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NCA Attendance Management Plan \

‘At NCA we provide a vibrant education that inspires, equips and nurtures students with knowledge and wisdom to radiate the love
of Jesus Christ for the World'’

This Attendance Management Plan (AMP) reflects NCA's commitment to providing a high quality Faith based education where our learners
are expected to attend school regularly so they can engage, achieve and thrive at school. Our AMP has been shaped by the attendance
data we have gathered over 2024-2025, addresses the patterns in this data and aligns with our 2025 Strategic Plan Goal : Regular
Student Attendance (90+) = present 90% termly. It is important to note that if a student misses one day of school every two weeks, they
will have missed more than a whole year of school by the time they complete year 10. United in Christ, together NCA, whanau and students
can build strong attendance habits and attitudes that set every child up for success.

With strong community support, students at Nelson Christian Academy enjoy attendance rates that are higher than the national average. In
Term 1, 2025 80% of all students attended school for at least 90% of the time, meeting the Government Target of 80%, this was a wonderful
improvement from 76% in Term 1, 2024 and a great start to the new school year.

Term 2, 2025 75% of all students attended school for at least 90%, although this was an improvement from Term 2, 2024 figure 64% we
did not reach the 80% target set by the Government.




Term 3, 2025 56% of all students attended school for at least 90%, this figure fell below Term 3, 2024 which was 60% and is well below the
school and government target of 80+.

If NCA is to reach the Government and school target of 80% of students attending 90% of the time, we need to closely monitor all trends
and patterns.

Annual attendance: Our Annual attendance follows a regular pattern of reaching the target in Term 1, falling during Term 2, falling further in
Term 3 and then increasingly working towards the target in Term 4. The decrease in attendance in Terms 2 and 3 reflects the increase in
illness throughout the winter months. There is also an increase in student absence during these terms due to families taking holidays during
term time during Terms 2 and 3.

Holiday and unjustified absence: Holiday absences during term time, on average, makes up 11% of our absences. At NCA we
acknowledge that our community is very diverse and family connections are extremely important, whilst overseas travel and family time
provide extremely valuable experiences, these absences are considered unjustified by law. Whanau are encouraged to take holidays
during school break time. The refreshed curriculums are very structured and prescriptive, as a result, teachers are feeding back to SLT, that
holidays during term time can negatively impact students when they return to school and on occasion can raise student anxiety. Loss of
learning experiences planned for with their class and with their peers at school, can result in reduced confidence, students may feel
challenged to maintain their social connections, which can negatively impact student’s ability to reengage in their learning.

Monday/Friday absence: Throughout 2025, Friday has been the least attended day at NCA, closely followed by Mondays throughout
2024.

At Nelson Christian Academy, we follow the procedures below to support and manage student attendance.
These have been developed in response to:

e Our attendance data over the past two years

e Ministry of Education: Every Day Matters reporting

e Stepped Attendance Response (STAR) MOE guidance




1. Every day a child is away, by 9:10 am, parents are expected to notify the school and provide a clear Parents/Caregivers
reason for absence. If you do not contact the school your child will be marked truant. Office Staff
Notifying the school can be done by: sending a message through Hero, phoning 035477082, Emailing
office@nca.school.nz

2. Every day, classroom rolls are marked on Hero by 9:10 am and 1:30 pm. Relieving staff use paper
rolls and send these to the office once marked. The office then records the paper roll on Hero. For every | Office Staff

student away, the teacher uses the ? code. Only office staff can use other codes- this is to ensure Teachers

accuracy and consistency.

3.The school monitors daily attendance by checking on any students with a ? Using parent/caregiver Office staff, supported by the
notifications, the correct code is recorded. By 9:20 am, any ? codes still in place are followed up by an principal and the deputy

Hero absence text. If this is not responded to, a follow-up call from the school cell will be made. If no
explanation message is received, a T (truant) code will be recorded until a parent notification is received
to say otherwise. Please refer to the tables in Figure A Attendance Codes and Explanations for further
detail.

Unjustified absence

If a student is absent for more than_5 unjustified days in a term, the school will consider carrying out an | Teacher/Team Leaders/SENCO
intervention following the Stepped Attendance Response (STAR) plan:

e Contact the parent/guardian to discuss the reasons for the absences, send a formal notification from
the school..

e Teachers will support students to catch up on missed learning where required.

e NCA will use in-school resources as appropriate to remove barriers, e.g. provide food, or counselling
with school counsellor, address support strategies for parents and teachers for school refusal.



mailto:office@nca.school.nz

If unjustified absence continues for 10 days in a term, the school will:

e Hold a meeting with whanau to explore the reasons for absence

e Collaboratively develop a tailored Attendance Support Plan with Team Leader/whanau/student to
enhance student attendance.

e Allocate in-school resources as appropriate to remove barriers and request support from outside
agencies if needed.

e Send escalated formal notification to parents

If unjustified absence continues for 15 days in a term:

e Team Leaders to make contact with whanau to arrange a meeting with parents/caregivers, Principal &
SENCO

e Escalate to multi-agency

e Review Attendance Support Plan with the team, modify, implement and drive the Attendance

Improvement Plan.

