s BLUE MOUNTAIN COLLEGE

= ATTENDANCE MANAGEMENT PLAN

INTRODUCTION

This Attendance Management Plan outlines the procedures and strategies for promoting and managing student
attendance at Blue Mountain College.

Regular and punctual attendance is crucial for student success, engagement, and well-being. This plan aims to
ensure that all students attend school consistently, that absences are identified and addressed promptly, and
that appropriate support is provided to students and their families.

RATIONALE

Prioritising Student Well-being: Recognising that underlying issues may contribute to absence and addressing
these with empathy and support.

Early Intervention: Identifying and responding to attendance concerns as early as possible.
Collaborative Approach: Working in partnership with students, parents/caregivers, staff, and external agencies.
Consistency and Clarity: Ensuring clear, consistent processes and expectations for all.

Data-Driven Decisions: Utilising attendance data to inform interventions and evaluate the effectiveness of the
plan.

Compliance: Adhering to the Ministry of Education's attendance guidelines and the Education and Training Act
2020.

ROLES AND RESPONSIBILITY

e Oversee the implementation and review of the Attendance Management
Plan.

e Provide resources and support for attendance initiatives.

e Liaise with external agencies (e.g., Ministry of Education Attendance
Service).

e Approve formal attendance meetings and escalated interventions.

e  Monitor attendance data for their respective year levels, identifying
students at risk.

e Lead initial and ongoing communication with parents/caregivers
regarding attendance concerns.

e Implement and oversee interventions at various thresholds.

e Maintain accurate records of all attendance-related communications and
interventions.

e Liaise with teachers, support staff, and SLT regarding attendance issues.

e Develop and implement attendance improvement plans with students
and families.

Senior Leadership Team

Deans / Form Teachers

e Mark the roll accurately and punctually at the start of every lesson/form
time using the school's Student Management System (SMS).

e Report any unexplained absences or patterns of concern to the relevant
Dean promptly.

Classroom Teachers
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Foster a positive classroom environment that encourages attendance and
engagement.

Be aware of students' attendance patterns and discuss minor concerns
with students directly.

Office Staff

Process daily absence notifications (phone calls, emails, notes from
parents/caregivers).

Record authorised absences accurately in the SMS.

Generate daily absence lists for follow-up by Deans.

Manage late arrivals and early departures, ensuring proper sign-in/out
procedures are followed.

Parents/Caregivers

Ensure their child attends school regularly and on time.

Notify the school promptly of any absence, providing a reason and
expected duration.

Communicate with the school regarding any concerns or issues affecting
their child's attendance.

Cooperate with the school in implementing attendance improvement
strategies.

ABSENCE IDENTIFICATION AND RESPONSE PROCESS

Daily Roll Marking

e All teachers will mark the roll at the beginning of each scheduled class/form time using SMS.

e  Rolls must be marked accurately and submitted no later than 15 minutes into each period.

e Students arriving late must report to the school office to sign in.

Initial Absence Notification (Day 1 - 3)

e By 10am daily, office staff will generate a list of all unexplained absences.

e  Office staff will attempt to contact parents/caregivers via text message to ascertain the reason for

absence.

e If contact is made and a valid reason is provided, the absence will be updated in the SMS.

e If no contact is made by 1pm, the office will attempt to call home.

e Ifthere is still no contact with the parent/caregiver, the absence will remain 'unexplained' and the

dean or Form Teacher will be notified.

Follow-up (Day 4 onwards)

e  For continued unexplained absences, the relevant dean will make further attempts to contact

parents/caregivers daily.

e If astudent is absent for three consecutive days without explanation, the Dean may initiate a welfare

check in consultation with SLT.
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Unexplained Absences and Truancy Procedures

e Any absence not explained by a parent/caregiver or deemed invalid by the school will be recorded as
an 'unexplained absence'.

e If astudent is identified as truant (absent without valid reason or parental knowledge), the Dean will:
o Attempt to contact the student and family.
o Implement immediate interventions.
o Record all actions taken.

e  Persistent truancy will lead to escalation through the intervention thresholds.

e large scale attendance checks twice termly, depending on attendance levels, specialised attendance
letters will be sent and then followed up e.g. after the first half of term, attendance is low, letter 1 is
sent, reviewed at the end of the term and second letter sent if no improvement or a congratulatory
letter if there is improvement.

STRATEGIES AND INTERVENTIONS (THRESHOLDS)

Threshold 1: Occasional/Sporadic Absences (students below 80%/5 days per term)

e Identification: Teacher observation, Dean's regular review of attendance data.
e Interventions:

o Teacher Check-in: Form teacher has an informal conversation with the student about their
attendance and its impact.

o Dean Monitoring: Relevant dean monitors the student's attendance closely.

o Informal Parent Communication: Dean makes an informal phone call or email to
parents/caregivers to express concern and seek reasons for absence, offering support.

o Positive Reinforcement: Acknowledge and praise improved attendance.

