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1. Introduction 
Cromwell College is committed to providing a high-quality education for all our students. Regular attendance is 
crucial for student success, and this plan outlines how we will work with students and their whānau to ensure 
consistent attendance. This plan is based on the Ministry of Education's Stepped Attendance Response (STAR) 
system. The Ministry of Education has set an attendance target for 80% of students to attend regularly, that is to 
attend school more than 90% of the time. 

2. Strategic Priorities 
●​ Regular school attendance is important for students to achieve their educational potential.  The 

government target is that 80% of students will be regularly attending school by 2030. 
●​ Our school currently has 63% regular attendance and a target of lifting regular attendance to 70% by the 

end of 2026. 

3. Legal Framework 
●​ This plan aligns with the Education and Training Act 2020, which mandates that children aged 6-16 years 

must be enrolled and attend school regularly. 
●​ The school will adhere to the Ministry of Education's guidelines for attendance, including the use of 

approved electronic attendance registers and attendance codes. 

4. Definitions 
●​ Regular Attendance: Attending school for more than 90% of the term. 
●​ Irregular Attendance: Attending school between 80% and 90% of the term. 
●​ Moderate Absence: Attending school between 70% and 80% of the term. 
●​ Chronic Absence: Attending school less than 70% of the term. 
●​ Unjustified Absence: Absence without a valid reason, as defined by the school and Ministry of Education 

guidelines. 
●​ Truancy: Being absent from school without a valid reason, including being late to school, missing classes, 

or missing entire days. 

5. Roles and Responsibilities 

●​ Board of Trustees: 
○​ Ensures the school has an Attendance Management Plan that is implemented effectively. 
○​ Monitors school-wide attendance data and sets attendance targets. 

●​ Principal; 
○​ Oversees the implementation of the Attendance Management Plan. 
○​ Ensures accurate attendance records are maintained. 
○​ Ensure that the email notifications are going out to whānau 

○​ Ensure that student absence is investigated, responded too and actions taken recorded aligned 
with the thresholds 
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○​ Liaises with the Ministry of Education Attendance Service as required. 
○​ Attend multi-agency meetings to discuss support plans for students 

●​ Deputy Principal of House: 
○​ SLT and Deans receive notification from P.A.R.O.T. weekly outlining the attendance in their house 
○​ Monitor the “Attendance and Behaviour” spreadsheet. 
○​ Maintains accurate records of interventions. 
○​ Students who have chronic absence will be referred to Attendance Services or other outside 

agencies. 
○​ Students who have chronic absence will be referred to Attendance Services or other outside 

agencies. 
●​ Deans 

○​ Deans review a list of students who have ? or T on their attendance record for the previous week.  
○​ SLT and Deans receive notification from P.A.R.O.T. weekly outlining the attendance in their house. 

SLT and Deans discuss intervention strategies for our worst attendees. 
○​ Monitor the “Attendance and Behaviour” spreadsheet 
○​ Maintains accurate records of interventions. 
○​ Students who have chronic absence will be referred to Attendance Services or other outside 

agencies. 
○​ Students who have chronic absence will be referred to Attendance Services or other outside 

agencies. 
●​ Attendance Officer 

○​ Monitors daily attendance and identifies students with attendance concerns through KAMAR and 
P.A.R.O.T. 

○​ Contacts parents/whānau regarding absences. 
○​ When students do not have a valid reason for absence or a late they are issued detention as a 

consequence and are expected to attend. 
○​ Implements the Stepped Attendance Response (STAR) system. 
○​ Maintains accurate records of interventions. 
○​ The Attendance Officer uses the report from P.A.R.O.T. to update the “Attendance and Behaviour” 

doc 
○​ From this data we send the attendance letters home to families outlining the importance of 

attending school and request a meeting to look at what supports need to be put in place 
●​ Teachers/Kaiako: 

○​ Maintain accurate daily attendance records for their classes. 
○​ Follow up on unexplained absences in a timely manner. 
○​ Create a positive and engaging learning environment that encourages attendance. 
○​ Communicate any attendance concerns to the Attendance Officer/Deans/Whanau Teacher. 
○​ Staff are expected to complete their daily rolls accurately and in a timely manner (within the first 10 

min of the period). 
○​ Whānau Teachers are notified daily via email when students in their whānau class have been 

marked as either ? or T on the daily roll. They then address this with students, seeking explanation 
for absence from both the student and from whānau or caregivers. 

