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Mana College Attendance Management Plan and 
supporting STAR procedures 2026 

 

Strategic Priorities 
Regular school attendance is important for ākonga to achieve their educational potential.  The 
government target is that 80% of ākonga will be regularly attending school by 2030. 

Our school currently has 33% regular attendance and a target of lifting regular attendance to at 
least 45% by the end of 2026. 

 

Vision Statement 2026 - 2028: Local kids in local schools - flourishing in identity, learning and life 

Priority Focus 1: Being Present : Attendance & Engagement 

Every ākonga deserves to be present, engaged, and feel like they are supported. We are 
committed to equitable access to education and whānau connection for every rangatahi at Kāreti 
o Mana.  
February 2026 

 

By the end of 2028, at least 65% of all ākonga will be attending school regularly (90%+ 
attendance) ​
​
Target is a 10% increase every year (or 50 students/ 10 students per year group into the Regular 
Attendance category) 
 
Term 1-4 2025 average for Regular attendance was 34% 
 
2026 - 45% of students attending Regularly 
2027 - 55% of students attending Regularly 
2028 - 65% of students attending Regularly 
 
Why is Attendance a priority for Te Kāreti o Mana? 
 
If you are not in class, you can’t learn.  Learning is important to gain a qualification.  Qualifications 
provide pathways. 
 
All learning is valuable and provides opportunities for ākonga to take hold of the opportunities 
provided by Kāreti o Mana. 
 
Provides opportunity to identify and develop parts of ākonga  that they don’t have the opportunity, 
or exposure to outside of the classroom. 
 
If ākonga do not attend class, they are less able to take hold of the opportunities provided to 
develop skills  to contribute to, and participate in society. 
 
The more time students spend out of class or do not attend school the more vulnerable and 
isolated they can become, which can lead to antisocial or criminal behaviour and potentially 
trauma or mental health issues.  

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact 
joannet@mana.school.nz for general enquiries 

mailto:joannet@mana.school.nz
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Board responsibilities 
The board is responsible for taking all reasonable steps to ensure that the school’s ākonga attend 
the school when it is open for instruction. 

The board will comply with the provisions in the legislation in relation to ākonga attendance by: 

●​ taking all reasonable steps to ensure the attendance of ākonga enrolled at our school 

●​ approval of an attendance management plan including a Stepped Attendance Response that 
sets out a strategy and a process for the school to identify and respond to ākonga absences 

●​ having regard to any guidelines on the management of school attendance issued by the 
Secretary of Education when preparing our attendance management plan 

●​ reviewing our attendance management plan in accordance with regulations 

●​ ensuring our attendance management plan is publicly available online.​
 

Tumuaki responsibilities 
The tumuaki is responsible for: 

●​ keeping attendance records for each ākonga enrolled at the school (either by half-day or 
period) for each half-day that it is open for instruction 

●​ an absence notification process to enable the accurate and timely collection of attendance 
records 

●​ ensuring the use of a Ministry-approved Electronic Attendance Register (eAR)  

●​ ensuring Ministry-approved attendance codes to record attendance or absence for each 
ākonga for each half-day the school is open for instruction 

●​ providing these attendance records to the Secretary of Education at the end of each school 
day. 

●​ developing and implementing a stepped attendance response aligned with the thresholds to 
support ākonga attendance 

●​ ensuring that ākonga absence is investigated, responded too and actions being recorded 
align with the thresholds 

●​ ensure all ākonga, whānau and kaimahi understand the processes and procedures that 
support ākonga attendance 

●​ Report to the board on any trends, barriers to attendance and interventions being used to 
support ākonga attendance.​
 

Procedures/supporting documentation 
Attendance Management Procedure - Stepped Attendance Response (STAR) 

