
 

 
 

 

Submitting an absence or bus absence for your child 

 

 

 

 

Step One   

Log into your Parent Portal 

You will see the following Dashboard 

Select ‘Attendance Today’ 

Student 
One 

 

Student 
Two 

 

3 2 1 

  
 

 
 

Attendance 
Unexplained absences – 

need to be explained – click 
here to enter this absence 

Approved absences – We 
have received your 

notification of an absence 

Parent Name 

Toggle between your children 

Toggle between your children 



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step Three 
Select ‘Send a note for future absence’ 

Student One Student Two 

Student 1 

Step Two 
Click on ‘Send absence note’ 

 



 

 

 

 

 

 

 

Step Five 
• Repeat for any school-age siblings.  

 

 

Step Four 

 

Select today’s date – or the date range of your 
child’s absence. 

Tick AM / PM - Class attendance (Class 
Absence only) 

Tick here if your child is a bus traveller, 
choosing their relevant bus. 

 

Fill in ‘Reason given’ and select ‘Save’ 

 

This will generate an absence message through to our 
school account.  

 

 


