
CALL FOR SAFETY 

• Parents will no longer call or email their child’s school when they are going to be 

absent or late.  

• Parents are required to notify the school office by the time school starts each day 

their child will be absent or late. 

• If your child knows your password, please change it now so they do not have 

the ability to report themselves absent from school. 

• There are two ways to access this feature in your Genesis Parent Portal. 

• The first way is to click the “Notify Attendance Office” link on the summary screen 

under your child’s attendance summary. 

 

 

• The second way to access this feature is to go to Attendance → Notify Attendance 

Office. 

 

  



• Choose “Absent” from the “Student will be:” dropdown. 

• In the “On Date:” field enter the date your child will be absent. 

• If your child will be out just one day you can leave the second date blank. 

• Enter a date in the “Up through and including (may leave blank)” field If your 

child will be absent more than one day, Enter the ending date your child will be 

absent. Do not include the date they will return. You can choose a range of five 

days. 

• Enter a comment which is required. 

o If student is not coming to school today enter the reason for the 

absence. 

o If the student is going to be late to school enter that the student will be 

late, the reason, and the expected time they will arrive to school. Your 

child will be marked absent until they arrive at school and check in with the 

office. 

• Check off the name(s) of any of your children that will be absent. 

• Click Submit to Office. 

      

 

  



• All guardians will be able to see the notifications that have been reported to the 

office. 

• The school has the ability to send you a note back. 

• If the office has not processed your notification yet there will be a red “X” on the 

right side of that date. 

• If you click the red “X” the request will be deleted. 

• If the school has already processed your request, there will be a green 

checkmark and you will not be able to delete it. Please call your child’s school to 

adjust their attendance. 

• If you notice a notification for a day you did not report your child out from school, 

please notify your child’s school right away. 

 