MC Policy Attendance - Review Term 3 2026 

Mana College Attendance Analysis: A Comprehensive Internal Review (2025 Data) 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact 
joannet@mana.school.nz for general enquiries 

https://drive.google.com/file/d/1DKuLdiAECwNx4zE4uzJDb0SErXrJE0At/view?usp=drive_link
https://docs.google.com/document/d/1cZxp3F982bUsJ6Xjkuf7EikU_pW3U3t7mDzoe10BtVw/edit?usp=sharing
mailto:joannet@mana.school.nz
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Strategic Plan and Priority Focus - Attendance 

Monitoring 
The Tumuaki will maintain reporting of daily attendance data.   
The Board will receive termly attendance reporting including information provided by the Every 
Day matters report. Included in this reporting will be any emerging trends, barriers to attendance, 
and areas of concern for the board's consideration.​
 

Legislative compliance/ Legislation 
Education and Training Act 2020​  
Education Attendance rules​  
Attendance Management Plan - Legislation​  
Attendance Management Plans Guidance 
 

 

Reviewed: Feb 2026 Next review: Feb 2027 

 

 
 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact 
joannet@mana.school.nz for general enquiries 

https://docs.google.com/document/d/1XsnxmPEWUrYe7a0lSCTxXBmq085WAwSnH_pTY_cKmzQ/edit?usp=sharing
https://www.legislation.govt.nz/act/public/2020/0038/latest/LMS171311.html
https://www.education.govt.nz/education-professionals/schools-year-0-13/managing-students/student-attendance-guide-schools-and-kura
https://www.legislation.govt.nz/act/public/2020/0038/latest/LMS1555057.html?search=sw_096be8ed81fec462_attendance_25_se&p=1&sr=18
https://www.education.govt.nz/education-professionals/schools-year-0-13/attendance/attendance-management-plans
mailto:joannet@mana.school.nz
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Attendance Management Procedure 

Stepped Attendance Response (STAR) 
 

We recognise the importance of regular attendance to help our ākonga achieve their 
educational potential. 

Our attendance procedures ensure ākonga are accounted for during schools hours.  This 
allows school kaimahi to identify and respond to ākonga attendance concerns. 

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

We have annual targets for ākonga attendance and work with ākonga, whānau and caregivers, 
kaimahi, and external agencies, where necessary to improve our levels of ākonga attendance. 

Parent/Whānau responsibilities: 
●​ Whānau are legally required to make sure their enrolled ākonga attends school every day the 

school is open (Education and Training Act, s 244). 

●​ We expect ākonga and their whānau to communicate and work with the school to ensure 
regular attendance. We ask whānau/guardians/caregivers to contact us as soon as possible 
to discuss anything that may be a barrier to ākonga attendance and/or to make any requests 
for exceptions. 

●​ Whānau are expected to notify the school as soon as possible (before or during the school 
day) if their child will be absent or late. A reason must be provided no later than the end of 
the school week. The school will contact whānau directly if no explanation is provided. 

●​ Ākonga are not allowed to leave the school during school hours unless permission is 
requested by whānau/guardians/caregivers and given by the school. The ākonga must sign 
out at the office. 

School responsibilities: 
●​ Clear communication to caregivers and ākonga on attendance expectations on 

enrolment, at the start of the year and each term 
●​ Communicate to caregivers what steps the school will take if the ākonga is absent from 

school 
●​ Monitor ākonga attendance 
●​ Provide ākonga with regular updates on their own attendance 
●​ Report regularly to caregivers on attendance of their child. 

 

 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact 
joannet@mana.school.nz for general enquiries 

mailto:joannet@mana.school.nz
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School Procedures 
The Tumuaki will appoint kaimahi and delegate duties, so as to manage the recording of the 
electronic ākonga attendance register and the follow-up procedures for non - attending ākonga. 

Non-teaching kaimahi with duties associated with our attendance system will support kaiako 
to maintain accurate up-to-date attendance information. 

Classroom kaiako / Toka āhuru are responsible for recording ākonga attendance to their 
class each period. 

Classroom kaiako / Toka āhuru are responsible for maintaining accurate and up-to -date 
records and supporting the attendance systems.  They will also monitor and follow-up on 
lateness and attendance and other attendance issues. 

