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Contacting Parents

Email

There are a couple of options available when sending emails to students’ parents and
guardians, including emails regarding specific students, or emails to class groups in bulk.

You can email a specific student’s parents or guardians by following these steps:

1. In the search bar at the top of your Compass portal, type in the student’s name and

click their name to navigate to their profile page

2. Click on the ‘Contact’ dropdown

3. Select the relevant dropdown option, such as ‘[Student’s] Parents / Guardians’

4. Configure the email content, and add/remove recipients as required
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You can also send a bulk email to all parents/guardians of students enrolled in specific classes
by following these steps:

5. Click ‘Send

1. Navigate to the relevant Class Page

2. On the Dashboard, click ‘Send an email’ on the right-hand side
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3. Select the relevant option from the

dropdown list, such as ‘Email parents’.

This will automatically add the relevant

parents/guardians to the recipients list.

4. Configure the email content, and add/remove recipients as required

5. Click ‘Send’


