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                                                                                    Welcome letter 
Dear Student 

  

Welcome to the North Bristol Post 16 Centre, Redland Green learning community. 

  

You will find that the atmosphere within the centre is friendly, vibrant and supportive. Whichever school you                 

come from, we are delighted you have chosen the North Bristol Post 16 Centre. Making the choice about your                   

next academic / career step is fantastically exciting. 

 

Life as a post 16 student is very different to year 11. Post 16 students are given privileges not enjoyed by the                      

rest of the school such as independent study periods, the use of the atrium and study areas equipped with                   

computers. You will have more freedom and we expect you to act in a responsible manner and be                  

ambassadors for the centre and local community at all times. We are looking forward to working with you to                   

ensure your success at this stage of your academic career and will support you in every way we can. 

  

By being one post 16 centre we can offer you many more opportunities, both academic and social. Whether                  

you are based at Redland Green or Cotham, you will be able to use all the facilities at both sites and we hope                       

that you will develop good relationships with students and staff at both communities. 

  

Your tutor is based at Redland Green and is the first point of contact for guidance, in addition to the wider post                      

16 team (including assistant head teacher of post 16, student services leader, senior tutors, academic mentors                

and the reception and administration team) who are able to offer more specialist information, advice and                

guidance. We also have an independent careers adviser on site for you to access. 

  

This handbook contains useful information which you and your parents will need to refer to. 

  

We have no doubt that you will all make the most of your time here. For those of you who approach post 16                       

life with enthusiasm, dedication and maturity, you will benefit enormously from the experience. 

  

We hope you enjoy this time and look forward to working with you. If you have any questions please come and                     

talk to us. 

  

  

Mr O Tiplady                                          Miss S Haine 

Assistant Headteacher                         Student Services Leader 
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The Post 16 Team: RGS learning community  

  

 

CENTRE DIRECTOR: MS CURRAN AHT POST 16: MR TIPLADY 
Deputy designated safeguarding 
officer - P16 

STUDENT SERVICES: MISS HAINE 
Deputy designated safeguarding 
officer - P16 

 

   

SENIOR TUTOR: DR BLASCO SENIOR TUTOR: MRS BOWERS SENIOR TUTOR: MRS CRANFIELD 

 

  

Post 16 tutors (See overleaf) 
 
Post 16 office: 
Ms Bernal 
Mrs Newton 
Mrs McGurrell 
 
Examinations office: 
Mrs Cliff 
 
Careers adviser: 
Ms Livesey 

ACADEMIC MENTOR: MRS 
MACADIE 

ACADEMIC MENTOR: MISS HILL 
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SENIOR TUTOR: DR BLASCO (Green cluster) SENIOR TUTOR: MRS BOWERS / MRS CRANFIELD 

(Red cluster) 

Year 13 
13GLC/SWP 
Mrs Golledge / Ms Swift 
2C2 
 
13KER/OVC 
Mr Kennett / Ms Ovel 
4G2 
 
13PKC 
Ms Parkes 
2F4 
 
13RUS 
Mr Rush 
2F3 
 
13YAW 
Ms Yaw 
3F2 

Year 13 
13AMA/CHM 
Mrs Amrane / Mrs Choyce 
3F3 
 
13BRJ 
Mr Bird 
3F7 
 
13DUT 
Mr Duroux 
3F6 
 
13LGS 
Mr Leigh 
3F4 
 
13PRW 
Mr Pearson 
Hub 

Year 12 
12CUS 
Ms Currie 
2F5 
 
12JOD/WKE 
Ms Jory / Ms Weeks 
3F5 
 
12MIS / PKV 
Mrs Milsom / Mrs Peake 
3F1 
 
12RCR 
Mr Richard 
4F3 
 
12WES 
Dr Webb 
2F2 

Year 12 
12CLE 
Ms Collins 
4F2 
 
12DAR 
Ms Cox 
4F1 
 
12PTJ/MSR 
Mr Peters / Ms Moseling 
4F5 
 
12TBJ/ACF 
Ms Tobin / Ms Alcock 
3F8 
 
12TUE/PLL 
Ms Tune / Ms Parsons 
3F9 
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Child protection / Safeguarding team 

 
 

 

DEPUTY HEAD: MR LIND 

Designated Lead Child Protection 
officer 

AHT POST 16: MR TIPLADY 
Deputy designated safeguarding 
officer - P16 

STUDENT SERVICES: MISS HAINE 
Deputy designated safeguarding 
officer - P16 

  

 

WELLBEING LEAD: MS  WILLIAMS WELLBEING LEAD: MS  MARTIN 

COTHAM LEARNING COMMUNITY (BASED AT CHARNWOOD) 

  

 

AHT POST 16: MRS POTTER 
Deputy designated safeguarding 
officer - P16 

STUDENT SERVICES: MS 
WEBB-DICKIN 
Deputy designated safeguarding 
officer - P16 
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Probationary contract  

Term 1 – 2017 

All year 12 students enrolling at the North Bristol Post 16 Centre are required to sign the probationary 

contract.  As a centre, we have high expectations of all our students in terms of attendance, behaviour and 

engagement with studies. 

  

This agreement will run for term 1.  All students must successfully complete the probationary period to be 

able to continue their studies in term 2 (after the October half term). 

