
 
Attendance Process at Box Hill High School 

 

As a parent/carer, you are legally required to ensure your child attends school every day, 
and if your child is absent, you must provide an explanation. Schools need to know when 
and why a student is absent, so you must let us know on the day of the absence and explain 
why your child can’t come to school. This can be done in the following ways: 

 On a computer by clicking: 

 
 

 On the mobile app by selecting: 
1.  ‘shortcuts’ 

 

 

 

2. Selecting ‘submit attendance note’ 
 

 

 

 Via phone 
1. Call (03) 9877 1177 
2. Select option ‘2’- attendance 
3. Select: option ‘1’ for years 7/8, ‘2’ for years 9/10, or ‘3’ for years 11/12 

 

We request that you regularly check your child/children’s attendance and add an attendance 
note for any outstanding unexplained absences. This can be entered by following the three 
steps:  

1. Click on your child’s Profile 
2. Click ‘Attendance’ tab 
3. Click ‘Unexplained’ tab 
4. Tick the relevant absent box and select ‘Explain with Attendance Note’ 

(Please note that this process cannot be completed via the mobile phone app). 



 

 

Process for Late Arrival and Early Departure 

If your child arrives late or is required to leave early, they must report to the relevant Sub 
School Administration Officer to sign in / out. 

Prior to arriving to the Sub School, we ask that parents/carers enter the late arrival/early 
departure on Compass (via web or mobile app). In either instance, the student must still 
report to the Sub School Administration Officer to ensure the late arrival / early departure has 
been logged on Compass. 

If your child has frequent unexplained absences then we will work with you to implement 
appropriate supports to assist your child and ensure they attend school every day and 
remain at school during school hours. 

Long Term Absence- Holidays 

To ensure sustained learning, social and emotional outcomes, we strongly encourage 
families not to take holidays that result in the child missing extended periods of time during 
the school term. If a family is intending to have their child miss significant class time due to 
family holiday, parents/carers must inform their Sub School Administration Officer and Year 
Level Coordinator at the time of booking. Approval for this absence may need to be 
approved by the Principal. Once approval (if required) has been granted, the parents/carers 
should contact all the classroom teachers via Compass to inform them of the temporary 
absence and whether any work is required to completed during this time. 

Key Contacts 

All students coming to school after the start of the first class OR leaving before the end of 
the school day must use their Student ID Card to register at the COMPASS Kiosk located in 
their Sub-School Office (Junior, Middle & Senior School).   

  
Junior School 
Admin Support Jessica Sims juniorschool@boxhillhs.vic.edu.au  9875 9114  

Middle School 
Admin Support 

Janine Aidey & Kylie 
McCall  middleschool@boxhillhs.vic.edu.au  9875 9186  

Senior School 
Admin Support 

Sharon O’Connell & 
Kylie McCall  seniorschool@boxhillhs.vic.edu.au   9875 9136  

 
 
Illness While at School 
 
Any student who becomes ill during school is to report to the First Aid Office at Reception. 
Parents/carers will be contacted to collect their child and an approved attendance note will be 
added on Compass. 
 
 
 
 


