
 

Attendance Management Plan 

Our Vision 

 

At Piopio College, we work together with whānau to make sure every student is at school, every day. Our 2026 

goal is simple: lift regular attendance to 60% and reduce chronic absence to 10%. By 2030 we want 80% of our 

students attending school 90% or more of the time. Showing up makes all the difference. 
 

Our Values - MANA Values  

 

Manaakitaga - We are respectful 

Rangatiratanga - We are leaders - Focus value for attendance 

Whanaungatanga - We are connected 

Kotahitanga - We are united 
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Legal Obligation Students of registered schools required to attend whenever schools are open  

(1) ​ Except as provided in this Act, a student is required to attend a registered school whenever it is open if the student-  

​ ​ (a) is required to be enrolled at a registered school:  

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

 

(2) ​ A board or sponsor must take all reasonable steps to ensure that the school's students attend the school when it 

​ is open.  

 

(3) ​ 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. 
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Rationale 

 

Regular attendance plays a vital role in supporting student success and overall wellbeing. Evidence consistently shows a 

strong link between low attendance and lower academic achievement—students who are present in class more often are 

better able to participate in learning and make meaningful progress. 

In Aotearoa New Zealand, all tamariki aged 6 to 16 must attend school every day. Supporting this expectation is a shared 

responsibility across our school community. When students attend consistently, they are more likely to build strong 

relationships with their peers and teachers and feel connected to their learning—key ingredients for both personal and 

academic growth. 

We recognise that there are a range of factors that can affect attendance, and improving it requires a deliberate, 

coordinated response. This handbook outlines staff responsibilities and the targeted actions we will take as part of our 

Stepped Attendance Response Plan. Together, we aim to lift attendance to at least 80%, with a focus on early identification, 

prompt follow-up, and strong partnerships with whānau. 

Marking attendance accurately is not only a professional expectation—it is also a legal obligation. Attendance records may 

be used for a variety of purposes, including legal matters such as custody arrangements, and are now automatically 

uploaded each day to the Ministry of Education. This makes accuracy and timeliness essential. 

By working collectively and following the processes in this plan, we can ensure every student at Piopio College has the best 

opportunity to thrive through regular and meaningful engagement in learning. 

Piopio College Attendance Team 

 

●​ Principal – Mr Ben Draper: Data, Reporting, Strategic Planning 

●​ Deputy Principal – Mrs Lucy Thomas: Attendance processes, collating reward data 

●​ Attendance Admin – Mrs Alida Baker 

○​ 30 mins/day 

○​ Updates term statistics into shared mentoring doc (weekly)  

○​ Updates student attendance codes (daily) 

○​ Triggers category responses  

●​ Mentors: Moderate and Irregular intervention 

●​ Pastoral Deans: Chronic intervention 

●​ Year Level Deputy Principals: Ongoing chronic intervention 

●​ Attendance Services/Number 12: Ongoing chronic attendance, no improvement despite interventions  
Link to Attendance Policy  https://piopio.schooldocs.co.nz/ Username: piopio,  password: aimhigh 
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Roles and Responsibilities 

Students 
Attend every day, arrive on time, and remain on-site during the school day. 

Whānau and Caregivers 
Ensure student attendance and inform the school of absences by 8.30am on 

the day. 

Apply to the Principal at least 10 school days in advance for overseas travel or 

Board-approved leave. 

Check emails weekly for automated attendance reports, which show their 

updated child’s attendance categories for the term. 

Work with the Piopio College Attendance Team to resolve attendance 

concerns. At the chronic level, whānau are required to attend a hui to 

develop a plan for next steps. 

Classroom Teachers 
Mark attendance accurately every period.  

Engage students in fulfilling purposeful learning.  

Provide opportunities for students to make up for missed work.   

Identify emerging patterns and inform mentors.  

Follow up unexplained period absences.  

Engage students in purposeful, fulfilling learning. 

Identify concerning patterns of absence from their class. Discuss concerns 
with mentors at fortnightly attendance hui. 

Mentors 
Communicate with students about their attendance, observe and monitor 

attendance patterns.  

Notify whānau for irregular/moderate concerns. Send email to regular 

attenders and their whanau at the end of every term.   

Report to the Pastoral Dean when concerns or students are in the Chronic 

attendance category.  

