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1. School Organisation 

 

The Senior Leadership Team (SLT) is responsible for the running and management of the School.  

 

The Boarding Coordinator is responsible for finding suitable Host Families and to implement and supervise 

all necessary boarding arrangements.  

  

The Boarding Coordinator deals with all boarding difficulties and concerns as a first point of call. 

Concerns and complaints are addressed as per the School’s Concerns and Complaints Procedure which 

can be found on the School’s website. 

 

2. Boarding Policy and Handbook 

 

The Boarding Policy and Handbook apply to all boarding pupils, irrespective of age, whose attendance 

exceeds one week. UK statutory legislation and guidance continues to inform the policies and procedures 

for the boarding provision at Michael Hall, particularly; 

 

Boarding Schools:  National Minimum Standards, April 2015 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/

file/416186/20150319_nms_bs_standards.pdf 

 

Social Care Common Inspection Framework (SCCIF): Boarding Schools and Residential Special 

Schools, in use from April 2018 

https://www.gov.uk/guidance/social-care-common-inspection-framework-sccif-boarding-schools 

 

Keeping Children Safe in Education, September 2018 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/
file/741314/Keeping_Children_Safe_in_Education__3_September_2018_14.09.18.pdf 
 
Working Together to Safeguard Children, July 2018 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/

file/729914/Working_Together_to_Safeguard_Children-2018.pdf 

 

For those Boarding Students under the age of 16, Michael Hall works in line with additional guidance 

and information sharing with East Sussex Duty and Assessment Team.  

 

A key feature of UK legislation and daily practice at Michael Hall is the focus on the needs and views of 

the child. Safeguarding is an important aspect of the Educational and Boarding Provision and wherever 

possible focus is on best outcomes for the child and to take account of their wishes. 

 

3. Safeguarding 

 
We are committed to safeguarding children and young people, and we expect everyone who works in our 
school to share this commitment and join us in creating a culture of vigilance. Adults in our school take 
all welfare concerns seriously and encourage children and young people to talk to us about anything that 
worries them so they feel confident that they will be listened to and taken seriously. We will always act 
in the best interests of the child. Students in the Upper School are supported by Class Guardians, 
individual tutors, and in the case of English as a foreign language (EFL) students, the Boarding 
Coordinator and English as a foreign language (EFL) Teacher. They are encouraged to bring any concerns 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/416186/20150319_nms_bs_standards.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/416186/20150319_nms_bs_standards.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/741314/Keeping_Children_Safe_in_Education__3_September_2018_14.09.18.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/741314/Keeping_Children_Safe_in_Education__3_September_2018_14.09.18.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/729914/Working_Together_to_Safeguard_Children-2018.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/729914/Working_Together_to_Safeguard_Children-2018.pdf
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to any of these adults. In addition, if students or parents have specific safeguarding concerns, the below 
staff members can be contacted. 
 

Role Name Contact details 

Designated Safeguarding Lead 
 
Early Years Designated 
Safeguarding Lead 
 
Lower School Safeguarding 
Officer 
 
Upper School Safeguarding 
Oficer 
 
Deputy Designated 
Safeguarding Officer 
 
 

Davina Skinner 
 
Mark Fielding 
 
 
Virginia Westlake 
 
 
Helen Nash 
 
 
Maria Finnemore 
 
 
 

davina.skinner@michaelhall.co.uk 
 
mark.fielding@michaelhall.co.uk 
 
 
virginia.westlake@michaelhall.co.uk 
 
 
helen.nash@michaelhall.co.uk 
 
 
maria.finnemore@michaelhall.co.uk 
 
 

   

 
Michael Hall School is fully committed to safeguarding and promoting the welfare of all its pupils. As a 
school we recognise that safeguarding against radicalisation is no different from safeguarding against any 
other vulnerability. At Michael Hall all staff are expected to uphold and promote the fundamental 
principles of British Values, including democracy, the rule of law, individual liberty, mutual respect, and 
tolerance of those with different faiths and beliefs. 
 
Safeguarding, including online safety, is taken very seriously. At Michael Hall School we use technology 
and the Internet across all areas of the curriculum in the Upper School. The appropriate and safe use of 
the internet is taught throughout the curriculum, particularly in PSHEE, as well as whole school 
awareness throughout the school. Within the boarding provision, it is expected that all Host Families use 
parental controls from their internet provider. 
 
For more information on our Child Protection and Safeguarding Policy and Online Safety Policy please see 
the website. 
 