●​ Students: 
○​ Attend school regularly and on time. 
○​ Communicate with their teachers and whānau about any attendance issues. 
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○​ Students receive an email notification when they have been entered as ? or T in our Student 
Management System the following day. They either bring notification from home as to why they 
were absent, have home notify the school, or if they think the entry is incorrect – address the 
teacher directly. 

○​ When students do not have a valid reason for absence or a late they are issued detention as a 
consequence and are expected to attend. 

●​ Parents/Whānau: 
○​ Ensure their child attends every day they are able. 
○​ Reinforce good attendance habits 
○​ Notify the school of any absences, providing a reason. 
○​ Work with the school to address any attendance concerns. 
○​ Whanau are emailed directly from KAMAR each week an update of the students attendance. 
○​ Parents, whānau and caregivers are able to check student attendance at any time using the 

Cromwell College Parent Portal. 
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6. Attendance Procedures 
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7. Stepped Attendance Response (STAR) System 
Cromwell College will implement the following Stepped Attendance Response (STAR) system to address attendance concerns: The stepped 
attendance response for responding to individual student absence.  Actions can be taken at any stage and there is no requirement to wait for a student 
to be identified at a threshold to take action to address non attendance.  Contact parents asap (ideally within 2 school days) and arrange a meeting for 
as soon as possible.  
 

Day-to-day operations 

Activities Practice Responsible Person Notes & Actions 

Communicate with 
parents 

 

Set expectations, procedures and follow-up steps the school will take when a 
student is absent.  

Use enrolment forms, newsletters, website or other communication methods to set 
expectations and provide guidance to parents 

Students and whānau will be emailed weekly with attendance updates via KAMAR 
and P.A.R.O.T. 

Deputy Principal 

Principal 

School board 

Termly attendance features including 
updates on data in newsletters. 

Expectations and guidance for parents 
published on our school website.  

Expectations for student attendance and 
steps that will be taken to address 
attendance included in enrolment forms. 

Work with parents and students, where 
appropriate. 

Following up 
absences daily 

Use procedures in place (and supporting software) to quickly identify all student 
absences and communicate these to parents 

●​ Daily Attendance Recording: 
○​ Attendance will be recorded electronically at the beginning of each day 

and each class period using kAMAR. 
○​ Teachers are responsible for the accurate recording of attendance in their 

classes. 
○​ The school office will monitor daily attendance and follow up on 

unexplained absences. 
●​ Absence Notification: 

○​ Parents/whānau are expected to notify the school as soon as possible on 
the day of an absence, providing a reason. 

○​ Notification can be made by: 
○​ Phone 
○​ Email  
○​ KAMAR App  
○​ If no notification is received, the school will attempt to contact 

parents/whānau to ascertain the reason for the absence via a text 
message and an email. 

Administration team  

  

Text based reminder to be sent 2 to 3 
times a day for all unexplained absences.  
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●​ Lateness: 
○​ Students who arrive late to school must report to the school office to sign 

in and receive a late pass. They will be issued with a Lunchtime detention 
○​ The attendance officer will record lateness in their class attendance 

records. 
○​ Persistent lateness will be addressed through the Stepped Attendance 

Response (STAR) system. 
●​ Leaving School During the Day 

○​ If a student needs to leave school during the day (e.g., for a medical 
appointment), they must: 

○​ Provide a note from their parent/guardian to their Dean or the school 
office. 

○​ Sign out at the school office before leaving. 
○​ Sign back in at the school office upon their return (if applicable). 

●​ Justified Absences: 
○​ The following are considered justified absences: 
○​ Illness (a medical certificate may be required for absences of 3 or more 

consecutive days) 
○​ Medical or dental appointments 
○​ Bereavement 
○​ Tangihanga 
○​ Court appearances 
○​ Approved school activities. Eg Ballet Exams, Driving Tests etc 
○​ Religious observances (with prior notification) 

●​ Unjustified Absences: 
○​ Any absence that is not considered justified is deemed unjustified. 

Examples include: 
○​ Family holidays during term time 
○​ Shopping 
○​ Looking after siblings 
○​ Oversleeping 
○​ Truancy 

Minimise 
disruptions to the 
school day and 
week 

School boards and school leadership prioritise school hours to be for learning School leadership team  

Assess history of 
new students 

When enrolling, identify issues or trends in attendance history. Dean/ Deputy Principal 
(new students during 
year or not in year 7) 

For students transitioning from year 6 we 
are supplied notes from the primary 
schools at the end of the previous year. 

