
Teacher takes daily attendance
Using proper codes

Saves to ETAP

Office Staff
Check Class Roll and contacts to 

advise of absence if unknown. Update 
Code if contact made with whānau

Teacher
Checks any notes from ETAP and 

updates codes

Every Absence
Should be 

EXPLAINED

1.Enter the explanation
2.Apply the correct code
3.Record any future absence

3 Days Continuous 
Unexplained 7 Days  Continuous 

Unexplained
5 Days Continuous 

Unexplained 15 Days Contiuous 
Unexplained

20 Days Contiuous 
Unexplained

3 Days NON-Continuous 
Unexplained

11 Days NON-Continuous 
Unexplained

7 Days NON-Continuous 
Unexplained

15 Days NON-Contiuous 
Unexplained

20 Days NON-Contiuous 
Unexplained

Office - Sends letter 2 (SLT Hui with 

whānau)

SLT - Organise Hui for plan

Office - Sends letter 3  (Refer to 

Attendance West - Community 

Connector)

Attendance West Review - Multiple 

Agency response (Education 

Mentor)

Response to NON CONTINOUS UNEXPLAINED

EVERYDAY

Da
y -

 T
o 

- D
ay

Teacher - makes contact with whānau

 and note added to etap Birdwood Board Review and action -  

(Referral to OT)

Teacher - makes contact with whānau

 and note added to etap 
Office - Sends letter 2 (SLT Hui with 

whānau)

SLT - Organise Hui for plan

Office - Sends letter 3 (Refer to 

Attendance West)
SLT and Attendance West  review for 

possible unenrolment

SLT Final Discussion 

On day 21 change to ‘Non-enrol’.

Response to CONTINOUS UNEXPLAINED

Response to CONTINOUS UNEXPLAINED AND UNJUSTIFIED

7 Days  Continuous 
Explained and Unjustified

5 Days Continuous 
Explained and Unjustified

15 Days Contiuous 
Explained and Unjustified

20 Days Contiuous 
Explained and Unjustified

Office - Sends letter 2 (SLT Hui with whānau)

SLT - Organise Hui for plan

Office - Sends letter 3 
(Refer to Attendance West)

SLT and Attendance 
West  review for 
possible non-enrol

Birdwood Board Review 

and action - (Referral to 
agencies)



Because of the unique nature of our kura, The Birdwood School Board Approved offsite learning to be:

• Whãnau Conversation Days (Work provided for off site)

• Transition to school (If needed but needs a plan with it alongside outside providers i.e MOE) and transition visits to another 

school

• Matatini

• Tangi and Other cultural group funerals

• Health Camps

• Organised school trips i.e. Camps

• Engagement in Cultural Practices i.e. Eid

• Waitangi Celebrations and Events

• Iwi celebrations i.e Matariki

• Koroneihana

• Emergency Situations where the school is temporarily closed and students are working from home

Internal Support for whānau that Bridwoodi School Provides

• Breakfast 

• Fruit in schools

• MOE Lunch Programme

• Kids can for shoes, socks and jackets

• Public Health Nurse

• Swis

• Access to multiple agencies that can provide

- stationery 

- clothing

- Kai

Internal Incentivesto promote attendance

• Student of the Week

• Attendance -  Bike Draw

• Class of the Week

• Kindness Trophy 

• Termly 100% Attendance Awards

• Intermediates Tech on Mondays

• Engaging learning programmes with staff who build 

strong relationships

What we do @ Birdwood 

School
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