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Compass

Getting Started

How to: Access Compass

On a Web Browser

Compass is a web-based system that is accessible on any modern web browser
(Chrome, Firefox, Safari etc).

Every family receives separate logins to our school’s Compass site. This log in
information is provided to you by the school.

Your portal URL is : highconiscliffe-uk.compass.education

On the Compass School Manager App

You can use the Compass app to action tasks. The app is available to download for
free from the Apple App Store or the Google Play store.

Don’t forget!
Allow notifications

GETITOMN # Download on the

P Google Play [ ¢ App Store from the Compass
School Manager app

to ensure you don't
miss any important
updates from the
school.

Once installed you will be prompted to select our school from the list

at which point you will be required to enter your login details. A
These will be the same details you use to log in to
your Compass Parent Portal.

® Compass



Compass

How to: Use the Compass App

Home Page

Alerts: Where you will
be prompted to
complete attendance

© Compass

s B8

Nate Fifi

Favourites: Customise
this section by clicking

notes, sign up for
on the pencil icon to

events, or make

select which modules
@ Attendance note required for Fifi payments

you would like quick
access too.

Click here for more information

NewsFeed: See posts
from your school

B alerts Show more admin or teachers
about school activities.

Favourites #

WEYTE View All I Saved U

Chelsea Cannon
a @ o

2 days ago

Shortcuts: Quickly Notifications: A log of

send an email, pay for

all push notifications

Christmas Party - December 17th @ sent to you.

an event, or submit an

attendance note
More: Access other

Calendar: Your child’s
daily schedule and

Compass modules and
app settings

other events for
parents

® Compass



Compass

How to: Add an Attendance Note

Add an Attendance Note to explain your child’s absence from school

There are two ways to add an Attendance Note:

< Fifi North ~
Dashboa... Chronicle Tasks © Atten..  Reports

Fifi North

1.Click on your child’s photo from the app O ears (13/00/2017)
. . . Groups: Canis, Polo, Year 2
homepage to enter into their profile. Then Stadent I53: FNORZO, SAMB20
select “Attendance Note”. :;'*’I;”E@—C”m““&‘gd““t“’” ®

2.Use the shortcuts button on the bottom

menu and select “Submit attendance note”.

Cancel Add Attendance Note

Reason

Details | Comments

Start Date

14/11/2024 - 08:30 AM

End Date

14/11/2024 - 06:30 PM

Attachments

Upload Attachment

Potentially Affected Sessions

Activities

® Compass

[ [ send email ]

‘ [ Attendance note

< Thu, Nov 14 2024 ~ >

— —— m ea o ammny

@ B Pay for an event

Did
throf [4i Submit attendance note |
volun. ===
 =H O o o =
Home Calendar Close Connect Notifications More

Add Attendance Note Details

Once on the attendance note screen, choose a
reason from the selection menu, write in any
additional details or comments, and select a start
and end date. When you have completed the
note, press the blue banner to “Add Attendance
Note”. This will be reviewed by the school’s

_ e

admin team.



Compass

How to: View Chronicle Entries

Chronicle is the module in Compass that will communicate updates about your child/children. This
could be related to academic observations, behaviour reports and/or incidents and accidents.

There are two ways to navigate to the
© Compass Chronicle module in the Compass App.

£ |8 (_\ 1.Access your child’s profile page from
et il < Fifi North ~

the homepage by clicking on their photo

() Attendance note requirec Dashboa... Tasks | @Atten.. | Reports at the top of the page. Then navigate to

— the Chronicle tab on the top bar.

Click here for more information Female - 7 Years (13/09/2017)
Groups: Canis, Polo, Year 2
Student IDs: FNOR20, SAMB20 .
2. Select the “More” menu and find the
aclague@compass.education

(+]4] ® Chronicle module.

[ [4 Attendance note ] [ [ send email

< Thu, Nov 14 2024 ~ > ! Mrs Aaliyah ANDERSON
Bessemer Grange Primary School

LOom

ASSEESMENtS

Attendance

< Fifi North ~

Once you've navigated

Dashboard Chronicle Tasks © Atten...  Reports

to the Chronicle module,

Canteen Chronicle Conferances

Quick Observation yOU WI” see a feed Of
involved: Fifi NORTH Chronicle entries related o B o
Observation to your child. comet s s

Great sharing today with her friends

©

Phato Ordering

=]

School
Documents

Insights

Occurred Nov 1at 11:56 AM
Recorded Nov 1 at 11:56 AM

LC)

=

Sehool Fees

sehosl
Favourite

Quick Observation

Involved: Fifi NORTH (s)
Yr
Observation Volunteer

Thanks for the branded biscuits!

