
Absences

 Guide for Parents

Via Parent Portal Phone App



You can use Parent Portal on your phone to report your child’s absence:

In the
Services tab…

Absences

Select the 
absent child

This is where
you can see

any past 

Report
Absence

Tap

Absences. Tap

(Not shown if only 1 child linked)



Complete all sections of the form, including when the absence will be, the dates, and the reason
- please include as much information as you can

Select the
Dates of the
Absence

Select the 
Reason for 

the Absence

Add a Note
to explain 

the Absence

Hit
Submit



A notification appears
confirming the report 

was submitted

The new Absence has
now appeared at the
top of the list



Absences

 Guide for Parents

Via Internet Browser



You can use Parent Portal on your browser to report your child’s absence:

Absences

Select the 
absent child

Tap

(Not shown if only 1 child linked)

Click Report
an Absence



Select when the
absence will be

Or use Selected Dates and
provide the start date and
end date of the absence



Select the
reason for the

absence

Provide as much detail
as you can for the
absence reason

Hit Submit



The absence has been
sent to the school 

You can now see the
absence on the home
screen of the absence

service


