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Compass Parent Portal
Reporting Student Absences
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Compass School Manager

« Access your parent portal at:
« WWW.henleyhs-sa.compass.education or

- WWW.henleyhs.sa.ed.au and click on ‘Compass login’
at the top of the page.

- Login using your parent portal user name and
password

Please email student services@henleyhs.sa.edu.au if you require your
login details.
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Reporting a full day absence

« 1 Add an attendance note

- The homepage will show . u ————
each student you have —
enrolled at Henley High sss
School. :

e Click on '+’ underneath o

the student’s name.
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¢ 2 N Ote Deta i IS _- student: ||| oM. Year 10 Actve

- Choose a reason from the =
list of options and add a
comment if needed.

Please note: *Not approved’ should only : Bt -
be selected for truancy. e oo
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¢ 3 SEIECt Date “ student: | G 0. Year 10 Actvo

- Choose the start date and == T
end date for the absence. . — e

Please contact e
studentservices@henleyhs.sa.edu.au for (=
absences of 5 or more days. P P T s

4 Click Save
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Reporting a Late Arrival

- 1 Add an attendance note

udent: [N 011, vear s
- Follow steps 1 - 3 for full day absences. s oM ei0

Dashboard  Schedule Learning Tavks  Altendance  Reports Imaights
_ Swmary (NSRRI Unesplained  Amival/Deperture 1ol Recond

A Atecgee tre Py [ e xster

e ran [T T PRI,

« 2 Select Date & Time - oS |

« Choose the date the student will arrive
late to school.

- Enter the time of the absence. For
examﬁle, 8:00AM - 11:00AM shows
that the student will sign in at 11:00AM.

« 3 Click Save

Please note: Students are required to sign in at
Student Services when they arrive at school.
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Reporting an Early Departure

- 1 Add an attendance note

student: || GG 01, Year 10 Actwe
- Follow steps 1 - 3 for full day absences. e
summary [NGHET| Uncxplomed  Arrval/Oepartuee Pl Record
- 2 Select Date & Time —— -

- Choose the date your child will leave
school early.

- Enter the time of the absence. Fo
example, 11:00AM - 5:00PM sho
the student will sign out at 11:0

« 3 Click Save

Please note: Students are required to sign out at
Student Services before leaving school.
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Unexplained Absence Emails

« Unexplained Absence emails are generated from Compass
each day at 12:00 PM.

« Reasons you may receive an email include:
« The school has not been notified of the absence

« The student has forgotten to sign in/out in at Student
Services

- The student is expected to sign in after 12:00 PM (please
disregard if you have notified the school).

4 Journey

VL4



Resolving Unexplained Absences

- Unexplained absences can [y .
. To: I
b e re S O I Ve d b y ] Subject: Attendance Natification - Student Not Present in on or mare classes

« The Compass parent " —

According tothe teacher's roll,_from caregroup N wasrot presenton 10/05/2021 Inessons]

p O rta I (lass T Period

1661 12CueGroup  10:45AM - 11:00AM C5

1 JETEL0L8 12 ssenial Englh 1L:00AM - 11:504M 24

¢ E m a I I JETE2018 1 Essentlal English 11:50AM - 12:40PM 26
studentservices@henleyhs.sa.edu.au

Please ring Student Services on 8355 7015 (Middle School] or 8355 7014 (senlor School] to resolve your child's unesplained absence. Alternatively, you can emall studentservices@henleyhs.a.edu.au with reason for your
child's absence,

Attendance s eritical for success In learning and Henley igh Schal Is working ta improve the monitoring of student absences.

Please do not reply to the Compass

email as it is sent from a notifications Tarkjou o you s,
only address and won’t accept incoming
emails.
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-1 Compass Homepage s m-

- ‘Attendance note required’ ‘== -
will appear in the top right ™= e
corner for unexplained e T e
absences. e

- Select ‘Click here for more ™.
information’.
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« 2 Select absence e ©

Student: 10MI1, Year 10

Dasaboard Schedule Learnang Tasks Atendance Reports nuights

» Select boxes to give a S e I

reason for the student’s mEEL e
absence. \ e
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() 3 N Ote Deta i I S Attendance Note Editor

Note Details

e Choose a reason from the — I
list of options and add a Reason: [t areason..

Details/Comment: Il without certificate

CO m m e nt | f n e e d e d . Absence covered by notes, messages or phc

Family/Social
Absence condoned by parent/quardian as bt

Important Notice Not approved

« \ 1 4 . . I

Plea se note . NOt approved ShOU |d Only T B Absent W|trr10ut p?renv’guari‘dlan ap;proval
constitute a medical certificate; and students enrolled in VCE are re
be S€E I eCted fO r tru an CY' intentional misuse of this feature may result in administrative, crim

Important Notice

4 Click Save

4 Journey

VL4
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Thank you
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