
 

 

  

Wigram Primary School Class Placement Procedure  

Our Commitment to Balanced Classrooms 

At Wigram Primary, our goal in creating class lists at the end of the year, is to ensure that every 
student has the best possible environment for academic, social, and emotional growth. Class 
placement is a rigorous process designed to create balanced and equitable learning groups 
across each level. 

 

Initial Review and Data Collection Timeline 

Completed by End of Term 3 

The groundwork for class placements begins late term 3. Setting up pages and documents and 
a timeline for the staff to follow. This is the initial stages of setting up our Management System 
“Pluto”.  

 

Phase 1: Student Voice 

Term 4, Approx. Weeks 1-3 

This phase ensures students are actively heard regarding their peer preferences: 

●​ Collection of Student Voice: During the first three weeks of Term 4, students are 
consulted to identify 3 friends they believe they work well with, and perhaps those they 
prefer to be separated from. This information is key to understanding social dynamics 
and potential conflicts, contributing to a healthy classroom mix.  

 

Phase 2: Teacher and Professional Voice 



Term 4, Weeks 1-7 

This is the core collaborative process where professional judgement and data are combined: 

●​ Teacher Recommendations (Weeks 1-7): Current teachers work collaboratively to 
assess each student's learning profile, social dynamics, and needs. Factors considered 
include: academic abilities, specific learning/support requirements, and relationships. 

●​ Utilising 'Pluto': We use an ingenious, fully customisable class placement program 
called Pluto. This sophisticated software combines data from our Student Management 
System with the teacher insights gathered through their digital student cards. It helps us 
quickly create optimally balanced lists by checking various criteria (e.g., gender, 
friendships, academic spread) and flagging potential issues. This ensures we are 
confident in the balance and equity of every classroom. (You can learn more about the 
software here: Pluto Class Placement Software). 

 

Phase 3: Parent Input Window and Finalisation 

Term 4, Approx. Weeks 4-8 (Parent Input) | Approx. Week 9 (Distribution) 

This phase incorporates parent feedback and locks in the final lists: 

●​ Parent Communication on Placement Preferences (Approx. Weeks 4-8): Information 
is sent out to all parents via the newsletter and/or HERO advising them of the 
placement process. Parents are asked to communicate directly to the Classroom 
Teacher, who then passes the information on to DP’s/Principal regarding any essential 
peer relationship information (e.g., severe known conflicts or dependencies) that 
should be considered. 

○​ Strict Deadline: A clear deadline is provided for all submissions. Any 
information received after this date cannot be factored into the 
decision-making process. 

○​ Focus on Relationships, Not Names: Input must focus on critical peer 
relationships, not a request for a specific teacher. 

●​ Finalisation and Balancing (Week 9): The administration and teaching staff meet to 
finalise the lists, ensuring they align with all regulatory class size requirements and the 
goal of creating balanced groups. The class lists are locked. 

●​ Placement Distribution (Week 9): Parents are notified of their child's final class 
placement. 

 

Key Policy on Placement Changes 

We ask all families to understand the following critical policy regarding class placements: 

https://www.pluto.school.nz/


●​ Placements are Final: Due to the rigour, multi-factor process outlined above, all class 
placements are considered final once published. 

●​ The "One Change" Rule: We are unable to accommodate changes, as moving one 
student creates a cascade of necessary alterations to other class lists to maintain 
required numbers and balanced group dynamics. To ensure fairness and the best 
learning environment for all children in the grade, the integrity of the final lists must be 
preserved. 

●​ Consistency is Key: Making an exception for one family would create an expectation 
that we must do the same for all, which would undermine our established process and 
the principle of equal treatment for every student. 
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