Rotorua Intermediate School

Attendance Management Procedure - Stepped Attendance Response

At Rotorua Intermediate, our attendance procedures ensure students are accounted for
during school hours and activities as well as emergency events. This allows school staff to
identify and respond to student attendance concerns. We recognise the importance of regular
attendance to support student welfare and help students achieve their educational potential.
When students attend regularly, they are more likely to feel connected to their peers,
teachers, and learning environment - key elements that support both academic and personal
growth.

We have a stepped attendance response to ensure we are able to identify students and offer
appropriate interventions at the thresholds to support students to return to regular attendance.

We have annual targets for student attendance and work with students' parents and
caregivers, staff and an external agency where necessary to improve our levels of student
attendance.

Parent / Whanau responsibilities

Consistent attendance is a critical factor in student achievement and wellbeing. Data
continues to show a strong correlation between attendance and low academic outcomes.
Students who are regularly present in class are more likely to engage in learning and achieve
success.

Parents and guardians have legal obligations to ensure their children attend school
(Education and Training Act, s 244). We expect parents / guardians to:

e Notify the school as soon as possible if their child is going to be absent or late

e Arrange appointments and trips outside school hours or during school holidays where
possible

e Work with the school to manage attendance concerns
Reinforce good attendance habits

e Follow the school's attendance management plan and associated attendance policies
and procedures




School Responsibilities

e Share attendance expectations with students and their parents / guardians and
caregivers, on enrolment, at the start of the year and beginning of each term.

e Communicate to parents what steps the school will take if the student is absent from
school - published in the newsletter

e Monitor student attendance

e Provide students with regular updates on their own attendance

e Report in a timely manner to parents on attendance of their child

School Procedures

The Principal will appoint staff and delegate duties, so as to manage the recording of the
electronic student attendance register and the follow-up procedures for non-attending
students.

Classroom teachers are responsible for maintaining up-to-date records and supporting the
attendance systems, recording student attendance each morning and afternoon as well as
monitoring ongoing lateness.

Classroom teachers make contact with parents / caregivers via phone call, text or email when
a student is absent for two consecutive days without an explanation.

Students will be identified at the thresholds. Follow-up response actions will be monitored by
the assigned attendance staff member.

The Office Manager will email a formal letter to whanau of students who have been absent for
3 days without an explanation.

Weekly class attendance sheets will be supplied to each classroom teacher to follow up on
any unexplained absences

The Attendance staff member will be responsible for monitoring student attendance, ensuring
that parents are informed of attendance concerns. Senior Management will be kept informed
of serious student absence situations.

Outside agencies will be used as appropriate to support attendance.

Patterns of attendance and specific interventions being used will be evaluated by the Senior
Management Team twice a year to review outcomes and effectiveness of these interventions.

Any action taken can be considered at any threshold. All actions taken to respond to
absences will be recorded in Edge.