4. The Boarding Coordinator 

 

The tasks of the Boarding Coordinator are to: - 

a) Recruit new Host Families 

b) Inspect current Host Family homes 

c) Place Boarding Students with Host Families 

d) Advise and assist Host Families as to their responsibilities 

e) Liaise with Boarding Students, Parents and Host Families 

f) Ensure that all Boarding Students, parents of Boarding Students and Host Families receive, and 

are aware of, the relevant information regarding responsibilities, safeguarding, emergency and 

complaint procedures, personal records, etc. 

mailto:davina.skinner@michaelhall.co.uk
mailto:mark.fielding@michaelhall.co.uk
mailto:virginia.westlake@michaelhall.co.uk
mailto:maria.finnemore@michaelhall.co.uk
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g) Receive concerns from Boarding Students, their parents and Host Parents and dealing with them 

or passing them on, as necessary. (Formal Complaints will be handled as per the Michael Hall 

Concerns and Complaints Procedure) 

h) Inform HR to initiate DBS and other vetting checks for new Host Families, including residents over 

the age of 16 residing at the Host Home 

 

5. Recruiting New Host Families in line with Safer Recruiting Guidelines 

New Host Parents are approached by the Boarding Coordinator on the basis of a perceived potential for 

this task. The first step consists of an initial interview at the home of the prospective Host Parents to 

discuss biographical and professional aspects of the parents, family structure, attendance at home etc.  

An outline of the Boarding Policy and Boarding Handbook, legal requirements and responsibilities and 

expected care and support is given. The current facilities of the family home are surveyed.  

 

Once the Host Family has read the Boarding Policy & Handbook and are able to comply with the boarding 

requirements stated in this Policy (safeguarding, accommodation, health & safety, insurance, 

telephone), the Host Family will complete an application form. DBS checks will be made for all household 

members over the age of 16. These will be reviewed every year through the DBS renewal service which 

Hosts will be expected to sign up to. The Boarding Coordinator will ensure the necessary statutory checks 

of the Host Home are made and reviewed as appropriate, in an initial home inspection, before assigning 

students to their homes. 

 

In addition Host Families, including members of the family over 16 years old, must comply with Standard 

14 on the Department of Education’s National Minimum Standards April 2015, with particular regard to 

Standard 14.3: 

 

 They must be required to notify an unrelated designated senior member of staff if they are 

charged with, or convicted of, any offence. 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/41

6186/20150319_nms_bs_standards.pdf  

 

The Boarding Coordinator has completed Safer Recruiting training. 

 

6. Host Home requirements 

 

To qualify as a Host Family Home, the following minimum requirements and standards must be available 

and continuously maintained. (A Health and Safety Checklist is made available to the prospective Host 

Family and is used by the Boarding Coordinator during the home inspection) 

 

6.1  Accommodation 

a) Single bedroom, in certain cases shared double bedroom accommodation, adequately lit and 

heated. In all instances we encourage single room occupancy. A shared room may be 

required in exceptional circumstances, for example but not limited to, if we needed to 

move another boarding student due to illness within a host family after consultation and 

consent from all parties 

b) Adequate storage facilities for personal clothes and belongings 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/416186/20150319_nms_bs_standards.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/416186/20150319_nms_bs_standards.pdf
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c) Adequate facilities for personal hygiene 

d) Adequate facilities for doing homework, i.e. desk or table and chair in bedroom or other 

quiet room 

e) Use of telephone located in such a way as to enable the Boarding Student to make and 

receive call in private 

f) In general, Boarding Students should be able to enjoy all facilities of the house within the 

limits of respecting everyone’s need for privacy and quiet 

g) A First Aid Box must be easily accessible 

 

6.2 Fire safety 

a) Smoke detectors in hallway and landings 

b) Fire extinguishers (powder) or fire blanket in the kitchen 

c) A log kept of regular testing of all fire detecting and fighting equipment 

d) Designated alternative fire exits 

e) Instruction to Boarding Students and other new members of the household on fire procedures 

and the handling of firefighting equipment within the first days after arrival 

f) Chimneys swept regularly 

g) Window and door keys must be easily available in the event of a fire 

 

6.3 Gas & Electrical safety 

a) All gas installation in the home must be in good working order and installed and maintained 

by a qualified person 

b) A working carbon monoxide detector must be present in all households that use gas in their 

homes 

c) Installation and maintenance of main electric systems must be carried out by a qualified 

person 

d) Any signs of unsafe electrical equipment must be followed up and, if necessary, rectified 

(worn cables, loose connections, contact problems, overloaded sockets etc.) 

e) Recommended PAT testing to be completed on a regular basis 

 

6.4 Flooring 

a) Any loose or protruding floor tiles are to be rectified. 

b) Carpets (particularly stair carpets) must be well secured. 

 

6.5 Hygiene in the Kitchen   

Particular care must be taken concerning hygiene in the kitchen in order to minimise the risk of food 

poisoning.  Amongst other required measures that need to be taken in order to ensure the minimising 

of food contamination, such as a selection of chopping boards, specifically designated for use with 

different foods being handled. Food must be appropriately stored and the fridge kept at the correct 

temperature 

 

6.6 Insurance 

The School’s liability insurance covers the Host Family as agents of the school, but does not cover the 

liability for hazardous physical conditions within the Host Home. For this reason Host Families need to 

ensure that they are covered for third party risks in connection with their Boarding Student and also 

check with insurers that their contents policy also provides personal liability.  Optional medical 
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and/or accident insurance for the Boarding Student is the responsibility of the parent of the Boarding 

Student. 

 

The Host family is responsible for ensuring that their personal car/s have adequate insurance, tax and 

MOT. 

