Bayfield

HIGH SCHOOL

Attendance Management Plan and Supporting STAR Procedures

Strategic Priorities
Bayfield High School is committed to improving regular attendance to support student wellbeing and achievement. Our
strategic goal is to increase regular attendance from the current rate of 51% to 80% by 2029.

Board Responsibilities
The Board will:

Ensure students attend school when open for instruction.
Support the STAR procedure using data-based thresholds.
Monitor and respond to attendance trends.

Publish this plan on the school website.

Review attendance data termly.

Principal Responsibilities
The Principal will:

Implement the STAR procedure.

Ensure delegated staff investigate and respond to absences.
Ensure understanding of attendance procedures.

Report attendance trends to the Board.

Procedures / Supporting Documentation

STAR Procedure
Enrolment Policy

Pastoral Care Policy
Communication Guidelines

Monitoring

Daily attendance tracked in KAMAR.

Termly reports to the Board.

Fortnightly pastoral team reviews.

Monthly senior leadership data-quality check (AP/DP): run KAMAR attendance and coding reports to identify trends,
anomalies and unresolved “?” (Unknown) entries.

Monthly follow-up: where a tutor group or class has a higher-than-expected number of “?” entries, the Senior Leader/Dean
meets one-to-one with the Tutor Teacher to review processes and remove barriers to accurate coding.

Data-quality expectation: “?” is used only as an initial, temporary code and is updated as soon as the reason becomes
available (school target: most “?” entries resolved within 3 school days, and no later than 5 school days unless exceptional
circumstances).

A short monthly summary (key trends, “?” rates, and actions taken) is shared with the Attendance/Pastoral Team and informs
termly reporting to the Board.

Action is taken early when attendance starts to decline, with clear thresholds and timely follow-up to prevent chronic absence.

Legislative Compliance
This plan supports the Education and Training Act 2020 and relevant attendance regulations.



Parent/Whanau Responsibilities

Ensure daily attendance.
Reinforce attendance habits.
Communicate with the school.
Follow attendance procedures.

School Responsibilities

Communicate expectations.
Monitor and report attendance.
Provide updates.

Escalate concerns.

School Procedures

Attendance recorded in KAMAR by teachers.

Admin team ensures data accuracy.

Deans and AP - Pastoral monitor and act on trends.

Weekly updates sent to parents.

Fortnightly pastoral team meetings.

All actions recorded in KAMAR.

Senior Leader (AP/DP) leads a monthly attendance data audit focusing on correct application of Ministry-approved codes and
the reduction of unresolved “?” entries.

Admin Team maintains a daily “Unresolved Unknowns” list and follows up with students/whanau; unresolved cases are
escalated to Tutor Teachers after 2 school days and to Deans/Attendance Team after 5 school days.

Tutor Teachers complete weekly checks of their tutor group’s unexplained absences and ensure parent/whanau contact and
KAMAR notes/codes are updated.

One-to-one coaching/support is provided for Tutor Teachers where patterns indicate inconsistent coding or delayed updates;
follow-up is monitored in the next monthly audit.

Attendance coding and follow-up expectations are reinforced through brief refreshers (start of year and mid-year) and when
Ministry guidance is updated.

Roles, responsibilities, and accountability for attendance improvement are explicit, and evidence of steps taken is documented
in KAMAR to support STAR and any external agency involvement.



Day-to-Day Operations

Activity

Practice

Responsible

Notes

Communicate expectations

Use enrolment forms,
newsletters, website

Principal, Board, Tutor
Teacher

Termly updates

Follow up absences Daily text/email reminders  |Admin Team Sent by 10.30 am

Assess new students Review attendance history  [Dean/AP Hui for Year 9

Students with <5 Days Absence

Activity Practice Responsible Notes

Confirm reasons Follow up all absences Admin Team Record correct codes

Provide updates Weekly notes Tutor Teacher Via portal/email

Students with 5-9 Days Absence

Activity Practice Responsible Notes

Contact parents Email/phone Tutor Teacher Record in KAMAR

Support catch-up Identify missed learning Tutor Teacher Check assessments

Remove barriers Refer to pastoral team Tutor Teacher Bus pass, uniform, etc.

