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1. Executive Summary 
In 2022, Western Heights Primary School experienced high levels of non-attendance, with more 
than 240 students identified as moderately or chronically absent. This impacted student 
wellbeing, achievement, and relationships. In Term 2, 2023, a whānau-centred attendance 
initiative was launched, led by a Whānau Support Worker (WSW). The initiative focused on 
practical barriers (transport, uniforms, food, healthcare) and relationship-based outreach. During 
2025, while the WSW was on maternity leave, the Learning Support Coordinator (LSC) 
continued this work, supporting 84 students through daily monitoring and tailored support. This 
plan consolidates that mahi and embeds the STAR (Stepped Attendance Response) framework. 

This Attendance Management Plan is designed to meet the Ministry of Education requirement 
for all schools to publish a STAR-aligned plan by Term 1, 2026. It ensures sustained 
improvement in regular attendance, sets clear systems, defines responsibilities, and embeds 
proactive and relational approaches. 

2. School Context 
Vision: "To produce lifelong learners, leaders and citizens our country will be proud of." 

Board Goal: "Student attendance is a priority. The school will work with whānau and external 
agencies to gain attendance rates above 85% daily." 

Strategic Plan Alignment: Attendance is a key strategic goal within the Western Heights Primary 
School Strategic Plan 2026–2028. Targets are set annually for improving regular attendance 
rates and reducing chronic absence. Actions within this plan directly align with Strategic Goal 2: 
Engagement and Wellbeing. 

 

 

 

 



3. STAR Attendance Framework 
The Stepped Attendance Response (STAR) ensures timely, consistent, and supportive 
responses to absenteeism. Thresholds below are per term; actions at each step include 
previous steps. 

STAR Tier Threshold Action Responsibility Supports 
Offered 

Green <5 days absent 
(≥90%) 

Recognise and 
reinforce 
regular 
attendance; 
class 
incentives; 
proactive 
messaging. 

Teacher Universal 
classroom 
supports. 

Yellow 5–9 days 
absent 
(80–90%) 

Friendly early 
contact; send 
Yellow letter; 
collect reasons; 
quick supports. 

Teacher / Office/ 
Whanau 
Support Worker 

Uniforms, food, 
transport check; 
catch-up 
learning. 

Orange 10–14 days 
absent 
(70–80%) 

Orange letter + 
hui; Attendance 
Support Plan 
with goals and 
review date. 

LSC  / Teacher Transport 
schedule; 
graduated 
return; SWiS; 
Health Nurse; 
learning 
adjustments. 



Red ≥15 days 
absent (≤70%) 
or <50% YTD 

Red letter; 
multi-agency 
response 
(Attendance 
Service, social 
agencies, or 
statutory 
authorities if 
required). 

Principal / LSC / 
Attendance 
Officer 

Intensive, 
multi-agency 
plan; referrals to 
Attendance 
Service or 
Oranga 
Tamariki; NZ 
Police only 
where safety 
concerns exist 
or supports are 
exhausted. 

4. Student Absence Procedure 
●​ Rolls marked in Edge by 9:15 am and 1:40 pm daily; late students sign in at the office. 

●​ Teachers code all absences accurately and record contact attempts/reasons in Edge 

‘Notes’. 

●​ Teachers contact families after three consecutive days absent or when patterns emerge. 

●​ If a student’s attendance drops below 80% at the start of a new term, they will be 

monitored daily and whānau will receive a letter and graph of attendance, along with an 

offer of support. 

●​ LSC issues the first letter offering supports (SWiS, Health Nurse, transport, uniform). 

●​ If absence continues: second letter and referral to Attendance Service (ASA) for 

additional support. 

●​ If attendance remains a concern after ASA involvement, a formal notification will be 

made to the Ministry of Education. 

Attendance Coding: Attendance will be coded daily in Edge using the Ministry of Education’s 
standard attendance codes. All codes must be verified by the classroom teacher or office staff, 
and no entries are to remain marked as ‘?’ beyond the same day. The LSC reviews attendance 
reports weekly to ensure accuracy, identify coding trends, and follow up on any missing or 
unclear entries. 



5. Communication Toolkit (Letters & 
Support Form) 
Editable templates for staff use — adapt wording as appropriate. 

Letter – Yellow (Early Concern: 5–9 days) 

Subject: Checking in about [Child’s Name]’s attendance 

Kia ora [Whānau Name],​
​
 We’ve noticed that [Child’s Name] has missed several days this term, and we wanted to check 
in to see how things are going. Sometimes small challenges — like transport, uniforms, or 
sickness — can make it harder to get to school every day.​
​
 We’re here to help and want to support your whānau to get [Child’s Name] back into routine. 
Please have a look at the attached Support Form and let us know if there’s anything we can do 
to assist.​
​
 Ngā mihi nui,​
 Billinda Connolly‑Tevendale​
 Learning Support Coordinator 

 

Whānau Attendance Support Form 

Please complete and return this form to the school office if you need assistance with getting 
your child to school. 