 

 

6.7 Visitors 

If a Host Family wishes to host a guest that is not known as a member of the household, the Host 

Family must discuss plans with the Boarding Coordinator first. This guest must not exceed longer than 

3 nights and must be under constant supervision by the Host Parent. No student is to be left with a 

visitor unsupervised at any time. Constant supervision is defined as, no alone time with students 

throughout the visitors stay, the hosts being aware of guests and boarders movements and no access 

to personal rooms. 

 

The Boarding Coordinator must be notified by the Host Family and/or student, of any visitors not 

known as a member of the household, visiting the house on a regular basis. A regular basis is defined 

as three visits in a 30 day period.  

 

6.8 Emergencies 

Emergency telephone numbers must be readily available by the phone (999 for Police, Fire 

Department or Ambulance, 111 for medical advice, 112 for criminal advice, G.P., School, Host 

Parents’ home and work, child protection, etc). 

 

In an emergency call the Boarding Coordinator’s telephone number 07780 567 805. 

 

Please be aware that the boarding phone out of hours is to be used in emergency situations only. An 

emergency situation would constitute missing student, making aware of severe medical needs, police 

involvement, etc.  

 

 
7. Placement of Boarding Students 

 

The basis for matching of a Boarding Student with a Host Family is as follows: 

 

a) The Boarding Coordinator’s familiarity with type and life style of the approved Host Families 

b) Information on the child gathered from school reports and admission interviews.  For overseas 

students, information on the application forms, school reports and pre-arrival questionnaire. A 

telephone conversation with parents and teachers will occur, where necessary. 

 

All prospective Boarding Students and their parents are required to complete an application form and any 

further necessary forms, before they can be accepted into the School’s care. The School requires all 

medically and socially relevant information concerning a pupil in order to place the pupil with an 

appropriate family. This includes special dietary needs, allergies, medication, etc.  

 

The Boarding Coordinator, in view of placing a particular student, approaches a suitable Host Family.  As 

much information on the Boarding Student and their family circumstances are provided. The Boarding 
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Coordinator offers the placement to the student and contact between the Boarding Student’s parents 

and the Host Family to be initiated, in writing and/or telephone, to establish a direct relationship. 

 

Where applicable, the Boarding Coordinator arranges for the Boarding Student and their parents to visit 

the Host Family with the Boarding Coordinator present. 

 

The aim of a placement must always be good, constructive co-operation between parents, Host Family 

and Boarding Student. Within two weeks of a new placement, the Boarding Coordinator will review the 

progress of the boarding situation and keep in regular touch with the Host Family, the Boarding Student 

and the Boarding Student’s parents.  

 

The School has a limited number of Host Family placements available. The Boarding Coordinator will 

assist wherever possible in accommodating the wishes of the Boarding Student, the Host Family and the 

Parents. Where possible transfers between boarding placements will be undertaken, however on occasion 

that alternative accommodation cannot be found, private arrangements by the family will need to be 

made or the Boarding Student may need to return home. The Boarding Coordinator in such circumstances 

will keep all parties updated and inform the Education Management Team (SLT).  

 
 
8. Inspections 

 

All Host Homes are visited at least once a year by the Boarding Coordinator. An inspection will ensure 

that homes are adequate for Boarding Students to live in and adhere to the Department for Education’s 

National Minimum Standards April 2015 and Michael Hall expectations. Where possible, inspections are 

usually completed prior to a student moving in with the possibility of an additional mid-term inspection. 

 

In addition Host Families, including members of the family over 16 years old, must comply with Standard 

14 on the Department of Education’s National Minimum Standards April 2015, with particular regard to 

Standard 14.3: 

 

 They must be required to notify an unrelated designated senior member of staff if they are 

charged with, or convicted of, any offence. 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/41

6186/20150319_nms_bs_standards.pdf  

 

9. Care practice 

9.1 General 

For some aspects of a Boarding Student’s living situation in the Host Family, only guidelines and 

minimum requirements can be laid down.  Parents and Host Parents will often need to negotiate 

together specific practices appropriate for the particular Boarding Student and the Host Family. 

 

It is expected that a Boarding Student be welcomed into the Host Family’s home as a member of the 

family.  It is expected that the Boarding Student reciprocates this by showing their respect for the 

Host Family’s way of life.  The relationships which when developed can prove to be mutually 

enriching. 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/416186/20150319_nms_bs_standards.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/416186/20150319_nms_bs_standards.pdf
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It is essential that all Host Parents uphold and support the educational and social aims of the School 

(punctuality, homework, dress code etc.).  Boarding Students should not be allowed to attend 

parties without the permission of the Host Family, who should at all times know the whereabouts of 

the children they have in their charge.  The Host Parents are legally responsible for their Boarding 

Students.  Therefore adult supervision at the Boarding Home is essential. 

 

Parents of full-time Boarding Students are asked to make arrangements directly with the Host 

Parents if they wish their child to return home, or visit relatives for a weekend during the term.  

Visits to take children out for the day can also be arranged directly with the Host Parents and it is 

requested that the parents of the Boarding Student give adequate notice of their wish to visit their 

child.  Should Boarding Students wish to visit other homes and stay overnight, the Host Parents must 

satisfy themselves about such arrangements and are held responsible for them.  If the home 

concerned is not already known to the Host Parents, the parents of the Boarding Student should give 

their permission in writing to the Host Parent in order for such a visit to take place. No overnight 

visits are allowed during the week, i.e. Sunday to Thursday. 

