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     13 September 2016 
 

Dear Parent and Year 12 Student               
 

I am writing to give you a warm welcome to the North Bristol Post 16 Centre, we hope you will enjoy your 
time with us. 
 

The post 16 team consists of myself, Marian Curran, Centre Director; Miss Eileen Quirke, Acting Assistant 
Headteacher; Ms Georgina Webb-Dickin, Student Services Leader; Miss Alina Muszynska and  
Mrs Corinne Kempt, Academic Mentors; Miss Holly Hovell and Miss Helen Marsh, Senior Tutors;  
Mrs Lizzie Jackson, Office Manager; Mrs Lynn Watts, Receptionist; Mrs Christina Williams, Attendance 
Clerk. 
 

I would also like to take this opportunity to outline our mutual commitment and some procedures that I think 
you will find useful to know from the beginning. 
 

General Enquiries 
Mrs Lynn Watts, Receptionist,  is your first point of contact for the post 16 centre (except for attendance 
and exams issues) and can be contacted on the main post 16 reception number 0117 919 8100. 
 

Attendance  
Please contact the absence line 0117 919 8105 to report any absences.  Absences must be reported on a 
daily basis.  We track and monitor students attendance with the aim of ensuring that all students are present 
in all their lessons, thus ensuring the maximum chance of success.  You will be sent a text message from 
the centre every time your son/daughter misses a lesson without authorisation.  
 
I thought it would be helpful to outline our expectations regarding attendance at the post 16 centre: 
 

 We expect 100% attendance for all compulsory sessions. 

 If a student knows s/he will be absent in advance s/he must complete and submit to the post 16 
reception an 'Absence in advance form'. Please note that this does not necessarily mean that the 

absence will be authorised, see guidelines: 

  
o Non-authorised absences: 

 Holidays  
 Part-time work 
 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 

lessons time 
o Authorised absences: 

 Hospital appointment 

 Visit to university for an open day or interview 
 Work experience placement which is directly related to the course or career  
 Funeral of a close family relative or friend 
 Driving test 
 Emergency doctor and dentist appointments 
 Important religious festivals 
 

Continued/…. 
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 Where a student is absent at short notice, usually through illness, a parent  (and not the student) 
should phone the absence line 0117 919 8105 or use the post 16 absence email address 
p16absence@cotham.bristol.sch.uk 

 

 When the student returns to school, if a parent has not contacted the centre to report an absence, 
s/he must complete a 'certification absence form'. This form should be countersigned by a parent 
and returned within five days from the date the student returns to school.  

 

 Repeated unauthorised absences will be followed up with a meeting between the student and a 

member of the post 16 leadership team.  This may involve the implementation of an  individual 
student attendance contract. 
 

Signing out Procedure 
Any student who leaves the centre during the day due to illness or an appointment, must ensure that they 
sign out in the Post16 Office before they leave.  This is an essential part of our safeguarding for all students. 
 
Staff Absence 
Where a member of staff is absent from a Post 16 lesson, it is the responsibility of the student to register 
themselves with the member of staff in the class room or by leaving their name with the P16 Office.  Cover 

work will be provided. 
 

Academic Mentors 
Miss Alina Muszynska and Mrs Corinne Kempt, our Academic Mentors, will be working closely with 
students to raise achievement.  They can be contacted via email on post16@cotham.bristol.sch.uk or via 
the post 16 reception on 0117 919 8100. 
 

Examinations  
Mrs Susan Batt is our Examinations Officer. Mrs Batt can be contacted via direct email regarding any 
issues about examinations and certificates on exams@cotham.bristol.sch.uk 
 

Post 16 Leadership Team 
Miss Eileen Quirke, Acting Assistant Headteacher; Ms Georgina Webb-Dickin, Student Services Leader 
and myself can be contacted via the main post 16 reception. 
 

Payments 

Payments for school trips, library deposits, etc. can be made online using our secure website ‘Wisepay’, a 
link to which can be found on the home page of the main Cotham School website 
http://www.cotham.bristol.sch.uk 
 

If you already have a Wisepay account, you can simply login to that account and add your other children 

via the “Add a child” tab on your home page.  A user name and password will be provided and will be 
distributed to students via their tutors. 
 

If you have two or more children, you only need to activate one account to create your ‘main account’ and 
then add your other children via the “Add a child” tab on your home page.  Please visit www.Wisepay.com 
and activate your account via the Account login area on the home page of the site.  
 

Wisepay holds an electronic record of your payments to view at a later date.  Once you have activated 
your account you can make online payments straight away.   Your support in using Wisepay will help the 
school enormously.  
 

Finally, to avoid the ever increasing postage charges, correspondence will be sent to you via the email 
address you have initially provided.  If there are any changes to your email address/s, could you please 
update the Post 16 office as soon as possible.  Copies of correspondence will also be available to view on 
our website www.nbp16c.org.uk 
 

Yours sincerely 
 
 
 
Marian Curran 
Centre Director 
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