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When using this template please update all information between [  ]

[Provider / Organisation Name]
[Street Address]
[Suburb]
[City / Region]
[Postcode]
Phone: [Provider phone number]
Email: [Provider email address]

Date: [DD Month YYYY]

[Parent / Legal Guardian Name]
[Street Address]
[Suburb]
[City / Region]
[Postcode]

Kia ora [Name of parent / legal guardian],
I wrote to you on [date] and have made several further attempts to support the improvement of [child’s name] attendance.  This is my [second] formal letter. 
However, [child’s name] continues to be absent from school at an unacceptable level.  For more information about when children should attend school please see the Ministry’s webpage: Student attendance guide - Ministry of Education 
My focus is to provide you with the support needed to get [child name] attending school regularly.  As you know, you have a legal obligation to ensure your child attends school. You’ll find more information on your legal obligations below. Without improvement it is possible that legal action could follow.  
Our service is here to support.  We work with schools, and have relationships with community groups, government agencies and other organisations that we can access to support you and [child name].  
I am [name], your [kaimahi | case manager] at our [insert name of Attendance Service.] My focus remains the same.  I am keen to listen without judgement and learn more about your situation so we can create a plan that works.
Please call me on [phone number] or email [email address] so we can get started.
Ngā mihi,
[Provider signature or name]
[Role / Position]
[Attendance Service Name]

Legal information
Under Section 36 of the Education and Training Act 2020, students enrolled at a registered school must attend whenever the school is open. Continued non‑attendance may result in prosecution under Section 244 of the Act.
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Education and Training Act 2020 - Key Sections
Section 36
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Section 244
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Students of registered schools required to attend whenever schools are open
Except as provided in this Act, a student is required to attend a registered school whenever it is open if the student—
(a)  isrequired to be enrolled at a registered school:

(b)  isaged 5 years and is enrolled at a registered school.

A board or sponsor must take all reasonable steps to ensure that the school’s students attend the school when it is open.
For the purposes of this section, a student attends a school on any day if, on the day,—

(a) it has been open for instruction for 4 hours or more; and

(b)  the student has been present for 4 hours or more when it was open for instruction.

Compare: 1989 No 80 s 25(1)-(3)
Section 36(2): amended, on 1 October 2024, by section 10 of the Education and Training Amendment Act 2024 (2024 No 40).
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Offence relating to irregular attendance

A parent of a student commits an offence if the student,—

(a)  while enrolled at a registered school, does not attend the school as required by sections 36 and 42; or
(b)  while enrolled at a distance school, does not do the work of the course in which the student is enrolled.

A person who commits an offence against subsection (1) is liable on conviction to a fine not exceeding $30 for every
school day on which the offence occurs.

However, a fine imposed for an offence against subsection (1) may not exceed $300 for a first offence or $3,000 for a
second or subsequent offence.

The imposition of a penalty under this section does not limit or affect any provision of the Oranga Tamariki Act 1989.
Compare: 1989 No 80 5 29




