Practice Guide – Moving a case to Transition in AS‑CMS
Information for Attendance Service Providers


Purpose
This practice guide explains when a case is ready to move into Transition, what needs to be agreed with the school, and what should be recorded in AS‑CMS to support a successful move from active case management to a Transition phase.

Key message
Transition is a phase of case management – not case closure. During Transition, the school continues to support the ākonga, while the attendance service provider stops active case management activity, remains available, and can stay informed about attendance through AS-CMS. Decisions about whether a case stays in Transition, moves to closure, or returns to active case management should be made collaboratively, based on what is most appropriate for the ākonga.

What Transition means
Transition is a phase where:
· the school continues to support the ākonga
· the attendance service provider stops active case management activity and remains available if needed and can stay informed about attendance through the AS-CMS
· the school can re-engage the attendance service provider if additional support is needed
Transition gives the school and attendance service provider time to work together and decide what is most appropriate for the ākonga, considering their individual circumstances, progress, and support needs. This includes considering whether progress is likely to be sustained, whether the school is confident it can continue to support the child appropriately through its Attendance Management Plan (AMP), or whether active case management is still needed. Cases should not be closed simply to shorten case duration. There are no service level measure expectations linked to closing cases quickly.

When a case is ready to move to Transition
A case should only move into Transition when the school and attendance service provider jointly agree that this is appropriate for the ākonga. This will usually be when attendance has stabilised, the child is engaged with the school’s support processes, and active case management is no longer required.

What “attendance has stabilised” may look like
Attendance does not need to be perfect before a case moves into Transition or closes. Whether attendance has stabilised should be considered case by case, taking into account the ākonga’s circumstances, previous patterns of absence, current barriers, and the support available through the school’s AMP.
Indicators that attendance may have stabilised include:
· attendance patterns are more predictable, and concerns are being identified early
· the ākonga is attending in line with the agreed plan, even if attendance is not yet at the desired long-term level
· absences are explained, followed up, and responded to through the school’s usual attendance processes
· the ākonga and whānau are engaging with the school’s support arrangements
· the school has a clear plan for what it will do if attendance dips again
· current barriers have been addressed, reduced, or are being actively managed by the school and relevant supports
· any recent dips in attendance have been short-term and able to be managed by the school through its AMP
· the school and provider agree that active case management is no longer required at this point.
Stabilised attendance should be based on sustained progress rather than a short-term improvement. The key question is whether the school can confidently continue supporting the ākonga through its AMP and respond early if concerns re-emerge.

Before moving to Transition, confirm that:
· attendance is stabilising, or the ākonga is engaged with school processes
· barriers have been identified and are being managed
· supports are in place (e.g. learning support, pastoral support)
· the school is confident it can continue to support the child appropriately through its AMP
· roles, responsibilities and escalation triggers are clear
· there is a shared understanding of what will happen if additional support is needed again.
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Step 1 – Hold a Transition Meeting
A Transition Meeting must be held with the school, the service provider, and where appropriate, the ākonga and whānau.
At the meeting, agree and document:
· the current attendance position and any risks
· what support will continue and who will be responsible for it
· how attendance and engagement will be monitored
· what actions the school will take through the AMP
· what will trigger re-engagement of service provider support
· how communication between school and service provider will occur

You can use the Transition Meeting agenda in Appendix 2 to guide discussion with the school and support consistent recording of the agreed support, roles, communication arrangements, review periods, and re-engagement triggers.

Important:
Record the Transition Meeting in AS‑CMS as an Event using the Subject: Transition Meeting

For NEN cases
The Transition Meeting with the enrolling school does not replace the Initial School Meeting where this is still needed. An Initial School Meeting will still be needed with the referring school if it has not already taken place. This meeting is used to gather fuller case information from the school, understand what support has already been provided and to build relationships with the key school contact.

If the student has re-enrolled at the same school that made the NEN referral, one meeting will be sufficient, provided it covers both purposes.
Step 2 – Review and update the plan
Before moving to Transition, review and update the student plan and hand it over to the school/student to become the Individual Attendance Plan (IAP) or equivalent. Ensure it clearly documents: 
· current supports
· responsibilities
· response actions if attendance declines
Step 3 – Record Transition in AS‑CMS
When moving a case into Transition:
· update the case status to Transition
· select the appropriate Transition reason
· ensure the Transition Meeting is recorded
· confirm key information (risks, supports, contacts) is up to date
Transition reasons
Examples include:
· Chronic Absence (CA): 
· Regular attendance
· Engagement stable
· Non-Enrolment (NEN): 
· Assisted enrolment
· Other enrolment