Occurred Nov 1at 11:36 AM
Recorded Nov 1 at 11:36 AM

® Compass
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How to: Book and Pay for Clubs

In the Web Browser

Please refer to page 8 if you wish to book and pay for Clubs in the Compass School Manager App.

OCompass & EH @ ~#

‘@rﬂ‘l Sta,. Clubs h: N\

Welcome back. Viel There is 6 club activity available.
North Star School - London e Ste P One
School Click on the link on your
Clubs Payment Required X C h
There is 7 club awaiting your payment. ompass nomepage
: Nathan Morth Click here for mene information, p p g

inviting you to book and

Profile (Atrendance, Schedule, Reports)

F . Payments Centre
Send emall o Nothariy teachers Did you know that payments can be made through Comgass for school fees, events, and pay for C|Ubs

voluntary contributions?
Click here for mare information

View Academic Reports gy | [
@ “visa
Book Parent Student Teacher Conference L]

Add Attendance Nate (Approved Absence/Late)

2
=
+
I
F

Action Centre Events Clubs Volunteering History

Upcoming clubs Upcoming Clubs s

Step Two

You will be directed to your Action
Centre where you can consent and pay
for Events, Clubs and other charges
posted to you by the school.

There are no upcoming clubs

Click the ‘Clubs’ tab and see details of
Action required . . , . . B
available clubs in the ‘Action required
Fifi NORTH .
@ section.
Breakfast Club
Wednesday, September 4th 2024, 7:45 am Irvvited £95.00 >

Friday. October 25th 2024, 8:45 am

Action required

Fifi NORTH

3 clubs
Breakfast Club
Wednesday, September 4th 2024, 7:45 am Invited £95.00 >
Friday, October 25th 2024, 8:45 am

Step Three
Select the Club you would like to opt your child into.
If you have more than one child at the school you will have separate invitations.

* Please note, some processes may vary depending on your school’s portal set up.
If you have any questions regarding your Compass parent portal, please contact the school for assistance.

é CompqSS Parent Guide 6
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How to: Book and Pay for Clubs

In the Web Browser (continued)

Breakfast Club
Wednesday, September 41h 2024, 7:45 am - Friday, October 25th 2024, 8:45 am

Step Four
The consent page will appear with

details of the Club and a list of all

o available dates to opt into. Tick the

Description . .
N boxes to confirm your selections.
Please select which Sessions you would ke 1o book By selecting the available Sessions Delow,

Canw'mg @ session: unselect any previcusly booked sessions(s) that has not occured then click &quoteSave sessionséquote;
Payments: if there is a cost invaived, the amawunt payable will be the total cost of &l bocked sessions that have occured

P— Fiih o
s Manday, September Sth 2024, 7:45 am Manday, September 9th 2024, 8:45 am 250
i usSde) SenmisAEhaih 75 o Tiskily Semenbenoh S e = Optional: Use the red x Decline Club’
I s s il button if you do not wish for your child
to attend this club.
© consent

1 give permiasion for Fifi North to attend this club. Where the staff member in charge ks unable to contact me, or where it is Impracticable 1o contact me, | au
thosise the staff member in charge to 1) consent to any medical or surigeal attention deemed necessary by a medical practitoner, and 2) administer such first-
aid a5 the staff mamber in charge judges 1o ba reasonably necessary

To provide consent, please type your name in full

Wictoria Morth

© confirm and pay K-/ Step Five

Enter your name to provide consent and

Payment

click ‘Process’ to make the payment for
Total amount £5.00

the club.
‘When you submit your details for this page, you will be redirected to an extemal service § plete your payment. In p g atrans-

‘action with us, yeu agree to aur website and payment policies avallable at hitp:/fcompass. edu.au/palicy/

Step Six

Payment Mode .

Usmg your preferred payment
Club Payment £5.00 method (selected from the
Total amount £5.00

dropdown list), process the
@ Payintillnow payment using the ‘Pay’
button.

