
A Parent’s Guide to    

reporting Absence and 

viewing Attendance on 

Arbor. 



Click on the links below to take you straight to the page! 
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Recording on the day absences on the Arbor Parent Portal 

To record an absence, click on the Quick Actions button and click Attendance 

From here, click the green Log Absence button in the top-right of the page. 

 

Please note: It is not possible to delete an absence once it has been approved by your school. If you need to 

make any changes after this has happened, please email attendance@toynbee.hants.sch.uk.  

From here, you can input the start and end time for the absence (by default, the absence start and end times re-

flect the student's full day, but these can be adjusted as needed) and type in the reason for the absence. Once 

you have filled in this data, click Log Absence and this will be automatically visible to school staff who can accept 

the absence.  

 



Recording on the day absences on the Arbor App 

To record an absence, click on Attendance from the Quick actions 

From here, click the green Log Absence button 

From here, you can input the start and end time for the absence (by default, the absence start and end times 

reflect the student's full day, but these can be adjusted as needed) and type in the reason for the absence. 

Once you have filled in this data, click Log Absence and this will be automatically visible to school staff who can 

accept the absence.  

 

Please note: It is not possible to delete an absence once it has been approved by your school. If you need to 

make any changes after this has happened, please email attendance@toynbee.hants.sch.uk.  



Recording future absences on the Arbor Parent Portal 

To record a future absence on the parent portal, go to Messages : 

Type in your message to include date of absnce, time from/ to and a reason for the absence and then click 

Send new message. This will be automatically visible to school staff who can accept the absence.  



Recording absences for the future on the Arbor App 

To record a future absence on the 

Arbor App, go to Messages : 

Type in your message to include date of absence, time from/ to and a reason for the absence and then click 

Send new message. This will be automatically visible to school staff who can accept the absence.  

Then click Send new message button.  



Viewing Attendance On the Arbor Parent Portal 

On the homepage of the  parent portal , you can view attendance statistics for your child’s overall 

statutory AM and PM attendance for the year, and their attendance for the last four weeks. 

The Attendance Summary page will load a breakdown of the student's attendance for the current academic year. 

The Statistics Section will show both the number of sessions and the percentage the student has for each mark. 

In Attendance By Date, the student's daily attendance for AM and PM is listed in the grid. By 

default, the most recent week and year are shown, but you can change this using the drop-

down menus. 



Viewing Attendance On the Arbor App 

The Arbor app shows basic statistics of your child’s overall statutory 

AM and PM attendance for the year, and their attendance for the 

last four weeks by scrolling down to the Statistics section. 

To view more detailed information, click the menu icon at 

the bottom left of your screen. 

Click Summary to see statistics for Presents, Lates and 

Absences for the year to date, and for the last week. 

Select By Date to see all the attendance marks given 

for the academic year, on a week-by-week basis. 