Student’s Name: ________________________________   Room: ______ 

Parent/Caregiver’s Name: ________________________   Phone: ______​
 

I need support with (tick all that apply):​
 ☐ Transport to school​
 ☐ School uniform​
 ☐ Food for my child​
 ☐ Stationery​
 ☐ Other: ________________________________​
​
 Additional comments:​
 __________________________________________________ 



Letter – Orange (Concerning: 10–14 days) 

Subject: Hui invitation – planning next steps for [Child’s Name]’s attendance 

Kia ora [Whānau Name],​
​
 We’re concerned that [Child’s Name] has missed several days of school this term. We’d like to 
meet with you to talk about what’s happening and work together on a plan to get things back on 
track.​
​
 At this hui, we can look at practical supports such as transport, uniforms, health, or learning 
adjustments. Our goal is to make sure [Child’s Name] feels confident and supported to attend 
every day.​
​
 Please contact me on [Phone/Email] to arrange a time that suits.​
​
 Ngā mihi nui,​
 Billinda Connolly‑Tevendale​
 Learning Support Coordinator 

Letter – Red (Serious Concern: ≥15 days or <70%) 

Subject: Important: Next steps for [Child’s Name]’s school attendance 

Kia ora [Whānau Name],​
​
 We’re very concerned that [Child’s Name] has now missed more than [number] days of school 
this term. Regular attendance is required by law under Section 36 of the Education and Training 
Act 2020.​
​
 We have offered support through phone calls, letters, and hui, but attendance has not yet 
improved. We’re now required to make a referral to the Rotorua Attendance Service for further 
assistance.​
​
 Please contact me as soon as possible if there are barriers we can still help with — our goal is 
always to work alongside you to find solutions before any formal action is considered.​
​
 Ngā mihi nui,​
 Billinda Connolly‑Tevendale​
 Learning Support Coordinator 

Communication and Promotion with Whānau: Attendance messages and successes are 
promoted through the school newsletter, Facebook, and Seesaw and or Google Classroom. 
Updates include reminders about the importance of daily attendance, celebrations of class or 
individual milestones, and information about supports available for families. These celebrations 



and communication about available supports will be a key focus for 2026, with regular updates 
planned to reinforce the ‘Every Day Matters’ message and strengthen whānau-school 
connections. 

6. Professional Inquiry 2025–2026 
●​ Maintain and refine real-time dashboards and alerts for at-risk students. 

●​ Fortnightly review meetings to discuss attendance data and progress. 

●​ Evaluate 2025 interventions; scale high-impact practices school-wide. 

●​ Collaborate with Whānau Support Worker, SWiS, Health Nurse, and Attendance Service. 

●​ Gather student voice and whānau feedback; report termly to the Board. 

●​ Implement class and individual incentives to encourage and celebrate regular 

attendance. 

●​ Including an attendance question in annual consultation with whānau, BOT, staff and 

students. 

7. Approval & Review 
Approved by: Western Heights Primary School Board of Trustees 

Date: __________________ 

Next Review: Term 4, 2026 

Responsible Officer: Principal / Learning Support Coordinator 

The Board of Trustees receives attendance data reports twice a year (mid‑year and 
end‑of‑year). Reports include trends, target progress, attendance‑band shifts, and interventions 
in place. The Principal and LSC present the overview; reports are tabled and minuted. 

 

 



Appendix A — Student Attendance Flow 
Chart 
This updated flow chart illustrates the current Western Heights Primary School Student Absence 
Procedure. It reflects daily roll marking expectations, whānau contact processes, and escalation 
to Attendance Service and the Ministry of Education if unresolved. 

 



Key points:​
  • Students below 80% attendance at the beginning of each term will be monitored daily, with 
whānau receiving a letter and graph.​
  • Attendance Service (ASA) referrals will be made when attendance remains an issue.​
  • If attendance is still a concern after ASA involvement, the Ministry of Education will be 
notified. 

Appendix B — Board Reporting and 
Monitoring Schedule 

Reporting 
Frequency 

Responsible 
Staff 

Report Contents Actions/Outcomes 

Mid-Year 
(Term 2) 

Principal / 
LSC 

Attendance trends by cohort 
(ethnicity, gender, year level), 
STAR tier data, progress 
toward Board goals 

Board discussion, confirm 
ongoing interventions and 
resourcing 

End-of-Year 
(Term 4) 

Principal / 
LSC 

Full-year attendance summary, 
evaluation of interventions, 
targets for following year 

Board sets updated goals 
and confirms resourcing for 
next year 

Additional 
(as required) 

Principal / 
Chairperson 

Urgent cases or patterns of 
concern 

Determine additional 
support, policy updates, or 
external referrals 

 

 



Appendix C — Attendance Data 
Comparison (Term 1, 2022 → 2025) 
Attendance Band Term 1 2022 Term 1 2025 Change 

Regular (90%+) 18% 45% +27% 

Irregular (80–90%) 30% 29% –1% 

Moderate (70–80%) 24% 13% –11% 

Chronic (≤70%) 28% 13% –15% 
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