
Te Kura o Waimata 
Whāia te iti kahurangi 
To be the best that I can be 

 

 
STUDENT ATTENDANCE 
The Education and Training Act 2020 requires that all children six years old and over must attend 

school. Once enrolled, it is compulsory for children to attend school regularly. 

Te Kura o Waimata encourages students to participate fully in school life. Students are expected to 

attend school when required, and to be on time for classes. This policy applies for off-site activities 

as well, such as EOTC activities. 

We monitor the daily attendance of students to: 

●​ ensure their safety both in getting to school, and in accounting for them in an emergency 

●​ identify students with achievement, engagement, or other issues 

●​ meet our legal responsibilities. 

​

Parents and guardians also have legal obligations to ensure their children attend school. The 

school expects parents to: 

●​ notify the school if their child is going to be absent by phone, text, or email by 9.00 am 

●​ try to arrange appointments etc. outside school hours or in holidays 

●​ work with the school to manage any attendance issues.​

 

Absences are usually unjustified unless the student is too sick to attend school, or has suffered a 

bereavement. Sometimes a student might be out of class but should still be marked present, such 

as when attending a medical appointment.  

Knowing if a child is well enough to be at school  

 

UNACCEPTABLE LEVELS OF ABSENCE 
Attendance is recorded twice a day according to the Ministry of Education Attendance Guidelines 

on Hero, our School Management System, and submitted weekly to the national office, Wellington. 

Parents/Caregivers can monitor the patterns of attendances/absences when logging onto the Hero 

app.  

https://info.health.nz/pregnancy-children/childhood-conditions/knowing-if-a-child-is-well-enough-to-be-at-school-guidance-for-schools/


 

SUPPORTING PARENTS/CAREGIVERS  
The following trends of attendance are carefully monitored and followed as per Ministry of 
education Attendance Guidelines: 

○​ 10% of more absences per term. 
○​ Absences on set days of the week over a period of time. 
○​ Late for start of school 

 

Initial high absence/ lateness 
noted 

Monitored by kaiako and Tari kai whakahaere, those of concern are 
recorded in the weekly staff hui. 

Absence/lateness becomes a 
trend 

Tari kai whakahaere makes a phone call to parents/caregivers to 
clarify the reason/s for the trend and how the school can assist. 

Trend continues (1) Tari kai whakahaere communicates with Kaiako who makes a 
follow up call inviting parent/caregiver to a discussion on how the 
home and school can support the student and family to break 
concerning attendance trends. A follow up e-mail/letter is sent 
outlining the main decisions made at the discussion. 

Trend continues (2) 
Or previous trend repeats 

The Tumuaki/Tumuaki Tuarua will contact parents/caregiver for 
further discussions on how the home and school can support the 
student and family to break concerning attendance trends. 
A follow up e-mail/letter is sent outlining the main decisions made 
at the discussion. 

Trend continues/repeats (3) School notifies the Attendance Service 

 

http://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/attendance-services/


 
LEAVING SCHOOL DURING THE DAY 
Students may not leave the school during school hours except by special arrangement – for 

example, a parent request (verbal or written) for the student to attend a medical appointment. The 

student must sign out at the office. 

Also, see Missing Student Protocol. 

 

OUT OF SCHOOL EDUCATIONAL ACTIVITIES/PROGRAMMES 
Any request from a parent for their child to attend a programme or activity off-site during school 

hours must be made at least one week before the planned event. The request is approved or 

declined entirely at the discretion of the principal who considers each application on its merits, 

using the following criteria: 

1.​ The specific relevance and benefit to the student’s education and their learning and 

development goals. 

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

3.​ The qualifications and experience of the course provider. 

How is the absence recorded? 

●​ If permission is granted for a student to attend such a programme, they are marked as 

present for that time, with a comment about their attendance at the programme. 

●​ If permission is not granted for a student to attend such a programme, they are marked as 

notified and unjustified for that time. 

●​ If the school is not notified of the absence, they are marked as truant for that time. 

 

EXTENDED LEAVE APPLICATION FORM 
Parents wishing to take their child out of school for any non-school related reason for more than 

three days must apply in writing to the Tumuaki. This form must be signed and dated by the 

student’s parent or guardian. Student leave application forms are also available from the School 

Office. 

 

How is the absence recorded? 

●​ If permission is granted for a student to attend such a programme, they are marked as 

notified and unjustified for that time. 

●​ If the school is not notified of the absence, they are marked as truant for that time. 

 

Resources 
●​ Ministry of Education | Te Tāhuhu o te Mātauranga: 

●​ Attendance is a shared responsibility  

https://ngatea.schooldocs.co.nz/
https://drive.google.com/file/d/1Pp4zj6JqfANNJV4UbbsY7HbNphA4sg3G/view?usp=sharing
https://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/


●​ Legal responsibilities and national guidelines for schools on attendance  

●​ Attendance and Engagement Strategy  

●​ Education Act 1989, including Education (Update) Amendment Act 2017 

 
 
Need to add in: 
 
BoT need to decide what is “late” 
“Q” for Dual enrolments 
Need to set Attendance Target (Term by term) to compare year by year 
Link to Attendance Policy from school docs 
Attendance is everyones responsibility 
 

https://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/legal-responsibilities/
https://assets.education.govt.nz/public/Documents/our-work/strategies-and-policies/Attendance-and-Engagement-Strategy-Document.pdf
https://www.legislation.govt.nz/act/public/2017/0020/latest/DLM6928611.html