  

All students are required to meet our minimum expectations: 

● I agree to follow a full time programme of study, a minimum of 3 subjects, at the North Bristol Post 16                     

Centre 

● I will attend all compulsory sessions (lessons, registration, assembly, tutor / senior tutor meetings) and               

participate in enrichment activities 

● I will arrive on time for all compulsory sessions 

● I will wear my student ID card and lanyard at all times 

● Around the centre and local community I will behave as a role model at all times by:  

○ Treating all members of the learning / local community with respect and courtesy at all times 

○ Not smoking within the centre or within view of the centre 

○ Adhering to the centre’s drug and alcohol policy 

○ Switching off mobile phones in all compulsory sessions  

● Within lessons I will work hard to meet the expectations of teachers by: 

○ meeting deadlines 

○ working hard 

○ submitting work to the centre’s expectations 

● I agree to remain on site and attend timetabled study sessions 

● I agree to take part in enrichment activities every term 

● I will use school ICT systems in a responsible way, to ensure that there is no risk to my safety or to the                       

safety and security of the ICT systems and other users. 

  

If I do not meet any of the above expectations I understand that my place at the centre will be reviewed                     

by the Assistant Headteacher of my learning community and/or Director. This could result in me being                

asked to leave the centre. 

  

In addition, if my behaviour or conduct is deemed seriously below the centre’s expectations, I understand I 
could be asked to leave at any time during term 1.  

 

 
 

 

 

7 



 
Attendance 

Rationale 

With the growth of Post 16 at the Centre, it is essential that we have systems and procedures in place that                     

support both students and staff to ensure that the best possible academic outcomes are achieved for our                 

students. We want to aim for all post 16 students to have attendance of 95% or above to ensure that students                     

maximise their levels of achievement. 

  

It is an expectation that all post 16 students maintain a cumulative rate of attendance at 95% or above.                   

Intervention will be considered for students with attendance lower than 95%. 

  

Attendance expectations 

We expect all post 16 students to be present and punctual to all sessions requiring attendance. These include: 

● Registration* 

● Timetabled lessons 

● Study periods 

● Assembly 

● Enrichment 

● Additional sessions where attendance is required e.g. subject support sessions, upgrade, revision 

sessions, futures week, field visits, meetings with tutors, senior tutors, teachers, post 16 leadership 

 Those with attendance below 95% will be monitored as a cause for concern. 

  

*All year 12 students are required to attend morning registration every day unless they have period 1 at the 

Cotham learning community.  

  

Procedure 

Absence in advance 

If students know they are going to be absent in advance, they must complete and submit an 'Absence in                   

advance form' at least 24 hours before to the post 16 reception. This is signed by all the subject staff who                     

would normally be teaching the student on the day/s of their absence as well as their tutor. It is the student’s                     

responsibility to catch up with any work missed during this absence. 

  

Authorised absences: 

·         Hospital appointment 

·         Visit to university for an open day or interview 

·         Work experience placement which is directly related to the course or chosen career 

·         Funeral of a close family relative or friend 

·         Driving test (not lessons) 

·         Emergency doctor and dentist appointments 

·         Important religious festivals 

Where possible, students should bring in proof of the above eg letter, appointment card 

  

Non-authorised absences: 

·         Holidays 
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·         Part-time work (Student should not work during the hours of the school day) 

·         Leisure activities and/or events such as birthdays or music festivals 

·         Driving lessons 

·         Medical and dental appointments which are routine and could be made outside lesson time 

  

Illness 

If a Redland Green student is absent due to illness, a parent is required to notify us by calling the absence                     

line 0117 353 3474 or emailing post16@redlandgreen.bristol.sch.uk at the earliest opportunity. 

 

If a Cotham learning community student is absent due to illness, a parent is required to notify us by calling the                     

Cotham absence line 0117 919 8105 or emailing post16@cotham.bristol.sch.uk at the earliest opportunity. 

  

If students are absent, we ask that a parent notifies us every day of the absence. If a parent is unable to                      

inform us directly of a student absence (e.g. if they are working or if student lives independently), the student                   

must call the absence line themselves. If students call themselves, they will need to complete an ‘absence                  

form’ signed by parents and tutor when they return. 

  

Signing Out Procedure 

Any student who leaves the Centre during the day due to illness, an appointment, or lesson at the other                   

learning community must make sure that they sign out in the Post 16 Office before they leave. This is an                    

essential part of our safeguarding for all students. 

  

Absence form 

All students must complete an ‘absence form' upon return to school if a parent HAS NOT notified us of the                    

absence/s. This form should be returned as soon as possible when the student returns to school. Unless this                  

is done, the absence will remain unauthorised. 

  

Non attendance at compulsory sessions 

Attendance is monitored by both subject teachers, tutors as well as the wider post 16 team. Courses are                  

taught all year round and do not include ‘catch up time’ if students miss some lessons. If attendance starts to                    

cause concern (i.e below 95%) students will be referred to the centre intervention policy which may result in                  

leaving the centre / course if there is no improvement. 

  

If students do not attend a compulsory session and have not had absence authorised in advance, a text will be                    

sent to parents for every session missed.  

  

Staff absence 

Where a member of staff is absent from a post 16 lesson, it is the responsibility of the individual student to                     

register themselves with the member of staff in the classroom or by leaving their name with the Post 16 office.                    

Cover work will be provided. 

  

Consequence of poor attendance 

Subject teachers are responsible for monitoring student attendance to lessons and using the intervention              

process as applicable. 
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Attendance reports will be run regularly. Where there is a genuine medical reason for absence, this will                 

obviously be taken into account, however, such absences do act as a barrier to attainment. 

  

Transition from Year 12 to 13 

Transition from year 12 to year 13 will depend on attendance as well as academic attainment and conduct. 
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Student charter 2017/18  

 
Every Post 16 student is required to sign a copy of the below student charter at the start of the academic                     
year. At the North Bristol Post 16 Centre, we pride ourselves on offering a friendly and welcoming learning                  
community.  We strive to give you all the support and guidance you need to achieve success.  As members                  
of the sixth form you are senior students and are viewed as role models of the centre.  The Student Charter                    
is an agreement which sets out what is expected from students at the centre.  It is designed to ensure that                    
we can provide you with the best opportunity to succeed in an environment that is safe, healthy and most                   
of all enjoyable.  The Charter also explains what you as students can expect from us. 
 
