. 

●​ Send an escalated formal 
notification to parents  

●​ Hold a meeting to discuss the 
reasons for absence and collaborate 
to develop a support plan to 
improve attendance. 

●​ Develop and implement an 
individual attendance improvement 
plan tailored to the reasons and 
circumstance around the student’s 
absence. 

●​ Use in-school resources as 
appropriate to remove barriers and 
request support from Ministry or 
other agencies as needed. 

 

 
The school response 

●​ Inform parent/guardians by email 
when an absence has reached the 
fifteen-day threshold and request a 
meeting with the parents. 

●​ Make further contact to have a 
meeting with parents if no response 
to the fifteen-day email and warn of 
the need to escalate the school’s 
response. 

●​ Escalate to multi agency response 
and have meeting. 

●​ Refer student to the Attendance 
Service. 

●​ Implement and monitor 
improvement plan. 

●​ Remove the student from the roll if 
they are not returning to school. 

●​ Complete a NEN’s form for a 
student under 16 and have reached 
20 days absent with no success in 
contacting whānau 

●​ Notify the parent that the student is 
no longer on the roll due to 
non-attendance. 
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