
 

 

          Attendance Information for Parents and Carers 
 
 
 
 
 
 
 
 
 
Every child at St Aidan’s Catholic Primary School should aim to attend school every day and 
on time. If for any reason your child is unable to come to school, please contact the school 
office before 9.15 am to provide the reason for absence. If no contact is received, for child 
safety reasons, we initiate our ‘First Day calling’ procedure.  

 
Medical Absence & Illness 

Parents may be asked for Medical Evidence to support your child’s absence. This can be a 
Doctor’s note, an appointment card, prescription or medicine. If your child is absent for 2.5 
consecutive days or more please provide medical evidence. Routine medical/dental 
appointments should be made outside of school hours. Where this is not possible, please 
ensure your child attends school before and after the appointment. Please provide an 
appointment card to the office for the absence to be authorised. 

 
Leave of Absence during Term Time 

St Aidan’s Catholic Primary School will not authorise any holidays or leave of absence of any 
kind during the school term, unless there are exceptional circumstances. All requests for 
leave of absence during term time must be applied for in writing, stating the reason for the 
request to the Headteacher, Mrs S Yates. If your child has 2.5 days or more UNAUTHORISED 
ABSENCE then you will be sent a concern letter.  
 

If your child has poor attendance at school or an extended period of unexplained and 
unauthorised leave, you may be at risk of a penalty notice fine or a referral being 

submitted for prosecution. 
 

Our Attendance Team: 
  Mrs M Hampson     Mrs D Walker   Ms A Edwards,  
Attendance Adviser    School Based   Attendance Adviser Outreach: 
Office Administrator        Contact number: 0161 2760160 

Punctuality: 
Key Times: Both gates will open at 08.40am and be locked again at 08.45am. 

  Registers open at 08:45am  
Arrivals after this time are required to go to the office to provide a reason for late 

arrival.  
A late mark will be recorded up to 09.15am and after this time a U code will be 

applied. 
The school day finishes at 3.15pm 

 



 

 

 

      What will happen if your child’s attendance falls? 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