WHAT THE CENTRE EXPECTS FROM YOU: 
Respect 
Treat all staff and fellow students with respect and courtesy at all times.  North Bristol Post 16 Centre is                   
committed to equal treatment of all regardless of sex, gender, race or faith.  Racist, sexist, disablist,                
homophobic or other abusive language will not be tolerated and will be dealt with in accordance with the                  
centre’s intervention stages. 
 
No smoking, intoxication or drinking of alcohol on or in sight of the school site 
Please respect our commitment to ensuring a smoke free environment across our centre and its local                
entrances.  Smoking anywhere within the school site is prohibited.  Any student in possession of or under the                 
influence of alcohol or illegal substances will be dealt with in accordance with the centre’s intervention stages                 
and this may result in the student being asked to leave the centre. 
 
Language 
Swearing and offensive language is not acceptable at the centre at any time. 
 
Atrium, canteen, study areas, classrooms etc 
We all have collective responsibility for maintaining the condition of the Post 16 centre.  It is not acceptable to                   
drop litter or deliberately damage fixtures or fittings.  Our expectation is that communal areas are treated with                 
respect and any damage is reported to the post 16 reception immediately. 
 
Health and Safety 
It is the policy of the centre to take all reasonable and practicable steps to safeguard the health, safety and                    
welfare of all students.  Students should avoid carrying open / uncovered hot drinks around the centre, the                 
eating of food should be confined to the atrium, eating in corridors and on the stairs is a health and safety                     
hazard.  To safeguard all students, all Post 16 students must wear their ID card and lanyard at all times. 
 
Attendance and punctuality 
Attendance in all lessons, registration, assembly/core programme and school based study is compulsory.             
 Some of you will be expected to attend ‘Upgrade’ our supervised study programme.  We expect you to be                  
punctual at all times. Full details of the absence procedure can be found on our website. 
 
We recognise that many Post 16 students undertake part time paid employment, however we request that                
this should not be taken on during the timetabled day and recommend this should not exceed 9/10 hours per                   
week in term time. 
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School based study 
To support you develop as an independent learner you will be allocated school based study on your timetable.                  
 It is up to you to decide where in the Post 16 centre you will work but your attendance will be monitored. 
 
Learning agreement 
All students must be full time which means 540 planned learning hours across the year.  In addition to                  
subjects, students will need to attend morning registration, assembly/core programme, school based study             
periods and undertake enrichment.  Some students will also be required to attend upgrade, undertake an               
enhancement subject (e.g. GPR, EPQ) or other activities such as work experience.  A learning agreement must                
be signed at enrolment. 
 
Dress code 
While Post 16 students are not expected to wear a uniform, we ask you to dress appropriately for a                   
professional working environment.  Students must also wear their lanyards at all times.  This is a safeguarding                
issue which the centre is committed to. 
 
Mobile Phones, iPods and MP3 Players etc 
Electronic equipment may only be used in and around the Post 16 centre outside of timetabled                
lessons/morning registration/assembly/core programme/upgrade and not in areas that impact on students           
learning.  It should not be used by Post 16 students in other parts of the school.  All Post 16 students must                     
comply with Cotham and Redland Green’s internet e-safety rules.  All electronic equipment must be turned off                
or silenced during lessons unless specified by the teacher.  Mobile phones, smart watches etc are absolutely                
prohibited from examinations.  Please refer to the ICT acceptable use policy for further guidance. 
 
Text books and resources 
Text books and resources are integral to your learning and development and you will be expected to have                  
these with you in addition to other relevant equipment for appropriate lessons.  Text books can only be                 
allocated to students with their own ID cards and must be returned to the hub upon completion of study to                    
avoid financial penalty. 
 
Reaching your potential 
Taking responsibility for your own learning is an important part of being a successful post 16 student.  You are                   
expected to make every effort to work hard and complete all work required to the best of your ability within                    
agreed deadlines.  This includes making full use of study time on site and using the study areas and IT                   
resources appropriately. 
 
Parking 
No student cars are permitted on the school site. 
 
OUR COMMITMENT TO YOU: 
We strive to give you our best service at all times. 
 
One to one application discussion meeting 
Before joining the centre you will have had a one to one discussion with an experienced member of the Post                    
16 team who will have offered you information, advice and guidance to make sure the courses you have                  
chosen to study will enable you to achieve your potential and make the most of your time as a Post 16                     
student. 
 
 
Enrolment and induction 
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When you enrol with us you will have access to fair and impartial advice about your course choices.   
 
High quality learning experience 
We are proud of the quality of teaching and learning.  Our results are excellent and the majority of our Year 13                     
students progress to university or employment with training.  The Post 16 team, your subject teachers and                
tutor will work hard to prepare you for all examinations and assessments and will also give you feedback on                   
how you can improve.  We will provide you with a post examinations results service including access to advice.  
 
Expert support and guidance 
Your tutor will take a special interest in your academic progress and your general well-being.  All tutors are led                   
in this by the assistant headteacher responsible for Post 16 , the student services leader and senior tutors.                  
 Talk to your tutor, senior tutor, student services or academic mentor about issues as they arise so that we can                    
help you sort them out at an early stage. 
 
Student voice 
You will all have the opportunity to feedback to your teachers about your experience of teaching and learning                  
in their lessons.  An opportunity to submit feedback about the whole post 16 experience is also offered.  A                  
school council is in place at each learning community to represent the student body. We are always open to                   
hearing your ideas about how we can improve, so please tell us.  We will always endeavour to do our best for                     
you. 
 
