
 

 
         Forest View High School 
     Attendance Management Plan 

Our Vision 

“Commitment to guiding Rangatira to become connected, courageous community members during 

and beyond their time in school” 

Introduction 
​
Consistent school attendance is a cornerstone of student success and wellbeing. Evidence shows a strong link 
between regular attendance and positive academic outcomes, students who are present and engaged are 
more likely to thrive both academically and personally. In New Zealand, it is a legal requirement for all 
students aged 6 to 16 to attend school every day. Supporting this expectation is a shared responsibility across 
the entire school community. 
At Forest View High School, our attendance procedures ensure students are accounted for during school 
hours, school-related activities, and emergency events. This allows staff to identify and respond to 
attendance concerns promptly. Regular attendance helps students build meaningful connections with peers, 
teachers, and the learning environment, supporting confidence, resilience, and achievement. 
We understand that there are many reasons why students may not attend school. Addressing attendance 
challenges requires a coordinated, proactive approach. This Attendance Management Plan outlines the roles 
and responsibilities of students, parents/caregivers, and staff, along with the strategies forming part of our 
Stepped Attendance Response Plan. Our collective aim is to maintain high attendance, with an emphasis on 
early identification, timely support, and strong relationships with whānau. 
Accurate attendance recording is both a professional duty and a legal requirement. Attendance data is used 
for a range of purposes, including legal matters such as custody arrangements, and is uploaded daily to the 
Ministry of Education. This makes accuracy and timeliness more important than ever. 
By working together and following the procedures outlined in this plan, Forest View High School ensures 
every student has the opportunity to succeed through regular, meaningful engagement in their learning 
journey. 
 

 
Attendance Procedures 

●​ Attendance is recorded using Ministry of Education codes, identifying absences as justified or 
unjustified. 

●​ Classroom teachers, learning support staff, relievers, itinerant, and specialist teachers provide 
attendance information to the school office. 

●​ Office staff monitor attendance records, update them as necessary, and follow up on 
unexplained absences. 

●​ Staff report attendance concerns firstly to Arataki, second Kaitiaki, third DP pastoral, who 
oversees monitoring and follow-up actions.  

 



 
●​ The school analyses attendance data to identify patterns and intervenes where necessary, 

including contacting parents/caregivers, meeting with students and families, and adjusting 
programmes to support students at risk of disengagement. 

●​ Under the Education and Training Act, the principal may approve up to five days of absence for 
justified reasons; extended absences may be referred to Attendance Services. 

●​ If a student goes missing during school hours or an EOTC activity, the school follows its 
Missing Student Procedure. 

 
This plan provides a clear framework for recording, monitoring, and responding to attendance, ensuring    

all students are supported to attend school regularly and engage meaningfully in their learning. 
 

 
Attendance policy link - https://forestviewhigh.schooldocs.co.nz/ 

 

 

Roles and Responsibilities 

Students 
Students are responsible for attending school regularly, being on time, 

and participating in classes 

       ​
       Whānau and Caregivers 

Responsible for ensuring their child’s attendance, notifying the school of 

absences or lateness, and working with the school to address attendance 

concerns. 

 

Classroom Teachers 

Mark attendance accurately at the beginning of the lesson. Engage 

students in fulfilling purposeful learning. Provide opportunities for 

students to make up for missed work.  Identify concerning patterns of 

absence.  

 

Arataki Teachers 

Mark attendance accurately during Arataki, communicate with students 

about their attendance, observe patterns and report to Kaitiaki. 

Acknowledge good attendance. Contacting caregivers about a concern of 

attendance.  

 

Kaitiaki 

Monitor weekly attendance data, intervene when attendance patterns 

emerge. Celebrate good attendance at Year level assemblies. Contacting 

caregivers about a concern of attendance. Contact Arataki’s for updates in 

attendance.  

 

https://forestviewhigh.schooldocs.co.nz/


 

SLT 
Lead the attendance strategy, support interventions, and oversee referrals 

to external agencies.  