  

9.2 Educational 

Host Parents should contact their Boarding Student’s Guardian over any pedagogical matters, in the 

same way as they would for their own children. Host Parents are invited to the class Parent evenings 

for the children in their care and are expected to attend. 

 

The Host Family needs to provide an environment which is conducive to fulfilling the demands of 

school homework.  As most Boarding Students are pupils of the Upper School it is to be expected that 

there is some homework every evening during weekdays. 

 

9.3 Returning to the Host Home and bed times 

Host Families are expected to establish times for their Boarding Students to return home after school 
and for going to bed in the evening.  The Boarding Student must be clear that school homework is a 
priority and must not be allowed to suffer from too active a social life. Privacy and dignity must be 
maintained at all times. All members of the boarding home (boarders, host, families and any visitors) 
are expected to dress respectfully at all times, this includes nightwear. When in communal area’s we 

would advise wearing dressing gowns. 
 

During the school week, from Sunday night through Thursday night, the Boarding Student is expected 

to stay in their Host Home after supper so there is plenty of time for the student to complete their 

homework assignments. Boarding Students over the age of 15 may stay out later on specific occasions 

if prior arrangements have been made with their Host Parents who will need to be reassured of their 

whereabouts and the means of transport home (please see guidance below on extended times). 

 

It is imperative that the Host Parent can contact their Boarding Student when they are away from 

their Boarding Home. Boarding Students must keep their mobile phone switched on so that this 

contact can be maintained.  

 

On Friday and Saturday nights students are advised to return home at the time agreed with the Host 

parents. The recommended times for Boarding Students to return to their Host Homes in the evenings 

vary according to the year. The following is advised: 
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• Class 11 – return by no later than 11.30pm 

• Class 10 – return by no later than 10.30pm 

• Class 9 – return by no later than 9.30pm 

 

On special occasions extensions to these set times may be possible to arrange with the Host Parents’ 

permission. Should the Boarding Student request an extension to these recommended times such a 

decision must be only granted if the Host Parent has full knowledge of the whereabouts of the 

Boarding Student and approves of the arrangements that are being made. When agreeing to an 

extension of the normal time when a Boarding Student is expected to return to their Host Home the 

Boarding Coordinator can be consulted.  

 

It is the responsibility of the Host Parent to oversee the safe return of their Boarding Student to the 

Host Home.  This might involve the Host Parent needing to oversee arrangements whereby another 

school parent collects the Boarding Student together with their own children or they arrange to 

collect their Boarding Student themselves at the appointed time.  Alternatively, the Host Parent may 

need to make arrangements for a taxi to collect their Boarding Student.  

 

When only very short distances are involved between the venue and the student’s Host Home, 

students can walk together to the Host Home.  However, no student should be left to walk on their 

own after dark. It is of utmost importance that the Host Parent needs to see that the Boarding 

Student has safely returned to their Host Home at the agreed time.  Once again it needs to be 

stressed that the Boarding Student needs to have their mobile phone switched on at all times so that 

contact can be maintained between the Host Parent and the Boarding Student.  Should this rule be 

ignored by the Boarding Student, sanctions will be placed which will involve restriction of their right 

to socialize outside the Host Home in the evenings. The Boarding Coordinator is available for 

guidance and consultation and should always be contacted in cases where concerns about a student 

have arisen.  

 

 

9.4 Missing Student 

If, during school time (including school trips), the location of a student were unknown, the Lost Child 

Policy would be followed. Out of school hours, should a Host Parent be unable to locate a Boarding 

Student’s whereabouts, the Missing Student Protocol would be, see Appendix A. 

 

9.5 ICT and Media  

Given the ethos of the school, it is expected that TV and video viewing and internet use is age 

appropriate and should be minimal/restricted for younger children. Please refer to the School’s Online 

Safety Policy that can be found on the website.  The Host Parent is expected to exercise responsible 

judgement, and consult with the Boarding Coordinator if concerns arise in connection with any online 

safety concerns or over use of the internet and technology. Host parents should be aware of access to 

mobile phones and the expectation is that all phones will be kept downstairs at bedtime. 

 

Host Parents are expected to be aware of the time students spend on the internet and vigilant as to 

its use. It is expected that students will need to use the internet to complete school projects and 

keeping in touch with friends and family.  Parental controls need to be actioned through the internet 

provider. 
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9.6 Health and Welfare 

The School is not responsible for medical welfare such as check-ups, but the Host Parents are 

expected to display the same concern for the general health of the child as for any other member of 

the family. The Host Family should keep a record of any medication given to their Boarding Students 

and any such medication should be administered with the knowledge and permission of the parent of 

the Boarding Student. All prescription medication is to be kept in a lockable storage cabinet.  

  

All Boarding Students must be registered by their Host Parents with a local doctor except in cases 

where children are short term Boarding Students.  In these latter cases if a child needs emergency 

medical care they will be treated by the local doctors as a ‘temporary resident’. Medical consent is 

received from parents in the students’ initial application. 