Study support 
We fully appreciate the academic jump between Year 11 and Year 12 can be a challenge.  Being in control of                    
your own learning is critical to success and we will work with you to teach you the skills to enable you to                      
develop into an effective independent learner.  Each learning community has Academic Mentors to support              
students to achieve the study skills required at this level of study. Please see below for further information                  
about supported study on offer to all students via Upgrade. 
 
Assessment and monitoring 
Throughout your course, we will review your progress with you through use of minimum target grades and                 
course reviews.  Your work will be marked promptly; we will give you regular feedback on your progress, and                  
will always offer you support if you encounter problems at any time throughout your course. 
 
Excellent facilities 
We have three learning resource centres across the two sites and here you will find some computers, DVDs,                  
periodicals, newspapers and textbooks… in fact, everything you would expect to help you complete your               
assignments. Quiet study areas are available at both sites. 
 
There is a Post 16 space (atrium at RGS, canteen at Cotham) at each learning community where you will be                    
able to meet friends and relax, particularly at break and lunchtime.  Refreshments are available from the cafe                 
located within these areas. 
 
Higher Education experts 
We encourage our Year 13 students to progress to university or to employment with training.  Every year we                  
have students who go to Oxford or Cambridge, and others who go on to study law, medicine and veterinary                   
science.  Our in-house knowledge and expertise of the university process combined with a close relationship               
with the University of Bristol (as well as may other universities) ensures students’ access to quality                
information. 
Options Post 18 
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We realise university is not for everyone and we will support and assist your progress into an apprenticeship,                  
employment, gap year or the next stage of your education.  We have strong links with employers and training                  
providers, and a programme of speakers in Year 12 enables our students to be fully prepared for life after Year                    
13.  We provide prompt and professional references for all our students. 
 
Enrichment – opportunities beyond your chosen subjects 
Enrichment is a compulsory part of your timetable and we hope that you will want to involve yourself in many                    
areas beyond your academic subjects.  You will have many opportunities to become involved in leadership               
roles with younger students through in-class support, acting as a mentor, or involvement in sports activities                
and clubs with younger students.  There are also opportunities for community work with local primary schools                
and care service providers.  Each year there is a wide range of enrichment opportunities which include: visits                 
to major European cities, a debating programme, competitive team sports (Wednesday afternoon fixtures             
programme), orchestras, choirs, musical productions, theatre trips, outdoor expeditions, and social events            
organised by the student council. 
 
The student charter is an important part of your enrolment.  By signing this you are agreeing to work in                   
partnership with the centre to ensure that the standards and regulations explained in this charter are                
maintained at all times. 
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Student acceptable use agreement 

(ICT) 
  

All post 16 students will be required to electronically sign this during induction/first week of term.  

  

I understand that I must use school ICT systems in a responsible way, to ensure that there is no risk to my                      

safety or to the safety and security of the ICT systems and other users. 

  

For my own personal safety: 

● I understand that the school will monitor my use of the ICT systems, email and other digital                  

communications. 

● I will treat my username and password with care – I will not share it, nor will I try to use any other                        

person’s username and password. 

● I will not disclose or share personal information about myself or others when on-line, including                

usernames, phone numbers, addresses or photographs 

●    I will not arrange to meet people offline that I have communicated with online. 

● If I see any inappropriate material or messages that upset or offend me, or anything which makes me feel                    

uncomfortable when I see it on a digital device, I will tell a member of staff, a parent, or report it by                      

clicking www.ceop.police.uk. Alternatively I will speak to one of the school’s trained Cybermentors, or              

report my concern via the Cybermentor website: www.cybermentors.org.uk 

● I will talk with my parents about my use of the Internet and digital devices, so that they are able to                      

support me and I am able to support them. 

  

I understand that everyone has equal rights to use technology as a resource and: 

  

●    I accept that school staff will tell me when and when not to use school resources. 

● I understand that the school ICT systems are primarily intended for educational use and that I will not use                    

the systems for personal or recreational use unless I have permission to do so.  

  

● I will not try to make large downloads or uploads that might take up internet and network capacity and                    

prevent other users from being able to carry out their work.  

●    I will not use the school ICT systems for online gaming, online gambling, internet shopping, file sharing. 

● I accept that if any member of school staff has a concern about my use of school resources, they may                     

revoke my access to the resources. 

  

I will act as I expect others to act toward me: 

  

● I will respect others’ work and property and will not access, copy, remove or otherwise alter any other                   

user’s files, without the owner’s knowledge and permission.  

● I will think before I post. I will be polite and responsible when I communicate with others, according to the                     
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Redland Green School Code of Conduct. I will not use strong, aggressive or inappropriate language and I                 

appreciate that others may have different opinions.  

●    I will not take or distribute images or footage of anyone without their permission. 

  

I recognise that the school has a responsibility to maintain the security and integrity of the technology it                  

offers me and to ensure the smooth running of the school: 

  

● I understand that, if I do use my own devices in school, I will follow the rules set out in this agreement, in                        

the same way as if I was using school equipment.  

● I understand the risks and will not try to upload, download or access any materials which are illegal or                    

inappropriate or may cause harm or distress to others, nor will I try to use any programmes, apps or                   

software that might allow me to bypass the filtering / security systems in place to prevent access to such                   

materials. 

● I will immediately report any damage or faults involving equipment or software, however this may have                 

happened. 

● I will not open any attachments to emails, unless I know and trust the person / organisation who sent the                     

email, due to the risk of the attachment containing viruses or other harmful programmes.  

● I will not install or attempt to install programmes of any type on a machine, or store programmes on a                     

computer, nor will I try to alter computer settings.  