Conduct student hui for moderate attendance level and create a plan to be 

put in place for improvement. Communicate plans with whanau via email. 
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Deans 
Year 7-8 - Whaea Amana 
Barnsdall / Whaea Ripeka Price  
 
Year 9-10 - Mrs Victoria 
Sammons 
 
Year 11-13 - Mr Sandeep 
Kishore 

Monitor weekly attendance data, support mentors, and intervene when 

attendance patterns emerge.  

Communicate with parents/caregivers when a student’s attendance reaches 

the chronic category, or when a student has had 3+ consecutive unjustified 

absences or 5+ consecutive days away with medical. 

Hold hui with parents/caregivers and Chronic attender students to create a 

plan with follow-up steps and support. 

Offer referral support if needed at Chronic level, eg. counselling, school 

doctor or nurse. 

If ongoing chronic attendance remains, refer or seek support from the 

year-level DP. 

DP 
Year 7-10 students - Mrs Leigh 

Anselmi  

Year 11-13 students - Mrs Lucy 

Thomas 

For ongoing chronic attenders despite Dean intervention, intervene with 

whānau. 

Lead the overall attendance strategy, support interventions, and oversee 

referrals to external agencies. 

Refer to Attendance Services where applicable (for students under 16). 

Celebrate regular or improved attendance at school assemblies. 

Attendance Administrator 
Mrs Alida Baker 

Make daily contact with whānau regarding absences and record attendance 

on SMS/KAMAR. 

Maintain shared google drive attendance sheets with mentors. 

Alert mentors, Deans, and/or DPs of changes in attendance categories. 

Co-ordinate and referrals made with external agencies as needed.  

Provide data to fortnightly attendance hui. 

Principal 
Mr Ben Draper 

Collating data and reporting to BOT 

Strategic planning 

Principal approval Q codes (excluding overseas experience, to BOT) 

BOT 
Review the Attendance Management Plan (AMP) annually 

Data reported termly to BOT for discussion.  
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Attendance Procedures 

Classroom Teachers DAILY 

●​ Accurately mark the roll in every class. 

●​ Follow up on unexplained period absences promptly. 

WEEKLY 

●​ Monitor attendance patterns and refer concerns to Dean if continuous in 

their class. 

REGULARLY 

 
●​ Support catch-up learning for returning students. 

Pastoral Deans 

 
Year 7-8 - Whaea Amana 
Barnsdall/ Whaea Ripeka 
Price  
 
Year 9-10 - Mrs Victoria 
Sammons 
 
Year 11-13 - Mr Sandeep 
Kishore 

DAILY 

●​ Monitor flagged students and intervene immediately. 

WEEKLY 

●​ Review attendance data for all mentor classes. 

●​ Lead the fortnightly Attendance Hui during staff hui. 

●​ Support Mentors with attendance concerns.  

●​ Intervene when students are at the chronic level, or when they have had 3+ 

consecutive unjustified absences or 5+ consecutive medical absences 

(Attendance Administrator to alert). 

●​ Hold hui with whānau for chronic attenders, create a plan, and provide 

ongoing support. 

SLT DAILY 

●​ Support roll compliance. 

WEEKLY 

●​ Meet with mentors and Deans about interventions and referrals. 

REGULARLY 

●​ Lead responses to ongoing chronic absences. 

●​ Refer students to the Attendance Service after 20+ days of absence. 
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Attendance Administrator DAILY 

●​ Track student attendance and flag concerning trends. 

​​ 
​​Alert mentors for irregular and moderate attenders.​
 

​​Alert Pastoral Deans for chronic attenders or 3+ consecutive days absent, or 5+ 

consecutive medical days. 

Alert the year-level DP for 20+ days of absence or ongoing chronic concerns. 

WEEKLY 

●​ Provide attendance data for the weekly and fortnightly hui. 

REGULARLY 

●​ Communicate chronic attendance concerns to external services, including 

Attendance Services. 

●​ Support SLT with reporting and data management. 

●​ Contact whānau for unexplained absences. 

  

Attendance Thresholds and Responses 
●​ Regular / Green Zone (more than 90% of the time, absent less than 5 days/term) – Mentors affirms 

attendance, fortnightly attendance draw, termly letter home to whanau,  minimal intervention required. 

●​ Irregular / Yellow Zone (More than 80% and up to 90% of the term (absent 5-9 days a term) – Mentor contacts 

whānau to offer support and guidance, mentor tracks the student.  