 

In case of medical emergencies contact with the child’s parents should be made before any decision 

is taken but, in cases where this is proving difficult, this authorisation allows emergency treatment to 

be carried out.  At such times the Host Parent is advised to contact either the Boarding Coordinator 

so that they can take over the task of trying to make contact with the Boarding Student’s Parents. 

Students of Gillick Competency will also have the opportunity to voice their opinion on medical 

treatment in medical situations. 

 

Children should visit the dentist during the holidays, and only emergency treatment should be dealt 

with during term time. 

 

The students’ health and wellbeing is of great importance at Michael Hall. Students have a number of 

sources to discuss mental and physical concerns during their stay as a Boarding Student, including the 

Pastoral Care team, Boarding Coordinator and English as a foreign language (EFL) Teacher. Students 

have a weekly Boarding Meeting with the Boarding Coordinator, to check in and highlight any issues 

they may have. The Boarding Coordinator, English as a foreign language (EFL) Teacher and their Host 

Family are continually monitoring their progress and intervene when concerns arise. Students have 

also the opportunity to speak to any member of staff or safe adult at any time. The Boarding 

Coordinator will regularly update the host families to heighten awareness with guidance on County 

Lines and those activities related to it. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/74119

4/HOCountyLinesGuidanceSept2018.pdf  
 

 

9.7 Smoking & Drugs 

Drugs, illegal or unauthorised (such as alcohol or cigarettes), are not permitted on site. Michael Hall 

is a non-smoking zone. Outside of school Boarding Students of 16 and over who do smoke cigarettes 

may only do so by individual arrangement with their parents and the Host Parents.  It must, however, 

be noted that our Host Parents do not allow smoking to take place in the Host Homes. Use of drugs 

during the Boarding Students stay with Michael Hall is also strictly not permitted, this includes in and 

out of the Host Home. The Drugs and Substance Misuse Policy applies to all students throughout the 

duration their stay as Boarding Students, this includes out of school hours in and out of the Host 

Home. For more information on our Drugs and Substance Misuse Policy please see the website. 

 

9.8 Meals and Nutrition 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/741194/HOCountyLinesGuidanceSept2018.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/741194/HOCountyLinesGuidanceSept2018.pdf


 

10 | P a g e  

It is expected that all evening meals are taken as a family with adequate adult supervision and 

companionship.  It is recognised that on rare occasions it may be necessary for the Boarding Student 

to eat alone but these must be the exception. 

 

A good standard of nutrition must at all times be offered in the Host Homes and allowances made for 

a Boarding Student’s individual diet. It is also expected that full provisions are provided daily in order 

to enable the Boarding Student to take a packed lunch and break time snacks to school with them 

each day.   

 

Should a Boarding Student wish to have a cooked meal in the School Canteen the cost of such a meal 

will be invoiced to the bill payer. 

 

9.9 Privacy 

The School recognises that there is a need for privacy for all pupils and students staying with Host 

Families. The Boarding Student should be allowed to have visitors to their room but before taking a 

visitor to their room the Boarding Student should inform the Host Parent that they have a friend with 

them in the house. 

 

The Boarding Student should not abuse the privacy afforded to them in their room and should comply 

with the rules outlined by the School and confirmed by the Host Parent, i.e 

  

a) No alcohol to be consumed 

b) No smoking 

c) No use of illegal substances 

d) No sexual activity   

  

Although it is recognised that the Host Parent should respect the privacy of the Boarding Student’s 

room, in certain circumstances, and in matters giving rise to concern, the Host Parent has the right 

to enter the Boarding Student’s room.  Other members of the Host Family do not have the right to 

enter a Boarding Student’s room uninvited. 

   

All personal mail addressed to Boarding Students is their own property.  It must not be opened by 
anybody except the Boarding Student.  The same applies to mail addressed to members of the Host 
Family.  

 

All personal items belonging to the Host Family or to the Boarding Student must be kept private. 

Items must only be searched and confiscated when adhering to the Searching Pupils & Possessions 

Policy, which can be found on our website; and which relates to the guidance from the Department 

of Education’s Searching, Screening & Confiscation January 2018, 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/fil

e/674416/Searching_screening_and_confiscation.pdf . 

 

There must be a room in which the Boarding Student can meet with their family, relatives, or friends 

privately.  In many instances the Boarding Student’s bedroom will be adequate.  At times a room 

such as the family living room will be appropriate; however, the Boarding Student will need to 

acknowledge that such a room is also part of the communal space and it is not the right of the 

Boarding Student to demand that space under any circumstance. 

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674416/Searching_screening_and_confiscation.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/674416/Searching_screening_and_confiscation.pdf
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 Use of personal surveillance systems are strictly prohibited in the Host Homes. Any external CCTV 

cameras, personal or public, must not be facing students’ bedrooms or household bathrooms/toilets.  

 

9.10 Relative & Parental Control 

It is essential that parents maintain regular contact with their child and that Host Parents encourage 

such contacts.  This is particularly important for overseas and termly students. 