● I will only use chat and social networking sites under the direct instruction and supervision of a member of                    

staff. 

  

When using the internet for research or recreation, I recognise that: 

  

●        I should ensure that I have permission to use the original work of others in my own work 

●        Where work is protected by copyright, I will not try to download copies (including music and videos) 

● When I am using the internet to find information, I should take care to check that the information that I                     

access is accurate, as I understand that the work of others may not be truthful and may be a deliberate                    

attempt to mislead me.  

  

I understand that I am responsible for my actions, both in and out of school: 

  

● I understand that the school also has the right to take action against me if I am involved in incidents of                      

inappropriate behaviour, that are covered in this agreement, when I am out of school and where they                 

involve my membership of the school community (examples would be cyber-bullying, use of images or               

personal information).  

● I understand that if I fail to comply with this Acceptable Use Agreement, I will be subject to disciplinary                    

action. This may include loss of access to the school network / internet, school sanctions imposed in line                  

with the school’s Behaviour for Learning policy, contact with parents and in the event of illegal activities                 

involvement of the police. 

Student Acceptable Use Agreement Form  

Please complete the sections below to show that you have read, understood and agree to the rules included in                   

the Acceptable Use Agreement. If you do not sign and return this agreement, access will not be granted to                   
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school ICT systems. 

  

I have read and understand the above and agree to follow these guidelines when: 

  

●    I use the school ICT systems and equipment (both in and out of school)  

● I use my own equipment in school (when allowed), including but not limited to laptops, cameras, mobile                  

phones and data storage devices 

● I use my own equipment out of school in a way that is related to me being a member of this school (e.g.                        

communicating with other members of the school, accessing school email, posting online contributions to              

a blog or social networking site) 

  

  

School email  

It is important you access your school email from day 1 as this is the main way we communicate with you. We 

recommend you set up your school email account on your mobile phone. Please click on the link below for 

instructions. 
Setting up email on a mobile device 
 

Email etiquette 
If you are emailing a member of staff, please remember your correspondence says a lot about you both                  

personally and professionally. We ask you to adhere to the following points: 

 

● Start by addressing the person you’re writing to...“Dear Dr Blasco”. If you want to be more informal                 

then ‘Hello Dr Blasco or Hi Dr Blasco’ is fine 

● The email should be short and to the point – and have a relevant Subject line 

● Be polite - A “please” and “thank you” are always appreciated. And requests formed as a question                 

rather than a command e.g. “Can I have an extension” rather than “I want an extension” or “Give me                   

an extension” – are usually better received. 

● Sign off with your name. It’s also usual to have a “closing salutation” such as “Best regards“, Best                  

wishes etc.  

● Don’t send an angry email If you are angry or upset about something – don’t put it in an email until                     

you have calmed down a bit. 

● If you can see the member of staff in person, don’t send an email! 

● Give staff time to reply to you and remember it’s unlikely you will get a response if you email outside                    

of school hours (including holidays and weekends). 

 

Computers 
You will be given a username and password which will enable you to log on to the school network and save                     

your work. We strongly encourage you change your password when you log on for the first time. Computers                  

can be found in the hub, level 4, 3F7 and 3F6. If a computer is free you can use it, however, if a lesson is                         

taking place you will need to find somewhere else to work. Many subject areas use Google Classroom to share                   
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information. You will need to adhere to the Redland Green ICT code of conduct. 

 

ID cards  
All year 12 students are provided with an ID card and lanyard which informs all staff and students across the                    

centre that you are a student at the Redland Green learning community (North Bristol Post 16 Centre). To                  

ensure the safety and well being of all students and staff, all post 16 students MUST WEAR their ID cards at                     

all times.  

 

If you do not have your ID card on you, you will not be able to access the building without signing in at                       

reception and obtaining a temporary pass.  

 

This card will also enable you to access the building, print / photocopy, borrow resources and purchase                 

refreshments at the Cotham learning community (see below information for purchasing refreshments at             

Redland Green). To load money on your ID card to use for catering at Cotham, you will need to use the money                      

loading machines at Cotham or add funds online via WisePay - please ask at Cotham post 16 reception for                   

further information. 

  

If you lose your ID card, please see Post 16 reception who will arrange for a new card at a charge of £5. Please                        

note your ID card gives you access to both learning communities.  

 

Catering / biometrics 
From September 2017 Redland Green is introducing a biometrics catering system which incorporates the latest               

technology and eliminates the need for students to produce their ID cards at the till – the system will recognise                    

the student’s thumb at the revaluation pay points and at the tills. 

 

As per current legislation, we will be operating an ‘Opt In’ policy and we therefore require the consent of at                    

least one parent in order for the biometric information of students to be processed. This information remains                 

within the school and the biometric information taken is an algorithm and not the actual fingerprint. This                 

information was emailed to year 13 students in June 2017 and was part of the enrolment information sent to                   

year 12 in July 2017. 

 

Registration for new year 12 students will be available in September. 

 

Students not registered on the Biometric System will be allocated a 4 digit PIN. PIN codes do not have the                    

same level of security and it will be the student’s responsibility to remember the code and keep it secure at all                     

times. The preference of the school is to use biometrics as this is both faster and more secure than any other                     

method of identification. 

 

Students based at both Redland Green and Cotham will continue to be able to pay cash, (not £20 notes) but                    

only for refreshments available in Post 16 . 
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Deposit 
After enrolment, we will ask for a £25.00 book deposit. This will be returned to you when you leave the centre;                     

provided all books are returned in a satisfactory condition and all financial obligations have been met. For                 

further information, please refer to the library policy. 

