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Using your parent login details on COMPASS is our preferred method of absence notification, however alternatively you 
could phone or send us an email using the details below.  

 
For all attendance, absences, early leaving and late arrivals communication please contact: 
 
Attendance Coordinator:  Ms Sonia Francis 

Phone No (Absence Hotline): 9875 9139 

Email:  sonia.francis@education.vic.gov.au 

All students coming after the commencement of the first class and leaving the school before the end of the school day 
must use their Student ID Card to register at the COMPASS Kiosk which is located outside the General Office

Absences 
If a student is absent on any school day, the parent/guardian 

must notify the school before classes start at 8.35am.   

If you send an email to 

sonia.francis@education.vic.gov.au, you need to clearly 

state the following: 

 Student’s name  

 Form group  

 Date of absence 

 Reason for the absence 

 Parent/Guardian name   

The Attendance Coordinator’s number is 9875 9139.  If you 

notify us by phone, a written notification via COMPASS or 

email, including all the details listed above must also be 

provided.  

The school will determine if the absence is an approved 

absence (refer over the page) 

Absence Notification by SMS 

Parents/guardians will receive an SMS message at 10:30 am if: 

 A student is marked absent Periods 1 and 2, and 

 No explanation for the absence has been given to the 

Attendance Coordinator, and 

 No explanation has been entered on COMPASS.  

Having received an SMS a parent/guardian needs to 

immediately use one of the methods listed above to explain the 

absence.  If no response is received, a further email will be sent 

later in the day. 

Long Term Absence 

If a student is intending to miss significant class time such as a 

holiday, parents/guardians must supply a written request at the 

time of booking (not the day before leaving) to the Attendance 

Coordinator, who will then seek approval from the Principal.   

Once approval has been granted parents/guardians should 

contact all the classroom teachers to inform them of the 

temporary absence including whether any work is able to be 

completed during this time. 

 

Late Arrivals 

If a student arrives late to school for any reason or returning to 

school after an appointment, they must: 

Step 1:  Sign-in using their Student ID Card at the COMPASS 

Kiosk.   

Step 2:  Provide a valid reason, preferably with a note from 

the parent/guardian including the same information 

as requested in “Absences”. 

Step 3:  COMPASS Kiosk will print out a COMPASS Arrival 

Pass which the student must then take to their 

classroom teacher. Hand in written note to the 

Attendance Coordinator. 

Parents will be notified if a student consistently arrives late for 

no valid reason. 

Early Leavers 

A student needing to leave the school grounds for any reason 

during the day must: 

Step 1:  Have a written note (or COMPASS approval) from 

parent/guardian.  

Step 2:  See their Year Level Coordinator before school begins 

to obtain a Coordinator signed Early Leavers Pass. 

Step 3:  Show the pass to the classroom teacher to be 

excused from class if leaving during class time.  

Step 4:  Sign-out using the COMPASS Kiosk.  It will print out a 

COMPASS Departure Pass  

Step 5:  Hand the Coordinator Signed Early Leavers Pass to 

Attendance Coordinator or staff at the General Office 

before leaving school grounds. Keep the COMPASS 

Departure Pass as approved permission. 

Illness While at School 

Any student who feels sick or has an injury while at school must 

first report to the First Aid Officer at the General Office.   

The school will then contact the parent to collect their child, if 

it is deemed necessary.  A student who is ill will then have their 

absence Early Leaver pass processed at the General Office. 