●​ Moderate / Orange Zone (More than 70% and up to 80% of the term (absent 10-14 days a term) - Mentor 

meets with the student. Plan created with the students and shared with whanau with support. Mentor to 

monitor. Referral to Pastoral Dean if no improvement. 

●​ Chronic / Red Zone (70% or less during a term (absent 15 or more days a term) – Pastoral Dean leads intensive 

intervention. If concerns continue, referral year level DP. External agencies involved when needed. 
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Attendance Flowcart 

 
 

Regular Intervention Irregular Intervention Moderate Intervention Chronic Intervention 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

8 



 

ATTENDANCE CODES AS SPECIFIED IN BOARD ATTENDANCE POLICY 

 
Code 
Group 

Sub-Group Code  Examples 

Present 

On-site 

P – Present In class and present 
L – Late to class More than 5 minutes late to class and present 
V – Unsupervised 
exam study 

Unsupervised exam study (ON-SITE) 

N – Present but 
out of class 

Student is present but out of class due to an on-site school activity 
●​ Internal appointment 
●​ On-site school-based activity e.g. cultural / sporting events like Sports Day. 
●​ Temporary removal from class 
●​ Prefect or other student meeting- lead by staff 
●​ Time in sickbay 

Off-site 

D – Approved 
external 
appointment 

If a student cannot attend an appointment out of hours (this includes travel time) 
 e.g.  

●​ Medical appointments (doctor, dentist, physio), 
●​ specialist appointments 
●​ appointments with other professionals (e.g., counsellor, social worker).  

●​ Participating in court proceedings.  

9 



Code 
Group 

Sub-Group Code  Examples 

Q – Board 
approved offsite 
learning 

●​ Work experience 
●​ Tangi/funeral and Tangi/funeral mahi  
●​ National Agricultural, Vocational Field days 
●​ Overseas Experience with Whanau (Cultural) - 10 working days written notice must 

be given to the Principal. 
●​ Sport/cultural/arts Competition 
●​ Study and study leave (well being/transition plan) 
●​ Educational tests (drivers licence, firearms etc) 
●​ Community Event 

 

A – Alternative 
provision 

●​ Students present at a MOE approved alternative provision. Eg. 
o​ Alternative Education  
o​ Teen parent unit 
o​ Secondary - tertiary program 
o​ STP program (Trades) 
o​ Health school 

Absent 

Justified 
Absences 

M – Illness / 
Medical absence 

●​ Absent due to illness or medical absence (includes health-related e.g. 
anxiety) 

J – Explained and 
approved 

●​ Family arrangement eg. family emergencies 

U – Stood down or 
suspended 

●​ Stood down or suspended. Code applies to the period of stand-down or 
suspension excluding the day it was imposed.  

Exam Leave X – Exam Leave ●​ Study leave off-site (not included in MOE attendance calculations) 

Unjustified 
Absences 

T – Truant ●​ Student is absent without explanation from caregiver / parent (eg. skipping 
class / school) 
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Code 
Group 

Sub-Group Code  Examples 

E – Explained but 
not approved 

●​ Absent without justifiable reason e.g. 
o​ Didn’t come to school because of sports day 
o​ Went to watch siblings school production 

o​ Went shopping in Auckland 

G – Holiday during 
term time 

●​ Holiday taken. The student does not commit to a study or learning program. 

? – Unknown 
reason 
(temporary) 

●​ This is a TEMPORARY code. This will be updated once the reason is 
specified. Attendance Administrator to update weekly. 
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Stepped Attendance Management Plan 

 

      Stepped Attendance Management Plan 
 

For students with less that 5 days absence in a school term - 90% + attendance 
Goal - To maintain and reinforce regular attendance patterns 

Activities What we do  
(A description of the schools 
actions) 

How we do it… 
(Including linked resources) 

Who is responsible 

Communication 
 
Clear communication to 
parents on attendance 
expectations on enrolment, at 
the start of school year, and 
each term. 
 
 
 
 
 
 
Communicate to parents what 
steps the school will take in the 
event their child is absent from 
school. 
 
Communication to parents to 
celebrate regular attendance. 

 
Include a newsletter on 
attendance requirements with 
enrolment packs, 
to go out with new students 
and to remind all students of 
attendance protocols at the 
beginning of year and each 
term. At the start of the year 
attendance letters will go out 
to all students and their 
whānau. 
 
Explain to parents the codes 
used to record attendance of 
each student at enrolment. 
 
