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Reporting your child absent via MCAS

There is now the facility on MCAS to report your child absent from school. Please follow the
step below.

Step 1

On the “Attendance” section of the MCAS app there will be a button as shown as below (a
random name has been used in the example below)

V Attendance
Is Cody at school?

Report an Absence

Click on the “Report an Absence” button above.

Step 2

You will then need to fill in the details on the “Absence Notification Form” that appears as
shown below

Student

© Student is required

Date From * Date To =

Daic 2500812025 2 e 2510812025 2 e

0 Time

@ Select a time only if your child will be arriving late or leaving early during the school day.

Reason *

Attachment (TTTTTTTTTTTTTTosmoooooooooooooooooooe 3

Close

The name of your child should automatically appear in the student section.

Please complete: -

e The start and end date of their absence (if this is short term iliness, please do this
daily)

e Time (8.30am-2.45pm for whole day) — if this is for an appointment or for part of the
day, please be specific.

e The reason for the absence

e Attach any evidence needed for example doctors’ notes, appointment card etc

e They select “send” in the bottom right-hand corner of the screen.
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Step 3

After selecting Send, a confirmation pop up will appear:

a |

f——

Confirm Absence Notification

Are you sure you want to send the absence
notification?

A A

Step 4

After selecting Confirm, a success message will appear:

©

Absence Recorded

Absence Notification sent successfully

OK

Please Note: If an absence notification has already been confirmed for this period,
another cannot be submitted.