All student absence for family holidays must be preapproved by the Principal. If the reason for the
unjustified absence is for a holiday which was not preapproved, then upon return, the school will send a
formal notification to the parent/caregiver requesting that the child not have any more unjustified
absences for the year.

Justified Absence

Where justified absence is longer than five consecutive days for illness, the school will request a
doctor's certificate.

Where justified absence from school is more than 10 intermittent days over two terms, the school will
notify the parent/caregiver and request a conversation about how best to support wellbeing and
attendance.

Knowing if your child is well enough to go to school,information is provided to all whanau



https://info.health.nz/keeping-healthy/healthy-homes-environments/knowing-if-your-child-is-well-enough-to-go-to-school-guidance-for-parents#symptoms

Throughout the year parents can monitor student attendance on the Hero App.
e Twice a year, ‘Year to Date’ attendance is reported to parents and caregivers on written student
reports.

e Reporting to the Board:

o The “Everyday Matters” report is made available to the Board termly.

o Principal Board Reports indicate monthly, attendance, justified and unjustified attendance.
e Teachers record termly attendance on Class Needs Analysis (CNA) documents.
e During Team meetings (fortnightly) student attendance is reviewed, noting students with 5+ days

unjustified per term and students on sick 5 days + leave. Team Leader brings concerns to SLT.

e SLT team:

o SLT monitor CNA, Principal and SENCO closely monitor NCA's Needs Analysis
Review unjustified attendance figures, fortnightly/ 5 day + sick leave.
Intervention actions and support are decided.
Intervention actions are initiated to support chronic absence if required.
Clear attendance expectations are made for students involved in school-level
interventions.
Attendance policy: Whanau, parents and caregivers have ongoing access to the school-wide
attendance policies on School Docs. They're invited to provide feedback about these policies as part of
the Board review process.
Parent/Caregiver communications: Information about school wide expectations, procedures, data and
reminders about attendance is frequently communicated to parents/caregivers/whanau through Hero,
school and class newsletters and 3 Way Learning Conferences.
This attendance management plan is posted on our website.

o O O O

KEY POINTS: Regular attendance is crucial for your child's learning and wellbeing.
e Open communication with the school is essential.
e Early intervention helps prevent prolonged absences.
e Support is available; don't hesitate to seek assistance.




Present (P)

Late to class (L)

Approved external
appointment (D)

Board approved off-site
learning (Q)

The student is present in class.

The student has arrived at school
after 9:10 am and is in class.

The student is off-site at a
short-term appointment: Medical
appointment- eg Hospital,
Medical, Dentist, Physio,
appointment with a social worker,
counsellor, or Psychologist.
Principal-approved learning
specialists.

When students do not return
from appointments, parents
should inform the school of the
reason why, or a T code will be
used.

The student is off-site on
Board-approved activities:
STEM, Art extension NMIT,
school-organised trips, including
camps, all EOTC activities.

When students do not return
from school activities, parents
should inform the school of the
reason why, or a T code will be
used.

Emergency situations where the
school is temporarily closed, and
students are learning from home.




Justified absence: Special Circumstances

Explained and approved (J)

lliness/medical absence (M)
Alternative provision (A)

Stood down or suspended (U)

(N)

Exam leave (X)

Explained Family Emergencies
Bereavement, Weddings.

Extreme weather conditions/road
closures.

Competing in non-school events at a
regional or national level (not
board-approved) requires prior leave
to be sought from the principal.

Important cultural events, such as
citizenship ceremonies, church
conferences, church camps all
require prior leave to be sought from
the principal.

Dual Tuition : Te Kura

Reintegration Gateway plan/
Wellbeing plan

The school determines the duration
for which the J code is used. After a
period of time at the principal’s
discretion, the J code may be
replaced by an E

Short iliness, injury, or medical
event; the student is unable to
self-regulate or co-regulate (M)

Regional Health School/CAMP
(A)

(U) The student is absent due to
a formal stand-down or
suspension.

(N) Present but out of class, in
school.

Sitting an exam that cannot be
arranged out of school hours (eg
ballet or music exams)




Unjustified Absences

Truant (T)

Explained but not approved (E)

Holiday during term time (G)

Unknown(?)

The parent or caregiver provides
no reason, or “xx is not at school
today”.

No contact with school, does not
answer phone calls.

No interaction with the school.

An explanation has been
provided for the student’s
absence, but it does not meet the
school’s attendance policy.
Personal grooming/hair cuts
Visiting family or friends.

Students are avoidably tired- eg
after holidays, late nights, church
meetings.

The student is avoiding school-
arranged events such as sports
days, school trips.

Special birthday celebrations.
Parents are sick.

Parents are working away from
home.

Moving house.

Unaddressed school issue.
Attending private coaching,
lessons or outside of school
activities (e.g dance or swimming
lessons)

The student is on holiday-
domestically or internationally.

The temporary code is used
when a student’s absence is
unexplained—replaced by the
appropriate code or T after
attempts by the school to reach
the parent/caregiver have failed.
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