 
Automated attendance report 
sent home weekly via KAMAR.  
 
End of term attendance 
recognition email sent to 
whanau. 
 
Communication to 
parents/caregivers and 
students of who wins the 
Principals Hunting and Fishing 
Reward (regular attenders for 
each term). Winners shared on 
school Facebook. 

 
Newsletter introduces the 
attendance team and outlines 
protocols. 
 
 
 
 
 
 
 
 
 
Attendance codes on display. 
Attendance Flow Chart shared 
with whānau. 
 
 
Automated attendance report 
sent home weekly via KAMAR.  
 
 
 
 
 
 
 

 
Mrs Lucy Thomas 
(SLT) newsletter.  
 
 
 
 
 
 
 
 
 
 
Mrs Lucy Thomas 
 
 
 
 
Mrs Lucy Thomas 
 
 
Mentors 
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Monitoring 
 
Monitor attendance  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Communicate to parents about 
every absence  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Roll is marked by period 1 
teacher between 8.30 and 
9.00. 
Subject teachers mark the roll 
during class time.  
 
Weekly data is collated and 
shared, in a google sheet, with 
Mentors and Deans.  
 
 
 
 
 
Fortnightly staff hui to 
corroborate data and explain 
code changes in attendance 
records.  
 
 
 
 
 
 
 
KAMAR (SMS) generates the 
list of students absent at the 
start of the day and for the full 
day. Attendance Admin 
contacts the home of each 
student on the list to inform 
them of the absence. Records 
contact to home on KAMAR 
with a note of absence.  
 
Personal attendance letters 
sent to whānau and students 
at the end of every term from 
Mentor to communicate their 
overall attendance for the 
term.  
 
During mentoring 3-4 x week, 
mentors identify students 
absent the day before and have 
a conversation around the 
cause of the absence.  
 
Attendance Admin phone 
whanau of students who are 
absent period 1. 
 

Roll marked in KAMAR (SMS). 
 
 
 
 
 
Attendance Admin staff input 
attendance data into shared 
google sheet spreadsheet.   
Mentors check spreadsheets 
regularly when they meet with 
their students to have 
conversations (weekly). 
 
 Attendance staff hui 
fortnightly to look at 
attendance patterns and 
discuss student attendance. 
Letters sent to students 
fortnightly if they have moved 
to attendance category 
(irregular, moderate Mentor, 
chronic, Pastoral Dean) 
 
 
KAMAR, phone call home to 
absent students.  
 
 
 
 
 
 
 
 
Email sent to whānau and 
students by mentor (regular, 
irregular, moderate), Pastoral 
Dean (Chronic) 
 
 
 
Conversation with the student 
by mentor. This is done during 
timetabled mentoring time.  
 
 
 
Information/reason of absence 
recorded in KAMAR.  
 
 

Classroom Teacher 
 
 
 
 
 
Attendance Admin 
 
 
Mentors 
 
 
 
 
Pastoral Deans lead 
year level mentor hui 
at staff hui.  
 
 
 
 
 
 
 
 
Attendance Admin 
 
 
 
 
 
 
 
 
 
Mentors and Pastoral 
Deans are 
accountable to the 
DP (Year 11-13 Lucy 
Thomas, Year 7-10 
Leigh Anselmi) 
 
Mentors 
 
 
 
 
 
Attendance Admin 
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Maintain contact details of 
parents 
 

 
Gather details at enrollment. 
 
 
 
 
 
Re-establish the details at the 
start of every year after Year 7. 
Admin staff checks in on a 
regular basis when parents visit 
and notes any updates. 
 
 
Email caregivers ahead of 
school events and when 
students are recognised for 
achievements.  

 
On enrollment Admin staff 
collect enrollment details. Mrs 
Leigh Anselmi conducts 
enrollment for new students 
during the year. 
 
Admin staff alert mentor 
teachers to check all student 
details in kamar, who will 
check with students. This 
happens yearly.  
 
 
 
 
 
 
 

 
Admin Staff 
 
 
 
 
 
Admin Staff  
 
 
 
 
 
 
Celebrations - Mrs 
Lucy Thomas Year 
11-13, Mrs Leigh 
Ansemi Year 7-10 
 

Reporting 
 
Provide students with regular 
updates on their own 
attendance. 
 
Report regularly to whānau on 
attendance of their child. 

Automated attendance reports 
sent weekly from KAMAR to 
student and whānau email.  
 