Escalate 
attendance issues 
as needed 

 

Seek more support as needed 

Develop support plans  

Involve other services, consider referral to Attendance Services 

All staff as appropriate. Staff are encouraged to escalate issues 
according to these procedures.  If you are 
unsure, please discuss with Greg 
Thomson 
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Students with less than 5 days absence 

Activities Practice Responsible Person Notes & Actions 

Communicate with 
parents/caregivers 

Maintain contact details 

Identify all student absences  

Communicate these to parents 

The Attendance 
Officer/Dean/Whanau Teacher 

Inquire about the reason for the absences. 
Reinforce the importance of regular attendance. 

Provide students with regular 
updates on their own 
attendance 

Provide regular reporting via online 
portals and classroom discussions 

Whānau Teacher Updates sent to students and parents through weekly notes 

Report regularly to parents on 
attendance of their child 

providing weekly notes on attendance 
to parents via email 

Whānau Teacher Updates sent to students and parents through weekly notes 

Between 0-4 days absence all absences need to be followed up to ensure the correct code is recorded against the absence.  Any students, already on attendance list 
from previous term will be identified by the pastoral care team at their weekly meetings. 
Students with less than 10 days absence (5-9 days) 

Activities Practice Responsible Person Notes & Actions 

Contact parents to discuss 
reasons for absence and 
impact on learning 

After 5 days send email to parent (use 
template letter 1). 

Phone contact to be used if this is not 
the first time student has met the 
threshold 

Class/Whānau Teacher  

(Any concerns of next steps 
discussion options one of the  
deans.) 

Inquire about the reason for the absences. 
Reinforce the importance of regular attendance. 
Offer support and assistance if needed. 
Record actions taken in Kamer. 

If there is no action taken due to individual circumstance- record 
this against student record. 
Follow-up to be within 2 schools days of meeting the threshold. 

Support students to catch up 
missed learning where 
required 

Identify missed learning objectives and 
consider notes or activities to bring 
student back up to speed 

Class/whānau teacher Discuss with student in whānau time- student to follow up with 
appropriate subject teachers. 

Check no internal assessments missed. (Yr11-13) 

Use in-school resources as 
appropriate to  

Remove barriers e.g. 
counsellor, uniform, 

Contact guidance team if barriers 
identified that the school could assist 
with 

Whānau teacher/ Dean Parents and student provided access to additional resources. 
 

Between 5-9 days absence, investigate reasons for this absence and if there is a pattern across the year consider actions listed at higher thresholds.  Record all 
actions taken to address non-attendance.   
For students that have progressed from having higher absences, provide feedback on the positive improvement on their attendance to both student and whānau. 
If there is no action taken due to individual circumstance- record this against student record. 

 

 

 

 
11 



 

Students with greater than 10 days absence 

Activities Practice Responsible Person Notes & Actions 

Contact parent to escalate 
concerns 

Further contact with parent 
Email letter 2 and/or phone call as 
required for escalation. 

Dean Record actions taken in Kamer. 

If there is no action taken due to individual 
circumstance- record this against student record. 

Hold meeting with 
parent/caregiver and student 
(where appropriate) to analyse 
reasons for absence  

Arrange meeting including parents 
and student. 

Whānau Teacher, and/or  
Dean 

Consider who is needed at this meeting.  
Identify any barriers to attendance. 
Develop an Attendance Improvement Plan (see section 
8). 
Outline clear expectations for attendance. 
Provide information about available support services. 

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

Hold everyone accountable for their 
part in the plan.  and  

Whānau Teacher, and/or  
Dean 

Take action quickly where expectations aren’t being met 

Use in-school resources as 
appropriate to remove barriers 
and request support from as 
needed 

Discuss with pastoral team what 
further supports are available 

Whānau Teacher, and/or  
Dean 

 

Between 10-14 days absence, investigate reasons for this absence and if there is a pattern across the year consider actions listed at higher thresholds.  Record all 
actions taken to address non-attendance.   
If there is no action taken due to individual circumstance- record this against student record. 
Students with greater than 15 days absence 

Activities Practice Responsible Person Notes & Actions 

Contact parent to escalate 
concerns 

Further escalating email (letter3) Deputy Principal  

Hold meeting with 
parent/caregiver and student 
(where appropriate) to analyse 
reasons for absence.  

Arrange promptly for meeting 
including parents and student.  
Consider who will be in attendance. 