Deans / Senior leaders are responsible for monitoring ākonga attendance for their respective 
groups, ensuring that caregivers are informed of attendance concerns.  

SLT and relevant personnel will be kept informed of serious ākonga absence situations. 

Ākonga and whānau will receive ākonga attendance data via weekly email updates. 

Outside agencies will be used as appropriate to support attendance.(e.g. Piki te Mauri) 

Ākonga will be identified at the thresholds.  Follow-up response actions will be tailored to the 
reasons for absence. 

Patterns of attendance and specific interventions being used will be evaluated by the pastoral 
team/SLT to review outcomes and effectiveness of these interventions 

Key Attendance Kaimahi 
SLT in Charge: ​ ​ Joanne Te Morenga 

Attendance Officer: ​ Cheryl Brightwell 

Attendance Support: ​ Lisa Fanueli 

Tumuaki: ​​ ​ Jeff Chapman (Principal), 

Tumuaki Tuarua: ​ Filisione Kolamatangi, Jody Plummer  

Deans: ​ Ryan Strugnell - Year 9, Paul Assur - Year 10, Randall Bishop - Year 11, 
Lana McLaughlin-Khan - Year 12, Marina Anderton - Year 13 

Hauora:​ ​ ​ Carley Bird, Catherine Harrington, Melisha Isaako 

Te Piki te Mauri: ​ Terina Filipo - Engagement Advisor, Miriama Te Rangi Haeata- School 
Advisor, Shannon Moko- Senior Advisor, Calisa Hippolite - Portfolio 
Manager 

Hui Cycles 
Pastoral Team: ​ ​ Tuesday 3 weekly cycle - SLT, Deans, Hauora 

Year Level Teams: ​ Tuesday 3 weekly cycle - Deans & Toka āhuru 

Whare Āhuru Connect:​ Fortnightly 1:1 Dean & Toka Āhuru 

Neighbourhood Hui:​ Fortnightly Dean, SLT member & Hauora (Y9, Y10, Y11, Y12/13) 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact 
joannet@mana.school.nz for general enquiries 

mailto:joannet@mana.school.nz
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Attendance Support:​ Weekly Check-ins 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact 
joannet@mana.school.nz for general enquiries 

mailto:joannet@mana.school.nz
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School Stepped Attendance Response Activities 
Actions can be taken at any stage and there is no requirement to wait for a ākonga to be identified at a threshold to take action to address non 
attendance.  Contact whānau asap (ideally within 2 school days) and arrange hui for as soon as possible. 

Day to Day Operations 

Activities Practice Responsible Person Notes and Actions 

Communicate with whānau Set expectations, procedures and follow-up steps the 
school will take when ākonga is absent. 

Use enrolment forms, newsletters, website or other 
communication methods to set expectations and 
provide guidance to whānau 
 
 

Toka 
Tumuaki 
BOT 

Termly attendance features including updates on data in 
newsletters. 
Expectations and guidance for whānau published on our 
school website. 
Expectations for ākonga attendance and steps that will 
be taken to address attendance included in enrolment 
forms. 
Work with whānau and ākonga, where appropriate 

Following up daily 
absences 

Use procedures in place (and supporting software) to 
quickly identify all ākonga absences and 
communicate these to whānau 

Follow-up daily with whānau any unexplained 
absences 

Administration team 
 
Toka Āhuru 
 
 

Text based reminder to be sent from 10am for all 
unexplained absences 

Minimise disruptions to the 
school day and week 

BOT and SLT prioritise school hours to be for learning SLT Schoolbridge Calendar Approvals 

Assess history of new 
ākonga 

When enrolling, identify issues and trends in 
attendance history 

Dean/ Assistant 
Principal (New ākonga 
during the year or not in 
year 9) 