 

It is expected that Boarding Students receive a number of phone calls during a term from parents, 

relatives and friends. The School requests that families and friends do not ring the Boarding Students 

on the landline between 9.30pm and 8am (9am at weekends).  This is out of consideration for the 

rest of the family.  Too frequent calls can be disruptive. Naturally in the case of an emergency these 

guidelines do not apply. 

 

Phone calls made by the Boarding Student from the Host Family’s landline are to be negotiated 

between the Boarding Student and the Host Parent and the cost of such calls are the responsibility of 

the Boarding Student. Calls by the Boarding Student exceeding twenty minutes are discouraged in 

order to limit the lengthy blocking of the Host Family’s landline.  

 

9.11 Religious Observance  

The School uphold the right of all children to practice and observe their religious beliefs.  If there are 

any serious issues arising out of a pupils religious practices, or beliefs, and the general ethos of the 

School, this question will be followed up by the Boarding Coordinator. 

 

The Host Family must ensure that all reasonable steps are taken to allow the observance of their 

Boarding Student’s religion. Host Parents also receive training on Prevent and Radicalisation. 

 

9.12 Sanctions and Discipline 

All efforts must be made by the Host Family to share an attitude of co-operation and goodwill so that 

difficult behaviour and the imposition of punishment do not arise.  This means that the Boarding 

Student is clear from the start that they are joining a family home with its particular routines, 

mealtime rhythms and daily duties.  The Host Family needs to display an attitude of openness and 

flexibility to allow for necessary adjustments. 

 

The following disciplinary measures are not permitted. 

a) Any form of corporal punishment. 

b) Any deprivation of food and drink  

c) Restriction of contact with parents or adults with parental responsibility. 

 

Reasonable force, where needed, must only be actioned by a host parent if training has been 

completed in positive handling and only handling techniques approved by Michael Hall School should 

be used.  

The Boarding Student must be aware that entertaining friends in the Host Family’s homes is a 

privilege and not a right.  The same is true for a Boarding Student’s access to friends’ homes.  

Restricting access to friends as a disciplinary measure may at times be appropriate. 
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Disciplinary guidance by the responsible Host Parents is to be exercised with the co-operation of the 

Boarding Student’s parents and the Boarding Coordinator. 

 

9.13 Peer on Peer Abuse 

Although the school tries at all times to provide a warm, caring environment for its pupils, especially 

if they are boarding, sometimes case of peer on peer abuse occur. Should the Host Parent become 

aware that their Boarding Student is experiencing any incidents of bullying they should immediately 

contact the relevant Guardian and the Boarding Coordinator. All incidents of bullying are treated very 

seriously. For more information see the School’s Anti-Social Behaviour and Bullying Policy and Upper 

School Behaviour and Sanctions Policy on our website. 

 

9.14 Out of School activities 

Such activities are to be encouraged in as much as they are in tune with the general ethos of the 

school, in accordance with any guidance given by the parents and do not create a conflict with 

required homework.  Should the Host Parents have difficulties or questions in this area, they should 

consult with the Boarding Coordinator and the parents. 

 

9.15 Out of School visits 

Trips made to London or other large cities, with the Host Family, as a group or with the school, must 

adhere to Run, Hide, Tell guidelines https://www.gov.uk/government/news/act-for-youth-run-hide-

tell . 

 

If a student under the age of 18 wishes to take a trip independently from their Host Family, they 

must make a trip plan at least 1 week in advance of their proposed date of trip and share it with the 

Boarding Coordinator and their Host Family. The trip must be well planned, include a regular 

checking in with their Host Parent and in some cases be authorised by their parent. The trip must not 

be over night or further than 1.5 hours travelling from their Host Family Home. If the trip is to be 

further than 1.5 hours, students must travel at least in pairs and it must be approved by their 

Parents, Hosts and the Boarding Coordinator (all to be included in the trip plan). Overnight trips with 

adults that are not known to Michael Hall are not permitted. 

 

9.16 Musical instruments and music lessons  

Should the Boarding Student bring their own instrument, their parents are responsible for its 

insurance.  Practice times can be arranged either in school or at the discretion of the Host Parents.  

There are possibilities for certain instruments to be hired though the school. 

 

9.17 Travel arrangements 

Travel arrangements are the responsibility of the Boarding Student’s parents.  However, the School 

reserves the right to check the suitability of these arrangements.  The Host Family will arrange to 

undertake the transport of their Boarding Students to and from local stations. This extends to 

meeting students from Gatwick at the start of term and returning them to Gatwick at the end of 

term. However, if due to family circumstances the Host Parent is unable to meet the Boarding 

Student, a taxi service will be arranged and paid for by the Host Parent. Due to the length of the 

journeys involved the Host Parents cannot undertake to meet their Boarding Students from airports 

other than Gatwick. All costs involved in these journeys further than Gatwick will need to be met by 

the parent of the Boarding Student.  

 

https://www.gov.uk/government/news/act-for-youth-run-hide-tell
https://www.gov.uk/government/news/act-for-youth-run-hide-tell
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If a Boarding Student is living with a family outside Forest Row and is therefore required to travel into 

school by car or by public transport, it is the Host Family who is financially responsible for transport 

costs to and from school. 