Deputy Principal with Dean Plan to return student to regular attendance. 
Discuss: 
The Attendance Officer/designated staff will escalate the 
issue to the Ministry of Education Attendance Service. 
The school may consider further internal interventions, 
such as: 
●​ Increased monitoring of attendance. 
●​ Referral to the school counsellor or other support 

services. 
●​ Restorative meetings. 
●​ Formal warning letters. 
Legal action, including prosecution of parents/whānau, 
may be considered by the Ministry of Education for 
persistent non-attendance. 
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Request support from Attendance 
Service or other agencies as 
needed 

Participate in multi-agency 
response 

Refer to Ministry of Education 
attendance services or other 
agencies 

Support access to services and 
collaborating with specialists 

Pastoral care team decision Before referral check all previous actions like support 
plan are in place.   

Resources and supports will continue to be provided as 
appropriate 

Reintegration plan in place to return student to regular 
attendance 

Maintain implementation and 
monitoring of support plan 

Hold everyone accountable for their 
part in the plan, and take action 
quickly where expectations aren’t 
being met 

Pastoral care team  Support plan in place 

Continue monitoring 

Steps taken to reintegrate student  

Over 15 days absence, investigate reasons for this absence and refer to dean and/or pastoral team for further actions.  Record all actions taken to address 
non-attendance.   
If there is no action taken due to individual circumstance- record this against student record. 
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8. Individual Attendance Plans 
●​ An Attendance Improvement Plan will be developed for students with irregular attendance or moderate 

absence (and may be used at the school's discretion for students with irregular attendance). 
●​ The plan will be developed collaboratively with the student, parent/whānau, and relevant school staff. 
●​ The plan will include: 

○​ Specific attendance goals. 
○​ Strategies to improve attendance. 
○​ Support services to be provided. 
○​ Regular review dates. 

●​ The plan will be documented and signed by all parties. 

9. Support Services 
Cromwell College offers a range of support services to help students and their whānau address attendance 
issues, including: 

●​ Attendance services 
●​ Counselling services 
●​ Learning support 
●​ Mentoring programmes 
●​ Health Nurse 
●​ RTLB 
●​ New Zealand Police 
●​ Oranga Tamariki 
●​ Family Care 
●​ Cromwell Youth trust 
●​ Central Otago REAP 
●​ Presbyterian Support services 
●​ Health School 
●​ Liaison with external agencies (e.g., health services, social services) 
●​ Cultural support 

These groups come together twice a term to discuss strategies to help support the students with attendance, 
behavioural and social needs at the Multi-agency meetings run by the Ministry of Education. 

10. Monitoring and Evaluation 
●​ Student attendance will be monitored daily, weekly, and termly. 
●​ The effectiveness of this Attendance Management Plan will be reviewed annually by the Board of 

Trustees, in consultation with staff, students, and parents/whānau. 
●​ Data on student attendance, interventions, and outcomes will be collected and analysed to inform future 

improvements to the plan. 

11. Communication 
●​ This Attendance Management Plan will be made available to all students, parents/whānau, and staff 

through the school website  
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●​ Regular communication regarding attendance will be maintained through: 
○​ Daily absence notifications 
○​ Weekly attendance summaries. 
○​ Progress reports 
○​ Parent-teacher meetings 
○​ Phone calls and emails 
○​ School assemblies 

 

12. Within School Processes 
Where students have poor attendance, they may become ineligible for whole school events, this could include but 
is not limited to the following: 

○​ School team events 
○​ Sports Exchanges: Quad, Waimate, Bayfield 
○​ The School Ball 
○​ Cultural or inter-school events 
○​ Year 13 period 5 freedoms 
○​ Tournament Week 
○​ Study Leave during Derived Grade Exams or NCEA Exams 

 

​
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13. Attendance Codes  
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Cromwell College code clarifications 

L - Late. ​  
            A student will be marked late when they arrive to    
            class within the first 10 minutes of the period. 

 
A - Alternative Provision 

●​ Trades Academy 
●​ Health School 
●​ Alternative Education 

 
V - Unsupervised exam study 
​ Cromwell College will mark students on Derived  
             Grade exam leave as V 
 
N - Present but not in class 

●​ School athletics 
●​ Swim sports 
●​ School appointments 
●​ School events 

 
Q - Board approved off-site learning 

●​ School Camps 
●​ Horse Program 
●​ Sports exchanges 
●​ Tournament week 
●​ Cultural events 
●​ Offsite school events 
●​ Emergency school closures 
●​ Driving Test/Lessons 
●​ Work experience 

