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3rd March 2026 

Dear Parent/Carer,  

 

Reporting an Absence 

We are changing the way in which you report and absence for your child. The new process will require you to 

enter the information via the My Child At School (MCAS) pages or via the MCAS app. We will no longer be 

taking information from the school office e-mail address and will be removing the 

absence@wirralgrammarboys.com e-mail process in the coming weeks. ALL absences will need to be reported 

via MCAS.  

If you would like to view your child’s attendance record, you can do via the MCAS pages/app. You can find 

guidance on how to do so here. This will take you to the Parent information pages for MCAS and this page also 

contains details on how to report and absence (some of this is included below).  

 

If you wish to report an absence – via website dashboard 

You can complete this via the attendance widget in your MCAS Dashboard and via your attendance page in 

MCAS.  

 

 

 

 

 

 

 

 

It is important to note at this stage, in line with recommendations from the Department for Education 

(DfE) and our School Attendance policy, all applications for a leave of absence must be made in at least 24 

hours in advance. Please give full details via the MyChildAtSchool platform (attachments can be uploaded 

where appropriate). Where a parent has not provided advance notification of the absence, removes their 

child after the request was refused or where no application was made to the school, the absence will be 

recorded as unauthorised.  

  

http://www.wirralgrammarboys.com/
mailto:absence@wirralgrammarboys.com
https://docs.bromcom.com/knowledge-base/how-to-view-attendance-in-mcas/
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The process 

 

The screen will appear like this -  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please do not reply to that e-mail as they will not be received or recorded in MCAS.  
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If you wish to report an absence – via MCAS app 

If you wish to report an absence via the MCAS app, select the ‘Attendance’ widget from the dashboard. Then 

select ‘Report an Absence’ at the top of the screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the next screen you will need to fill out all the required information; any field with an asterisk (*) is 

mandatory. Once the information is correct, scroll to the bottom of the screen and press ‘Send’.  
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Example screen from the app.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you’ve pressed ‘send’ you will receive the following confirmation message. Click ‘Confirm’ to continue or 

‘Cancel’ to return to the ‘Absence Notification’ form to make any changes.  

Next steps 

Once we receive the absence notification (via the website or app), they will be ‘Awaiting Review’. We may 

‘Approve’ the absence notification in which case you will receive a message via your MCAS inbox. If we ‘Reject’ 

the absence notification, you will also receive a message via your MCAS inbox.  

To see these messages, go to your MCAS inbox. 

 

 

 

 

 

 

 


