
How to add an Attendance Approval Note using Compass Parent Portal 
 

 

 

1. You will see a notification on your homepage if an Attendance Note is required due to 
unexplained absence. Clicking this link will take you to all Unexplained Absences, to which you 
can enter Attendance Notes to explain. 
 

2. You can also select Add Attendance Note which will take you directly to the Attendance Note 
Editor to create a note for that student 

 

3. Select the reason for your child’s absence 
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4. Enter any further details that the school should know regarding this absence. 

5. Enter the start/end date & time that your child will be/has been affected by the absence (for a 
full day of absence, ensure you select times that cover from 9:00am to 3:15pm) 

6. Check that the times you have selected will affect the appropriate sessions that the child was 
absent/late for 

7. You may choose to upload any supporting documents, such as doctor’s notes. 

8. Click “Save” to save the Attendance Note to Compass, your approval will automatically be 
added to your child’s roll and attendance data 
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