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ABSENCES – DESKTOP INSTRUCTIONS 

APPROVING AN UNEXPLAINED ABSENCE 
If your child has been absent from school and it hasn’t been entered into Compass previously then your child 
will be marked as absent [not present] and this will be recorded in Compass as an unexplained absence. 

STEP 1: On your homepage you will see an alert for an unexplained absence [see below]. Click on the link. 

STEP 2: Tick the appropriate boxes or tick the top tick box to select all. Then click the Explain with Attendance 
Note option. 

STEP 3: Select the Reason from the drop-down list, type in the Details/Comment box, then click Save. 
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ENTERING AN ABSENCE 
If your child is absent from school [sick, family holiday, etc] you can enter this directly into Compass instead of 
writing a note to your child’s teacher. 

STEP 1: On your homepage click + Add Parent Approval next to the relevant child. 

STEP 2: Select the Reason from the drop-down list, type in the Details/Comment box, select the Start and Finish 
dates then click Save. 

  
IMPORTANT: You can enter an absence in advance if you know of an upcoming date that your child will be away 
from school. 

 

If you enter an absence incorrectly or it is no longer required, you must email the school Office with the details 
to delete/amend the absence. 
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ABSENCES - MOBILE DEVICE APP INSTRUCTIONS 

ENTER AN ABSENCE | APP 

STEP 1 | To enter an absence, use the ‘Shortcuts’ 
button at the bottom of the screen. 

STEP 2 | Use the ‘Submit Absence Note’ option to 
enter a new absence 

STEP 3 | If you have more than one child, select the 
child you are entering an absence for 

 

STEP 4 | Choose a reason from the drop down box 
and enter any relevant comments  

STEP 5 | Enter the date of the absence 

IMPORTANT – For a full day absence, leave the start 
and end time as 8.00am and 5.00pm.   

STEP 6 | Use the ‘Add Attendance Note’ option to 
save the absence approval 
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APPROVE AN ABSENCE FROM A TEXT 
MESSAGE | APP 

 

STEP 1 | If you receive a text message to say your 
child is absent, you need to approve the absence.  
Use the link in your text message.   

STEP 2 | Choose a reason from the drop down box 

IMPORTANT – Leave the start and end time as 
8.00am and 5.00pm.  If your child will arrive at 
school later, the office staff will adjust the arrival 
time for you.  

STEP 3 | Touch ‘Add Attendance Note’ to save the 
approval 

APPROVE UNEXPLAINED ABSENCES | APP 
 

STEP 1 | If you have multiple absences to approve, 
select your child’s name/profile picture and the 
Atten (Attendance) Tab.   

STEP 2 | Select all the unexplained absences by 
ticking the box next to Select All (select all the 
medical absences together, then the Parent Choice 
absences together)  
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STEP 3 | Select the Explain with attendance notes 
button at the bottom of the screen.  

STEP 4 | Select the Reason drop down box and 
select a reason from the list 

STEP 5 | Enter a reason into the details box and 
select Save once you have finished.  

  

 

 

 