Mentoring meets 3-4 x week 
which is timetabled.  
Pastoral conversations with 
students will be held regularly 
during mentoring.  
 
Celebrate regular attenders in 
full school assemblies. 
 
Celebrate success regularly on 
social media platforms and via 
email. 
 
Accurate data on school 
reports. 
 

Automated KAMAR reports 
sent. 
 
 
 
 
 
 
 
 
Regular attendance students 
twice termly can participate in 
the Hakinakina period as a 
reward.  
 
 
 
  

Mrs Lucy Thomas to 
oversee and update 
attendance notice 
regularly.  
 
 
 
 
 
Mrs Lucy Thomas 
collate attendance 
data 

Support 
 
Support students to catch up 
missed learning where 
required 
 
 
 

 
Teachers build strong 
relationships with students.  
Provide work for students to 
complete ahead of absence if it 
is a planned absence. 
 
 
 
 
 

 
Culturally Relevant and 
Relational Pedagogy 

 
Subject Classroom 
teacher 
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Teaching and modelling 
 
Use school level PB4L 
approaches to promote good 
social and learning 
environment 
 
School assembly focuses on 
PB4L effort and Attendance. 
Regular acknowledgement.   
 
 

Acknowledgement of regular 
attenders at school assemblies. 
 
 
Regular attenders and 
attendance category movers 
offered a Hakinakina (fun 
activity opt in) twice per term.  
 
Principal Hunting and Fishing 
Incentive prize draw at the end 
of each term (up to 2 
students). Regular attenders 
for each term go into a draw to 
win a Principals Hunting or 
Fishing Trip. If Hunting or 
Fishing not preference, another 
suitable activity reward is 
offered eg. horse riding. 
 

Mrs Lucy Thomas collates the 
data and there is public 
recognition  
 
Hakinakina Reward which staff 
run. Mrs Lucy Thomas collates 
the data and coordinates 
activities that will run.  
 
Mrs Lucy Thomas collates the 
data. Drawn at school 
assembly and announced on 
the school Facebook page and 
weekly attendance notice 
(automated response). 
 
 
  

 
 
Mrs Lucy Thomas  
Mr Ben Draper 
 
 
 
 
 
Mrs Lucy Thomas 
(data and 
communication) 
Mr Ben Draper 
(Principal) to take 
winning students on 
trip. 
 
 
 

 

 

 

       Stepped Attendance Management Plan 

For students with up to 10 days absence in a school term - 80% attendance 
Goal -To restore student’s attendance to above 90% 

Activities What we do  
(A description of the schools 
actions) 

How we do it… 
(Including linked resources) 

Who is responsible 

Communication 
 
Communication to parents to 
celebrate category movement 
or alert attendance concerns. 
 
 

Weekly automated email sent 
to parent/caregiver and 
students via KAMAR with 
attendance category.  
 
 
 
 
 
Mentor to communicate via 
email to whānau when a 
student has irregular 
attendance, in particular they 
have moved from regular to 
irregular and there is concern.  
 
Email sent from mentor to 
whanau to alert them when a 

See Attendance Flowchart for 
steps. 
KAMAR sends weekly 
attendance reports to students 
and whānau. Mrs Lucy Thomas 
sets up this report and 
communicates weekly around 
attendance notices.  
 
Attendance Admin regularly 
updates mentoring doc with 
Term attendance % data.  
Admin staff alerts mentors via 
email to communicate with 
whanau and students.  
 

Mrs Lucy Thomas 
 
 
 
 
 
 
 
 
Attendance Admin to 
alert mentor 
 
Mentor to 
communicate with  
whānau and students. 
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student is irregular. Support 
offered to whanau and 
students if needed.  
 

 

Monitoring 
 
Regular mentoring 3-4 x 
weekly  

Students are allocated a 
mentor. Mentoring occurs  3-4 
x week which is timetabled. 
Small group of students 
allocated with one staff 
member. Attendance is one of 
the focuses. 
 
Attendance Admin update 
shared google doc with term % 
data weekly. The mentor 
checks this regularly and 
meets with students 3-4 x per 
week as per timetable and 
works with students. 
 
When a student moves from 
regular to irregular, the 
Attendance Administrator 
alerts Mentor via email.  
Mentor to contact whānau via 
email to let them know and 
offer support if needed or 
appropriate.  
 
