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BLENNZ School Attendance Management Plan 
Overview
The Attendance Management Plan for BLENNZ School is a document that demonstrates our commitment to supporting ākonga and their whānau in maintaining regular, meaningful engagement in learning. It upholds the Ministry of Education’s expectations for mandatory Attendance Management Plans and aligns with the Stepped Attendance Response (STAR) framework.
Our approach to attendance challenges is grounded in a mana‑enhancing practice that is culturally safe, respectful, and responsive to the diverse needs of our community.
Because a significant number of our ākonga experience medical or therapeutic complexities, many absences relate directly to illness or essential health‑related appointments.
Roles and Responsibilities
Board
Oversee the implementation and regular review of the Attendance Management Plan
Having a commitment to support student’s regular attendance
Ensure the plan is published on the school website
Principal
Report to the Board on any trends, barriers to attendance and interventions that have been used to support ākonga attendance
Ensure that student absence is investigated, responded to and actions taken and recorded that align to the thresholds within the Stepped Attendance Plan.
Principal, delegated to Assistant Principal School Services 
Develop and lead the implementation of the Stepped Attendance Plan  
Provide professional development for staff on absences, correct coding and supporting notes in SMS 
Monitor school-wide attendance data and identify trends – Report monthly to the Principal
In collaboration with the Principal, liaise with the Ministry of Education Attendance Service and other support agencies if required
Ensure staff and whānau, understand the Stepped Attendance Plan and work within the framework.
School Programme Leads
Act as the primary contact with whānau and teachers for moderate and chronic absence cases
Liaise with Assistant Principal School Services with attendance concerns
Teachers
Record attendance accurately before 9.30am and again by 1.30pm
Follow up all student absences with whānau
Act as the first point of contact for ākonga with irregular absences.
Ensure accurate contact details for all students. Update with School Services EA.
School Services Executive Administrator
Maintain accurate contact details for all students in SMS
Weekly audit on 
Liaise with Assistant Principal School Services with attendance concerns
Liaise with Practice Leads on class coding, missing information, late filing.  
‘Everyday Matters’ weekly statistics report from SMS forwarded through to MOE 
Whanau/Caregivers 
Ensure that their child attends school every day, unless they are unwell
Notify the school promptly of any absence (Classroom teacher)
Work in partnership with the school to address any attendance concerns


Attendance Management Procedure
Stepped Attendance Response (STAR) Framework
The government’s target is for 80% of students to attend school regularly (90% of the time)
BLENNZ will use a four-tiered approach to identify and respond to student absences:
1. Good/Regular Attendance - Less than 5 days absence per term
Acknowledge and celebrate through class and schoolwide recognition
Teachers maintain positive communication with whānau

2. Worrying Attendance - Up to10 days absences per term
The school contacts whānau to better understand the reason for absences
The school offers support to address any barriers to attendance (sickness, transport, food, housing, clothing etc.)

3. Concerning Attendance - Up to15 days absences per term
School meets with whānau to develop a formal plan in addressing barriers to attendance. This will include clear goals and checkpoints
Connect whānau with community resources if appropriate

4. Very Concerning Attendance - 15 days or more absences per term
All previous steps have been documented, and a formal referral is made to the Ministry of Education Attendance Service
The school continues to work closely with the Attendance Service and whānau
Procedure for Absence Notification and Follow-Up
1. Daily Attendance
Teachers will mark the electronic register for all students by 9.15am each morning and 1.30pm each afternoon.
Attendance will be submitted daily to the Ministry of Education (MOE).
The school is using the refreshed set of attendance codes as required by MOE.

2. First Day Absence Follow-up
If a student is marked absent without a prior explanation, the administration staff will contact the student’s primary caregiver via phone call or text message by 10am 
If the caregiver cannot be reached, alternative contacts may be tried.
Unexplained absences that remain unresolved by the end of the school day will be coded as ‘E’ (Explained and unjustified) or ‘T’ (Truancy), based on the situation and prior communication.

3. Absence Notification by Whanau
Parents/caregivers are expected to notify the school of an absence by 9am on the day of the absence.
This can be done via phone call or text to the classroom teacher

4. Attendance Codes
P = Present
L = Late to class
N = Present but out of class
D = Approved external appointment
J = Explained and approved
M = Illness / Medical absence
U = Stood Down or suspended
T = Truant
E = Explained but not approved
G = Holiday during term time
? = Unknow Reason (temporary) 

5. Justified vs. Unjustified Absences
Justified: medical certificate (for prolonged illness), bereavement, or religious and cultural observances are considered justified.  The code ‘M’ or ‘J’ will be used
Unjustified: Planned holidays during term time, extended family visits, or unapproved sporting events are considered unjustified.  The code ‘E’ or holidays ‘G’ will be used. 

6. Addressing ‘Late’ Students
Students or whanau sign in with the classroom teacher, with the reason for being late, who then places a note on the SMS with code ‘L’
Lateness is reviewed fortnightly by School leadership team and teaching team to identify student with frequent lateness.
The teacher contacts the parent/caregiver, in the first instance to understand the reasons for lateness
The school offers support to address any emerging barriers. 

7. Data Monitoring and Plan Review
Attendance data is reviewed weekly by the AP School Services in the Irregular and Moderate absence categories
The School Board receives a termly ‘Everyday matters’ attendance report.
This plan will be reviewed annually by the School Board in consultation with staff, Whānau and the community.
Ministry of Education Guide
The Ministry of Education NZ (MOE) provides a guide for schools and kura on managing student attendance.
The Ministry of Education refreshed attendance codes
MOE Stepped Attendance response
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