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STUDENT ABSENCE APPROVAL 
 
 

 
Please inform the school if your child is going to be absent from school as 
early as possible (on or before the day of the absence) via Compass School 
Manager. 
 
 

1. From the Home Page select the relevant Student Profile. 
 

 
2. Select the Attendance tab. 

 
 

 
 

Student Name 

Student Name 
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3. Select the Approvals tab. 
 

4. Select +Add Parent Approval. 
 

 
 

5. Select the relevant Start and Finish dates and times. 
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6. Use the drop down arrow to select the appropriate Reason for the 

student absence. 

 
 

7. Click on Save and Accept. 
 
 
The absence will now be transferred to the class roll as a Parent Approved 
Absence. 
 
You can access the Compass Portal through the School Website. 

 


