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Overarching attendance objectives and strategic priorities 

This document outlines the Attendance Management Plan for Ngaruawahia High School (NHS), a school in 
the small town of Ngaaruawaahia in Northern Waikato. This plan is designed to be a living document, 
reflecting our commitment to ensuring every student attends school regularly and engages in their learning. 
This plan sets out our school’s strategy and process for identifying, responding to, and reducing student 
absences, in accordance with Sections 137A-137D of the Education and Training Act 2020. It also aligns 
with the Ministry of Education’s requirements for mandatory Attendance Management Plans and the 
Stepped Attendance Response (STAR) Framework. 

At Ngaruawahia High School we believe regular attendance is critical to student wellbeing and 
achievement. Our school promotes a culture where attendance is value, monitoring, and supported through 
strong relationships, clear communication, and proactive interventions. 

Our guiding principles are: 

• Whaanau Partnerships: We believe that strong, trusting relationships with our student, their whaanau 
and the wider community are the foundation of good attendance. 

• Early Intervention:  We will act promptly and compassionately when a student’s attendance begins to 
decline with the intent of addressing barriers before they become chronic issues. 

• Community Collaboration: We will work with local attendance services, agencies, community groups, 
and the Ministry of Education to provide holistic support for our students and their whaanau. 

• Celebrating Success: We will celebrate and acknowledge good and improved attendance to reinforce its 
importance and value. 

 

You can access our school Strategic Plan and our Annual Implementation plan on our school website 

 
 
 
 
 
 
 
 
 
  

https://www.ngaruawahiahigh.school.nz/


Attendance policy 

At NHS our attendance policy and procedures ensure students are accounted for during school hours and 
activities as well as emergency events. This allows school sta< to identify and respond to student 
attendance concerns. We recognised 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 attend school when it is open (Education and Training 
Act, s 36). 

School sta< record and monitor attendance using set attendance procedures. In addition to including 
attendance in our Strategic Plan, we have annual targets for student attendance, and work with 
students, whaanau, 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 staPng entitlements. We keep our attendance data digitally. 

A full Attendance Policy is available on our website through School Docs - Link 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.ngaruawahiahigh.school.nz/our-school/board-policies


Attendance management procedures  
 



Stepped Attendance Response (STAR) Framework 

 

 

Attendance Category Definition 

 

Regular Attendance 

GOOD 

90% or more attendance rate 

(absent less that 5 days per term) 

Irregular Attendance 

WORRYING 

80% - 89% attendance rate 

(absent 5-9.5 days per term) 

Moderate Absence 

CONCERNING 

70% - 79% attendance rate 

(absent 10-14.5 days per term) 

Chronic Absence 

SERIOUS CONCERN 

Less than 70% attendance rate 

(absent 15 or more days per term) 

 

 

 

School Attendance Procedure 

On Enrolment 

• Ensure attendance is discussed and the expectations around this during the enrolment interview. 
• Hub Teacher to send introductory email to whaanau and include an attendance statement. 

 

 

Daily Attendance Recording 

• Teachers will mark the attendance register (KAMAR) within the first 10 mins of the block. 
• Attendance is submitted daily through KAMAR to the Ministry of Education. 
• The school uses the refreshed set of attendance codes as required by the Ministry of Education. 
• The school oPce administrator will send out absence notification texts by 10am each morning and 

update attendance. 
• Attendance Reports are emailed to whaanau weekly. 

 

 

Absence Notification by Whaanau 

• Whaanau are expected to notify the school of any absence by 9am on the day of the absence. This 
can be done via phone call to the oPce on (07) 824 8729 or email 
admin@ngaruawahihigh.school.nz  

 

 

mailto:admin@ngaruawahihigh.school.nz


Ngaruawahia High School uses the MOE approved attendance codes as below: 

 

 

Regular Attendance (GOOD) 

• Recognition and Celebration: Students are acknowledged with regular celebrations at assembly and 
during waka time. Students with perfect attendance are acknowledged with certificates and 
rewards during assembly. 

• Positive Reinforcement: Sta< provide verbal praise and encouragement and waka points are given 
out to hubs. 

• Whaanau Engagement: Regular communication is sent to whaanau to acknowledge their support 
and promote attendance at school. 

• Monitoring and Feedback: Attendance is tracked and monitored. 

 

Irregular Attendance (WORRYING) 

Hub Teacher Absence Follow-up 

First Contact 

• If a student is marked absent (?) for any block without prior explanation, hub teachers will contact 
the students primary caregiver via email of text the day after the absence. This must be recorded in 
KAMAR. 

Second Contact 

• If the absence is still (?) hub teachers are to make a phone call to whaanau and send Attendance 
Letter #1 and update KAMAR. 

 



If the student returns to school the absence(?) still requires follow up to resolve. 

If after this process the absence is still unexplained this absence will be coded ‘T’ (truant), 

IF A STUDENT HAS 3 DAYS OF CONTINUOUS ABSENCE OR MORE THAN 5 DAYS OVER TIME THE STUDENT 
MUST BE REFERRED TO THE PASTORAL LEADER 

 

 

 

 

 

Moderate Absence (CONCERNING) 

 

Hub Teacher has documented contact with whaanau in KAMAR and has referred student to the Pastoral 
Leader 

 

For Students with 5 Days of Absence in a Term or continuous absence of more than 3 days (truant/UJ) 

• Pastoral leader to phone whaanau and discuss the absences and send Attendance Letter #2 by 
email. 

• Pastoral Leaders are to develop an Individual Attendance Plan with the students this may include an 
attendance weekly. 

• All steps to be recorded in KAMAR. 
•  

Students with 5-15 Days of Absence in a Term 

• Refer student to Ministry of Education Attendance Services. 
• Work with attendance services to organise a whaanau hui. At the hui complete an Individual 

Attendance Plan with the student and their whaanau. 

• All steps to be recorded in KAMAR. 
 

THERE MUST BE A FACE TO FACE HUI WITH WHAANAU 

 

If absences continue referral made by Pastoral Leader to Deputy Principal to explore other agency support 
e.g. Alt Ed, Dual Enrolment, Section 19, Early Exemption. 

 

 

Chronic Absence (SERIOUS CONCERN) 

 

Students with 15 days or more absence in a school term 

• Send Attendance Letter #3 to whaanau and organise a whaanau hui. 
• Deputy Principal to explore agency support with Attendance Service OPcer e.g Alt Ed, Dual 

Enrolment, Northern Health School, Section 19, Early exemption. 



Monitoring and measuring progress 

• The board delegates the responsibility for attendance and improvement to the Principal. 

• The Principal and OPce Sta< have timely discussion about coding decision as they arise. 
• The Principal reports on attendance to the Board through the Principal Report for each board 

meeting. 
• The Principal provides termly attendance reports to the board based on the analysis of data, trends 

and narratives. 
• The Principal shares the MOE attendance reports with sta< and the Board. 
• The Principal reviews the attendance progress and this review forms the basis of the next steps for 

improvement. 

 


