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Dear Parents / guardians,

we wanted to grant you a ‘Big 
Hello’ and welcome you as part of 
City of Bristol College community.
As a parent / guardian, your support, encouragement, guidance and 
input are critical in ensuring the success of your young person as the 
undertake their exciting journey with us and aspire to achieve the goals 
they set for themselves.

The journey will present great opportunities and challenges along the 
way, and with your collaboration, we aim to help navigate through 
the journey, build resilience and enable them to take the lead in their 
learning.

We appreciate your support in fostering a positive educational 
experience for your young person. To further enhance their 
commitment to study and positive behaviour, here are some key ways 
you can help:

Encourage Attendance - Emphasize the importance of regular 
attendance and ensure your child arrives on time every day, ready to 
learn.

Promote Positive Behaviour -  Reinforce respectful behaviour at 
home and discuss the importance of following school rules. Praise and 
reward good behaviour to motivate them.

Create a Study - Friendly Environment - Help them set up a suitable 
environment to complete their work and study.

Stay Engaged -  Regularly communicate with teachers and stay 
informed about your child’s progress and any challenges they may 
face.



Support their Learning -  Show interest in their school activities and 
assignments. Encourage reading and other educational activities at 
home.
Foster Independence - encourage them to take responsibility for their 
own learning by managing their time and setting personal goals.

Provide Encouragement - Celebrate achievements, no matter how 
small, and provide encouragement during challenging times.

Your active involvement is crucial in helping your young person 
succeed. Together, we can create a supportive and motivating 
environment for their education.

Thank you 



Parent / Guardian Portal guide
To support you in making sure you have the information to monitor 
and track progress of your young person, you will be able to access our 
portal for Parents and Guardians - ProPortal.

ProPortal will allow you to check and discuss many aspects of your 
young persons study programme, view student information relating to 
progress review, attendance, teacher comments, and meetings. 

With ProPortal, you can keep track of your young persons academic 
performance and a clear overview of their progress.
Currently, ProPortal will display the following key information:

Student Details
Student Timetables
Student Attendance
Progress Indicators
Assessment Schedules
Assessment Marks and Grades

More information will be added throughout the year including records 
of One to Ones, meetings, progress comments and progression 
information.

How to Access
In order to gain access to the Parent view of ProPortal, your young 
person will be required to set up access. It is an expectation that all 
students undertake this as demonstration of their commitment to 
study. Your young person has received this along with instructions in 
setting the request. The link to the request form is below and we would 
encourage you to support them in getting this actioned as soon as 
possible.

https://mis.cityofbristol.ac.uk/guardianapproval.php 



Welcome & Logging in
Welcome to the Guardian Portal, powered by ProPortal software. 
Once your email has been registered and set up against one or more 
students, you will receive an email with instructions on where to log in 
and set your password.

Logging in

To log in to the guardian portal, navigate to:

guardianportal.cityofbristol.ac.uk/ProPortal

From the home screen, you will have the opportunity to log in or reset 
your password.



Set or reset password

If you haven’t set up your password, or have forgotten what your 
password is, you can create a new one by choosing the “Forgot your 
password?” option at the bottom of the form.

You will need to put your email address into both the username field 
and the email address field, then select the “Reset” option.

An email will be sent to you with a link to set up your new password.



Finding your Young Person
Press the “Home” icon to go to the home screen. 

This will present you with a list of the student(s) you have access to 
view:

Click on the student to access further details such as timetable and 
attendance.

Student screen navigation

Once you have selected a student you will be able to access 
information screens by selecting the “My Details” drop down item

Academic Information

Academic Feedback

Assessment Schedule

Timetable

My Attendance & 
Punctuality

Summary and breakdown of all the units that 
make up the course, including their marks and 
grades.

View comments from staff and student
from individual units

Breakdown of all the scheduled assessments
for each course, including expected date
and teacher name

Search facility to find out the students
timetabled activities

Search facility to find out the students
timetabled activities



Search and View Timetable
Select the “Lesson Timetable” option from the “My Details” 
navigation section.

This will load the current week’s timetable. You can select a
different week and click “Refresh” to load the selected week’s timetable.

View Attendance & Punctuality

Select the “My Attendance & Punctuality” option from the 
“My Details” navigation section to see a breakdown per course.



Attendance Notification
To support positive attendance, we will be sending out email 
notifications to all parents and carers of students aged 16-18 
(including 19-25 with Education, Health, and Care Plans). 

This communication will be automated and sent on the evening of the 
day to inform you of any absence (notified or un-notified). The email 
will be sent if a student has record a absence on any session during 
that day. Please not that if a student has 3 sessions and attended only 
2, missing one, then a notification email will be sent and will detail the 
absence session

As part of our commitment in supporting positive attendance and 
active engagement for our young people, it is crucial for us to keep 
you informed about your young person’s academic progress and 
attendance is a key component of their overall performance. 

With your support we aim to support our students to attend as it is 
essential for successful completion of their course. We will also we 
encourage you to discuss this matter with your young person.

Please note that the email notifications will come from a no-reply 
email address. Should you wish to discuss this matter further or have 
any concerns, we kindly request that you contact your young person’s 
teachers or tutors directly. 

Alternatively, you may send an email to enquiries@cityofbristol.ac.uk  
ensuring that you include the student’s ID number in the email subject 
or reference line for efficient processing.

We appreciate your attention to this matter and your support in 
encouraging your young person’s success. 




