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Section 1 
 
Student attendance, along with effective teaching, has the greatest influence on 
student engagement and achievement. All students must be present at school so 
they can participate and engage in learning. Parents and the Board are legally 
responsible to ensure students’ regular attendance at school. 
 
It is with this in mind that Crimson Global Academy (CGA), has produced an 
effective attendance policy using guidance from: 
 

1. Attendance Matters Guidelines for implementing an effective attendance 
management plan, NZMoE 2011 
 

2. Legal responsibilities and national guidelines for schools on attendance, 
education.govt.nz 2019 

 
3. 2020 School Roll Return Guidelines, NZMoE 2020 

 
4. 2020 Roll Return Specification Manual  Version 26.12, 

educationcounts.govt.nz 
 
1.1 The legal responsibilities of CGA 
 
Taken from: Legal responsibilities and national guidelines for schools on 
attendance, education.govt.nz 2019 
 
 
1.2 School responsibilities for student attendance 

CGA understands that it is responsible for the first response to any absences. 

CGA therefore has established an attendance policy which incorporates the 
following areas: 

a. an attendance management policy 
b. recording and monitoring attendance and absence data, including roll 

returns 
c. using metadata to improve attendance 



d. how attendance rules are communicated to students and their families 
e. using precise data to follow up absences   

 
1.3 Legislation governing attendance 

CGA recognises and implements understanding that the Board, the principal, and 
individual teachers, along with parents and guardians, are responsible for making 
sure students attend school regularly. 

CGA is aware and under section 36 (2) of the Education and Training Act 2020, 
every school board must take all reasonable steps to make sure students attend 
school when it's open. 
 
 
1.4 Policy statement 
 
The CGA Attendance Policy is to ensure that all students attend all lessons whilst 
being taught at CGA. This will ensure students achieve the highest educational and 
extracurricular achievements possible 

CGA has an attendance management policy that aims to achieve the following: 

1. Establish a justified attendance rate of above 98% compared to the 2019, 
Secondary (Yrs 9-15)  national average of 88.6% 

2. Have an unjustified absence rate of 0%. 
3. Maintain a high level of attendance throughout the entire year. 

These aims will be achieved using the following processes: 

     Section 2 Collecting data 

     Section 3 Roll returns 

     Section 4 Analysing metadata 

     Section 5 Analysing microdata 

     Section 6 Communicating attendance regulations to students and parents 

     Section 7 Following up on breeches of the regulations 
 

 
 
 
 
 
 
 



 

 

 2.1 Collecting data 

CGA uses the Linc-Ed application Hero, a vendor approved by the New Zealand, 
Ministry of Education of Student Management System (SMS).  

Linc-Ed Hero is where the data collected on attendance will ultimately be held and 
the data manipulated. See later section on data manipulation. 

The data will be recorded in Hero using the NZMoE definitions and codes. (See 
Appendix 1). 

The process: 

1. Teachers will individually record attendance into the Learning Management 
System (LMS). 

2. LMS will also be able to record which student is present in the class by 
automatically assimilating if a student is present on Zoom (the application 
used to teach at CGA) 

3. LMS will pass the attendance data information straight to Linc-Ed Hero via 
an address resolution protocol (API). 

The reason for using LMS to initially record the information rather than enter it 
directly into Hero, which is an MoE approved system is twofold: 

1. LMS is able to record attendance for every lesson and during weekends 
which Linc-Ed Hero is unable to provide at this time.  

2. LMS is able to record if a student is present by recording their presence on 
Zoom (teaching tool) 

 

 

 

3.1 Roll returns 2020 

As required by the New Zealand Ministry of Education, CGA, as a private school, will 
provide the July roll return for 2020. CGA will not be posting the March roll return 
as the school is not functioning until 28th April. 

 



 

The school’s key contact email address required for the return reminder is: 

Administration Manager - Yuko Ebisujima: 
y.ebisujima@crimsonglobalacademy.school 

CGA will be following the schedule  

 

The principal electronically signs off the .moe file before it is sent.  

3.2 Inclusion or omissions in taking the roll and roll returns 

3.2.1 Included in the roll and roll returns 

1. Full time enrolled students: 

CGA is aware and adheres to the NZ MoE definition of an enrolled student: 



ENROL - Those students who have been placed in the MoE’s ENROL by CGA as 
they have reached requirements to attend the school as full time students.  

They will be marked with RE on the roll return. 

International students who are attending CGA as their primary place of tuition will 
be recorded as full time enrolled students using the code FF. 

2. Part time enrolled students: 

CGA is aware and adheres to the NZ MoE definition of an enrolled part time 
student: 

‘You can count a student attending more than one school if he or she 
attends your school for most of the time. 

Keep the student type as RE in your SMS. Your school should also hold the 
student’s record in ENROL. Boards of Trustees may exchange funds to 
compensate for the time a student spends at another school. 

 If the student spends more time at the other school, record the student as an 
external student in your SMS (student type EM).’ 

These students will be marked as EM on the roll return. 

3. Students who have not attended CGA for 20 consecutive days and are in 
discussions with the MoE regarding the student’s future educational 
prospects. 

In accordance with the Education Act of 1989, students who will be included in 
the roll but will be deemed to have unjustified absence are CGA  students of 
compulsory school age who have left the school and not enrolled in another school 
within 20 consecutive school days. 
 
CGA will notify the Ministry via the school student enrolment register (ENROL). The 
Ministry, along with an external contracted provider will contact these students, 
and where necessary assist their return to education. Until these students are 
placed in other full time education they will be included on the role and role 
returns of CGA. 

