
​Waitaki Valley School​
​Attendance Management Plan​

​To lift regular daily attendance >90%​

​Action​ ​Who is​
​responsible​ ​Resources​

​Daily​

​●​ ​Roll is taken at the start of each day​
​and straight after lunch​

​●​ ​Parents contact school via: email, text,​
​phone call or HERO to report student​
​absence​

​●​ ​All absent students followed up by​
​Office Administrator (Between 9 -9:30)​
​- Students coded accordingly​

​Teachers​

​Parents​

​Office​
​Administrator​
​Principal​

​HERO (SMS)​
​Attendance codes​

​Weekly​
​●​ ​HERO​​weekly attendance report​

​reviewed.​
​●​ ​HERO sends a colour code notification​

​to Principal if Yellow/Orange/Red​
​●​ ​Reviewing individual absences against​

​the STAR (Stepped Attendance​
​Response) Principal records response​
​on HERO​

​●​ ​Follow up with whānau and put​
​supports in place (if needed)​

​Principal​
​School​
​Administrator​

​Principal​
​Parents​

​Teachers​
​Principal​

​STAR​

​STAR flowchart for Parents​

​Getting Back to School- Guide for​
​teachers​

​Termly​

​●​ ​Inform parents via newsletter​
​Absence procedure​
​STAR​
​Website – health information links​

​●​ ​Report to the Board on school​
​attendance:Trends (regular​
​attendance, progress, supports)​

​●​ ​Mid and End of Year Parent reports to​
​include students’ regular attendance​

​●​ ​HERO) generated attendance emails​
​to match STAR requirements​

​Principal​

​Principal​

​Teachers​
​Principal​

​Knowing if your child well enough​
​to come to school​
​STAR flowchart for Parents​
​MOE Parent information sheet​
​School Docs​​Attendance​
​Procedures​
​Student Attendance Policy​
​MOE Attendance Websites​

​Template Termly Principal - BOT​
​Attendance Report​
​MOE – Every Day Matters School​
​Term Reports​

​Yearly​

​Annual Reporting Documentation – MOE​

​Strategic Goal focusing on Attendance​

​Principal​

​BOT​
​Principal​

​Strategic Plan​

​2025 Teaching and​
​Learning/Community Goal​
​(Attendance)​

https://drive.google.com/file/d/1w_wkuZoyckMTNnfIIWA0tm0LZ6p81FXt/view?usp=drive_link
https://drive.google.com/file/d/1lfYduNu8252gYtDkUEi-YxS9nK12D85H/view?usp=drive_link
https://drive.google.com/file/d/17fFnKe_mRpGp8TghoU5bTb-LQiroRFOK/view?usp=sharing
https://drive.google.com/file/d/17fFnKe_mRpGp8TghoU5bTb-LQiroRFOK/view?usp=sharing
https://info.health.nz/keeping-healthy/healthy-homes-environments/knowing-if-your-child-is-well-enough-to-go-to-school-guidance-for-parents
https://info.health.nz/keeping-healthy/healthy-homes-environments/knowing-if-your-child-is-well-enough-to-go-to-school-guidance-for-parents
https://drive.google.com/file/d/1lfYduNu8252gYtDkUEi-YxS9nK12D85H/view?usp=drive_link
https://docs.google.com/document/d/1uEdSiZQHvunfARuC-2lWcPFI09RaG3iS/edit?usp=sharing&ouid=106074667505074447975&rtpof=true&sd=true
https://drive.google.com/file/d/1Q0QaZfEZ0-Q3iQmKaBgBhG2kS5D5hefO/view?usp=sharing
https://drive.google.com/file/d/1Q0QaZfEZ0-Q3iQmKaBgBhG2kS5D5hefO/view?usp=sharing
https://drive.google.com/file/d/1CHLEqMzBcnHrZVZHxyqt59Kv0bttpV-N/view?usp=sharing
https://docs.google.com/document/d/1ktaAINTxaq42elLAFnIIckeJG2M-_WdF/edit?usp=drive_link&ouid=106074667505074447975&rtpof=true&sd=true
https://drive.google.com/drive/folders/1dQXHXp88Vf_J-y6x5rFZnrKFxTnLzFJd?usp=sharing
https://drive.google.com/drive/folders/1dQXHXp88Vf_J-y6x5rFZnrKFxTnLzFJd?usp=sharing
https://docs.google.com/document/d/1wHhwNO_-nXTxhyiMz2Ed4lrIfC9n9Jnq/edit?usp=sharing&ouid=106074667505074447975&rtpof=true&sd=true
https://docs.google.com/document/d/1wHhwNO_-nXTxhyiMz2Ed4lrIfC9n9Jnq/edit?usp=sharing&ouid=106074667505074447975&rtpof=true&sd=true
https://docs.google.com/document/d/1wHhwNO_-nXTxhyiMz2Ed4lrIfC9n9Jnq/edit?usp=sharing&ouid=106074667505074447975&rtpof=true&sd=true
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​Waitaki Valley School​
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​Termly Report to the BOT Template​

​Termly Attendance Report      Date:​
​Term … 2026​

​Previous term MOE​
​Attendance Report​

​Commentary​

​Insert Link​ ​-​ ​Changes over time​
​-​ ​Principal’s Commentary​
​-​ ​Board korero​
​-​ ​Further actions identified​

​STAR Actions​ ​Commentary​

​Good:​​Chance of​
​Success - Less than 5​
​days absence in a​
​school term​

​-​ ​% regular attendance​
​-​ ​possible indicators for result​

​Worrying:​​Less chance​
​of success - Up to 10​
​days absence in a term​

​-​ ​% worrying attendance​
​-​ ​Phone/1:1 contact with …. parents​
​-​ ​possible indicators for result​

​Concerning:​​Hard to​
​make progress - Up to​
​15 days absence in a​
​term​

​-​ ​% concerning attendance​
​-​ ​1:1 meeting with parents - additional supports may be​

​provided​
​-​ ​possible indicators for result​

​Serious Concern​​: Very​
​hard to make progress -​
​15 days or more of​
​absence​

​-​ ​% serious concern attendance​
​-​ ​Actions taken​

​Actions -​
​Attendance Plan​

​Commentary​

​-​ ​Progress​
​-​ ​Agreed next steps​


