
How To Add an Attendance Note 
 

Unexplained Absences - SMS 
 

If you have received an SMS from the school 
 The sender will be BSHS 

 You will receive a message similar to: 

 Click on the link to add the reason for your child’s absence 

 This link will be valid for only 48 hours after you have 

received it, as it will have expired 

 Your message must contain a minimum of ten (10) characters. 

 Each time your child is absent you will receive a new one-time link 
 

Important Note:  Your phone must be connected to an internet data 
plan or have access to WIFI to use the link. 
 

What if my mobile number or email address changes? 

 Please notify the school immediately of your new number or email address. 
  

Unexplained Absences – via the Compass app or web 
 

If your child has been marked Not Present without an explanation, you will be required to add an Attendance Note. 

 You will see an alert on your Home Page. 

 Click the alert and it will take you to your child’s Unexplained Attendance tab where you will see any sessions listed 

for which they were marked as Not Present or Late. 

 Select the session (or sessions) for which you are adding a note. 

 Click Explain with Attendance Note. 
 

The Attendance Note screen will open. 

 Select the applicable reason for the absence and add in the relevant details/comment. 

 Click Save 
 

This will assign the attendance note to the sessions you selected and it will no longer show as unexplained absences. 
 
If your child is going to be away, you can add in an Attendance Note to advise the school. 

 Click Menu Options (button 1 above) 

 Click Add Attendance Note (Approved absence/Late) (button 2 above) 

 Click on your child (if you have more than one child at Balcatta SHS)  

 A Note screen will open  

 Select the reason for the absence from the drop down box 

 Add any additional comments, if applicable in the Details/Comment box 

 Select the Start and Finish Date/Time of the Absence if your child will be going away 

 Click Save 

 
Student Absences  

 Please notify the school with an explanation of your child’s absence before 10.30 am. 

 Parents who have not provided an explanation by 10.30 am will receive an SMS advising of the absence. 

 Both parents may receive notifications by SMS.  You may need to contact the school to arrange this. 

 
Early Collection from School 

 If you require your child to leave school early: 

 * Log in to Compass 
  ► If you HAVE NOT logged in and are unsure of your username and password we previously sent you: 
  ► Email Balcatta.SHS@education.wa.edu.au 
  ► Your username and temporary password will be sent to you 
  ► An instruction booklet will then be emailed to you 
 * Add an Attendance Note for your child 
 * Please  specify the time you require your child to leave 
 

 OR 
 

 Call the school on 9345 8200 - Press 1 for Absences and Student Services 

 Please allow enough time for staff to send a message to your child. 

 
Remember – Compass must be used to respond to absentee messages. 
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