
 

Ponsonby Primary School Attendance 
Plan: Working Together for Success 
At Ponsonby Primary School, we believe that regular attendance is the single most important 
factor in your child's success and engagement with their learning. When your child attends 
school every day, they build continuity in their education and strengthen their sense of 
belonging. 

This document outlines our procedures for recording, monitoring, and managing attendance, 
and introduces the Ministry of Education's Stepped Attendance Response (STAR) model, 
which we are implementing to ensure all students are present and thriving. 

Our Core Attendance Expectations 
Who Responsibility Action 

Parents/Caregivers Notify the School Contact the school office 
as soon as possible 
(before or during the 
school day) if your child is 
going to be absent. 

 Explain the Absence Provide a reason for the 
absence no later than the 
end of the school week 
(Friday). 

School Staff Record and Monitor Accurately record 
attendance every morning 
and afternoon. 

 Follow Up Contact parents/caregivers 
directly if an absence is 
unexplained. 

1. Recording and Monitoring Attendance 
Daily Recording 
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●​ Accurate Records: We record attendance accurately for every student using Ministry of 
Education attendance codes. This is crucial for their safety (especially in emergency 
situations) and for legal compliance. 

●​ Reporting to MOE: We provide daily attendance data to the Ministry of Education as 
required by the Education and Training Act 2020 and Education (School Attendance) 
Regulations 2024. 

●​ Staff Roles: Classroom teachers, relievers, and specialist staff ensure attendance is 
noted, and the School Office is responsible for checking, updating, and coordinating all 
attendance information, especially for late arrivals or early departures. 

Justified vs. Unjustified Absence 
An absence is recorded as either: 

●​ Justified: Due to illness, a medical appointment, a funeral (tangihanga), or an approved 
reason at the Principal’s discretion. 

●​ Unjustified: Due to an unapproved family holiday, truancy, or any other unsatisfactory 
reason. 

Planned Absences (Principal's Discretion) 
If you require your child to be absent for an extended period (up to five days) for a justifiable 
reason other than illness, you must: 

1.​ Submit a written request to the Principal at least one week before the planned absence. 
2.​ The Principal will approve or deny the request based on criteria including the educational 

benefit to the student and the length of time away from the regular school programme. 
3.​  

2. Stepped Attendance Response (STAR) 
The STAR model is our management plan for responding to student absence. It uses absence 
thresholds to determine the level of concern and the corresponding support actions required 
by the school. 
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Our Follow-Up Commitment 
Ponsonby Primary School is committed to working collaboratively with you. Our follow-up 
actions may include: 

●​ Data Analysis: Analysing attendance data for specific patterns of absence. 
●​ Family Meetings: Meeting with students and parents/caregivers to discuss strategies for 

improving attendance. 
●​ Referral: If extended or persistent absences continue (Step 4), we may refer the student 

to Attendance Services or coordinate with other external agencies, as allowed under 
the Education and Training Act (s 48). 

 

3. Unexplained or Missing Students Procedure 
If your child does not arrive at school and we have not received notification of their absence: 

1.​ Office Staff will immediately check the attendance registers to ensure there are no errors 
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in recording (e.g., student went home early due to illness). 
2.​ The school will follow up with parents/guardians and/or emergency contacts directly. 
3.​ If the student's whereabouts remain unknown, we will enact our Missing Student 

Procedure to ensure their safety. 

We encourage you to actively engage with the STAR process at every step to ensure your 
child remains on track for success. 

Related Documents and Legislation 
●​ Communicating with Parents and Whānau Policy 
●​ Missing Student Procedure 
●​ Education and Training Act 2020 
●​ Education (School Attendance) Regulations 2024 
●​ School docs  Ponsprim - Ponsonby 
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