 

Attendance Administrator 

Track daily data, contact whānau via text if absent, and coordinate with 

external agencies as needed.​
Contact parents daily for absent students. Contact recorded in KAMAR. ​
Contact teachers for their class roles entry. Refer and communicate with 

Truancy officers. 

 

Attendance Procedures 

 

 

Classroom Teachers 

DAILY 

●​ Mark attendance accurately at the beginning of each lesson using the 
school’s attendance system. 

●​ Follow up if any student left the class and did not return. 
●​ Engage all students in purposeful learning activities to encourage 

consistent participation. 
●​ Provide guidance or resources for students who are returning from 

absence to catch up on missed learning. 
●​ Ensure that any student leaving the classroom during lesson time reports 

to the Student services / Arataki. Follow up and record if a student leaves 
without notifying or updating the Attendance Administrator.  

 

 

 

Arataki 

DAILY 

●​ Accurately mark the roll in Arataki classes. 

●​ Follow up on unexplained absences promptly. 

WEEKLY 

●​ Monitor attendance patterns and refer concerns to Kaitiaki.  

●​ Celebrate consistent attendance in class  

REGULARLY 

●​ Communicate with whānau about attendance patterns, both good and 

concerning. 

●​ Support catch-up learning for returning students. 

 



 

 

         Year Level Kaitiaki 

DAILY 

●​ Monitor the student that the Arataki flagged and intervene immediately. 

WEEKLY 

●​ Review attendance data for all mentor classes. 

●​ Support Classroom Teachers and contact whānau for students <80%. 

 

 

SLT 

DAILY 

●​ Support roll compliance. 

WEEKLY 

●​ Meet with Kaitiaki’s about interventions and referrals. 

REGULARLY 

●​ Lead responses to chronic absence. 

●​ Collaborate closely with the Attendance Officer for students who have 

accumulated 20 or more days of absence. 

 

 

Attendance Administrator 

DAILY 

●​ Track student attendance and flag concerning trends. 

●​ Contact whānau for unexplained absences. 

WEEKLY 

●​ Communicate with the Ministry regarding attendance data 

REGULARLY 

●​ Support SLT with reporting and data management. 

 
Attendance Thresholds and Responses 

 

●​ Green Zone (≥90%) – Form Teacher affirms attendance, teacher celebrates, minimal intervention 

required. 

●​ Yellow Zone (80–89%) – Dean contacts whānau, may introduce an attendance plan. 

●​ Orange Zone (70–79%) – Attendance team meets with students and whānau. Plan created with 

Attendance Officer support. 

●​ Red Zone (<70%) – SLT leads intensive intervention. External agencies involved where needed. 

 



 

 
ATTENDANCE CODES AS SPECIFIED IN BOARD ATTENDANCE POLICY 

 
 

Code 
Group 

Sub-Group Code  Examples 

Present 

On-site 

P – Present In class and present 
L – Late to class More than 10 minutes late to class and present 
V – Unsupervised 
exam study 

Unsupervised exam study (ON-SITE) 

N – Present but 
out of class 

●​ Internal appointment 
●​ On-site school-based activity e.g. cultural / sporting event like Sports Day. 
●​ Temporary removal from class 
●​ Prefect or other student meeting- lead by staff 
●​ Time in sickbay 

Off-site 

D – Approved 
external 
appointment 

If a student cannot attend an appointment out of hours e.g.  

●​ Medical appointments (doctor, dentist), 
●​ specialist appointments 
●​ appointments with other professionals (e.g., counsellor, social worker).  

