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1 DOCUMENT MANAGEMENT
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Chota
2 PURPOSE

Kiwi College of New Zealand will monitor attendance to ensure student welfare and to
ensure that students are compliant with the conditions of their visa and course/programme
requirements.

Glossary

Excused Leave Leave approved, after providing a genuine valid reason
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3 POLICY

Attendance records are kept on the Student Management System (Wisenet) for the duration
of the student’s enrolment. Immigration New Zealand visa regulations require students to
attend classes at all time, as required, unless they have genuine reasons for their absence.

Kiwi College reserves the right to exclude any student who fails to attend 100% of the
course/programme students are enrolled for.

4 PROCEDURES

A student’s attendance is marked as follows:

P - Present

A - Absent
Late arrivals:
The time in which the student arrives at class and/or leaves class will be marked in Wisenet
by the Academic Staff. The overall attendance percentage is calculated using the proportion
of each class they attended.

If students are absent, the Administration office is informed to contact the student.

Absence due a reasonable excuse:

Absence with a reasonable excuse (‘Excused Leave’) will be entered on Wisenet by the
Administration Officer and will be granted upon receipt and approval of valid and verifiable
evidence.

o A correctly filled out ‘Request for Leave/Evidence of Absence’ form,
o a Doctor’s Certificate, Police Report, Funeral notice, Flight ticket

When calculating the attendance rate, Excused Leave will not be counted towards the
student’s attendance percentage.

If a student would like to check the accuracy/attendance marked, the record must be
checked in class with the teacher.

Online Learning:

Students will be marked absent if camera and/or mic is not turned on, unless a technical
problem is reported to Kiwi College.

The following flowcharts explain the detailed processes to ensure that the monitoring of
attendance is robust and accountable.
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4.1 Attendance administration

All classes are set-up in Wisenet with
start and end dates for each Attendance is marked daily on
course/programme prior to the start of Wisenet by the Academic Staff.
the course/programme.

Academic staff inform the
Administration office if a student is Administration office contact student

absent using admin@kiwi.ac.nz immediately and enter a comment on
Wisenet and inform teacher.

Students can check their attendance
record with teacher.
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4.2 Attendance monitoring

ATTENDANCE MONITORING

Every Friday of each week:

Student attendance > 90%

Maintain Monitoring

f

CUMMULATIVE STUDENT ATTENDANCE < 90%

Student attendance improves and/or
Attendance Officer receives evidence of
genuine absence PROVIDED

Attendance Officer issues VERBAL warning to
student and
a. Records it on student logbook on
Student Management System
b. Requests evidence of genuine
absence

Maintain Monitoring

Student attendance improves and/or
Attendance Officer receives evidence

STUDENT ATTENDANCE DOES NOT

IMPROVE AND NO EVIDENCE OF GENUINE

of genuine absence

Maintain Monitoring

Student attendance improves and/or
Attendance Officer receives evidence

Attendance Officer generates FIRST written warning and
a.  Administration Manager signs it
b. Attendance Officer posts and emails it to the

student
c.  Attendance Officer records it on student logbook
Am ChiiAdAant MAanma~nanmaan + Cuindmnmn

STUDENT ATTENDANCE DOES NOT IMPROVE
AND NO FVIDENCF OF GFNLUINF ARSFNCF

y

of genuine absence

Attendance Officer generates NON-COMPLIANCE letter
and
a. Director of Studies signs it
b.  Attendance Officer posts and emails it to the
student
C. Attendance Officer records it on student logbook

Y

Administration Manager/Officer reports student to
Immigration New Zealand using the “Termination of
Enrolment Form” and records it on student logbook on
Student Management System

Attendance Officer generates FINAL written warning and

a.  Administration Manager signs it

b.  Administration Manager refers student to
Academic Director for interview

c. Attendance Officer posts and emails it to the
student under direction from Academic Director.
Attendance Officer records it on student logbook
on Student Management System

STUDENT ATTENDANCE DOES NOT IMPROVE
AND NO EVIDENCE OF GENUINE ABSENCE
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4.3 Attendance monitoring of Students under 18 years

The following flowchart details the procedures Kiwi College will follow to ensure that the
monitoring of attendance of student’s under-18 years of age complies with the pastoral care
requirements as stipulated in the Code. A designated staff member will proactively monitor
and address any attendance concerns. Effective communication will be maintained with the
parents, legal guardian or residential caregiver of international tertiary students concerning
their wellbeing, which include, but is not limited to attendance records.

ATTENDANCE MONITORING

No later than morning and/or afternoon break each day:
STUDENT PRESENT IN CLASS

l Under-18 Support Officer checks attendance for students under-
18

and/or
Maintain Monitoring

teacher has reported nonappearance of student in class to under-
18 Support Officer

Under-18 Support Officer “chats” with student and records on
Student Management System. STUDENT IS NOT PRESENT IN CLASS

f .

< Under-18 Support Officer immediately attempts to

Students are contacted successfully and returns to class. contact the student via phone

©KiwiCollege Attendance Policy and Procedures (2024,V7) Page 5 of 7



3

KIWI COLLEGE

of New Zealand

STUDENT IS NOT CONTACTED SUCCESSFULLY

!

Under-18 Support Officer immediately attempts to contact the homestay family or designated caregiver

Y

y

known to be absent

Homestay family or designated caregiver confirms student is

Homestay family or designated caregiver confirms
student left to attend Kiwi College

v

Under-18 Support Officer informs the
homestay family or designated
caregiver of:
a. procedure for informing Kiwi
College of student absence.
b. requirement of proof of
genuine absence
c. student current attendance
rate

Under-18 Support Officer and homestay family or designated caregiver

arrange tracking tasks including but not limited to:

a. contacting student via phone, email and social media

b. contacting student’s friends

c. contacting transportation services, homestay agent, recruitment
agent and emergency services but not NZ Police

d. returning to home

Administration Manager/Officer and Academic Director are informed.

Under-18 Support Officer
records discussion on
Student Management System

Student tracked down

Student NOT tracked down by close of business

and safety is Under-18 Support officer refers situation to Managing

confirmed.

and confirms discussion via
email to the homestay family

or caregiver.

Managing Director negotiates with homestay

Maintain Monitoring

©KiwiCollege

Under-18 Support Officer meets

with student without the

presence of the Homestay

family or designated caregiver

to ascertain any problems and

advises student that:

a. incident will be recorded on
student file

b. parents will be notified and
student to sign in with
Under 18 Support Officer
every day

family or designated caregiver on best way to
proceed including but not limited to:

a. contacting NZ Police

b. maintaining contact with student’s parents

Y

Close monitoring implemented

according to Attendance
Monitoring Procedures (par.
4.2)

Managing Director or Under-18 Support

Officer meets with student without the

presence of the Homestay family or

designated caregiver to ascertain any

problems and advises student that:

c. incident will be recorded on student file

d. parents will be notified and

e. student to sign in with Under 18 Support
Officer everyday

\
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Close monitoring implemented according to 2
Attendance Monitoring Procedures
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5 ASSOCIATED POLICIES AND DOCUMENTS

Request for Leave/Evidence of Absence
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