


Click on the (bottom right of the screen) and this will open a New Notification Page:
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Enter the following information (Clicking into any field will display a date or time selector):

Start Date and Start Time
The date and time from when the period of absence starts

End Date and End Time
The date and time from when the period of absence ends,

Give the reason for your absence from the drop-down list of reasons to select from or type in the
free format text box and give your reason, if it does not fall into one of those categories.
REMEMBER TO CLICK SAVE
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Your confirmed absence will then display under Current/Future Tab until after the absence
duration.

Categories for Reasons for Absence
Physical Health Issues
Medical or Agency Appointment
Mewntal Health Issues
Bereavement
Chidcare Issues
Driwing / Theory Test
Cas#ing at Home Responsibilities
Tramsport Issues
Religious Holiday
Colege Representatives Meeting
Mowing House/ Related to Accommodation
Other (free format text) please type the reason
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Please ensure you speak clearly and provide the necessary information, as unclear answer phone
messages may result in unlogged absences.

Holiday in term time
Please try to avoid booking holidays during term time and discuss any planned holiday with your
tutor first, to arrange how your missed college work can be completed.

You will receive an absent type of mark on your attendance record which will affect your overall
attendance percentage for the academic year, even if it has been recorded as an informed
absence.

If you have any queries on absence reporting, please contact either the Registers & Rooming
Team or discuss with your tutor.