 
D - Approved external appointment 
​ A student that has an offsite appointment that can 
            only happen during school hours 

●​ Doctor 
●​ Dentist 
●​ Bank 
●​ Lawyer 
●​ Driving Test 
●​ Dance or Music exams 

​ This will include travel time. E.g. If a student has to 
              travel, the D code could be all day 
 
 

J - Explained and Approved 
​ A student can not be coded J for more than 5 days 

●​ Family emergency 
●​ Bereavement 
●​ Accident 
●​ Road closure 
●​ Extreme weather 
●​ Regional/National sport, arts or cultural 
●​ Wellbeing/transition plan 
 

E - Explained but not approved 
USE THIS CODE WHEN a student is absent and the 

reason provided is not approved as a justified 
absence by the Principal. 

 
●​ when an absence has exceeded the agreed 

timeframes for a justified absence (Section 45) 
●​ other absences where approval has not been 

provided by a principal 
●​ employment during school hours 
●​ celebrating birthdays, visiting relatives, caring for 

siblings, babysitting 
●​ haircuts, personal grooming, shopping 
●​ non-approved extra-curricular activities, 

experiences, personal interests, club meets and 
hobbies 
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14. Review 
 
 
This plan will be reviewed annually and updated as necessary to ensure it remains consistent with 
Ministry of Education guidelines and reflects the needs of our school community. 
 
Date of Approval:  
 
Approved by:   

●​ Principal 
●​ Board of Trustees Chair:  

 

15. Cromwell College Attendance Policy: School Docs 
To access our Schooldocs Policies is very straightforward.  Click the link: 
https://cromwell.schooldocs.co.nz, add the username ‘cromwell’ and password ‘ccpolicy’. 

Attendance  

Cromwell College 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. 

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. 

Monitoring attendance 

The school office receives attendance information from classroom teachers and/or relievers, itinerant, or specialist 
teachers, and is responsible for checking and updating attendance information (e.g. due to students arriving late or 
going home early). Office staff follow up absences, monitor for changes or trends in student attendance, and coordinate 
with relevant staff as needed. 

Staff are encouraged to report any attendance concerns to the principal. 

The Ministry of Education collects attendance data from the school, including: 
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●​ the proportion of students who attend regularly 
●​ students with five or more full days of unjustified absence in a term 
●​ absences remaining unexplained at the end of each week. 

Student absences 

Parents/Caregivers are expected to notify the school as soon as possible (before or during the school day) if their child 
will be absent. A reason for absence must be provided no later than the end of the school week. Cromwell College will 
contact parents/caregivers directly if no explanation is provided for student absence. 

If a student is absent for five days or more, the school may request a medical certificate. 

Under the Education and Training Act 2020 (s 45), the principal may allow a student to be absent from school for up to 
five days if there is a justified reason for absence (e.g. due to illness, a funeral or tangihanga, or other approved reason 
at the discretion of the school). For planned absences, requests must be made to the principal at least one week before 
the planned event. 

The principal has discretion to approve or deny requests, based on criteria including: 

●​ the benefit to education for the student (including qualifications and experience of course 
providers as relevant) 

●​ the length of time away from regular school programmes that the activity will require. 

If a student does not arrive at school or goes missing during the day (including from an EOTC event), we check there 
are no errors in how attendance information was recorded or updated (e.g. if a student has gone home due to illness). If 
necessary, we follow up with parents/guardians and/or emergency contacts. We may also follow our Missing Student 
Procedure. 

Following up unexplained absences 

Cromwell College takes all reasonable steps to ensure students attend school while it is open, including following up 
unexplained absences. 

Our follow-up actions may include: 

●​ analysing attendance data for patterns of absence 
●​ contacting parents/caregivers to outline attendance expectations 
●​ meeting with students and their parents/caregivers to discuss strategies for improving attendance 
●​ discussing school programmes with relevant staff to better meet the needs of students at risk of 

disengagement. 

Under the Education and Training Act (s 48), the board may appoint an attendance officer who has authority to follow 
up absences with students and their parents/caregivers directly. 

We may also refer students with extended or persistent absences to Attendance services . 
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16. Supporting Documents 
1.​ Attendance Matters Cromwell College 

2.​ Stepped Attendance Response – STAR  

3.​ Attendance Code Tree 

4.​ Attendance Codes FAQs 

5.​ Attendance Guidance 

6.​ Communicating with Parents 

7.​ Individual Attendance Plans 

8.​ Cromwell College Individual Attendance Plan 

9.​ Attendance and Engagement 
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