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1.​ Purpose and our Target attendance 
This plan outlines the Attendance Management Plan for Marcellin College, a co educational Catholic High school in Auckland. This 
plan aligns with the Ministry of Education’s requirements for mandatory Attendance Management Plans and the Stepped Attendance 
Response (STAR) framework. 
 
In line with the Government's target of 80% of students regularly attending school by 2030, our school has set a target of  
 

90% regular attendance by term 4 in 2026.  
We are currently at 43.7% of our students regularly attending.  

 
2.​ Roles and Responsibilities  

 

Role  Responsibility 

Board Of Trustees ●​ Set annual attendance target for the school 
●​ Oversee the implementation and ensure regular review of the plan 

Senior Leadership ●​ Lead the development of the plan and provide professional development to staff 

http://www.marcellin.school.nz


Team ●​ Monitor school wide attendance data and trends 
●​ Liaise with Ministry of Education Attendance services and other support agencies 

Kaitiaki/ Kaiako ●​ Record attendance accurately in Kaitiaki and at the start of every lesson. 
●​ Follow up with whanau about any unexplained absences 
●​ Keep accurate records  
●​ Build strong relationships with ākonga and whanau 

Attendance officer & 
Student Support  

●​ Record and update daily absences 
●​ Send absence notification to caregivers by 12pm  
●​ Maintain accurate attendance records 
●​ Liaise with teaching staff 
●​ Coordinate referrals to externals agencies 

Whanau/caregivers ●​ Positively reinforce regular attendance with their tamariki  
●​ Notify the school promptly of any absence 
●​ Work in partnership with the school to address any attendance concerns 

 
 

3.​ Our Stepped Attendance Response (STAR) framework 
5 days  6- 10 days 11-15 days  More than 15 days 

Whanau 
●​ Positively reinforce 

regular attendance with 
their children 
 

●​ Follow school attendance 
process 
 

●​ Open communication with 
the school 

 
●​ Seek support from school 

if your child is not 
attending regularly 

Whanau 
●​ Return your child to 

regularly attending school 
 

●​ Attend whanau hui to 
discuss tailored plan to 
support ākonga  
 

●​  Implement support 
strategies at home 

Whanau 
●​ Return your child to 

regularly attending school 
 

●​ Attend whanau hui to 
revise tailored support 
plan 

 
●​ Implement support 

strategies at home 

Whanau 
●​ Return your child to 

regularly attending school 
 

●​ Engage with school and 
external agencies to 
devise and implement 
strategies to support 
ākonga returning to 
school 

 
 



School  
●​ Kaitiaki Kaiako contacts 

whanau to discuss 
attendance concerns 

●​ Discuss barriers affecting 
attendance 
 

●​ Encourage regular 
attendance 
 
 

School 
●​ Formal letter sent 

outlining schools 
attendance concerns 
 

●​ Kaiārahi arranges  
whanau hui to develop 
tailored plan to support 
ākonga returning to 
school 
 

●​ Support to remove 
barriers discussed   
 

●​ In school support offered 
to catch up on missed 
learning 

School 
●​ Second letter sent 

outlining schools 
attendance concerns 
 

●​ Senior Leader arranges 
whanau hui to discuss 
concerns around 
attendance and to revise 
plan 
 

●​ Attendance officer, 
outreach worker offers 
home visit, if necessary, 
counsellor and other 
support offered.  

School 
●​ Warning letter sent to 

whanau advising 15 or 
more days absence 
 

●​ Whanau hui arranged 
with Senior leader and 
other external agencies  

 
●​ Home visit 

 
 

4.​ Process for absence notification 
Daily processes 

-​ Kaiako record attendance at the start of every lesson 
-​ If ākonga is marked absent without prior notification from whanau, a text message is sent to the primary caregiver by 

12pm 
-​ Attendance officer or kaiako records absence in KAMAR 
-​ Unexplained absences that remain at the end of the school day will be recorded under unjustified absence 

 
Absence notification by whanau 

-​ Whanau are expected to notify the school of any absence before 9am on the day of the absence.  
-​ This can be done by phone call, text message, email or through the school app.  
-​ Any explained absences that meet the schools policies for a justified absence will be recorded as justified.   

 
Justified & Unjustified absences        

-​ Justified absences have been agreed by the school and met our policy expectations, these could include, 
Medical/illness (with medical note), family emergency, bereavement or cultural event.  



-​ Unjustified absences have not been approved by the school or we are unaware of the absence, these could include, 
Holiday in term time or absent without explanation.   
         
Lateness      

-​ If an ākonga is late to school (after 8.45am) they should sign in at Student Services.  
-​ Text will be sent to whanau and late pass issued to ākonga 
-​ If ākonga is late 3 or more times in a fortnight, whanau will be contacted by kaiārahi to arrange a whanau hui to 

discuss these concerns.  
-​ Ākonga who do not go to Kaitiaki AND fail to sign in at SSC, but go to class will be marked T (Truant) 

 
 

5.​ Data tracking and plan review 
Attendance data will be checked daily by all kaitiaki kaiako and attendance officer to follow up on any unexplained 
absences.  
Kaiārahi and Senior Leaders will monitor and track attendance weekly to look for areas of concern and to address 
attendance trends 
Senior Leaders will meet regularly with Deputy Principal to discuss any attendance concerns  
Board of Trustees will be updated with the attendance report as requested.  
 

 
 

 