Ongoing monitoring during Transition
During the Transition phase:
· the school continues to support the student using its support processes as required
· the attendance service provider stops active case management activity, stays in contact with the school as agreed during the Transition Meeting, and can stay informed about attendance through AS-CMS
· both maintain a shared understanding of progress and risk
There is no fixed timeframe for Transition – duration should reflect:
· stability of attendance
· complexity of the case
· the needs of the ākonga 

Agreeing communication during Transition
Communication during Transition should be agreed at the Transition Meeting and should reflect the level of risk, the stability of attendance, and the complexity of the support in place.
This may include:
· scheduled check-ins between the school and attendance service provider, such as weekly, fortnightly, or at agreed review points
· updates recorded in AS-CMS or through the school portal 
· contact after key milestones, such as the end of a fortnight, or the end of a term
· earlier contact if engagement reduces, or an agreed re-engagement trigger is met
· a planned review before deciding whether the case should close or return to active case management.
The frequency and form of communication should be proportionate. More complex cases may need more frequent contact. The agreed communication approach should be recorded so the school and provider have a shared understanding of what will happen during Transition.
Guidance on how long Transition should last
Transition should continue until progress is sustained and reliable, not just improving.
Factors to consider include:
· Time out of school (longer absence → longer transition)
· Stability of attendance patterns
· Resolution of barriers
· School readiness and capability
· Ākonga and whānau engagement
· Complexity of needs and supports involved
Ending the Transition phase
A case exits Transition when the school and attendance service provider discuss the ākonga’s progress and agree what is most appropriate for their circumstances.

Move to closure
A case should only move to closure when the school and attendance service provider agree that this is appropriate for the ākonga, considering their individual circumstances, progress, and support needs.
This may be where:
· attendance is regular, or
· attendance has stabilised and the ākonga is engaged and being effectively supported by the school.
Closure should only be considered where the school is confident it can continue to support the child appropriately through its AMP without active case management from the attendance service provider.

Do not move a case to closure before progress is sustained and reliable. If there are still concerns about whether attendance or engagement will remain stable, the case should remain in Transition or return to active case management. Closing a case too early may result in the school needing to request support again soon after closure. If a new support request is submitted within 3 months of closure, the previous case will be reopened.

Return to active case management
A case should return to active case management when the school and attendance service provider agree that additional attendance service support is needed.
This may be where:
· attendance declines or becomes unstable
· engagement reduces
· additional support is required
The provider moves the case back to Open status and resumes active case management.

Important notes
NEN cases in Transition:
Where a NEN case progresses to the Transition phase following enrolment, the school should submit a Chronic Absence (CA) Support Request through the school portal if additional support is required.
· This will change the case type from NEN to CA.
· The case can then return to active case management.
Requests for support after case closure:
If a case has been closed and the school identifies that further support is needed, the school should submit a Chronic Absence (CA) Support Request through the school portal.
· If the previous case was closed within the last 3 months, the case will be reopened.
· If the case was closed more than 3 months ago, a new case will be created.
Visibility of closed cases:
Closed cases remain visible to both the provider and the school where the student is enrolled.
What good Transition looks like
A good Transition is:
· jointly planned and agreed
· supported by an updated plan
· clear that the school continues support and the attendance service provider is available if needed
· clear about roles, communication, and re-engagement triggers
· based on what is most appropriate for the ākonga’s circumstances
· able to move back to active management quickly if concerns re-emerge
Quick check
Before moving a case into Transition, check:
· has the Transition Meeting been held? 
· has the case record, including student plan, been updated in AS‑CMS? 
· are roles and monitoring arrangements clear? 
· are re-engagement triggers agreed? 

Appendix 1
Worked examples: 
1.  Transition to case closure 
A Year 8 student has a chronic absence case. With support from the attendance service provider, the student’s attendance improves.
The school and attendance service provider meet and agree:
· attendance is becoming more consistent
· the plan/support framework that is currently in place is effectively supporting the student and is appropriate to the student’s active and critical barriers 
· the school has an Individual Attendance Plan (IAP) or its equivalent in place, and a clear pathway to ongoing support and response to future concerns in accordance with its AMP 
· the case moves into Transition.
During Transition:
· the attendance service provider stops active case management and stays in contact with the school via the methods agreed in the Transition Meeting (this may include updates added to the case record via the school portal, scheduled meetings or via an existing communication framework)
· the attendance service provider can stay informed about the ākonga’s attendance through the AS-CMS
· the school continues to monitor attendance and provide support in line with its AMP, while the attendance service provider remains connected through the arrangements agreed at the Transition Meeting.
· the school is able to manage a short dip in attendance via this framework
· attendance stabilises without additional support
After a sustained period in which the school can support the student effectively through its AMP, the school and attendance service provider agree that closure is appropriate for this ākonga’s circumstances.