  

Financial support 
Financial support via the 16-19 bursary is available for students. Detailed information and application forms               

are available to download from the centre web site. Application forms are also available from Post 16                 

reception. All completed application forms (with evidence) must be submitted to Miss Haine by the student (or                 

parent) and an appointment should be made to go through all of the information/evidence required if Miss                 

Haine is not available to see you. It can be a long process if you don’t bring in all the evidence we need to show                         

your household income. Please also remember a copy of your daily/weekly bus/train ticket as well as your                 

bank account details. 

  

Free School Meals (FSM) 

If you think you may be eligible for free school meals, you will need to apply to the local authority. Postal and 

online applications can be made at 

www.bristol.gov.uk/page/children-and-young-people/free-school-meals-and-pupil-premium 

  

You can apply for free school meals if you receive one of the following: 

·         Income Support. 

·         Job Seekers Allowance (Income Based). 

·         Child Tax Credit, but are not entitled to Working Tax Credit and your annual income (as assessed by the 

Inland Revenue) does not exceed £16,190. 

·         Support under part VI of the Immigration & Asylum Act 1999. 

·         The 'Guaranteed Element' of Pension Credit. 

·         Income Related Employment And Support Allowance benefit (any element of contribution based paid 

free school meals are not available) 

  

The process can sometimes take a number of weeks so please do this as soon as possible if you think you may 

be eligible. If you have  previously received FSM in year 11, you may not need to apply, please check with Post 

16 reception in the first instance. 

 

Important note: 

If you have lessons at Cotham period 4 and period 5 on any given day, you will also need to apply for Free 

School Meals via the link  https://www.myfreeschoolmeals.com/ 
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Monitoring, reporting and assessment 
Throughout your course, we will review your progress with you through use of target grades, reports and                 

tutorial support. Your progress is carefully monitored by subject staff who will provide you with regular formal                 

and informal comments on how to make your work better. Tutors and subject teachers will also discuss your                  

overall performance and work with you at identifying areas for improvement. 
 

Ready to learn 
You will be updated about Ready to Learn in due course. 
 

Post 16 Intervention: Discipline 

The following stages are a formal process initiated by subject teachers / tutors as a result of non compliance                   

from students who are not adhering to the student charter. This could be lack of attendance, continued late                  

submission of work or general conduct. The stages are sequential but it is possible to bypass a stage where                   

cooperation from the student is not forthcoming or if actions of the student cause serious concerns. Parents                 

should be informed at each stage. If the student fails to respond the process continues.  
 

DISCIPLINE FRAMEWORK 

Departments initially deal with discipline issues informally.  If this is unsuccessful departments should  

begin to use the formal discipline framework. Examples of behaviours that may lead to stage 1 might be                  

that a student: 

·         regularly fails to submit homework; 

·         is regularly late or absent without reason; 

·         regularly fails to put in effort; 

·         persistently displays an attitude which prevents progress. 

 

STAGE 1 

Student fails to meet departmental/centre expectations.  Placed on department contract along with 

other departmental protocols. Department makes formal written contact with home. Tutor and Senior             

Tutor informed.  

Refer to senior tutor* 

 

STAGE 2 
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P16 LT  manage student and make formal contact with home.  Centre Contract issued and parental 

contact made again upon review.   Case actively managed by ST / SSL.  
 

A student who is passed off stage 2 will return to the process at stage 2 if further problems arise. 

ST/SSL REFERS TO AHT P16 

 

STAGE 3 

Final meeting arranged with AHT P16. 

Student will be subject to further monitoring, dropping a course or advised to make new arrangements. 

This will be based on the recommendation of a senior tutor or student services leader. 

 * Decision to progress to Stage 2 lies with Senior Tutor. 

 

Health and Wellbeing Support Plan  
We are committed to supporting students and recognise the importance of a student’s health and wellbeing in                 

relation to academic progression. When a student’s physical or mental health and/or well being affects their                

ability to cope at the centre, to study or progress on their course, we may implement a three stage tiered                    

support plan: 

 

Tier 1: Emerging concerns 

Tier 1 is used when there are emerging concerns about a student’s health and/or well being and the impact                   

this has on his/her ability to progress on a course or study programme. 

 

Meeting is held between all parties led by the Student Services Leader (Centre learning community, 3rd party                 

organisations if applicable, parents/guardians, student) and a support plan is implemented.  

 

Tier 2: Ongoing concerns 

Tier 2 is used where there is a continued and ongoing concern following a Tier 1 review, or when there is                     

significant concern about a student’s health, wellbeing, behaviour, safety and/or ability to study, and where               

an additional response from the Centre is required. 
 

Meeting is held between all parties led by the Assistant Headteacher and Student Services Leader (Centre                

learning community, 3rd party organisations if applicable, parents/guardians, student) and a support plan is              

implemented.  

 

Tier 3: Significant concerns 

Tier 3 is used where there is a serious or persistent concern about a student’s health and/or wellbeing.                  

Escalation to this tier will follow attempts to address concerns through Tier 1 and 2, however, in some case it                    

may be appropriate to proceed directly to Tier 3. 
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Meeting is held between all parties led by the Assistant Headteacher and Centre Director (Centre learning                

community, 3rd party organisations if applicable, parents/guardians, student) is scheduled. Escalation to Tier             

3 signifies real concern about the student’s ability to continue studying. And the Tier 3 meeting will consider                  

whether it may be in the student’s best interest to consider interruption or withdrawal from study. A                 

support plan is implemented.  

 

For further information please speak to the Student Services Leader in the first instance. 

 

Independent study 
For the first time in your school life, you will have independent study time when you are not scheduled to be in                      

a lesson. This time, when used effectively, is designed to help you manage the workload of your A levels /                    

BTECs and cope with the academic jump from GCSEs.  

