
Add Attendance Notes

When your child is 
sick, no need to phone 
the office, simply add 

an attendance note on 
your Compass App.

1. Click + Shortcuts on the 
bottom Navigation bar

2. Click Submit 
attendance note 

and select the 
child that is 

unwell

3. Select a reason 
from the drop 

down list and add 
details in the text 

box. 

Choose the start and 
end date (this will 

automatically fill with 
the start and end of the 

current school day)

If you have a 
doctor’s note you 

can upload an 
attachment from 

your device. 

4. Click ‘Add 
Attendance Note’ to 

submit to the school’s 
admin team for review.


