
 

  
  
  
 

  

 
Parent 

Handbook 
  
  
  
  
 
 
 
 
 
 
 
 
 
  



 
 
 

Table of Contents 
 
  
 
 
 
 
Accessing Compass for the first time………………………………………..1 
First Login……………………………………………………………………….2 
Home page of Compass……………………………………………………….3 
Student Profile…………………………………………………………………..4 
Student Schedule……………………………………………………………….5 
Student Attendance…………………………………………………………….6 
Notes/Approvals - Parent Approved Absence……………………………….7 
Unexplained Absences – Parent Approval…………………………………..8 
Forgotten Password……………………………………………………………9 
Student Reports………………………………………………………………..10 
Learning Tasks…………………………………………………………………11 
Emailing your child’s teachers………………………………………………..12 
Consent and Payments……………………………………………………….13 
Course Confirmation…………………………………………………………..14 
Payment Plans…………………………………………………………………15 
 
 
 
 
  



COMPASS SCHOOL MANAGER 
 
Compass School Manager is a management system that Macleod College utilises to form a crucial educational 
partnership between home and the College. Through a personal secure online parent/guardian Compass 
account they receive important communication and are kept informed about their son/daughter’s learning. By 
logging on to any device that is connected to the internet parents are able to: 

·         Access information regarding upcoming events 
·         View your child’s timetable 
·         View and update class and school attendance information 
·         Email your child/children’s teacher(s) 
·         View comments from teachers about your child’s behaviour and achievements 
·         View and print your child/children’s school reports 
·         Book parent teacher interviews 
·         Pay for, and give consent, for all school excursions 

  
The key to successful use of the Compass Parent Portal is to log on regularly and use this information to have 
regular discussions with your child. 
 
  

ACCESSING COMPASS FOR THE FIRST TIME 
 
New parents will receive a letter in the mail with their login details once their child has been enrolled.  This 
letter will have your Compass username and password for logging onto the Compass Parent Portal.  If you do 
not receive this letter after a week please contact the College to inform us so that we can get you onto 
Compass. 
 
The login page to Compass Parent Portal can be found by browsing to the College website under Links. 
The College homepage also has a link to the Compass Homepage and compass user guides that cover many 
of the functions covered in this booklet. 
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First Login  
Enter the login details provided and click the log in button. On your first logon, you will be asked to verify your 
email address and mobile number, for future communications out of the Compass system. You then will be given 
the option to change your password if you so desire. 
 
Importantly parents should ensure they protect their password so that it cannot be used by the child to 
approve absences etc. If you feel that your son/daughter knows your password you have the ability to 
change this at any time, using the ‘my accounts’ button (as indicated on the next page) 
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Home Page of Compass  
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Student Profile 
 
You will be able to view your student’s Dashboard, Schedule, Events, Attendance, Reports, Learning Tasks, 
Analytics & Insights 
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Student Schedule 
 
This displays your child’s week/ month schedule. 
This includes classes, extra curricular activities and events/excursions. 
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Student Attendance 
 
This displays your child’s attendance history.  
You also have the ability to approve unapproved absences or enter future known absences. 
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Notes/Approvals - Parent Approved Absence 
 

If your child will not be at school for part or a whole day you are able to approve the absence without having to 
phone the College or send a note. 
This can be done the morning of the absence or if it is a planned event it can be entered anytime prior. 
Parents aren't able to delete these entries, if a mistake is made then phone the college on 9459 0222 and one 
of our office staff will correct this for you.  
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If an extended 
period of time- 
advise teacher 
immediately. 



Unexplained Absences – Parent Approval 
 
If your student has any unexplained absences, they will be visible in this section. 
If your child was marked as ‘not present’ In class or ‘late’ to school, you will see an alert under the ‘My News” 
section on your Home Page.  
 
 
 
 
 
 
 
Selecting the alert will bring you to what you see below: 
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Forgotten Password 
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Student Reports 
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Learning Tasks 
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Emailing your child’s teachers 
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Select to make Payment/Consent 

Events - Consent and Payments 
 

From the Compass home screen, click on the event alert under ‘My News’ or navigate to ‘Events’ under the 
Organisation menu item. 

 
 
 
 
 
 
 
 

 
From the events page a list of upcoming events and excursions will be displayed. Click the 

‘Process Now’ button to provide consent and/or payment. 
 
 
 

 
 

 
 
 
Details  
of  
Event 

 
 
 
 
 
 
 
 

An online payment/consent form will be displayed. Complete all highlighted relevant fields and 
click the “Submit Details’ button. 
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Course Confirmation Payments 
 
All 2018 College charges associated with your child/children will be accessible on Compass School 
Manager from Friday, 17 November 2017. 
 
 
 
 
 
  
 
 
 
 
 

Select which item you will be paying for and enter in your payment details. 
 
 
 
 
 
 
 
 
 
 
 
 
                                                       OR 
 
 
 

By clicking the blue link this will take you to a printable form that you will need to fill in and return to 
the College. 
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Payment Plans 
 

Macleod College offers payment plans for selected Course Confirmations. 
The dates are decided by the school and cannot be changed by the payee. 

 
 
 
 
 
 
 
 
 
 
 
 
Once you have selected to pay in instalments, you will then see a pop up window confirming the dates 
and amounts that will be charged to your card as per the setup of the course confirmation template. 
You will need to click on the "Confirm" button before the card will be processed. 
 
*If you are experiencing financial hardship and are having difficulties in meeting these payment dates, please contact Nina 
Nigro, Business Manager, to discuss the options available.  
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