
Southbrook School
School Attendance

Guide and support information

Student Categories Student with Equivalent to

Regular Attendance Over 90% Missing fewer than 5 days across a term

Irregular Attendance 80% - 90% Absent for between 5 - 9 days across a 
term

Moderate Attendance 70% - 80% Absent for between 10 - 14.5 days across 
the term

Chronic Attendance 70% or less Absent for between 15 or more days 
across the term







Attendance Codes

● It is important that the roll is done twice a day.  
○ Between 8.55am and 9.05am. Admin will check the roll 

from 9:15am
○ Between 1:30-1:45

● Guest teachers can do the roll on paper and send to the office 

● If you receive an email from a parent sharing their child will be 
away for more than 2 days, please forward it to the office so it 
can be added as a block.

● When a student has 5 unjustified days marked on the roll, HERO 
send an alert to follow up which will be done by Leadership.



● It is important that the roll is done twice a day.  
○ Between 8.55am and 9.05am. Admin will check the roll from 9:15am
○ Between 1:30-1:45

● Guest teachers can do the roll on paper and send to the office 
● If you receive an email from a parent sharing their child will be away for more than 2 

days, please forward it to the office so it can be added as a block.

Southbrook School Attendance Policy
Going to school every day is important to develop skills for lifelong learning
Please contact the school office via phone call or the HEROapp if your child is going to be 
absent for any reason. Any student absent at roll call without explanation will be followed up 
by the office. Caregivers will be notified by a phone call. If contact is not made, the student 
will be marked as Truant (unjustified absence).
Below is an explanation of how the roll is marked by staff at Southbrook School.

STUDENTS MARKED AS PRESENT
● Teachers will complete the school roll twice daily. Students there at roll call are 

marked present. The roll is completed at 9:00 am and  12:30 pm.
● Students who arrive at class after roll call will be marked as late and must go to the 

school office to check in with Mrs Wells.
STUDENTS MARKED ABSENT (JUSTIFIED)

● Students who are unwell and unable to attend school will be marked as a justified 
absence. For students away from school for more than 5 days unwell, the school 
can request a medical certificate or the absence may be changed to unjustified.

● All other justified absences within the school policy are classified as justified for a 
maximum of a 5 day period. After that point, absences will be changed to 
unjustified unless discussed with school leadership.

Justified Policy: A justified absence at Southbrook is
● Medical illness 
● Funeral or tāngi
● Representing the province or NZ at an event
● Medical appointments that can not be made out of school hours
● Stand down from school

STUDENTS MARKED ABSENT (UNJUSTIFIED)
Students who are absent from school for the following reasons are classified as an unjustified 
absence

● Holiday during term time (within NZ or Overseas
● Student refusing to come to school
● Attending appointments that can be made outside of school hours
● Family day out e.g.day off for a birthday
● No contact/ unknown absence

If you require support in getting your child to school, whether it be uniform, food or student 
refusal, please contact your child’s whānau teacher or Leadership to discuss and let us help 
you with a plan. Ongoing low attendance rates will result in your child being referred to 
attendance services for support.





Weekly attendance data: Leadership team

Steps:

● Every Friday the Leadership team will delve into the weekly attendance on Hero.
● If a student goes over the threshold (e.g. moves from green to yellow), 

communication will occur with whānau where necessary.



No improvement after teacher contact: Principal

If the teacher has made contact with the whānau and there continues to be no improvement, the 
Principal will make contact with the whānau.

Make contact via phone call / email offering support and an opportunity for any meetings needed. 
If informal contact does not get a response or make a difference, a formal letter will be sent.

Example of email sent home:
Kia ora
As you are aware, attendance in school is vitally important for your child’s academic, social and emotional development and we are 
required by the Ministry of Education to notify whānau when attendance is less than 90%.
………current attendance is …% for the term and …% for the year. ….days are classified as explained / medical, and … days are 
classified as unexplained due to family holiday / truant.
If there is anything we can do at school to support …… improve their school attendance, please let me know. If you would like to 
discuss further, I am happy to give you a call or meet with you.
Looking forward to supporting your child together.

Ngā mihi

All communication will be added to HERO.



No improvement after Principal involvement:

Monitoring, support & whānau engagement will continue until attendance has 
improved and is steady.
If there is no improvement, the student will be referred to Attendance Services.

Steps:
● Principal will make a referral to Attendance Services
● Whānau informed via a formal letter
● Attendance services and Principal work together to improve attendance
● Hui held if required
● Attendance services will make home visits, engage with wnānau and support 

school