If the Mentor is concerned, 
Mentor to speak to the 
Pastoral Dean if need support. 
This can occur during 
fortnightly attendance hui. If 
needed, support put in place 
with whānau and student  

Shared Attendance  
Spreadsheet updated weekly 
by Attendance Admin.    
 
  
 
 
 

Attendance Admin 
 
 
Mentor  
 
 
 
 
Attendance Admin 
Mentor 
 
 
 
 
 
 
Mentor  
 
 
 
 
 
 
 
 
Mentor & Pastoral 
Dean 

Reporting 
 
Report regularly to parents on 
attendance of their child.  
 
Provide students with regular 
updates on their own 
attendance. 

 
 
Automated attendance reports 
sent to parent/caregiver and 
students email weekly from 
KAMAR. 
 
 
Pastoral conversations held 
regularly during mentoring and 
recorded in KAMAR. 
 
Accurate data on school 
reports. 

 
 
Automated KAMAR reports 
sent. 
 
 
 
 
Mentors to communicate with  
parents/caregivers if needed.  
 
 
 
 

 
 
Mrs Lucy Thomas (DP) 
to oversee and 
update attendance 
communication 
message regularly.  
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Support 
 
Mentoring 3-4x weekly 
 
 
 
 
 
 
Support students to catch up 
missed learning where 
required 

Mentor to support students  
their attendance during 
mentoring hui (3-4 x weekly).  
 
Mentor to communicate and 
provide support if needed to 
student and parent/caregiver.  
 
 
Mentors / Teachers build 
strong relationships with 
students.  
 
Teachers provide work for 
students to complete ahead of 
absence if it is a planned 
absence. 

3-4 x weekly mentoring hui.  
 
 
 
 
 
 
 
 
 
 
 
 
Culturally Relevant and 
Relational Pedagogy 

Mentors  
 
 
 
 
 
 
 
 
Mentor/teacher 
 
 
 
Classroom teacher 

Teaching and modelling 
Use school level PB4L 
approaches to promote good 
social and learning 
environment 
 
  

Regular attenders and 
attendance category movers 
eg. moderate to irregular 
offered a Hakinakina (fun 
activity opt in) twice per term. 
 
 

Mrs Lucy Thomas collates the 
data and there is public 
recognition of movers.   
 
Hakinakina Reward which staff 
run. Mrs Lucy Thomas collates 
the data and coordinates 
activities that will run.  

Mrs Lucy Thomas  
Mr Ben Draper 
 
 
 

 
 
 

        
Stepped Attendance Management Plan 

For students with up to 15 days absence in a school term - 70% attendance 
Goal - to re-engage students and increase attendance. 

Activities What we do  
(A description of the schools 
actions) 

How we do it… 
(Including linked resources) 

Who is responsible 

Communication 
 
Mentor to communicate via 
email with parent/caregiver 
when a student has moderate 
attendance, in particular they 
have moved from regular/ 
irregular to moderate and 
there is concern.  
 
Plans communicated with 

Weekly automated 
attendance report sent to 
students and their 
parents/caregiver.  
 
Attendance Admin alerts 
mentors when a student 
moves into the Moderate 
category. Attendance Admin 
updates % attendance data 
weekly into a shared 

KAMAR sends automated 
reports weekly. Moderate 
categories for each term will 
be visible.  
Attendance 
notices/communications sent 
each week.  
Attendance Admin updates 
shared spreadsheet doc 
weekly. 
Mentors to check the shared 

Mrs Lucy Thomas 
 
 
 
Attendance Admin  
Mentor 
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parents/caregivers.  spreadsheet. 
 
Mentors communicate with 
parents/caregivers and 
develop a targeted support 
plan. 
 
Pastoral Deans and Academic 
Deans are informed if Mentor 
is concerned or needs 
support.  

doc during the week when 
meeting with students. 
 
 
Mentors communicate with 
parents/caregivers via email 
or phone call. Plans shared 
with parents/caregivers. 
 

 
Mentor 
 
 
 
 
Mentor and Pastoral Dean 

Monitoring 
 
Mentoring hui 3-4 x weekly 

3-4 x weekly check ins during 
timetable mentoring, 
conversations around 
attendance held regularly.  
 
Mentors keep 
parents/caregivers updated 
on progress on targeted 
support plans. 
 
Pastoral Deans and Academic 
Deans are informed to also 
monitor if support is needed 
from Mentor. This can occur 
in Attendance staff hui 
fortnightly. Conversations 
with Pastoral and Academic 
Dean.  
 

