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Absence Reporting
Procedures

Please call 0151 330 5122 and select OPTION 1. This will direct you to our Attendance Team
OR to leave a voicemail message. When leaving a voicemail message, please ensure you
include your child’s full name, the reason for their absence and how long you expect them
to be absent. Our Attendance Team will access this message directly. If a student is off for
3 consecutive days a home visit will be conducted.

A medical note will be required if your child is absent for an appointment or iliness.

Where possible appointments must be made outside of school hours. If an appointment is
to be made during school hours, a copy of the appointment card must be given to student
services to ensure your child receives the correct register mark. We expect your child to
attend school in the hours around the appointment.

Students are responsible for remembering to leave class, break or lunch for their
appointment. They must tell their head of year if they are intending to leave School that
day for an appointment and show proof where possible. Students must report to student
services and wait to be called once their parent arrives. Tannoys will NOT happen during
teaching hours, as this disturbs the learning across the whole school.

For ease, parents can give their child a note to show their class teacher which will grant
them permission to leave the lesson.
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https://notredameliverpool.com/parents/term-dates/
https://notredameliverpool.com/parents/term-dates/
https://notredameliverpool.com/parents/term-dates/
https://notredameliverpool.com/parents/term-dates/
https://notredameliverpool.com/wp-content/uploads/sites/9/2025/07/DRAFT-NDCA-Parent-Code-of-Conduct-25-26.pdf
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http://www.notredameliverpool.com/safeguarding/
https://www.bbc.com/ownit/dont-panic/reporting-issues-social-media
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