
 

Templeton School / Te Kura o Rātā Attendance Procedure 
-​ Student Attendance procedure (Schooldocs) 

-​ Attendance Procedures (Schooldocs) 

The Government’s target is for 80% of students to attend regularly, that is to attend school more than 90% of the time. 
STAR - 2025 requirements    Hero - Attendance changes 2025 

What Who When How 

Monitoring ākonga 
attendance. Go to 
Autogroups and 
monitor via 
Attendance rates 
groups. 
 
Fortnightly discussion 
point at team hui to 
make sure we stay on 
top of the Attendance 
Interventions on Hero. 
 
Please go to the 
Attendance 
Monitoring page (on 
Hero) and add a post 
and the appropriate 
tag whenever you 
have completed an 
attendance action. 
 

Classroom teachers Attendance rates >10%  (Children not attending at 90% - regular 
attendance) 

Contact whānau to offer 
support or investigate 
reasons for absence. 
Add a data point on their 
Attendance Monitoring 
page on Hero after action. 

Team Leaders Attendance rates >20% (Children not attending at 80% - regular 
attendance) 

Team leaders to work with 
classroom teachers to 
provide support and 
interventions to address 
attendance issues. 
Add a data point on their 
Attendance Monitoring 
page on Hero after action. 

Leadership team Attendance rates >30% (Children not attending at 70% - regular 
attendance) 

Leadership team to discuss 
previous interventions at 
team and class teacher 
level and add additional 
support. 
Add a data point on their 
Attendance Monitoring 
page on Hero after action. 

https://drive.google.com/file/d/1EjsGfNeDwqq9tfipZ8SOL9kISXNGNeZf/view?usp=sharing
https://drive.google.com/file/d/1r0mRK-yP_ePqLMLZ9KkC-4P4Y4tjxzae/view?usp=sharing
https://drive.google.com/file/d/1AB1ygVzjcTQNQ5_FtUVsthEcczxg4JpN/view?usp=drive_link
https://our-hero.com/hero-flame-updates/changelog/nz-moe-attendance-changes


Attendance 
Interventions 

-​ Awaiting 
-​ Actioned 

An intervention may 
consist of a phone 
call, email or meeting 
with the caregiver.  
Schools may choose 
to record the details of 
the intervention as a 
post on a designated 
caregiver 
communications 
page or attendance 
page. 
 
Intervention 
flowchart/ideas 

Those with Admin 
rights can enter 
information 

-​ Team 
Leaders 

-​ Nick/Penny/ 
-​ Linda 
-​ Jacki/Vicki 
-​ Ali/Anna C 

 

Identify and add to the intervention register, any student who 
has accumulated 5 full days unjustified absence (consecutively 
or separately) during the current term.   The student needs to be 
absent for the entire day with codes of T, E, G or ?. 

REPORTING INTERVENTIONS TO THE MINISTRY OF EDUCATION 

As for Weekly and Termly Attendance uploads, the Ministry of 
Education request a weekly upload of student interventions.   
This upload will happen automatically and will send a file to the 
MoE of all students who have reached the 5 day unjustified 
absence threshold during the current term or in the last week of 
the previous term.  The file will include the date of any 
intervention actioned.  Students who leave during the term will 
not be removed from the uploaded file on leaving. 

 

 

Jacki will inform teachers of 
those children who have 
reached 5 days of 
unjustified absence (only if 
the office is unsure of 
reason/interventions 
underway. 
 
Legal Responsibilities and 
National Guidelines for NZ 
Schools 
 
Contact Attendance 
Services 
 
Attendance Service 
resources 

-​ 5, 10 and 15 day 
letters 

 

 
Help documents and images: 
 
To identify ākonga to monitor: 

-​ Go to Hero/Autogroups and you will see. 

https://linc-ed-hero.zendesk.com/hc/en-us/articles/20563640747801-NZ-Schools-Reporting-and-Recording-Student-Attendance-Interventions
https://linc-ed-hero.zendesk.com/hc/en-us/articles/20563640747801-NZ-Schools-Reporting-and-Recording-Student-Attendance-Interventions
https://docs.google.com/document/d/1dEgWC8V77RPoG9ju86iYkA1kireK-xG4nZU4nebpTfg/edit?usp=sharing
https://docs.google.com/document/d/1dEgWC8V77RPoG9ju86iYkA1kireK-xG4nZU4nebpTfg/edit?usp=sharing
https://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/legal-responsibilities/
https://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/legal-responsibilities/
https://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/legal-responsibilities/
https://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/attendance-services/#sh-attendance%20services
https://www.education.govt.nz/school/managing-and-supporting-students/managing-student-attendance/attendance-services/#sh-attendance%20services
https://drive.google.com/drive/folders/1ZTpnPmsCrVEJWnfF8YE_PjLlJU9vdcBH?usp=sharing
https://drive.google.com/drive/folders/1ZTpnPmsCrVEJWnfF8YE_PjLlJU9vdcBH?usp=sharing
https://drive.google.com/drive/folders/1FRUSYrKVxVxuv-5-YaYCuv5Gwm21sSHV?usp=sharing
https://drive.google.com/drive/folders/1FRUSYrKVxVxuv-5-YaYCuv5Gwm21sSHV?usp=sharing


 
 
STAR - 2025 requirements 

Hero - Attendance changes 2025 

Monitoring Student Attendance - HERO 

NZ Schools - Reporting and Recording Student Attendance Interventions - HERO 

Attendance Code tree - Ministry of Education 

Attendance Matters - Ministry of Education 

Improving Attendance - Ministry of Education 

Every school day is a big day - Ministry of Education 

https://drive.google.com/file/d/1AB1ygVzjcTQNQ5_FtUVsthEcczxg4JpN/view?usp=drive_link
https://our-hero.com/hero-flame-updates/changelog/nz-moe-attendance-changes
https://linc-ed-hero.zendesk.com/hc/en-us/articles/20570016381721
https://linc-ed-hero.zendesk.com/hc/en-us/articles/20563640747801
https://drive.google.com/file/d/1Z40Xr59-VsGF0Z-eulSMadNmfEib5AqN/view?usp=sharing
https://drive.google.com/file/d/1oYiyXGMCosSb98az8HDRJTcXq4fKIC3M/view?usp=sharing
https://drive.google.com/file/d/1aKKP8T3F-GrrA9FEytowzDNblRpvChFT/view?usp=sharing
https://drive.google.com/file/d/1JnGy7TPva6qihKPEP0Dl0bvJc70nUQws/view?usp=sharing

