
How to log daily
absences via the

Arbor App
LIVE from Monday 23  Februaryrd



Use the app to inform the school of your
childs absence - on the day absence

Do not book off Medical appointments -
Medical coding is different from illness and
evidence may be requested - speak to front
office

Do not save your password on shared
devices 

Do not share your password

Do not download Arbor onto devices
children have access to

Do not select any other times except
whole day absences from 8.30 to 15:15

Change your password regularly and
make sure children cannot access the
Arbor App

Only select whole day absences - any
other times selected will be rejected -
you will then receive a follow up email

Leave a detailed reason for your childs
illness. If this is left blank then the
absence will be rejected

Do not use the app to plan collections
part way through the day - these will be
rejected

Only use the app to notify us of whole
day absences

Do not leave one word responses via the
reason section

Report absences for each day of the illness

Ask the front office for support using the
Arbor app



The school reserves the right to reject
absences via the app if we require more

detail.

*You must leave a reason*
The reason must be detailed

No reason = rejection

Don’t forget to save



If you are sent a follow up email that looks like this   
please make sure you have responded to it - absences will

be recorded as unauthorised if we do not receive a
response.

Responsibility falls on the parent/carers to make sure the
school has been notified.



Buddy The Dog Step 1

Please select the 3
horizontal lines



Step 2

Please select the
Attendance icon

Quick actions



Buddy The Dog

Buddy The Dog

Step 3

Please click the
absence button

Log Absence



Buddy The Dog

Buddy

Step 4

You cannot change the date

8:30
All other times will be rejected

15:15
All other times will be rejected

A reason must be left - if this reason is
not accepted the absence request will

be rejected

Do NOT forget to submit



Can I email instead? - YesCan I still call the absence line? - Yes Can I come into the Front Office? - Yes

FAQs

Can I book anything other than an illness?
NO - Please contact the front office

Can I be sent the Arbor log in?
Yes, please contact front office

Can I include more than one child in the “Reason” textbox?
NO - Please log into each child’s Arbor to report absences

Do I need to report on day 2 aswell?
Yes, you must report every day of the child’s absence 

The steps look different on my device, Can I be shown how to use it?
Yes! Please come in to the front office and we can show you the steps on your device

Will the school contact me even after filling in the form?
Yes and no, we trust that you have reported your child’s absence however if the reason is not clear or
not enough information has been given - then the absence will be rejected and we will send a follow up
email or a phone call. You are expected to respond as the attendance mark will remain unauthorised
untill we have communicated with you