 

9.18 Holidays and Half-terms 

During the whole of the holiday period including the half-term breaks a pupil becomes the 

responsibility of their family once again.  At such times Host Parents must be advised in advance 

when a child is going to stay elsewhere than with their own family.  Should the Host Family be willing 

to undertake the care of their Boarding Student over the half-term break they can contact the 

Boarding Coordinator for advice on this matter. A charge will be incurred by the Boarding Students 

family, for staying as per our fees leaflet, which can be found on our website. 

 

9.19 Exeat Arrangements  

The parents of the Boarding Student need to notify the Host Parent of any plans made for an Exeat 

Weekend.  Should the parents of the Boarding Student live abroad their permission needs to be given 

in writing before their child can visit a home that is not known to the Host Parent. 

 

Should a Boarding Student wish to stay overnight with school friends at the weekend the Host Parent 

needs to make contact with the parents of the home where the Boarding Student is planning to stay 

in order to confirm these arrangements. No Boarding Student should stay overnight with friends 

without a consultation taking place between the Host Parent and the home where the Boarding 

Student is planning to stay. 

 

9.20 Pocket Money 

Personal arrangement should be made with parents as to the amount of pocket money allowed.  If 

there is any doubt, advice can be given by the Boarding Coordinator.  Older students should be 

encouraged to open their own bank or building society account in Forest Row.  Younger children 

should hand over their passports to the Host Parents for safekeeping. 

 

9.21 Weekly Boarding Students 

At the end of the school week the parents of the Weekly Boarding Student are requested to either 

collect their child from school or from the Host Home.  Alternatively, the parents of the Boarding 

Student will need to oversee arrangements for their child to travel home and inform the Host Parent 

of these arrangements.  The Host Parent needs to be kept advised about any change in these 

arrangements. 

 

Should a Weekly Boarding Student wish to stay overnight with friends on a Friday, the parent of the 

Boarding Student concerned needs to make contact with the parents of the home where the Boarding 

Student is planning to stay in order to confirm these arrangements.  Once this communication has 

taken place the Parents of the Weekly Boarding Student should notify the Host Parents of the changes 

that have been made in the normal weekend arrangements. No Boarding Student should be allowed 

to change the previously approved travel arrangements at the weekends without this communication 

taking place. 

 

Last minute changes in arrangements should be avoided if possible and certainly under no 

circumstances should these be made without the above procedures being followed. 

 



 

14 | P a g e  

10. Records 

 

10.1 Personal Records on Boarding Student kept by the School 

In general Boarding Students and their parents have the right of access to any records that are kept 

relating to them.  If a report has been received in confidence, then the written permission of the 

author is required before release.  

 

The School keeps the following records: 

a) Details on Boarding Student’s home family (family constellation, siblings, parents’ work, 

religious persuasion, etc.) 

b) Medical and dietary records provided by parents or school doctor. 

c) Records on Boarding Students’ interests and hobbies. 

d) Copies of previous and current school reports. 

e) Notes on reviews with the Boarding Student. 

 

 

10.2 Personal Records on the Boarding Student kept by the Host Parents 

Details of the Boarding Student’s family address and contact numbers 

a) Copies of the medical and dietary records provided to the school by the boarding Student’s  

parents 

b) Notes of Boarding Student’s interests and hobbies 

c) A record of the Boarding Student’s general physical and emotional wellbeing 

d) Details of any concerns that may arise in connection with the Boarding Student and how 

those concerns are dealt with 

 

10.3 Records kept on the Host Family 

a) House checks & evaluations 

b) Any points of concern that may have arisen in connection with a Boarding Student 

 

All records are kept in accordance with the General Data Protection Regulations, May 2018. 

 

11. Financial matters 

 
The School has adopted a scale of termly boarding fees which reflects the varying lengths of the Autumn, 

Spring and Summer Terms, which can be found in the School’s fees leaflet on the website.  Fees are 

billed and collected by the School, and payments to Host Families are divided into two parts.  The first 

part of the boarding fee is paid to the Host Family within the first two weeks of term and the second part 

of the fee is paid in the week following the half-term break. There are rare occasions when a child does 

not settle happily into either the school or their Host Home. This will sometimes result in the child being 

withdrawn after spending only a short time in their Host Home. In such a situation the fee paid to the 

Host Family will need to reflect the individual circumstances involved. 

 

The School cannot guarantee a continuous supply of Boarding Students to a school family, nor can it 

devise a system of a term’s notice for a Boarding Student who leaves at short notice as such claims 

cannot generally be legally enforced. 
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Please check the current Inland Revenue Policy allowing an amount of money that can be received tax-

free to cover the cost of having a Boarding Student in your home.  Please note that this amount is over 

and above an individual’s Personal Allowance.  Anything above that amount must be declared for income 

tax purposes.  Proper tax accounting is the responsibility of the Host Family. 