Mentoring 3-4x weekly.  Mentor 
 
 
 
 
Mentor, student, whanau. 
 
 
 
 
Pastoral Dean, Academic 
Dean, Mentor.  

Reporting 
 
Report regularly to parents on 
attendance of their child.  
 
 
Provide students with regular 
updates on their own 
attendance. 
 

Automated attendance report 
sent weekly to students and 
their parents/caregivers. 
 
 
 
Mentor contacts 
parent/caregiver and shares 
plans. 

KAMAR sends automated 
reports to students and their 
parents/caregiver. Attendance 
notices/communications sent 
each week.  
 
Plan created, there is a 
generic PB4L Attendance Plan 
Template for mentors to use 
for guidance with students.  
Plans must be recorded in 
kamar.  

Mrs Lucy Thomas 
(oversees automated 
report) 
Parent/caregiver to read. 
Mentor  
 
Mentor, student, 
parents/caregivers.  

Support 
 
Mentoring 3-4x weekly, 
mentor provides support and 
guidance.  
 
 

When a student moves to 
moderate attendance, the 
mentor holds a 
mentor–student hui. Creates 
a plan to support students 
and whanau. This plan is 
shared with 

Mentoring time. 
Generic PB4L Attendance Plan 
Template.  
Plan Updated into Kamar 
 
 
 

Mentor 
Student 
Caregiver/parent 
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Teacher to support students 
to catch up missed learning 
where required 

parents/caregivers.  
 
Referral to Dean is further 
support needed.  
 
Mentor or Pastoral Dean alert 
classroom teachers for catch 
up work.  
 
 

 
 
 
 
 
Mentor or Pastoral Dean 

 
Mentor and Pastoral Dean 
 
 
 
Classroom teacher 

Teaching and modelling 
 
Use school level PB4L 
approaches to promote good 
social and learning 
environment 
 
  

Regular attenders and 
attendance category movers 
eg. chronic to moderate 
offered a Hakinakina (fun 
activity opt in) twice per term. 

Mrs Lucy Thomas collates the 
data and there is public 
recognition of movers.   
 
Hakinakina Reward which 
staff run. Mrs Lucy Thomas 
collates the data and 
coordinates activities that will 
run.  

 
 
Mrs Lucy Thomas  
Mr Ben Draper 
 
 
 

 
 

       Stepped Attendance Management Plan  

For students with up to 15 or more days absence in a school term - LESS THAN 70% attendance 
Goal- Intensive intervention to overcome complex barriers. 

Activities What we do  
(A description of the schools 
actions) 

How we do it… 
(Including linked resources) 

Who is responsible 

Communication 
 
Mentor to communicate via 
email or phone call with 
parents/caregivers  when a 
student has chronic 
attendance, in particular they 
have moved from moderate to 
chronic and there is concern.  
 
 

Weekly automated attendance 
report sent to students and 
parents/caregivers.  
 
 
Attendance Admin alerts 
Pastoral Dean when a student 
moves into the Chronic 
category. Attendance Admin 
updates % attendance data 
weekly into a shared 
spreadsheet.  
 
Data looked at closely during 
fortnightly staff attendance hui, 
time for teachers to 
communicate.   
 

KAMAR sends automated 
reports weekly. Chronic 
categories for each term will be 
visible.  
 
Pastoral Dean to check the 
shared doc during the week.  
 
Pastoral Dean communicates 
with parent/caregiver via email 
or phone call and follows up 
hui. 
 
 

Mrs Lucy Thomas 
 
 
 
Attendance Admin  
Mentor 
 
 
Pastoral Dean 
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Pastoral Dean to communicate 
with parent / caregiver for a hui 
and collaborate to develop a 
targeted support plan for the 
student. The plan is recorded in 
KAMAR and shared with 
teachers.  
 
Pastoral Dean notifies 
Academic Dean Year 11-13 
(seniors) if achievement is a 
concern and wrap around 
needed. Plan shared with 
Academic Dean.  
 

 
 
 
 
 
 
 
 
 
Academic Dean 
 
 
 

Monitoring 
Mentoring hui 3-4 x weekly 
 
 

3-4 x weekly check ins during 
timetable mentoring. 
Discussions held with students 
around progress. 
 