 

3.2.2 Omissions 

Students who may be enrolled at CGA will be omitted from the roll and the roll 
return are those that: 
 

1. is found to be already enrolled in a different school, homeschooling 
or has already received an exemption to attend a course or work 



2. over 16 year old and has not attended lessons for 20 consecutive 
days 

3. has left the country 
4. is in a correctional or residential facility 
5. is deceased 
6. is a foreign student who does not hold a student permit. 

In addition, excluded are also cases: 

● where we are unable to locate the student or we are unable to locate the 
family after 20 days of consecutive unjustified absence.  

CGA will notify the Ministry via the school student enrolment register (ENROL). The 
Ministry, along with an external contracted provider will work to locate these 
students, and where necessary assist their return to education.  

These students will not be included on the role and role returns of CGA. 

 

4.1 Analysis of Metadata 

CGA will use the data provided by the daily attendance roll for the following 
purposes: 

1. To identify trends in attendance rates over different academic years 

2. To identify patterns and trends in attendance rates over weeks, months or 
academic years 

3. To identify patterns and trends in attendance rates between part time 
students and full time students 

4. To identify patterns and trends in the attendance rates between 
international and domestic students 

This data analysis will be used to produce interventions when attendance levels 
are below those identified in the aims section 1.4 
 
5.1 Analysis of microdata 
 
Microdata is the data pertaining to individual students, teachers, subjects and 
lessons. 
 
CGA will use microdata for the following purposes: 
 



1. Identify students who are failing to attend CGA on a regular basis 
2. Identify students who are failing to attend particular lessons or subjects 
3. Identify teachers who are failing to record the attendance roll accurately 

 
This repercussions of this for the students are discussed in section 6 and section 7 
 
 
6.1 Communicating attendance rates to students and parents 
 
Attendance rates will be available to CGA students and parents via: 
 

1. The LMS will provide real time feedback for students as to their attendance. 
2. A term report will provide details of students' attendance rate and absence 

for the current term plus for the entire year. 
 
 
7.1 Following up on breaches in regulations 
 
Details of actions in appendix 1 
 
Taken from the CGA rules and regulations policies  
 
Attendance and lateness 
Students are required to attend punctually all timetabled classes and other 
compulsory activities. 
 
Purposes 

1. To ensure attendance of all students enrolled in the School. 
2. To ensure students’ safety and welfare 
3. To promptly handle attendance issues 
4. To maintain accurate attendance records 

 
Guidelines  
 

Absences  
a. If a student will be absent from school, a parent/legal guardian must 

report the absence by email, to  attendance@cga.school on the 
morning of the lessons missed. 

b. If a student is absent without an explanation, a parent/legal guardian 
will be contacted by the Dean. 

c. If a parent/legal guardian needs to take his/her child out of lessons, 
such a request must be made directly to the Principal in writing at least 
two weeks prior to the proposed day of absence.   

d. The legitimacy of any explanation for absence will be decided by the 
Principal. 



 
Late Arrivals 

a. No student should be late for class. 
b. If a student is persistently late for class, an interview with the Dean will 

be arranged. 
 

Early Departures - online lesson 
a. If a student needs to leave the lesson, their parent/legal guardian must 

communicate this to the Dean in advance. Students need to inform 
the teacher by email prior to the lesson and must sign off in the 
attendance register before leaving the lesson. 

b. In the event of illness,  injury or a technical difficulty during an online 
class, the student must contact the Dean immediately after leaving 
the lesson. 

 
Early Departures - onsite lesson 

a. If a student needs to leave the lesson, their parent/legal guardian must 
communicate this to the Dean in advance. Students need to inform 
the teacher by email prior to the lesson and must sign off in the 
attendance register before leaving the lesson. 

b.  In the event of illness,  injury during an onsite class or a school activity, 
the student must make the teacher aware of their wish to depart. 

 
Registering attendance  

a. Classroom teachers will be required to electronically record 
attendance for all students on a period-by-period basis. 

b. The relevant Hemisphere Dean will follow up on any unexplained 
absences and keep attendance records accurate and up to date.  

 
Truancy  

a. If truancy is identified, the School will endeavour to resolve the issue 
through communication involving the truant student, the 
parent/legal guardian and the Dean. 

b. If the issue persists, the matter will be escalated to the Principal for 
appropriate action to be taken. 

 

 

 

 

 



 

 
Appendix 1 - Actions trigger for absentees: 
 

1. Automated email sent to family requesting clarification/reason for absence. 
 

2. Parents reply to attendance@cga.school 
 

3. Dean informs the teacher to go back and change the codes to ministry codes 
for absentees in their register. (see appendix 3 for ministry codes) 

 
If no response is given to automated email: 
 

1. The student will be recorded as truant if the absence isn’t justified within 7 
days. 

 
2. If a response is received  then the teacher will be informed and proceed as 

above. 
 
If more than 2 instances of of unexplained absences due to no parental response 
recorded per term: 
 

1. There will be a formal meeting organised with the Dean or Deputy Principal, 
via phone or Zoom call with parents of the students and the Academic 
Advisor, where appropriate, to discuss the level of truancy. 

 
If there is no parental response to a request for meeting or unexplained absence 
continues after formal meeting: 
 

1. There will be a formal letter sent from the Principal to parents to explain that if 
the truancies continue then steps will be taken to formally remove the 
student from the school. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
Appendix 2 - Ministry Codes 
 



 



 


