Computer View

Step 1: On your Compass home screen, a profile for each child will appear. Select ‘Add
Attendance Note’ which is a + symbol.
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Step 2: After selecting ‘Add Attendance Note’, the below screen will appear. Select the ‘Reason’
drop down box. This will allow you to choose an absence category that explains why your child is

away.
Attendance Note Editor |
Note Details Student 1 Potentially Affected Sessions
Person: 7
Activity Start Finish
Reason: Enter a reason... N

04/05/2021 09:00 AM 04/05/2021 12:00 PM

" . Medical/Iliness
Details/Comment: ¥y X
Student is not at school for medical reasons. 04/05/2021 12:00 PM 04/05/2021 03:30 PM
Bereavement
Includes funeral, death in the family, absence due to a death.
Important Notjde Truancy

o Parent knows about absence, but doesn't approve, or parent doesn't know about
In clicking 'Save', absence.

== Add Attachments

the information abgvi Filename

students enrolled inf J¢ Parent Choice

and any 1 Parent i with a reason that is not health/religious/cultural/holiday related. This attendance note has no attachments.
civil action against fdu Includes: special circumstances, unavoidable cause, unforeseen circumstances, Drag files here to upload

family member ill.

Start: Family Holiday

Finish: Student is away on a family holiday.

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

e

Step 3: Select the times that your child’s absence will occur. You can log absences for multiple
days if you know your child will be away for more than a single day.

Attendance Note Editor ‘ B
Note Details Student 1 ially A jons
Person: s ;
Activity Start Finish

Reason: nter a reast v

[Enter  reason.. 04/05/2021 09:00 AM  04/05/2021 12:00 PM
Details/Comment: 04/05/2021 12:00 PM 04/05/2021 03:30 PM
Important Notice 4 Add Attachments
In dlicking "Save', you understand, certify and accept that you are a listed parent/guardifgn for this child; and I
the information above is correct; and this online approval does NOT constitute a medicaljcertificate; and Filename
students enrolled in VCE are required to submit a medical certificate to the school in addgtion to this approval;

and any fraudulent action or intentional misuse of this feature may result in administratigly criminal and/or This attendance note has no attachments.
v N N " ey P ) Drag files here to upload.

Start: 04/05/2021 [F|08:00AM |V | Select a period... |V

Finish: 04/05/2021 [F| 05:00PM |V | Select a peried... |V

If you require further support, please do not hesitate to contact our General Office in-person, via
phone on (03) 9687 1910, or by emailing footscray.ps @education.vic.gov.au