Include Hauora in enrolment hui if complex enrolment 

Escalate attendance issues 
as needed 
 
Develop support plans 
 
Involve other services - 
consider Te Piki te Mauri 

Seek more support as needed All kaimahi as 
appropriate 

Kaimahi are encouraged to escalate issues according to 
these procedures.  If you are unsure, please discuss with 
joannet@mana.school.nz 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact joannet@mana.school.nz for general enquiries 

mailto:joannet@mana.school.nz
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GOOD ATTENDANCE - ākonga with less than 5 days absence - GOOD CHANCE OF SUCCESS 

Activities Practice Responsible Person Notes and Actions 

Communicate with 
whānau/caregivers 

Maintain contact details 

Identify all ākonga absences 

Communicate these to whānau 

Attendance team 

Toka Āhuru 

 

Follow-up all absences to confirm the reason for 
absence. 

No action taken 

Provide ākonga with regular 
updates on their own 
attendance 

Provide regular reporting via online portals and 
classroom discussions 

Toka Āhuru/ Kaiako 
SLT - PAROT/KAMAR 
weekly updates 

Updates sent to ākonga and whānau through weekly 
emails 

Report regularly to whānau 
on attendance of their child 

Providing weekly notes on attendance to whānau via 
email 

Toka Āhuru 
SLT - PAROT/KAMAR 
weekly updates 

Updates sent to ākonga and whānau through weekly 
emails 

 

WORRYING ATTENDANCE - ākonga with less than 10 days absence (5-9 days) - LESS CHANCE OF SUCCESS 

Activities Practice Responsible Person Notes and Actions 

Contact whānau to discuss 
reasons for absence and 
impact on learning 

After 5 days send email to parent LETTER (5 Days): 
Supporting <First> <Last> to Thrive at Kāreti o 
Mana  

Phone contact to be used if this is not the first time 
ākonga has met the threshold 

Toka Āhuru/ Kaiako 
 
Any concerns to be 
discussed with Dean and 
plan of action determined 

Record actions taken in Kamar. 

If there is no action taken due to individual 
circumstance- record this against ākonga record. 

Follow-up to be within 2 schools days of meeting the 
threshold. 

Support ākonga to catch up 
missed learning where 
required 

Identify missed learning objectives and consider 
notes or activities to bring ākonga back up to speed 

Toka Āhuru/ Kaiako Discuss with ākonga in form time- ākonga to follow up 
with appropriate subject kaiako. 

Check no internal assessments missed. (Yr11-13) 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact joannet@mana.school.nz for general enquiries 

https://docs.google.com/document/d/1YzkZDCdQtOzBc8R0NDnnjnGrnX1BcfvR/edit?usp=sharing&ouid=106207954567814563550&rtpof=true&sd=true
https://docs.google.com/document/d/1YzkZDCdQtOzBc8R0NDnnjnGrnX1BcfvR/edit?usp=sharing&ouid=106207954567814563550&rtpof=true&sd=true
https://docs.google.com/document/d/1YzkZDCdQtOzBc8R0NDnnjnGrnX1BcfvR/edit?usp=sharing&ouid=106207954567814563550&rtpof=true&sd=true
mailto:joannet@mana.school.nz
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Use in-school resources as 
appropriate to 

Remove barriers e.g. 
counsellor, uniform, bus 
pass 

Contact pastoral care team if barriers identified that 
the school could assist with - Hardship Application in 
schoolbridge 

Dean, Hauora, SLT Whānau and ākonga provided access to additional 
resources. 

Consider bus pass, uniform, counsellor/ nurse 
appointments 

Between 5-9 days absence, investigate reasons for this absence and if there is a pattern across the year consider actions listed at higher thresholds.  Record 
all actions taken to address non-attendance.  
For ākonga that have progressed from having higher absences, provide feedback on the positive improvement on their attendance to both ākonga and whānau. 
If there is no action taken due to individual circumstance- record this against the ākonga record. 

 

CONCERNING ATTENDANCE - ākonga with less than 15 days absence - HARD TO MAKE PROGRESS 

Activities Practice Responsible 
Person 

Notes and Actions 

Contact whānau to 
escalate concerns 

Further contact with parent 

LETTER (10 Days): Strengthening 
Attendance support for <First> <Last> 

Email and/or phone call as required for 
escalation. 