Threshold 2: Emerging Patterns/Concerns (students below 70%/10 days per term)

e |dentification: Dean's detailed review of attendance data, teacher referrals.
e Interventions:

o Formal Dean Meeting with Student and Parent/Caregiver: Dean schedules a meeting with
the student and their parent/caregiver to discuss attendance data, identify root causes, and
collaboratively develop an initial attendance improvement plan.

o Attendance Contract (Informal): A simple agreement outlining expectations and support,
signed by the student, parent/caregiver, and Dean.

o Internal Support Referral: Refer student to school counsellor, learning support, or other
internal pastoral care services as appropriate.
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o Mentoring: Assign a mentor (e.g., another staff member) to check in with the student
regularly.

e Identification: Dean's comprehensive review, lack of improvement from Threshold 2 interventions.
e Interventions:

o Formal Attendance Meeting: A meeting convened by the relevant Dean, involving the
student, parents/caregivers, a member of the Senior Leadership Team, and potentially other
relevant staff (e.g., counsellor). The purpose is to review the attendance history, discuss
barriers, and develop a formal attendance plan.

o Formal Attendance Contract: A detailed written agreement outlining specific attendance
targets, school support, and consequences for non-compliance. Signed by all parties.

o External Agency Involvement (Ministry of Education Attendance Service): If attendance
does not improve after internal interventions, or if there are significant welfare concerns, the
school will make a referral to the Ministry of Education Attendance Service. This service
works with families to improve attendance.

o Alternative Education Pathways: In extreme cases, and in consultation with the Ministry of
Education and parents/caregivers, explore alternative educational provisions if the current
school environment is not meeting the student's needs.

o Legal Action: In rare and persistent cases of non-attendance, and after all other avenues
have been exhausted, the Ministry of Education Attendance Service may consider legal
action against parents/caregivers.
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APPENDIX — LINKS

Individual Attendance Plans

Stepped Attendance Response

Implementing the STAR
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https://web-assets.education.govt.nz/s3fs-public/2025-02/STAR%20Individual%20Attendance%20Plans%20%28Information%20for%20School%20Leaders%29%20-%20FINAL.pdf?VersionId=c6Eva59L_L5nJEKblgqHtKjJ3fNhD.qf
https://web-assets.education.govt.nz/s3fs-public/2025-09/Updated%20Stepped%20Attendance%20Response%20-%20STAR.pdf?VersionId=GzD085NdoX8M1zofnM4x0xF_QQ04xD7J
https://web-assets.education.govt.nz/s3fs-public/2025-02/Implementing%20the%20STAR%20%28Information%20for%20School%20Leaders%29%20-%20FINAL%20%281%29.pdf?VersionId=T5PkvT4xHYDk0JpKYYBy7Q2Pl02vylNE

Individual Student Attendance activities
Individualised student responses to absence thresholds

Less than 5 days absence Up to 10 days absence Up to 15 days absence 15 days or more of absence

in a school term in a school term in a school term in a school term

Parents/Guardians @ Parents/Guardians @_ Parents/Guardians @; Parents/Guardians _@;
» Ensure student attends every day they are able + Return student to regular attendance » Return student to regular attendance » Return student to regular attendance
s+ Reinforce good attendance habits » Contact school to discuss reasons for » Participate in meeting with school to » Engage in support plan
» Support other parents to reinforce goad absence and impact on learning analyse reasons for absence and to

» Participate in regular meetings

attendance habits » Support student to cateh up on collaborate on a support plan
» Open communication with school missed learning » Implement strategies at home
» Follow schoaol attendance management plan » Engage in supports offered

and associated policies and processes

Schools ﬁ Schools Pp? Schools §T=fﬂ= Schools &F-&

pEAR |
» Communicate with parents about every absence » Contact parents to discuss reasons for » Contact parents to escalate concerns » Contact parents to inform of escalated
»* Maintain contact details of parents absence and impact on learning » Hald meeting to analyse reasons far response
s Provide student with regular updates on their * Support student to catch up missed absence and to collaborate on a » Request support from Attendance
own attendance learning where required support plan Service or other agencies as needed
» Report regularly to parents on attendance » Use in-school resources as appropriate to » Develop and implement a support plan » Participate in multi-ogency response
of their child remave barriers e.g. counsellor, alternative tailored to the reasons and circumstances » Maintain implementation and manitoring
» Support student: timetables, PB4L around the child's absence of support plan
» attending school » Use in-school resources as appropriate » Undertake school-led prosecution, or
» to continue learning if unable to attend to remove barriers unﬂ request support request Hlnlstr:,rvled_prosecutlon. when
school every day, including using Ministry from Attendance Service or other considered appropriate if supports are
approved well-beling or transitional plans agencies as neaded offered and not taken up
or health schools where appropriate » Unenroll if student will not be returning
» to access other education pathways to school

where appropriate

it Kl - —

Attendance Service Regional and National teams
» Work with chronically absent and non-enrolled students and their families to
identify and address barriers to attendance. This includes:

» agreeing changes to be made,
» addressing some unmet basic needs impacting on attendance, and
» referring students to other services as necessary

Facilitate invelvement of other agencies
Support schools to access other education pathways for a student where appropriate

Consider system-wide initiatives for high-risk attendance
Reprioritise regional support resources to where most needed/effactive

Undertake Ministry-led prosecution when considered appropriate if supports are offered
and not taken up, when requested by schools

+ Collaborate with schools so that
» they remadin engaged as plans are developed and implemented, and

» they can continue to provide support as the student increases their attendance at school,
and the additional Attendance Service support is withdrawn
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MY EVERYDAY ATTENDANCE PLAN

Date of Plan Date of Review
My Name
My Current Attendance My Goal Attendance
Things AT SCHOOL that make it harder for me to attend: Things OUTSIDE SCHOOL that make it harder for me to attend:
Attendance is IMPORTANT to me because: WHO | can talk to at school if | need support:

WHEN SIGNED
What I'LL do

What my WHANAU will do

What my SCHOOL will do
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