Payment Method

A pop up window will appear to
G\ria&:ﬁtm-}iﬂo .) confirm the processed payment for
your selected Clubs. You will also
receive a confirmation email for the

VISA e

Payment successful!
Wi use CompassPay.com ag our payment processing gateway, In clicking the relevant “Confirm and Pay” button to the right, vou agree for
your credit card to be charged by CompassPay.com on behalf of your schaool. In processing a transaction with us, you agree to our website
and payment policies available at wenw compass.education/policy | £5.00 has been paid successfully.
£5.00 19th July 2024, 11:37 am

Go back to clubs

é Compass Parent Guide ;



How to: Book and Pay for Clubs

\

In the Compass School Manager App

In the Compass School Manager App, you will see an alert on your dashboard when Clubs have been
added as available for your children to attend. Use the ‘Click here for more information’ link to navigate
directly to the available clubs. Alternatively, navigate to the ‘More’ menu and select the ‘Clubs’ tile

(shown below).

More

L

Mr Albert NORTH

th Star School - Londor

ek
]
Assessments Attendance Calendar
Ll:ll
Canteen Cheanicle
R: (] =
Conferences Connaet Events
=3 a ©
Family & Insights PPhoto Ordering
Enrgiments
=] W =
Schaal Documants School Favourites. School Foes
(s)

E & r
Shop Update My Datails ‘Volunteor
in} B © O a [=

Shortcuts More
10:19 wl T
< Contributions

Breakfast Club

Wednesday, September 4th 2024, 7:45 am -
Friday, October 25th 2024, 8:45 am

Decline Club

[

Description
Booking Information

Please select which sessions you would like
to book by selecting the available sessions
below,

Cancelling a session: unselect any previous-
ly booked sessions(s) that has not occured

<{ Events

Upcoming clubs

There are no upcomi

Action required

g Manisha IYOOR
After School Chess Club

Monday, May 13th 2024, 3:30 pm
Friday, December 13th 2024, 4:30 pm

Invited £610.00

&8 Francesco METCALFE
L

After School Chess Club

Monday. May 13th 2024, 3:30 pm
Friday, December 13th 2024, 4:30 pm

@nlm

£610.00

< Contributions

Optional: Use the red
‘Decline Club’ button
if you do not wish for
your child to attend
this club.

Upcoming Clubs s~

Available clubs are listed in the ‘Action
required’ section. You will see your
child or children listed for each club
they are eligible to attend.

ing clubs

Step One

< \Click on a club that you would

like to book and pay for.

Step Three
Type your name in full to
provide consent for the club

Step Four

Make payment for the club
using your preferred
Payment method.

To provide consent, please type your name
in full

I Victoria North

Breakdast Club

o Confirm and pay

then click &quote;Save sessions&quote; Prem—
Payments: if there is a cost involved, the Payment e aw
amount payable will be the total cost of all Torsdamenre £250
bocked sessions that have occured | @ pmiinon
Total amount &0
O oets Step Two —
Tick all sessions e
i
2024, 8:45 am .
Wednesday, September 4th yOU wou | d | I ke
2024, 7:45 am our child to When you submit your details for this V’sA
LocationSH1 y page, you will be redirected to an ex-
Cost: £2.50 d temnal service to complete your pay- =
S — atte na. . ment. Ig processing a transaction with = it e s )
— " s o e i i SIS
£250
-
@ Compqss Parent Guide 8



Compass

How to: Order School Meals

Order School Meals in Advance

You can order and pay for your children’s lunches (in advance) on the web browser or in the Compass School
Manager App. In the browser, the Canteen module is accessible via the Community menu (people icon). In the

app, the Canteen module tile is accessible via the ‘More Menu'.

Step 1 - Place Orders
. Select who the order is for
. Select Sitting i.e. date and menu
. Add items to the cart

Q Addiems

(A catigors]

Chicken Pizrs Shoe Margarits Pirrs Shoe

s o

2
=3

o.0d

Vegetarian Pizza Shoe

==

» I m

(i, = )
]

Higd [berms

&
2

Grder for Fifi NORTH has been added to your cart X

* Bl Jacket Potats - £2.95

Order totak: £2.95

Orders ready for purchase

Fifi NORTH
School Binners 78/11/2024 3
£295

Total due

When you have added your
items to the cart, they will
appear in the green banner
at the top of your screen.
Click ‘Add another order’ to
order for another day.

It is recommended to
process multiple meals at
one time to reduce the cost
of transaction fees.

