
                       

 
 
 

Submitting an absence for your child 
 

 

 

 

 
 

 

 

 

Step One   
Log into your Parent Portal 

You will see the following Dashboard 

Select ‘Attendance Today’ 

Student One Student Two 

Toggle between your children 

Student 
One 

 

Student 
Two 

 

Step Two 
Click on ‘Send absence note 



                       

 

 

 

 

 

 

 

 

 

 

Step Five 
• Repeat for any school age siblings.  

Step Three 
Select ‘Send a note for future absence’ 

Student One Student Two 

 

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

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

Make sure you tick both AM and PM for a full day’s absence 

This is for BUS CHILDREN ONLY, please don’t complete this 
section if your child does not use the bus 

 

Fill in ‘Reason given’ and select ‘Save’ 

 

Student Three 

Student 1 