 

We recommend that for every hour in the classroom you spend a minimum of 1 hour studying. This means a                    

student studying 3 subjects should be studying an additional 4 hours per subject per week outside of                 

timetabled lessons. Don’t forget you also have evenings and weekends although you wouldn’t be expected to                

work all of the time! On your timetable you will be allocated school based study. The amount will depend on                    

the number of subjects you are studying. You will still need to undertake study outside of this to reach your                    

potential. 

  

School based study 

To support you to develop as an independent learner you will be allocated school based study on your                  

timetable. It is up to you to decide where in the post 16 centre you will work but your attendance will be                      

monitored. 

 

Independent study might include homework, coursework or a set task. It might be a piece of research or                  

writing up class notes. It could even be organising a folder. Background reading and revision (which is done all                   

year not just at the end) is critical during your post 16 studies so there is always something productive you can                     

be doing outside of lessons. 

  

We have seen firsthand that successful post 16 students balance both school work and social aspects wisely to                  

reach their potential. 

   

Academic support 
Your subject teachers are your first point of contact should you need help with your work. However, you can                   

also see our academic mentors, Mrs MacAdie or Miss Hill, for any study skills based issues you need help with.                    

An example might be help with a particular piece of work, such as an essay. You may also decide to see them if                       

you are struggling with time management or need more ideas about how to effectively note take or revise.                  

The academic mentors may work one to one with you or may recommend that you join a small group of                    

students who are dealing with similar issues to you. You may also be referred for Upgrade sessions which will                   

provide you with a quiet area to study under supervision. The work will not however be done for you, and you                     

will be expected to attend sessions punctually and with a clear idea about what you want to achieve. Mrs                   
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MacAdie or Miss Hill can be found in 2F1 or the Hub. 

Study areas 
We have a number of study areas available for students to use: 

 

● Level 4 breakout 

● Hub 

● Atrium (during lesson time, the atrium can be used for study only) 

● 2F1 

● If you notice a classroom is empty and would like to study in it - please seek permission from the Post                     

16 team  

 

The Hub 

This room should be busier than the atrium! It is equipped with some computers and is your area to study,                    

research and borrow resources. The post 16 library team is available to help you with resource selection,                 

computer support and textbook issues. Printing and photocopying can all be done from the hub (you will need                  

your ID card). There are also a number of online resources available for you to use. As you would expect no                     

food or drink is permitted in the hub. 

  

The hub is for the sole of use of post 16 students only so please look after it! 
  

Opening times: Monday to Thursday 8:15 – 4:45, Friday 8:15 – 4:15. Please note the hub is also a tutor room                     

so out of bounds from 8.25 - 8.45 Monday to Friday. 

 

Level 4 breakout (outside of 4F1) 

This area is equipped with some computers. This is not the space to use for group work as even low level                     

noise will not be tolerated. As you would expect no food or drink is permitted here. 

  

Level 3 breakout (outside of 3F1) 

If free, this area can also be used for private or group study. There are no computers in this area. 

  

Atrium 

Principally a social area, this large space can be used for group work outside of break and lunchtimes and when                    

it is not in use for core programme/assembly, exhibitions etc. There are no computers in this area, however                  

some students will use their own laptops. Although you are permitted to eat and drink in this area, you must                    

take all of your litter with you. If noise levels impact the teaching and learning taking place in other areas of                     

the Post 16 centre, you will be asked to leave the area immediately. 

  

Other areas 

As students of the North Bristol Post 16 Centre, you are also welcome to use the study facilities available in                    

Charnwood House, Cotham. 

  

If classrooms/IT rooms are not in use in the Post 16 Centre, you may use them to study as long as you check                       

with Mr Tiplady, Miss Haine or the senior tutors in the first instance. 
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The Atrium 
The atrium is primarily your social area and can be very busy at break and lunch times. It is also the where the                       

post 16 cafe is located. However, from time to time it is also used by others in the school. The student council                      

has overall responsibility for this area and all students are responsible for supporting them in this. If the                  

condition of the atrium falls below expectations, the area as well as the cafe will be closed to students. 

  

Post 16 cafe opening times: Monday to Friday 10:45 – 11:05 and 1:05. (Students can also bring their own                   

lunch and eat in the atrium.) 

  

 

Part time work 
We recognise that many post 16 students undertake part time paid employment and appreciate the valuable                

skills this opportunity provides. Balancing a job with academic study can be a challenge and it is important that                   

your studies do not suffer. We strongly recommend that this should not be taken on during the timetabled                  

school day and should not exceed 9/10 hours per week in term time. Thinking about when you work is also                    

important. Working all weekend or several evenings in the week is too much and will impact your learning. We                   

also ask you to be cautious of additional hours available during the holidays which could take away valuable                  

revision time. Sometimes it can be very difficult to say ‘no’ to a pushy employer. 

 

 

Upgrade 
Upgrade is a supported study programme available for all students, who may self-refer or be identified via                 

subject staff, their tutor, academic mentors or other Post 16 staff. Upgrade is supervised by the Academic                 

Mentors and is based in 2F1 and the ‘Hub’, all students are welcome to drop in at any time! Support via                     

Upgrade focusses largely on the variety of study skills which are crucial to success at Post 16, including revision                   

strategies, exam technique, time management and organisation, essay writing and note-taking. 

  

Upgrade provides you with a positive working atmosphere where you can develop your independent study               

skills in a supportive environment. We offer a wide selection of resources including study/revision timetables               

and how-to guides to aid study which are available to all students. We are always happy to support you to find                     

further tools to aid your study, whether this is specific to your subjects or based more generally around                  

developing your skills. 