Toka Āhuru, and/or SLT, 
Attendance team 

Record actions taken in Kamer. 

If there is no action taken due to individual 
circumstance- record this against the ākonga 
record. 

Hold meeting with 
whānau and ākonga 
(where appropriate) to 
analyse reasons for 
absence 

Arrange meeting including whānau and 
ākonga. 

Toka Āhuru, and/or 
Dean 

In-school Attendance 
Support 

Consider who is needed at this meeting.  

Develop and implement a 
support plan tailored to 
the reasons and 
circumstances around the 
child’s absence 

Hold everyone accountable for their part in the 
plan. 

Toka Āhuru/ Dean,  
Ākonga, Whānau 

Take action quickly where expectations aren’t 
being met 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact joannet@mana.school.nz for general enquiries 

https://docs.google.com/document/d/1YzkZDCdQtOzBc8R0NDnnjnGrnX1BcfvR/edit?usp=sharing&ouid=106207954567814563550&rtpof=true&sd=true
https://docs.google.com/document/d/1YzkZDCdQtOzBc8R0NDnnjnGrnX1BcfvR/edit?usp=sharing&ouid=106207954567814563550&rtpof=true&sd=true
mailto:joannet@mana.school.nz
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Use in-school resources 
as appropriate to remove 
barriers and request 
support from as needed 

Discuss with pastoral team what further 
supports are available 

Toka Āhuru, and/or 
Dean, Hauora 

 

Between 10-14 days absence, investigate reasons for this absence and if there is a pattern across the year consider actions listed at higher 
thresholds.  Record all actions taken to address non-attendance.  

If there is no action taken due to individual circumstance- record this against the ākonga record. 

 

VERY CONCERNING ATTENDANCE - ākonga with greater than 15 days absence - VERY HARD TO PROGRESS 

Activities Practice Responsible 
Person 

Notes and Actions 

Contact whānau to 
escalate concerns 

Further escalating email 
 
Letter:15 Days Attendance Letter 3: 
Kotahitanga - formal referral with care 

SLT  

Hold hui with whānau and 
ākonga (where 
appropriate) to analyse 
reasons for absence.  

Arrange promptly hui including whānau and 
ākonga.  Consider who else will be in 
attendance. 

SLT/ Dean/ Toka 
Āhuru 

Plan to return student to regular attendance 

Request support from Te 
Piki te Mauri or other 
agencies as needed 

Participate in multi-agency 
response 

Refer to Ministry of Education attendance 
services or other agencies 

Support access to services and collaborating 
with specialists 

Dean/ SLT/ Te Piki te 
Mauri 

Before referral check all previous actions like 
support plans are in place.  

Resources and supports will continue to be 
provided as appropriate 

Reintegration plan in place to return student to 
regular attendance 

Maintain implementation 
and monitoring of support 
plan 

Hold everyone accountable for their part in the 
plan, and take action quickly where 
expectations aren’t being met 

SLT/ BOT Support plan in place 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact joannet@mana.school.nz for general enquiries 

https://docs.google.com/document/d/1YzkZDCdQtOzBc8R0NDnnjnGrnX1BcfvR/edit?usp=sharing&ouid=106207954567814563550&rtpof=true&sd=true
https://docs.google.com/document/d/1YzkZDCdQtOzBc8R0NDnnjnGrnX1BcfvR/edit?usp=sharing&ouid=106207954567814563550&rtpof=true&sd=true
mailto:joannet@mana.school.nz
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Continue monitoring 

Steps taken to reintegrate student  

Over 15 days absence, investigate reasons for this absence and refer to dean and/or pastoral team for further actions.  Record all actions taken 
to address non-attendance.  
If there is no action taken due to individual circumstance- record this against the student record. 

 

 

For Attendance Queries Contact the Toka āhuru or Dean about specific ākonga, otherwise contact joannet@mana.school.nz for general enquiries 

mailto:joannet@mana.school.nz
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