Quick Reference Guide - Completing an Absence on Compass

Completing an absence note on Compass is quite simple and is preferredto you writing and sending an absence
note with your student. You need to complete an absence for your student whenever s/heis :

e absentforoneormoredays
e arrivinglate to school

¢ leavingschoolearly

¢ leaving duringthe day and later returningto school

Log into Compass. Ifyou are using a smart phone click on the three horizontal lines at the top right hand corner
and select Open in Browser. This will mean you are using the entire suite of Compass software instead of an

abridged version.

You will seea screensimilar to this, containing your student(s) details.
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1.\ Select NotesTab. You cansee any previous notes that have been entered here.

2. Select +Add Attendance Note.

Attendance Note Editor

Note Details
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Reason: Enter a reason.. bl
‘r

In clicking 'Save’, you understand, certffy and accept that you are a listed parent/guardian for this fhild; and the
information above is correct; and this pnline approval does NOT constitute a medical certificate; fnd students

enrolled in VCE are required to submifa medical certificate to the school in additicn to this ap)
fraudulent action or intentional misusg of this feature may result in administrative, criminal ang/
against you (by your registered schod], affiliated entities and/or the product issuer).
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There are no activities for this user during the specified time.
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Select the down arromto choose from the list of reasons the
studentis abgent

Please put anly additional information here that you think the
school will fihd useful. Eg Isolating, waiting on COVID test
results. or Jprained her ankle and cannot walk at the moment

If the student is away for the day simply select Save. Ifthe
absenceis for multiply days, arriving late or leaving early,
indicate the Start and Finish times appropriately.

When completed select the green Save button

Enter a reason.. )
Medical/lliness

Student is not at school for medical reasens.

Bereavement
Includes funeral, death in the family, absence due to a death.

Truancy
Parent knows about absence, but doesn't approve, or parent doesn't know about

| absence.

: Parent Choice

Parent explained, with a reason that is not health/religious/cultural/holiday related.

¢ Includes: special circumstances, unavoidable cause, unforeseen circumstances, family

member ill.

Family Holiday
Student is away on a family holiday.

Religious/Cultural Observance
Student is kept away from schoaol for a religious or cultural reason.