  

In addition to students being asked to attend Upgrade sessions at any point during the academic year you may                   

also be referred to workshops by subject staff or the Academic Mentors. A calendar of study skills workshops                  

will be running throughout the year each Wednesday and Thursday and all students are welcome to attend.                 

Information about which workshops are coming up can be found via the Upgrade notice boards, school email                 

or from the Academic Mentors. 
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Through Upgrade we encourage all students to reach their full potential. Whether you need to develop a skill                  

from scratch or build upon what is already going well, an Academic Mentor is always available to support you                   

to succeed to the very best of your ability.  

 

 

Students with additional needs  
We are aware that a number of students will require additional support with their post 16 studies due to a                    

physical disability, health issue, statement of educational needs (EHCP) or specific learning difficulty (e.g.              

dyslexia, dyspraxia etc). In some instances, students will have had examination access arrangements such as               

extra time or use of a laptop, reader etc during their secondary education. Students with additional learning                 

needs can be supported by the Academic Mentors in the first instance. 

  

For students who have previously had exam access arrangements (e.g. extra time, reader, laptop, rest breaks,                

scribe etc) we will need evidence in the form of an educational psychologist's report or specialist teacher                 

report alongside a copy of the Form 8 which should be available from your secondary school examinations                 

officer. Please note a reassessment for examination access arrangements may be required.  

  

Students with an EHCP need do not need to provide this evidence. 

  

Please note all evidence must be provided to the Academic Mentors as soon as possible after enrolment.                 

Further evidence that any access arrangements granted are in line with a student’s ‘normal way of working’                 

will also be required. Students must provide examples of class work, home-learning and mock exams which                

clearly demonstrate that access arrangements have been provided and that they are necessary. The Academic               

Mentors can support this process and provide  further information.  

 

Health and wellbeing support 

Your health and well being is very important to us. The sooner we are aware of any challenges you are facing                     

the better. Each learning community has a Student Services Leader and it is important you make contact with                  

Miss Haine (Redland Green learning community) or Ms Webb Dickin (Cotham learning community).  

 

We can signpost you to a number of services...please just ask. Please just drop into Miss Haine’s office to                   

arrange an appointment or send an email from your school account. There is a student well being noticeboard                  

in the post 16 block on the ground floor.  
  

We have a support network of many agencies (a small number are listed below) including counselling for                 

young people. We also work closely with CAMHs. A guide to young people’s emotional services in bristol can                  

be accessed HERE. 
 

Off the Record Bristol Free and confidential mental health 
support and information to young 
people aged 11-25. 

Call free on 0808 808 9120 
Email: confidential@otrbristol.org.uk 
Text: 07896 880 011 
http://www.otrbristol.org.uk/ 

25 

http://www.otrbristol.org.uk/
https://www.bristolccg.nhs.uk/media/medialibrary/2017/06/Bristol_CCG_Guide_to_Childrens_EHWB_Services.pdf
mailto:confidential@otrbristol.org.uk


 

 

Kooth Free, safe and anonymous online 
support for young people 

https://kooth.com/ 
 

Whisper Whisper is a way to report online       

concerns at RGS or worries you have       

about something happening to you or      

anyone you know. You can access it       

from the RGS school home page by       

clicking on the icon below. You’ll also       

find the icon on the school computer       

desktop. 

 

Bristol Drugs project   

(BDP) 

Substance misuse (alcohol and drugs) http://www.bdp.org.uk/ 

Miss Haine can refer you or you can self         

refer by contacting 0117 987 6000  

BEAT Eating disorders https://www.b-eat.co.uk/contact-us 

Help for young people: the Beat 
Youthline is open to anyone under 18. 

Youthline: 0808 801 0711 
Email: fyp@b-eat.co.uk 
Help for adults 
The Beat Adult Helpline is open to 
anyone over 18. Parents, teachers or 
any concerned adults should call the 
adult helpline.  
Helpline: 0808 801 0677 
Email: help@b-eat.co.uk 

4YP Bristol Need advice about contraception, sex     

or relationships (including consent)?  

https://www.4ypbristol.co.uk/ 

 

Self injury support Self harm https://www.selfinjurysupport.org.uk/ 

 

Careers advice  
Information, advice and guidance is available throughout post 16 for students looking to go on to university,                 

apprenticeships, gap years or employment. Your tutor will be a constant source of advice about opportunities                

available as will the post 16 leadership team. In addition to our in house expertise, there will be a programme                    
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of speakers throughout the year. 

 

Impartial careers advice is available from Jenny Livesey every Thursday and Friday during term time.               

Appointments can be made via Post 16 reception.  

 
  

Post 18 – useful websites 
Higher Education  

www.ucas.com Official information on HE & how 

to apply 

www.opendays.com University & college open days 

www.thecompleteunveristyguide.com Comprehensive HE guide 

www.unistats.com 

  

Includes National Student Survey 

results 

www.qaa.ac.uk Reports on quality of teaching 

and research in HE 

www.studentfinance.direct.gov.uk Student finance 

Employment  

www.apprenticeships.org.uk 

  

Guide to apprenticeships and 

vacancies 

www.notgoingtouni.co.uk Paid alternatives to university 

www.careerpilot.org.uk Plan your future work and study 

www.careersbox.co.uk Careers films on the web 

www.gradsouthwest.com Job service for South West 

students 

www.jobseekers.direct.gov.uk Official job centre site 

www.nhscareers.nhs.uk NHS careers and training 

www.prospects.ac.uk Guide to graduate careers and 

further study 

Gap years  
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www.bunac.org.uk Work, teach and volunteer 

abroad 

www.csv.org.uk Community Service Volunteers 

www.gapyear.com Year out ideas 

www.gogapyear.com Essential gap year advice 

www.statravel.co.uk Student travel 

www.yini.org.uk Year in industry 
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