 



 
Code 
Group 

Sub-Group Code  Examples 

Q – Board 
approved offsite 
learning 

●​ Tangihana 
●​ Cultural / Arts/ Sports event 
●​ Performing / Playing / participating in a regional or national school event 
●​ Overseas BUT committing to a learning program. 
●​ Driving licence test 
●​ Wellbeing plan or flexible learning plan = Q on days off 
●​ Attending an offsite program for IEP 
●​ Attending work placement or Gateway placement 
●​ Rostering home for group or year levels. NOTE: classwork needs to be 

available 

A – Alternative 
provision 

●​ Students present at  
o​ Alternative Education  
o​ Teen parent unit 
o​ STP program (Trades) 
o​ Health school 

o​ Gateway Placement 

Absent 

Justified 
Absences 

M – Illness / 
Medical absence 

●​ Absent due to illness (includes health-related e.g. anxiety) 

J – Explained and 
approved 

●​ Family arrangement 
●​ Overseas travel with prior approval by principal (work or commitment to work) 

U – Stood down or 
suspended 

●​ Stood down or suspended 

Exam Leave X – Exam Leave ●​ Study leave off-site (not included in MOE attendance calculations) 

Unjustified 
Absences 

T – Truant ●​ Student is absent without explanation 

 



 
Code 
Group 

Sub-Group Code  Examples 

E – Explained but 
not approved 

●​ Absent without justifiable reason e.g. 
o​ Didn’t come to school because of sports day 
o​ Went to watch siblings school production 

o​ Didn’t want to go to class 

o​ Was working 

o​ Went shopping in Auckland 

G – Holiday during 
term time 

●​ Holiday taken. Student does not commit to study or learning program. 

? – Unknown 
reason 
(temporary) 

●​ This is a TEMPORARY code. This will be updated once the reason is 
specified. Form Teacher to update weekly. 

 

 



 
 

        
 

Stepped Attendance Management Plan 
 

For students with less that 5 days absence in a school term - 90% + attendance 
 
Goal - To maintain and reinforce regular attendance patterns, 

Activities What we do  
(A description of the schools 
actions) 

How we do it… 
(Including linked resources) 

Who is responsible 

Communication 
 
Clear communication to 
parents on attendance 
expectations on enrolment, at 
the start of school year, and 
each term 
 
 
 
Communicate to parents what 
steps the school will take in the 
event their child is absent from 
school 

 
Include a newsletter on 
attendance requirements with 
enrolment packs, 
to go out with new students 
and to remind all students of 
attendance protocols at 
beginning of year and each 
term 
 
Explain to parents the codes 
used to record attendance of 
each student at enrolment. 

 
Newsletter introduces 
attendance team and outlines 
protocols 
 
Attendance letters to update 
parents of rates and 
requirements 
 
 
Attendance codes on display 

 
SLT 
 
 
 
 
 
 
​
​
Attendance Team  

Monitoring 
 
Monitor attendance  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Roll is marked by class teacher 
between 8.50 and 9.00. 
Subject teachers mark the roll 
in the first 10 min of class time.  
Data is collected in KAMAR. 
Hui’s between Arataki and 
Kaitiakis to discussed flagged 
students. ​
Arataki teachers identify 
students absence and have a 
conversation around the cause 
of the absence, or 
communicate with attendance 
officer.  
SMS generates the list of 
students absent for the first 
two periods. Attendance 
officer/Arataki contacts home 
on student pastoral entry and 

The In school Attendance Team  
generates the data in 2026 
 
 
 
 
 
 
 
 
 
 
 ​
​
Student Support Co-ordinator 
oversees these processes 
 
 
 

Class teacher and  
Subject Teacher. 
In school Attendance 
Administrator  
 
These people are 
accountable to the 
DP  
 
 
 
 
 
 
 
 
 
 
 

 



 

 
Communicate to parents about 
every absence  
 
 
 
 
 
 
 
 
 
 
 
Maintain contact details of 
parents 

notifies Kaitiaki.  
 
Gather details at enrollment. 
Re-establish the details at the 
start of every year after year 9. 
 
Regularly text and email 
parents.  
 
Inform caregivers ahead of 
school events and when 
students are recognised for 
achievements.  

