
NORTHLAND SCHOOL 

Legislation and Requirements Procedures 
Attendance Registers 

Procedures for the use of Electronic Attendance Registers (e-AR) 

 

 Classroom teacher marks attendance 

register in SMS with appropriate code 

- Morning (8.55am) 
- Afternoon (1.30pm) 

Office staff produce an Unexplained 

Absences Report from SMS 

Office staff check absentees against 

Checkline calls and emails 

Office staff check absentees against 

Checkline calls and emails 

Office staff update explained absences 

in e-AR with appropriate code 

Office staff follow up all unexplained 

absences 

If a response received SMS updated 

If no response received absence remains 

unexplained in SMS. 

All unexplained absences longer than 20 days 

to be reported to the Attendance Service 

provider for Wellington. 

If attendance register not completed by 9.15 

and by 1.45pm Office staff to follow up 

If attendance register not completed on a 

regular basis Office staff to inform principal 

who will discuss with class teacher 

If regular class teacher away then reliever to 

notify office of absences by message. Office 

staff to contact relieving teacher by 9.15am 

and by 1.45pm if no notification received. 

Additional Attendance Procedures 

Audit Copy - At the end of each year Office staff will print off and file a copy of the school attendance roll. 

Attendance Review – Each year the Board of Trustees will receive a report on student attendance. 

Attendance Codes – The appropriate attendance codes will be used.  Teachers will only use P and ?.  Office staff will 

update all ? with the appropriate code as per the Ministry of Education guidelines. 



 


