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MIS HOW TO – Report a Notified Absence 

Learners can report their absence to the College using the Report Absence app 
available on the Student Intranet. 

Students should report any absence as 
early as possible, ideally before 
8:30am, and must submit a report for 
each day they are absent. 

When reporting an absence, students 
can: 

• Select a predefined reason for 
their absence. 

• Choose "Other" if their reason 
is not listed and provide 
additional details. 

Please note that an absence will only 
be recorded as notified/authorised for 
classes scheduled after the absence 
is reported. Attendance marks for 
earlier sessions on the same day will 
not be amended retrospectively. 

 