 
 
 
 
 
 
Arataki/Kaitiaki keeps in 
regular contact with whānau 
 
Social Media Facebook and 
Instagram keeps  caregivers up 
to date and celebrate success 

 
 
Transition 
coordinator  
 
 
 
 
 
 
 
 
 
 
Admin team 
 
 
Enrolment team 
 
 
 
 
 

Reporting 
 
Provide students with regular 
updates on their own 
attendance 
 
 
 
 
Report regularly to parents on 
attendance of their child 

 
 
Weekly update, shift avatar on 
the green to the appropriate 
colour reflect current week's 
attendance. 
Pastoral conversations with 
those students at 90-93%. 
 
Celebrate high achievers in 
Year assemblies, and in full 
school assemblies. 
 
Data available on school portal. 
Accurate data on school 
reports. 
 
Celebrate success regularly on 
social media platforms and in 
local newspaper. 
 

 
 
 

 
 
Arataki teacher 
 
 
 
Arataki​
Kaitiaki 
 
Arataki​
Kaitiaki 
 
 
In school Attendance 
team​
​
​
Admin team​
Kaitiaki/Arataki 

Support 
 
Support students to catch up 
missed learning where 
required 

 
Teachers build strong 
relationships with students.  
Provide work for students to 
complete ahead of absence if it 

 
Culturally Relevant and 
Relational Pedagogy 

 
Subject teacher. 

 



 

is a planned absence. 
 

Teaching and modelling 
 
Use school level approaches to 
promote good social and 
learning environment 

 
 
Awards for weekly attendance. 
Identify students with good 
attendance and students 
whose attendance has 
improved. 

 
 
Public recognition 

 
 
Arataki/Kaitiaki 

 

        
 

    Stepped Attendance Management Plan 
 
 

For students with up to 10 days absence in a school term - 80% attendance 
 
Goal -To restore student’s attendance to above 90% 

Activities What we do  
(A description of the schools 
actions) 

How we do it… 
(Including linked resources) 

Who is responsible 

Communication 
 
 

Clearly share attendance 
expectations with students and 
caregivers.  
 
Communicate regularly with 
students about their 
attendance patterns, 
highlighting both positive 
progress and concerns.  
 
 
Notify parents/caregivers  
promptly if attendance issues 
arise or patterns of concern 
are identified. 
Collaborate with Kaitiaki, 
classroom teachers, and the 
Attendance Officer to ensure 
consistent messaging across 
the school community. 
 

 
 
 
 
Review attendance data during 
Arataki, provide verbal 
feedback, acknowledge 
improvements, and privately 
discuss concerns with 
individual students where 
necessary.  
Send emails, make phone calls, 
to communicate concerns, 
providing clear information on 
the student’s attendance 
record and suggested next 
steps.  
 
 
 
Hold regular meetings or 
check-ins with relevant staff, 
share attendance records and 

Arataki  
 

 



 

trends, and coordinate 
interventions to support 
students at risk of 
absenteeism. 
 

Monitoring 
 
 

Mark attendance accurately 
during Arataki  
 
 
 
Observe attendance trends  
 
 
 
Identify students at risks 
 
 
 
Track and document 
attendance progress  

Record student presence and 
absence at the start of each 
Arataki session using the 
school’s attendance system. 
 
Watch for patterns such as 
repeated lateness or 
unexplained absences. 
 
Flag students showing 
consistent attendance issues 
for early follow-up. 
 
Keep records of improvements 
or ongoing concerns and 
update them regularly for 
monitoring and reporting 
purposes. 

 
Arataki 

Reporting 
 
 

Report concerns to Kaitiaki and 
Attendance Officer 
 
 
 
 
Summarise attendance trends 
 

Provide timely updates on 
students with worrying 
attendance trends, including 
supporting documentation.​
​
​
Share summaries with Kaitiaki 
to inform interventions and 
planning. 

Arataki 

Support 
 
 

Provide individual or small 
group support 
 
 
 

Collaborate with families and ​
staff 
 

Work with students to address 
barriers to attendance and 
create strategies to catch up 
on missed learning. 