Once a plan was put in place by 
Pastoral Dean, Dean to track 
and communicate with 
students and 
parents/caregivers.  
Pastoral Dean touches base 
with Year 11-13 Academic Dean 
(seniors) if needed.  
 

Mentoring 3-4x weekly.  
 
 
 
 
Pastoral Dean, checks in with 
students and caregivers.  
Pastoral Dean to touch base 
with teacher to monitor 
progress.  

Mentor 
 
 
 
 
Pastoral Dean 

Reporting 
Report regularly to parents on 
attendance of their child.  
 
Provide students with regular 
updates on their own 
attendance 
 

Weekly automated attendance 
report sent to student and 
parents / caregiver.  
 
Regular check in on progress / 
follow up by Pastoral Dean to 
parent / caregiver.  
 

KAMAR sends a report to 
parent / caregiver email. 
 
 
Communication from Pastoral 
Dean.  
 
Details of hui, support and next 
steps recorded in KAMAR.  

Mrs Lucy Thomas 
oversees automated 
email.  
 
Pastoral Dean 
 
 
Pastoral Dean 

Support 
Mentoring 3-4x weekly 
 
Support students to catch up 
missed learning where required 

Students check in with their 
mentor during mentoring. 
Support with a plan may be 
provided.  
 
Support plan put in place with 
students and parents / 
caregiver.  
 
 

Mentoring timetabled.  
 
 
 
 
The Pastoral Dean holds hui 
with students and caregivers / 
parents. Plan shared with 
teachers, recorded in KAMAR.  
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Support offered/provided eg. 
counselling referral, school 
doctor / nurse, transition plan 
if needed.  
 
Referral to year level DP if 
ongoing or further support 
needed.  
 
Referral to Attendance Services 
if appropriate by DP. If over 20 
days, non enrollment is 
created. Five plus unjustified 
consecutive days referral to 
Attendance Services depending 
on the situation.  

The Pastoral Dean offers 
support depending on the 
situation.  
 
 
Pastoral Dean refers to DP.  
 
 
 
DP makes a referral to 
Attendance Services.  
 
 
 
 
 

Teaching and modelling 
 
Use school level PB4L 
approaches to promote good 
social and learning 
environment 
 
  

Teachers, mentors & pastoral 
deans promote attendance 
during mentoring or class.  
 

PB4L values promoted in 
lessons and conversations.  

Mentor, teachers and 
pastoral Deans 
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Summary of our Attendance Management Plan 
 

In line with the government's target of 80% of students 
regularly attending school by 2030. 
 

  Our school uses the Stepped Attendance Response (STAR) to guide when and 
how we respond to absences. 

We’re currently at  

42% 
Regular attendance1 ​
by Term 4, 2025 

 

Our school has a target 

of  60% 
Regular attendance ​
in Term 4, 2026 
 

Our Attendance Management Plan sets out  
●​ Why attendance is a priority for our school 
●​ Legal requirements about attendance 
●​ Our expectations of students, parents and our school 

staff 

This includes  
●​ How we manage attendance in our school 
●​ How we identify concerning attendance 
●​ How we respond to absences at different 

thresholds 
●​ How we monitor and review the impact of our 

actions 
●​ How we give the Board assurance that the school 

is managing attendance effectively 

  If your child is 
regularly 
attending,​
you can expect 

If your child has 
some absences, ​
you can expect 

If your child has 
many absences, ​
you can expect 

If your child has 
a lot of 
absences, ​
you can expect 

  We will stay in 
regular contact 
with you about 
your child’s 
attendance. 

We will follow up 
to find out the 
reason when 
they aren’t at 
school. 

We will work with 
you to identify any 
barriers to 
attendance. 

We may provide 
support to help 
them catch up and 
stay on track. 

We will work with 
you to develop a 
plan to support 
their attendance 
and learning. 

We may seek 
support of the 
Attendance 
Service or other 
agencies to 
remove barriers to 
attendance. 

We will continue 
to work with you 
to implement the 
plan to support 
their attendance 
and learning. 

We will seek 
support of the 
Attendance 
Service or other 
agencies to 
support their 
return to school. 

 

1 “Regular attendance” means attending more than 90% of a term, or 9 days in a fortnight 
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https://web-assets.education.govt.nz/s3fs-public/2025-09/Updated%20Stepped%20Attendance%20Response%20-%20STAR.pdf?VersionId=GzD085NdoX8M1zofnM4x0xF_QQ04xD7J
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