Students with 10-14 Days Absence

Activity Practice Responsible Notes

Escalate concerns Email/phone Leadership/Attendance Record actions

Team

Hold meeting Parent/student meeting Dean/Tutor Teacher Tailored support plan

Implement plan Monitor progress Tutor Teacher Accountability for actions

Students with >15 Days Absence

Activity Practice Responsible Notes

Refer to services Attendance Service or other [Pastoral Team Reintegration plan
agencies

Maintain support

Monitor and adjust plan

Pastoral Team

Continued engagement




Appendix A: Monthly Attendance Data Quality Checklist (Senior Leader)

Purpose: To ensure attendance data is accurate, timely, and useful for early intervention. Complete once per month and
file the completed checklist (digital copy acceptable).

Month / Year Reviewed by Check item Evidence / Notes Actions / Due date

(Complete the items
below)

Run monthly KAMAR | Attendance rate
attendance summary | patterns;

(school, year level, regular/irregular/chronic
tutor group). trends.
Run “Unknown / ?” Identify hotspots;

report (by tutor group, | compare to previous
class, and teacher). month.

Check “?” age profile | Most resolved within 3
(how long entries school days; escalate if
remain unresolved). >5 days.

Audit a sample of Confirm codes match
corrected absences evidence/notes and
for code accuracy. Ministry guidance.
Review Confirm STAR steps

persistent/consecutive | taken and recorded in
absence lists (10+ KAMAR.
days and 15+ days).

Check contact logging | Parent/whanau
quality. contacts and actions
recorded consistently.

|dentify tutor Schedule one-to-one
groups/teachers coaching; set clear next
needing support. actions.

Share key messages | Short reminders on

with staff. codes, timeframes, and
follow-up.

Report to Risks, barriers,

Attendance/Pastoral referrals and outcomes.

Team.

Prepare board-facing | Trends, interventions,
highlights (termly). impact, and data-
quality improvements.




Appendix B: Tutor Teacher Attendance — Quick Guide (One Page)

Goal: Accurate daily attendance and fast resolution of unexplained absences to support student wellbeing, learning and
early intervention.

What you do each week (10 minutes):

1. Check your tutor group’s attendance dashboard/list for unexplained absences and “?” entries.

2. Follow up with students and/or whanau for any absences still showing as unknown; record the outcome.
3. Ensure KAMAR notes are clear: date, contact method, reason, next step, and who is responsible.

4. If a barrier is identified (transport, uniform, wellbeing, learning), refer promptly to the Pastoral Team and note this in
KAMAR.

5. If patterns are emerging (same day of week, particular class, frequent lateness), flag to Dean/Attendance Team early.
Key coding expectation (reducing “?”):

“?” (Unknown) is a temporary code used only when the reason for a student’s absence is not yet known. Update the
code as soon as the reason becomes available. Target: resolve most “?” entries within 3 school days (and no later than
5 school days unless exceptional circumstances).

Fast script for whanau contact (copy/paste):

Kia ora [Name], this is [Your Name] from Bayfield High School. We noticed [Student] was absent on [Date/Period].
Could you please confirm the reason so we can update our records and support [Student] to catch up on learning? Nga
mihi, [Your Name].

When to escalate:

* If a student reaches 5-9 days absence (or regular pattern of unexplained absence): contact whanau and record in
KAMAR.

« If barriers are identified: refer to Pastoral Team (e.g., transport, uniform, wellbeing, bullying, learning needs).

* If absence escalates to 10-14 days: support meeting and tailored plan with Dean/Attendance Team.

* If absence exceeds 15 days: referral to Attendance Service/other agencies as per STAR and reintegration planning.
What good KAMAR notes look like:

+ Date/time; who contacted; how (call/text/email); reason given; code updated; next step and date.

* If no contact: attempts logged and next attempt scheduled.

* If support needed: referral made (who/when) and what barrier was identified.