 

Host Parents are financially responsible for heating, meals, lighting and laundry. The Boarding Student’s 

parents are responsible for expenses such as bus fares, haircut, medication, expenses through medical 

and dental treatment, dry cleaning, personal toiletries and phone calls made by the student from their 

Host Home. Extra costs through special diets requested and agreed between parents and Host Parents 

may also be the parents’ responsibility dependent on the individual case. 

 

When the Boarding Student does not return home for half-term or between terms then extra charges will 

incurred by the parents.  There is also a standard charge where a weekly Boarding Student does not 

return home for a weekend, as per our fees leaflet, which can be found on our website. However, such 

extra boarding provisions are solely at the discretion of the Host Family. 

 

 

12. East Sussex County Council Duty and Assessment Team 

 

Students boarding at Michael Hall who are full-time pupils at the school, and under the age of 16 years 

old, come under the care of the East Sussex County Council Duty and Assessment Team (ESCC Children’s 

Services) working in accordance with the Fostering Regulations 2005. The Boarding Coordinator works 

with members of this team to ensure that all standards of care for our Boarding Students are in place and 

maintained at all times.  A member of the Duty and Assessment Team will visit the Host Homes of all 

students under 16 years old and meet members of the Home Host Family and also the Boarding Student.  

A member of the Duty and Assessment Team will maintain contact with the Home Host Family and with 

the Boarding Student until the student reaches the age of 16 years old.  

 

13. PAT testing 

 

There is a recommendation that the Boarding Student’s electrical items such as personal computers be 

PAT tested, especially if there are any concerns about the state of this equipment. Companies offering 

tests: http://forest-row.cyleuk.co.uk/pat%20testing.html 

 

14. Complaints Procedure 

 

Concerns and complaints should be made in the first instance to the Host Parents. If a satisfactory 

resolution is not reached, any pupil or parent may bring their concern/complaint to the Boarding 

Coordinator and (or) other members of staff, such as the student’s Tutor, Guardian or Student Welfare 

Officer, as per the School’s Concerns and Complaints Procedure. 

Please refer to this procedure on the School’s website. 

 

All concerns or complaints relating to the welfare of Boarding Students will be fed back to the Boarding 

Coordinator. 

 

http://forest-row.cyleuk.co.uk/pat%20testing.html


 

16 | P a g e  

Should any complaint relate to a Child Protection or Safeguarding matter the School’s Designated 

Safeguarding Lead Davina Skinner or another member of the Safeguarding team should be contacted 

immediately through the School Reception. 

 

For further details please refer to the School’s Child Protection and Safeguarding Policy and Concern and 

Complaints Policy as published on the School’s website 

 

 
15. Linked Policies & Documents 

 Anti-radicalisation Policy 

 Anti-Social Behaviour & Bullying 

http://www.michaelhall.co.uk/wp-content/uploads/2018/09/Anti-Social-Behaviour-and-Bullying-

Policy.pdf 

 Child Protection and Safeguarding Policy  

http://www.michaelhall.co.uk/wp-content/uploads/2018/10/Child-Protection-Safeguarding-

Policy.pdf 

 Concerns and Complaints Policy  

http://www.michaelhall.co.uk/wp-content/uploads/2018/10/Concerns-Complaints-Procedure-

For-Parents-4.pdf 

 Department of Education’s Searching, Screening & Confiscation January 2018 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/

file/674416/Searching_screening_and_confiscation.pdf 

 Department of Education’s Use of Reasonable Force, July 2013 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/

file/444051/Use_of_reasonable_force_advice_Reviewed_July_2015.pdf  

 Drugs & Substance Misuse  

http://www.michaelhall.co.uk/wp-content/uploads/2018/08/Drugs-and-Substance-Misuse-

Policy.pdf  

 EFL/Boarding Student Handbook 

 Host Family Boarding Handbook 

 Online Safety  

http://www.michaelhall.co.uk/wp-content/uploads/2018/10/Online-Safety-Policy.pdf  

 Searching Pupils & Possessions Policy  

 Upper School Behaviour & Sanctions Policy 

http://www.michaelhall.co.uk/wp-content/uploads/2018/06/Upper-School-Behaviour-Sanctions-

Policy-March-2018-.pdf  

  

Policy issue date: 04/03/2019  
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Appendix A 
Missing student protocol 

 

1. Host Parent, the appointed responsible adult, to 
identify the confirmed time that the student should have 

returned to their Host Home 

2. Should the student not return to their Host Home at the 
appointed time, the Host Parents should make enquiries to 
locate the young person; this should include search of 

premises. 

3. Host Parent should telephone the Boarding 
Administrator, to inform of missing student.  
 
Details required would include, the student’s expected 
time of return to the Host Home, who was the student 
visiting, which friends were they likely to be with, when 
and where was the student last seen, what were they 
wearing, any relevant medical details and who has the 
Host Parent already contacted in an effort to trace the 
whereabouts of the student.  
 

Boarding Emergency Mobile Phone - 07780 567 805 

H
o
st

 P
a
re

n
t 

1. Support ongoing enquiries. 

Report to Pastoral Care 

2. Contact Police to share information, registering a 

missing child report. 

3. Share information with the parents of the Boarding 
Student. 
Follow through with progress being made in tracing the 

Boarding Student. 
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