(:)Compclss ‘ Parent Guide



® Compass
Order School Meals ‘ -

continued

(o —* lusm )

Step 2 - Confirm and Pay
Choose to pay with a new credit card or the payment card added <Ir"""""""_

to your account. Finally click ‘Process’ as the final step.

anfirm and pay x
(C i \ Bo e ol Carnguana Balaacs, pleddn ordi Ior pour
el P e sty
PS—— - [ e
Firas Dy 1208700
am
a1 Fary E400 A 1 Pty £4.00
tadaiat
) Py A
S () Py il e
£4.00
P Wt
Payrreen Weethed
Form ot e
=3 B
0 tem il
1 ik P e o, et i 2 P s,
o g o . oce wcach 1 priceteesy § FaaRcn wh
s i p—— s b, ey O S thacad
E40D
Wit wrir CompassPay D0m a3 Do foryTTet] [rodes sy
pateway. In clicking he seievant ‘Confem and Fay”
Eastton o the right, you agnee for your coed cand lolbe

ehasged by ComparnaPiy o on behall of you
\ ) s i Al B ARl s A

For students eligible for Free School Meals, please Confirm and pay
continue with this process and click ‘Confirm and pay’ e . —

o
elicking the relevant ‘Cenfirm and Pay” button 1o the right, you
agree for your eredit card to be charged by CompassPay.com on ‘School Dinners 29/11/2024

for the orders ready for purchase. The following bty s o o 0 s
screen will show that an allowance has been applied

ttpef/compass edu au/policy/. Payable £0.00

‘There s nathing to pay

and Total due : £0.00. P

Total Allowance Applied

Total due

You will still need to click ‘Process payment’ to £0.00
confirm the lunch orders.

View My Orders

Users are able to see their Past and Upcoming orders in the ‘My Orders tab’.
Parents can toggle between their children and see the status, price and

details of the order. _

Upcoming  Past f:-'?l Msts HORTH fo)
L
Thursday, 10th Getober 2024 Upcomisg Past
Vogghe Wrap Fifl HGRTH
S M
£0.00 s RGN Thursday, 10th ctober 2024
Total £9.00
Fifh NORTH
‘Spring Mienu
Special instructions: a ATt
Mo acdtona information. Tatal: £9.00
Su Vegghe Wrap

(% Ooder placed on Wednesday, Octcber fth 2034

@ ) \ £0.00 /

(:)Compclss ‘ Parent Guide 10



Compass

How to: Consent and Pay
for a School Trip

If your child has an upcoming event

that requires your consent and/or

NS e ':“;.“,i""-r“"‘“”“d- e ganing Pt i’ % payment, you will see an alert on
& [ your homescreen.

[E
W]
~
L H
»*

North Star School - London

School
e hie C fior school fees, events, and
ety a1 oG e ' Click the alert and it will take you
: Mathan North Click here for moee information ) y
Q@) VA 1 vesors to the Events page (alternatively
& Profile (Mtendance, Schedule. Reports) —t—— . . .
A Send ermail to Nathan's teachers you Can ClICk the grld menu Icon
- A Atendance Note Ut b e st TGt x at the top of the screen and select
[= Wiew Academic Reports CI:LFe'efﬂfbo“:“r::g 'Events').
£ Book Parent Student Teacher Conference
B 1overdue leaming task m:iﬁt?:::‘wm‘vt:?:::;ﬂmdbrwmnl
Click hese for more information

g Fifi North Attendance: Attendance Note Required
Fifiwas recorded as 'not present without explanation.
& Profile (Atendance. Schedule. Reports) Click here for more information
1 N 1
Action Centra Events Volunteering  Payments On the "Action Centre’ tab you
e will see any events requiring your
Bvent action. If you have more than one

student at the school, events will be

/™ Nathan NORTH . .
- Al listed here under each child.

= 1 eve

-«

¥3 Cotswold Wildlife Park

Friday, June 30th 2023, 830 am S LU B Click the event you wish to action.
Friday, June 30th 2023, 3:30 pm ’

Y3 Cotswold Wildlife Park

Friday, June 30th 2023, 8:30 am - Friday, June 30th 2023, 3:30 pm

I b bt

You will see the details of the
event.

