Attendance Management Plan and supporting STAR procedures
Strategic Priorities
	Together empowering confident, motivated learners to achieve success in all walks of life
Whakataha whakamana māia, ākonga hihiri ki te whakatauki angitu, roto i hīkoi katoa o te ora
Strategic goals
· Kauneke me Tutuki (Progress & Achievement)
· Hauora (Wellbeing)
· Whāngaungatanga (Relationships)

In 2025, 54% of our students attended regularly (90%+).
Our 2026 goal is to:
· Increase regular attendance to at least 65% of students
· Reduce chronic absence (below 70%) by 20%, through early intervention and strengthened systems.
· These goals will be reviewed each term and monitored weekly by SLT.


 Board responsibilities
	“The board of Royal Oak Intermediate School is responsible for the governance of our school and is accountable for the performance of the school.”
“The board ensures we meet all legislative and regulatory requirements around student attendance, including recording and monitoring attendance and following up absences and attendance concerns.”
As required by the Education and Training Act 2020, the board:
· takes all reasonable steps to ensure the attendance of students enrolled at our school
· has an attendance management plan that sets out a strategy and a process for the school to identify and respond to student absences
· has regard to any guidelines on the management of school attendance issued by the Secretary of Education when preparing our attendance management plan
· reviews our attendance management plan in accordance with regulations
· makes our attendance management plan publicly available online.


Principal responsibilities
As required by the School Attendance Rules 2025 (published under section 237A of the Education and Training Act 2020) and the Education (School Attendance) Regulations 2024, the principal ensures that the school:		keeps attendance records for each student enrolled at the school (either by half-day or period) for each half-day that it is open for instruction	has an absence notification process to enable the accurate and timely collection of attendance records	uses a Ministry-approved Electronic Attendance Register (eAR) unless exempt	uses Ministry-approved attendance codes to record attendance or absence for each student for each half-day the school is open for instruction	provides these attendance records to the Secretary of Education at the end of each school day.


Procedures/supporting documentation
	Attendance Management Procedure - Stepped Attendance Response 
See also appendix below


Monitoring
	See attendance Management procedure: 
· ETAP
· Whānau communications
· Within school lesson by lesson attendance (not via ETAP)


Legislative compliance/ Legislation
	
Education and Training Act 2020
Education Attendance rules
Education Attendance Management Plan regulations (yet to be passed)



	Reviewed:
	Next review:





Attendance Management Procedure- Stepped Attendance Response 
	At Royal Oak Intermediate School, we recognise that regular attendance at school is crucial for student achievement. The board ensures we meet all legislative and regulatory requirements around student attendance, including recording and monitoring attendance and following up absences and attendance concerns. We expect students and their parents/guardians/caregivers to work with us to make sure students attend school regularly.
Students are required to attend school whenever the school is open (Education and Training Act, s 36), with some exceptions.


Parent/Whanau responsibilities:
	As attendance is a shared responsibility, our school communicates with parents/guardians/caregivers and students about attendance requirements and expectations. The school monitors attendance and updates students and parents regularly.
· Parents/Guardians are legally required to make sure their enrolled student attends school every day the school is open (Education and Training Act, s 244).
· We expect students and their parents/guardians/caregivers to communicate and work with the school to ensure regular attendance. We ask parents/guardians/caregivers to contact us as soon as possible to discuss anything that may be a barrier to student attendance and/or to make any requests for exceptions.
· Parents/Guardians/Caregivers are expected to notify the school as soon as possible (before or during the school day) if their child will be absent or late. A reason must be provided no later than the end of the school week. The school will contact parents/guardians/caregivers directly if no explanation is provided.
· Students are not allowed to leave the school during school hours unless permission is requested by parents/guardians/caregivers and given by the school. The student must sign out at the office.


