
Absentee	Form:	 Report Absences / Early Pickup:  
Submit a form to report a student’s absence for one or more days.
Indicate an absence for part of the day or an early pick up
add more info in the “Reason” tab.  

Tardy	Form:	
Let teachers know if your child will be late to school due to appointments
give teachers a heads up if your student is having a challenging morning.  

Gold	Communication	Form:	
Notification of  Alternate PickUp Person -  If your student will be picked up by someone NOT on their
authorized pick-up list.  
Request a meeting with a teacher / staff member

Using SchoolCues to Report:

Absence, Late Arrival, Early PickUp, Alternate PickUp Person
(visual guide pages 2-8)

Locating	the	Forms: You will find all three forms under PERMISSION	FORMS:

   ONLINE:  SchoolCues Home  > Quick Access Menu  > Permission	Forms 

   APP:	Quick Access Menu (bottom right) > Permission	Forms

GET	THE	APP!	 iOS  or Android
The SchoolCues mobile app is automatically activated for you once you have registered and activated your account.
All registered users on SchoolCues can download and access the SchoolCues mobile app (Android or iPhone only).
Using the SchoolCues mobile app, parents can receive and view Newsletters, Announcements, Class Updates, School
& Class Calendars, Notifications & Reminders, Submit Permission Forms, Absentee Slips, Gold Forms, Tardy Slips,
Schedule Parent Teacher Conferences, RSVP and Signup for events, Acknowledge Incident Reports, Access Staff and
Student Directory and View Documents and Forms.

https://portal.schoolcues.com/
https://apps.apple.com/us/app/schoolcues/id515192146
https://play.google.com/store/apps/details?id=com.schoolcues.schoolcues&pcampaignid=web_share


Report Absences /early Pickup via Web Portal

Step	1.	Select	Permission	Forms:		
SchoolCues Home > Quick Access Menu >  Permission	Forms

Step	2.	Select	Absentee	Form
SchoolCues Home > Quick Access Menu >  Permission Forms >  "Fill	Out"	(Absentee	Form)

Step	3.	Complete	Absentee	Form
Select your student's name. Select if your student was / will be absent on a particular day, date range,
portion of a day, or will be picked up early.  Indicate a reason. Type your name in the signature field. Select
Send	and	Print.	 

https://portal.schoolcues.com/
https://portal.schoolcues.com/


Select		the	date
at	the	VERY

BOTTOM	RIGHT
of	your	iPhone
screen	(can	be
hard	to	select	-
keep	trying!).	

Report Absences /early Pickup via SchoolCues App

Step	1.	Select	QUICK	ACCESS	(bottom	right
navigation)	then	Permission	Forms:		
SchoolCues Home > Quick Access >  Permission	Forms

Step	2.	Select	Absentee	Form
SchoolCues Home > Quick Access >  Permission Forms
> Absentee	Form

Step	3.	Complete	and	Send	Absentee	Form
Select your student's name. Select if your student was / will be absent on a particular day, date range, portion of a day, or will be
picked up early.  Indicate a reason. Enter your name in the signature field. Select  SEND		at the TOP RIGHT.  

A	calendar	will
pop	up.	Select
AWAY	FROM
today's	date
(then	back	to
today's	date	if

absence	is	today).		



Report Late Arrivals via Web Portal

Step	1.	Select	Permission	Forms:		
SchoolCues Home > Quick Access Menu >  Permission	Forms

Step	2.	Select	Tardy	Form
SchoolCues Home > Quick Access Menu >  Permission Forms > "Fill	Out"	(Tardy	Form)

Step	3.	Complete	Tardy	Form
Select your student's name. Select if your student was / will be absent on a particular day, date range, or portion of a day. Provide
more info (like estimated arrival time) in the "Reason" field.  Type your name in the signature field.  Select Send	and	Print.	 

https://portal.schoolcues.com/
https://portal.schoolcues.com/
https://portal.schoolcues.com/


Select		the	date
at	the	VERY

BOTTOM	LEFT
of	your	iPhone
screen	(can	be
hard	to	select	-
keep	trying!).	

Report Late Arrivals via SchoolCues App

Step	1.	Select	QUICK	ACCESS	(bottom
right	navigation)	then	Permission	Forms:		
SchoolCues Home > Quick Access >  Permission	Forms

Step	2.	Select	Tardy	Form
SchoolCues Home > Quick Access >  Permission
Forms >  Tardy	Form

Step	3.	Complete	and	Send	Tardy	Form
Select your student's name. Select date your student will have a late arrival.  Provide more info (like estimated arrival time) in the 
 "Reason" field. Enter your name in the signature field. Select  SEND		at the TOP RIGHT.  

A	calendar	will
pop	up.	Select
AWAY	FROM
today's	date
(then	back	to
today's	date	if

absence	is	today).		



Report Alternate Pick-Up Grown Up (and more) via Web Portal

Step	1.	Select	Permission	Forms:		
SchoolCues Home > Quick Access Menu >  Permission	Forms

Step	2.	Select	Gold	Communication	Form
SchoolCues Home > Quick Access Menu >  Permission Forms > "Fill	Out"	(Gold	Communication	Form)

Step	3.	Complete	Gold	Communication	Form	
Select your student's name. To report an alternate pick-up adult (not on your approved pick up list) select "My child
will be pick up on" and complete the date, pick up person, and indicate a reason (reason is a required field, but you
can just enter a random letter if you choose not to provide a reason). To request a meeting or contact from a teacher /
staff, select and complete the corresponding fields. Type your name in the signature field. Select Send	and	Print.	 

https://portal.schoolcues.com/
https://portal.schoolcues.com/


Report Alternate Pick-Up Grown Up (and more) via SchoolCues App

Step	1.	Select	QUICK	ACCESS	(bottom	right
navigation)	then	Permission	Forms:		
SchoolCues App> Quick Access >  Permission	Forms

Step	2.	Select	Gold	Communication	Form
SchoolCues App> Quick Access >  Permission Forms >  
Gold	Communication	Form	

Step	3.	Complete	and	Send	Gold	Communication	Form	
Select your student's name.  To report an alternate pick-up adult (not on your approved pick up  list) select "My child will be pick
up on" and complete the date, pick up person, and  indicate a reason (reason is a required field, but you can just enter a random
letter if you choose not to provide a reason). To request a meeting or contact from a teacher / staff, select and complete the
corresponding fields.  Enter your name in the signature field. Select  SEND	at the TOP RIGHT.  

A calendar will
pop up. Select
AWAY FROM
today's date

(then back to
today's date if

absence is
today).  

Select  the date
at the VERY

BOTTOM LEFT
of your iPhone
screen (can be
hard to select -
keep trying!). 



View submitted forms

Step	1.	Select	Permission	Forms:		
SchoolCues Home > Quick Access Menu >  Permission	Forms

Step	2.	Select	Form	to	View
SchoolCues Home > Quick Access Menu >  Permission Forms > View	/	Print

You will receive an email with the form you submittted.  In addition, a list of your submitted forms appears
at the bottom of the Permission Forms page.  

Step	3.View	/Print	Completed	Form
You may print the form using the printer icon at the top right of the page.  Select the green back button to return to the list or the
blue home button to return to the home page.

https://portal.schoolcues.com/
https://portal.schoolcues.com/

