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CONVEYANCE ALLOWANCE - ATTENDANCE RECORDS 

From 2025 onwards, all conveyance claims submitted to School Bus Services (SBS) will 
require submission of an official record of attendance for the student sourced from the 
school, as proof of travel. If an acceptable record is not submitted, the claim will be 
rejected.  

What is considered acceptable evidence?  

There is no standardised format for reporting attendance for schools in WA, different 
schools use different reporting formats.  

For a report to be acceptable as evidence, the following must be clearly visible:  

• The student’s name 
• The name of the school attended 
• Dates attended/absent in the relevant period 

If a legend is used in the attendance report, this will also need to be included. 

As an alternative to compiling an attendance report, schools may opt to provide a letter 
stating attendance. In this case, a signature from an authorised staff member and the 
school’s letterhead must be clearly visible.  

What is considered unacceptable evidence?  

Attendance evidence that doesn’t clearly display the information required above or is not 
from the school the student attends for the term being claimed will not be accepted. 
Examples of unacceptable records include:  

• Your own personal diary 
• Spreadsheets or letters that you have compiled yourself 
• Incomplete or unclear emails and screenshots 
• School reports 

If submitting any evidence and it does not have the required information, SBS will request 
further information or clarification to validate the claim.  

If submitting attendance records as evidence that does not display the school name a letter 
will be required from the school, on the schools’ letterhead, confirming enrolment of the 
student for the term being claimed. 

What period should my evidence cover?  

Conveyance allowance is claimed on a per-term basis. Please keep proof of attendance to 
the relevant term only. Half year and full year reports make it difficult to determine how 
much travel occurred in each term and will possibly result in delays in processing a claim.  
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If I have more than one child approved for conveyance, do I need to submit 
attendance for each of them?  

Yes. If attendance records for only one child are submitted, claims will be processed on the 
assumption that only one child travelled.  

School Bus Services understands that families with multiple children approved for a 
conveyance allowance may not all attend or have absences at school on the same days. 
Attendance evidence records for each student is required to ensure that a claim for travel 
on all days can be validated. 

What are some examples of acceptable attendance records? 

The following pages show examples of commonly used attendance reports that are 
considered acceptable evidence, however, SBS may need additional clarification to 
process the claim.  

Please note that this is not an exhaustive list and SBS may seek clarification from the 
guardian or school. 

School Bus Services will contact guardians via email in the first instance.  
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Compass 

In Compass a Student Attendance Report (Complete Report) can be generated by the 
guardian. Through the app – Open in Browser – Profile – Attendance – Full Record (Select 
Term Dates) – Export – Complete Attendance – Export to PDF.  
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Attendance Report –Acceptable only with Proof of Enrolment from School 
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