2. Returning to active case management
A school submitted a Chronic Absence (CA) Support Request for a Year 10 student to receive support from the attendance service provider. Over time, the student’s attendance improved, and they engaged with the support framework in place.
The school and attendance service provider meet and agree:
· attendance has improved but remains variable
· key barriers have been identified, but some risks remain
· there is an active plan in place to continue support and quickly identify and respond to any changes in attendance
The case moves into Transition. The student’s plan is incorporated into their Individual Attendance Plan (or equivalent).
During Transition:
· the school continues to provide support in line with its AMP and the student’s Individual Attendance Plan (IAP). 
· the attendance service provider stops active case management activity. The school continues to support the student, adds updates to AS-CMS and consults with the provider as agreed at the Transition Meeting. The attendance service provider can stay informed of attendance through AS-CMS.
· the student’s attendance initially improves but then begins to decline. 
The school identifies the concern early and discusses this with the attendance service provider. Together, they agree that additional attendance service support is needed.
The attendance service provider and school agree to:
· move the case back to Open status and resume active case management
· work with the whānau to address emerging barriers and update the support framework

3. Transition for a recently enrolled NEN case
A school submits a Non-Enrolment Notification (NEN) referral. The provider needs fuller case information from the referring school, and the student later re-enrols at a supported school.
The provider:
· holds an Initial School Meeting with the referring school if this has not already taken place
· holds a Transition Meeting with the enrolling school
At the Transition Meeting, the school and attendance service provider discuss:
· what is known about the student and their situation
· what support will continue
· whether the school can support the student through its AMP
The school and attendance service provider agree that the school can continue support through its AMP, so the provider moves the case into Transition.
During Transition:
· the school continues to support the student and monitor progress
· the attendance service provider stops active case management activity, remains available, and can stay informed about attendance through AS-CMS
After a period of support, the school identifies that additional attendance service support is needed. The school submits a Chronic Absence (CA) Support Request through the school portal. This changes the case type from NEN to CA and the case becomes actively managed by the provider.


Appendix 2
Transition Meeting agenda
This agenda can be used by schools and attendance service providers to guide discussion during a Transition Meeting. The purpose of the meeting is to agree whether Transition is appropriate for the ākonga, what support will continue, and how the school and provider will stay connected during the Transition phase. Discussion should include, but is not limited to, the matters below.

1. Current attendance and engagement
Discuss:
· the ākonga’s current attendance pattern, including whether attendance is becoming more predictable or remains variable
· recent improvements, changes, dips, or emerging concerns
· the ākonga’s engagement with school, learning, support arrangements, and whānau communication
· any known barriers that continue to affect attendance or engagement.

2. Support that will continue during Transition
Discuss:
· whether the current student plan needs to be reviewed or updated
· what support the school will continue through its Attendance Management Plan
· any pastoral, learning, wellbeing, whānau, agency, or community supports involved
· whether the ākonga and whānau understand what support is in place and who to contact.

3. Roles and responsibilities
Discuss:
· the main contacts at the school and provider during Transition
· who will follow up with the ākonga and whānau if concerns arise
· what role the provider will have while the case is in Transition, noting that active case management stops during this phase.

4. Review periods and communication
Discuss:
· how often the school and provider will review progress during Transition
· whether check-ins will be scheduled or occur at agreed review points
· how communication will happen, for example through AS-CMS, email, phone, or hui 
· what information will be shared and who is responsible for initiating contact
· whether a review date should be set before considering closure or return to active case management.
Communication arrangements should be proportionate to the ākonga’s circumstances. More complex or higher-risk cases may require scheduled check-ins or shorter review periods. Lower-risk cases may only require agreed review points or contact if concerns arise.

5. Triggers for further discussion or support
Discuss:
· what changes would prompt the school to contact the provider
· what may indicate that the current support arrangements need to be reviewed or that active case management is needed again
· how quickly the school and provider will respond if a trigger is met
· what the school should do if further attendance service support is needed.

Triggers may include, for example:
· attendance becomes less predictable or begins to decline
· the ākonga stops engaging with agreed supports
· new barriers emerge
· the school considers that additional attendance service support may be needed.
For NEN cases, if the student has re-enrolled and further attendance service support is needed, the school should submit a Chronic Absence Support Request through the school portal.

6. Recording the outcome of the meeting
Discuss and confirm:
· whether the school and provider agree the case is ready to move into Transition
· what has been agreed about support, roles, communication, review periods, and triggers
· whether the student plan has been reviewed and updated
· whether the case status can be updated to Transition
· who will tell the ākonga and whānau about the Transition arrangements, where appropriate.
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