Arataki 

Teaching and modelling 
 
 

Demonstrate punctuality and 
consistency 
Recognise and reward good 
attendance 

​
​
Acknowledge students with 
strong attendance to reinforce 
positive behaviour. 

Arataki 

 
 
 



 
 
 

        

Stepped Attendance Management Plan 

For students with up to 15 days absence in a school term - 70% attendance 
 
Goal - to re-engage students and increase attendance. 

Activities What we do  
(A description of the schools 
actions) 

How we do it… 
(Including linked resources) 

Who is responsible 

Communication 
 
  

Share attendance 
expectations with students 
and whānau 
 
 
 

 
 
Collaborate with staff 
 
 

Communicate school 
attendance policies and 
expectations during meetings, 
emails, or phone calls with 
students and caregivers.​
​
​
Work closely with Arataki, 
classroom teachers, and the 
Attendance Officer to ensure 
consistent messaging and 
coordinated responses. 

Kaitiaki 

Monitoring 
 
 

Track attendance patterns 
across students​
​
 
 
Identify chronic absenteeism 
 
 
 
Monitor interventions 

Review attendance data from 
Arataki and class rolls to 
identify trends and at-risk 
students.​
​
Flag students with persistent 
absences (e.g., 20+ days) for 
intervention and follow-up. 
 
Check the effectiveness of 
support strategies and make 
adjustments as needed. 

Kaitiaki 

Reporting 
 
 

Report concerning attendance 
trends 
 
 
 
 

 
Maintain accurate records 
 

Provide timely information to 
the Attendance Officer and 
school leadership about 
students with ongoing 
attendance issues.​
​
Add Pastoral notes in KAMAR 

Kaitiaki 

 



 

Support 
 
 

Collaborate with Arataki and 
classroom teachers 

Ensure students receive 
follow-up support and 
opportunities to catch up on 
missed learning. 

Kaitiaki 

Teaching and modelling 
 
 

Recognise and reward good 
attendance 

Acknowledge students with 
strong attendance to reinforce 
positive behaviour and 
engagement. 

Kaitiaki  

 
 

        
 

Stepped Attendance Management Plan  

For students with up to 15 or more days absence in a school term - LESS THAN 70% attendance 
 
Goal- Intensive intervention to overcome complex barriers. 

Activities What we do  
(A description of the schools 
actions) 

How we do it… 
(Including linked resources) 

Who is responsible 

Communication 
 
 

Set school-wide attendance 
expectations 
 
 
 
 
 
Collaborate with Kaitiaki, 
Arataki, and Attendance Officer 

Clearly communicate 
attendance goals and policies 
to staff, students, and whānau 
through newsletters, meetings, 
and assemblies. 
 
 
Ensure coordinated responses 
across staff and consistent 
messaging regarding 
attendance interventions. 

SLT 

Monitoring 
 
 

Oversee school-wide 
attendance data. 
 
 
 
Evaluate intervention 
effectiveness 

Review trends, patterns, and 
high-risk student groups to 
identify systemic issues or 
areas needing intervention. 
 
Track outcomes of attendance 
strategies and adjust 
school-wide approaches to 
improve engagement. 

SLT 

Reporting 
 
 

Report attendance trends to 
the Board 
 

Provide regular reports on 
overall attendance, patterns of 
concern, and progress toward 

SLT 

 



 

 
Maintain records of serious 
cases 

school attendance targets. 
Document interventions, 
meetings with families, and any 
escalated cases for 
accountability and compliance 
with Ministry requirements. 

Support 
 
 

Lead interventions for serious 
attendance issues 
 
 
 
 
 
Coordinate multi-agency 
support 
 
 

Develop and oversee 
comprehensive support plans 
for students with chronic or 
escalating absenteeism, 
involving families and external 
agencies as necessary. 
 
Engage with social services, 
Ministry agencies, or other 
support networks for students 
at risk of disengagement. 

SLT 
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