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Key Dates Status 

Effective Date Term 1, 2026 

Current Regular Attendance (Baseline 2025) 79% 

Target Regular Attendance (EOY 2026) 85% 

Review Cycle Annually (Term 4) 

Strategic Priorities and Goals 
Regular school attendance is foundational for students to achieve their full educational potential and overall 
wellbeing. This plan commits St Joseph's School to fostering a culture where every day matters, based on the 
core values of our Catholic faith and community. 

School Target 
To increase the percentage of students attending school regularly (over 90% attendance) from the baseline of 
79% to 85% by the end of the 2026 school year. 

Board Responsibilities 
The Board of Trustees is responsible for taking all reasonable steps to ensure that students attend school when it 
is open for instruction, and will comply with legislation by: 

1.​ Formally approving and publishing this Attendance Management Plan (AMP). 
2.​ Ensuring systems and resources are in place to support the Stepped Attendance Response (STAR). 
3.​ Monitoring the school's regular attendance data (monthly) and tracking progress against the 80% target. 

Principal Responsibilities 
The Principal (or DP) is responsible for: 

1.​ Developing and implementing the STAR procedures outlined below. 
2.​ Ensuring all staff are trained in attendance codes (P, L, J, M, E, G, T, ?) and the STAR response protocol. 
3.​ Ensuring all absence is investigated, responded to, and actions are meticulously recorded in the Student 

Management System (SMS). 
4.​ Engaging with whānau (families) and external agencies (e.g., Attendance Service) for chronic or 

persistent absence. 

 



Staff Responsibilities (Teachers & Office) 
1.​ Teachers: Take accurate roll calls promptly at the beginning of the morning and afternoon sessions and 

follow up immediately on unexplained absences (? code) with the Office Staff. 
2.​ Office Staff: Implement daily check-in procedures, action the 'First Day Contact' protocol, update 

attendance codes from ? to the appropriate code (M, J, E, G, T) before 6:00 pm daily, and trigger STAR 
interventions at the appropriate thresholds. 

Stepped Attendance Response (STAR) Procedures 
The STAR model uses three data-based thresholds (half-days of absence) to identify, intervene, and support 
students and whānau. This plan focuses on unjustified (E, G, T) and irregular (L) absence patterns. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Threshold Cumulative 
Half-Days Absent 
(Equivalent Full 
Days) 

Type of Absence 
(Focus) 

Initial Response 
Level 

Threshold 1 
(Irregular) 

5 half-days (2.5 
days) 

All Absence Types, 
particularly 
Unjustified (E, G, T) 

Proactive & 
Universal 

Threshold 2 
(Moderate) 

10 half-days (5 
days) 

Persistent or 
Patterned Absence 

Targeted & Early 
Intervention 

Threshold 3 
(Chronic) 

15 half-days (7.5 
days) 

High-Level Chronic 
Absence (Risk of 
Disengagement) 

Intensive & 
Multi-Agency 



Activities and Practice by Threshold 
The following activities will be applied to address student absence. All actions and communications must be 
recorded in the Student Management System (SMS) to maintain a complete history of intervention. 

Threshold 1: Proactive (5 half-days absent) 
Focus on: Establishing strong attendance expectations early and ensuring accurate coding. 

Activity/Practice Responsible Person Notes & Actions 

Initial Concern Flag Office Staff/SMS SMS triggers an attendance 
alert notification. 

Teacher/Whaanau 
Connection 

Class Teacher Informal, supportive 
conversation with student 
and/or whānau 
(face-to-face or phone 
call). Focus on positive 
encouragement. 

Send Proactive 
Communication 

Office Staff Send a positive, informative 
email/text (using approved 
template) reminding 
whānau of the importance 
of attendance (Every Day 
Matters messaging). 

Lateness Review Class Teacher/Office Review Lateness (L) codes. If 
more than 3 instances of 
lateness, send a dedicated 
text/email regarding timely 
arrival. 

Threshold 2: Targeted Intervention (10 half-days absent) 
Focus on: Identifying specific barriers and implementing school-level support. 

Activity/Practice Responsible Person Notes & Actions 

School Leader Review Deputy Principal  DP reviews the student's 
attendance history and 
initial response actions. 

Formal Communication Principal Send a formal letter/email 
(Level 2 template) detailing 
the number of absences 
and the impact on learning. 
Request a follow-up 



meeting or phone call. 

Implement Support Plan DP with Class Teacher Develop an initial, simple 
Attendance Support Plan. 
This may include a 
'check-in/check-out' routine 
with the Class Teacher or a 
daily morning welcome 
from the DP. 

Identify Needs DP and Principal Check for potential 
contributing factors (e.g., 
uniform, transport, 
social/emotional difficulties) 
that the school can 
mitigate. 

Threshold 3: Intensive Support (15 half-days absent or more) 
Focus on: Intensive support, formalized plans, and referral to external support agencies. 

Activity/Practice Responsible Person Notes & Actions 

Escalation to Principal DP Brief the Principal on the 
student's attendance history 
and previous interventions. 

Mandatory Whaanau 
Meeting 

Principal/DP/Teacher of 
child 

Hold a formal meeting with 
the parent/caregiver and 
student to discuss the 
barriers and co-construct a 
comprehensive, 
documented Return to 
Regular Attendance Plan 
(RTRAP). 

Consider External Referral Principal If the RTRAP is not followed 
or if high absence persists 
despite school intervention, 
prepare a referral to the 
Ministry of Education's 
Attendance Service or other 
relevant external agencies. 

Maintain Support DP/Principal/Respective 
Teacher 

Continue regular check-ins 
and monitoring as per the 
RTRAP, demonstrating 
continued school 
commitment to the 
student's re-engagement. 



Proactive Practice & Culture 
To achieve the 80% target, St Joseph's will implement the following proactive practices across the school: 

Activity Practice Timing/Frequency 

Attendance 
Communication 

Regular positive messaging in newsletters 
and on the school website reinforcing 
"Every Day Matters" and clarifying 
Justified vs. Unjustified codes. 

Weekly/Termly 

Class Recognition Implement weekly reward for the class 
with the highest regular attendance (e.g., 
'Attendance Trophy'). 

Weekly at Gospel 
Hui 

Daily Check-In Principal or DP conduct a 'Morning Meet 
and Greet' to welcome students and 
acknowledge attendance. 

Daily (Morning) 

Teacher PD Provide specific professional 
development on identifying early signs of 
non-attendance, building strong 
student-teacher relationships, and utilising 
the SMS for recording. 

Term 1, 2026 

Policy Review Review and ensure school policy is clear 
on the coding of planned absences, such 
as 'Holidays During Term Time' (Code G) 
and the Principal’s approval process. 

Term 1, 2026 

 


	 
	St Joseph's Catholic School Morrinsville 
	Attendance Management Plan (AMP) 2026 
	Strategic Priorities and Goals 
	School Target 
	Board Responsibilities 
	Principal Responsibilities 
	 
	Staff Responsibilities (Teachers & Office) 

	Stepped Attendance Response (STAR) Procedures 
	 
	Activities and Practice by Threshold 
	Threshold 1: Proactive (5 half-days absent) 
	Threshold 2: Targeted Intervention (10 half-days absent) 
	Threshold 3: Intensive Support (15 half-days absent or more) 

	Proactive Practice & Culture 