@ Event information
Description and educative purpose

We will be taking the ¥3 children to Cotswold Wildlife Park to learn all about the animal species. We will be taking the children on a vivid learning jour-
ney through different habitats, finding out which animal lives there. To make this an exciting learning journey, the park has offered to run an exclusive
“feeding the Penguin” session for any child that wants 1o participate

When and where

Location Start Finish
Cotswold (Off Campus) Friday, June 30th 2023, 8:30 am Friday, June 30th 2023, 3:30 pm
Additional details

Students will need to bring a packed lunch, wellies and waterproof coat
Dress code
Full School Uniform

Transportation

(:)Compclss ‘ Parent Guide 11
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How to: Consent and Pay for a School Trip

continued

©) Administrative questions

Are th y add | medical eandith llergies, medications af il
e.g. A broken leg, asthma inhaler dosage increase, travel sickness, allergies, dietary requirements etc
Parent [ guardian contact details

Contact Details on file

Mrg Victoria NORTH Email aclague@compass. education

Please contact the schoal if any of this contact information reguires updating

Contact details an the day (if different fram normal)

A Additinnal ausstinns

Next will be any administrative
information that you are required
to review or respond to.

If you are required to review a
medical Action plan, you will need
to tick the acknowledgement box to
proceed (if the Action Plan on file is
no longer current, please contact
the school office to advise).

If your child has any further medical
conditions not listed, please add
the details in the available section.
If they do not have any additional
medical conditions, you can leave

this field blank.

You will then see the current
contact details on file for you.

If these need updating or different
contact information is required
for this event, please add that
information in the space provided.

(:)Compclss ‘ Parent Guide
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SN—

How to: Consent and Pay for a School Trip

continued

O consent

1 give permission for Nathan North fo attend this event and acknowledge the need for my child to behave in line with the school's code of conduct and ad-
hare 1o the diess code. Shiald Nathan nead be sent home 83 & resilt of misbehaviour of INSPPTOPRHalE CORBUE!, | Agrea 10 collect him oF Meet any ans-
port cosls,

1 consent io Mathan recedving first aid or urgent medical freatment if necessary, and | agree te inform the school of any changes in Nathan's medical cir-
cumslances.

f Nathan has & condition that requires medical treatment then it is your responsibility te ensure that infermation on the school health register, and medi-
cines kapl in school, &%e up o date. These medicines will be taken on scheol tips and adminislered as per the care plan if requined.

The school also keeps contact information for all parents and carers, which will be used 1o conlact you in an emengency. 1 is your respenaibility 10 enrsure
that the infarmation you have given io the scheol ks cormect. If you are unsure, e-mail or speak to stalf in the school office.

I agrea i inform the school as soon as pessible if foe any reason Nathan will not be attending the event e.g. due 1o lliness, or will amrive kate. In the case
of |ate arvald, it is at the discretion of the trip organiser as to whather Nathan will still ba able 1o attend.

To provide consent, please type your name in full

© confirm and pay

Payment Method Payment

Tatal smount £10.00

New credit card W

@  Pay in full now

We use CompassPaycom as our payment processing gateway. In clicking the relevans
"Confum and Pay” bution 1o the sight, you sgree for your credit card 1o be changed by
CompassPay.com on behall of your scheal. In processing a transaction with us, you
ngroe to our website and payment polickes svailable at hitp:ifcompass.edu auwpolicy

0000 6039 4550 0000

Victoria Morth

03728 555

] Save this card

Action Caritre Events Volunteeding Payments

Evant sccepted X
i harves: acceptied 2oo Excursion.

Upcoming everis

a Charlotte BELL

tdoor Edusatisn Rask 13 Real
Monday August 15t 20229 U
Mhonddan: August 15t 2022 3.3

[ Upcoming Everts wr

Atning . $0.00 ]

Zoo Excursion )
Tuesday, Mowember Tst 20022 850 am 1 0,00 »
Tuwsday Mowember #2255 pm

@ Sophie BELL

¥r 344 Camp, Gundiwindi Lodge i
Decernber 271h 2022, 9.00 am L. £112.50 »
scember 30th 2022, 430 pm e

You will then be required to provide
consent and payment (please note,
not all events will require both, it will
vary depending on the type of the
event set up by the school).

Once you have completed the
consent/payment, the event will
update to show your child as
'Attending’.

The 'Events’ tab will show all
events, both processed and those
still requiring your action. To access
information on upcoming events
that you have already processed,
click on the event.

(:)Compclss ‘ Parent Guide
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