explained Absence Note i
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If an explanation is not provided within 7 days the absence must be recorded as unexplained

® Compass & V- B S

Screen 1

Attendance: Attendance Note Required
Welcome back, Penny! Luke was recorded as ot present or late withy

L:I‘- = s Click here for more information
CEO - Parramatta

My News

There are no news items.
& Profile (Attendance, Schedule, Reports)

Click here to explain any absences
4 Send email to Luke's teachers
< Add Attendance Note (Approved Absence/Late)

1= View Academic Reports

Screen 2 Student: Luke Lee - 07M1, Year 7 Active

Dashboard Schedule Learning Tasks Attendance Reports Insights Communications

Select ‘Explain with
Absence Note'

Notes Unexplained Arrival/Departure

Not Present: Unexplained

2 %, Explain with Attendance Note

Absence Type Start

=4 Print Unexplained Letter ~
Finish
27/05/2022 |
Partial 27/05/2022 08:40 AM
[T Whole 30/05/2022 08:40 AM

31/12/2022 ]
27/05/2022 10:20 AM
30/05/2022 03:05 PM

3 Check the box for the 'Unexplained absence date'

Attendance Note Editor

Screen 3 Note Details
Person: Luke LEE
Reason: Medical - Tllness/Injury 4

Details/Comment: Luke was unwell

5

Pick the reason from the drop

down menu
Important Notice

This note will need to be reviewed by a staff member at your registered school before the reason you have selected will be accepted. In clicking 'Save', you understand, certify and accept that you are a
Enter abse nce reason listed parent/guardian for this child; and the information above is correct; and this online approval does NOT constitute a medical certificate; and any fraudulent action or intentional misuse of this
feature may result in administrative, criminal and/or civil action against you (by your registered school, affiliated entities and/or the product issuer).

Important Notice

This will automatically insert the appropriate number of approvals for the selected sessions.

6 Select save




