
 

 

 

 

 

STUDENT ABSENCES 

In the event your child will be absent from school please notify the school, preferably 

before 9.30am, using only ONE of the options below. 

1. Ring the school and leave a message on line one; OR 

 

2. Email the school with the details of the absence and include your child’s class; OR 

 

3. Enter the absence in Compass selecting the reason from the drop down list and 

adding further information if needed; OR 

 

4. Send a note with absence details to the school  

Please note it is not necessary to do all of the above.  ONE method of communication is 

sufficient.  The office staff will enter the details in Compass from phone messages, notes 

and emails received. 

In the event your child will be late to school please notify the school as above if possible.  All 

late students require a late pass, so on arrival at school please attend the office to complete 

one, which your child then takes to his/her teacher.  If a late slip is not completed your child 

will have an unexplained absence against their name. 

At 9.30am you will receive an automated text message if your child is absent (or going to be 

later than 9.30am) and you have not contacted the school.  It is important that you respond 

to this text via the link sent to you on the text or a call to the office, an email or an absence 

entry in Compass. 

What is your responsibility? 

You are legally required to ensure your child attends school every day or you must provide 

an explanation for their absence. You should let the school know in advance of any 

upcoming absences or let them know in the morning if your child won’t be at school. In 

order for schools to implement the same day notification requirement, it’s essential that 

you provide the school with your most up-to-date contact details. 

Notifying the school of your child’s absence either prior to, or on the day that they will be 

away, helps ensure the safety and wellbeing of children and will fulfil your legal 

responsibility.  