School responsibilities
	As required by the Education and Training Act 2020, the board:
· takes all reasonable steps to ensure the attendance of students enrolled at our school
· has an attendance management plan that sets out a strategy and a process for the school to identify and respond to student absences
· has regard to any guidelines on the management of school attendance issued by the Secretary of Education when preparing our attendance management plan
· reviews our attendance management plan in accordance with regulations
· makes our attendance management plan publicly available online.
As required by the School Attendance Rules 2025 (published under section 237A of the Education and Training Act 2020) and the Education (School Attendance) Regulations 2024, the principal ensures that the school:
· keeps attendance records for each student enrolled at the school (either by half-day or period) for each half-day that it is open for instruction
· has an absence notification process to enable the accurate and timely collection of attendance records
· uses a Ministry-approved Electronic Attendance Register (eAR) unless exempt
· uses Ministry-approved attendance codes to record attendance or absence for each student for each half-day the school is open for instruction
· provides these attendance records to the Secretary of Education at the end of each school day.
Accurate recording of student attendance ensures all students are accounted for during school hours, EOTC activities, and emergency events, and provides information to help identify and respond to student attendance concerns.
· 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) and notify parents/guardians/caregivers in a timely manner so they can respond. If there is reason for concern, we follow our Missing Student Procedure.
· We work with students, parents/guardians/caregivers, staff, and external agencies where needed to identify any barriers to attendance, develop a plan to support attendance and learning, and improve student attendance at our school.
· The principal reports to the board on attendance trends, barriers, and interventions, including by sharing the termly Every Day Matters report.


School Procedures
	Updated ROI STAR template.pdf
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[bookmark: _heading=h.2dkekna8ulzy]Appendix
[bookmark: _heading=h.enofvwrq1794]Our Commitment to Attendance and Engagement
At Royal Oak Intermediate, we believe that regular attendance is essential for learning, wellbeing, belonging, and future success. Every day at school matters. Our 2026 Attendance Plan outlines a clear, consistent, and strengths-based approach to supporting attendance, early identification, and responsive intervention.
This plan aligns with the Ministry of Education’s Attendance and Engagement Strategy, the STAR Framework, and Ka Hikitia – Ka Hāpaitia (strong relationships, cultural identity, whānau partnership, and responsive teaching), and our school values of Respect, Excellence, Resilience and Empathy. It reflects our commitment to mana-enhancing communication, culturally responsive practice, and collaborative problem-solving with whānau.
[bookmark: _heading=h.sovhpa1nn6is]2026 Attendance Goals
In 2025, 54% of our students attended regularly (90%+).
Our 2026 goal is to:
· Increase regular attendance to at least 65% of students
· Reduce chronic absence (below 70%) by 20%, through early intervention and strengthened systems.
These goals will be reviewed each term and monitored weekly by SLT.




Absence Threshold	Responsible	Actions	Notes
1 Day Absent (Unexplained)	Administration team	Etap sends automatic text message. 		If no prior notification, send a brief message to whānau (text/email/call).		Weekly updates regarding attendance (Attendance summaries).	Record contact on running record via ETAP. 	If no answer, record attempt. 
3 Days Absent (Unexplained or Pattern Noted)	Classroom Teacher / Team Leader	Whānau teacher reaches out to family via phone call (record conversation either on Etap).	Raise concern in team meetings	Keep minutes		Record interactions on ETAP running record.	If no answer record attempt
5 Days Absent (Cumulative in a Term)	Classroom Teacher / Team Leader	Whānau teacher reaches out to family via phone call (record conversation either on Etap).	Raise concern in team meetings	Keep minutes	Email DP and whānau connect. 	Record interactions on ETAP running record.	If no answer, record attempt.		Bus passes, uniforms, referrals to counsellors/ Starships nurses are available options. 
10 Days Absent	Classroom teacher/ Team leader	Formal whānau meeting arranged by Whānau Connect or SLT	Whanau teacher to attend	Minutes kept		Develop Attendance Support Plan. Involve Learning Support or agencies if needed	Official email sent. See communications guidelines, p6		Record any interactions with whanau in running record on ETAP.
15 Days Absent	SLT / Whānau Connect	Home visit if appropriate		Referral to external Attendance Services.		Possible home visit by Whānau Connect.	Official email sent. See communications guidelines, p7	Full documentation required;	DP E&A maintains case tracking	Section 19 to OT discussed. 
20+ Days Absent	Principal / MOE Liaison	Escalate to formal intervention 	Consider MOE referral for case management	Whānau Connect continues support if whānau is engaging	Official email sent. See communications guidelines, p8	Running record used to summarise previous attempts		SLT review for disengagement, health barriers, or alternative education pathway discussions		Section 19 to OT or removal from school roll. 
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