
 

 
 
 
 
 
 
 
 

BOARDING AT CUNDALL MANOR SCHOOL 
A HANDBOOK FOR PARENTS 

  
 
Cundall Manor School is situated in a magnificent 50 acre site in the Vale of York 
between Ripon and Thirsk, in North Yorkshire. The School occupies a very accessible 
position, being close to the A1 and A168 and nearby International airports. We are a 
thriving fully co-educational independent school which caters for children between 
the ages of 2½ and 16 years of age. Boys and girls are thoroughly prepared for entry 
into a variety of senior schools in Yorkshire and beyond, or indeed into our own 
Upper School, and we have a good scholarship record. Much has changed in the last 
20 years and continual improvements are being made to keep abreast of changing 
needs and increasing numbers. As part of this development, we now offer full termly 
and flexi boarding for boys and girls from Form 1 upwards.  
 
This handbook aims to set out some of the routines, rules and principles of the 
Cundall Manor Boarding House and its structure. If, after reading this, you still have 
questions, then please do not hesitate to get in touch with a member of the Boarding 
House staff. 
 
 
 
 
 

 
 
  



 

 
CUNDALL MANOR SCHOOL BOARDING PRINCIPLES:  
 
❖  To safeguard and promote the welfare of each boarder by trying to meet  

his/her intellectual, emotional, social and physical needs.   
 
❖  To provide an environment in which all students feel valued and where equality of 

opportunity exists.   
 
❖  To provide a boarding experience that will be complementary to the home 

experience and wherever possible to nurture a warm, caring, family environment.   
 
❖  To promote an atmosphere of tolerance, trust and mutual respect.  
 
❖  To provide opportunities for responsibility and leadership. 
  
❖  To provide a standard of accommodation that is comfortable and suited to the 

needs of boarders, according to age and maturity. 
 
❖  To establish and maintain supportive links with parents and guardians.  
 
❖  To encourage boarders to achieve a healthy lifestyle. 
 
❖  To acknowledge the right to privacy of boarders and staff within the Boarding 

House. 
 
❖  To ensure there is equality of opportunity and respect for all boarders, regardless 

of ethnicity, culture, gender or disability. 
 
 
BOARDING 
 
The Boarding House should be regarded as a ‘home’ for our boarders. There should 
be a distinction between ‘home’ and school. Our aim at Cundall Manor School is to 
adopt an ‘out of school’ ethos where out boarders can be happy and comfortable.  All 
staff are aware of this ethos to ensure that all our boarders can be treated 
appropriately out of school hours. 
 
Cundall Manor School can assure you that all staff are sufficiently qualified and 
trained to carry out the boarding staff roles effectively. 
 
The school admits boarders between the ages of 7 and 16. The Boarding House can 
accommodate up to 38 pupils. Accommodation is in the form of dormitories ranging 
from 1 to 6 beds.  
 
The Boarding House is located at the very heart of the school, within the Main 
School building and just a short walk from all classrooms and on-site sports/leisure 
facilities.  Mr Gary Coates is the resident Boarding Housemaster and  
Mrs Julie Conway is the resident Boarding Housemistress.  
 
 



 

CONTACT WITH BOARDING STAFF  
 
Parents and guardians are encouraged to contact the Housemaster without delay if 
you are anxious or concerned about any aspect of your child’s welfare. He can be 
contact during the evenings and weekends on his school email address and telephone 
numbers listed below.  
 
We encourage pupils to speak to staff about any problems that they are experiencing, 
or that they have become aware of in connection with other pupils. They can choose 
to speak to any member of staff about this in the full knowledge that something will 
be done.  
 
 
BOARDING STAFF 
 
Housemaster:   Mr G J Coates 
Phone:   07759295078/ 01423360200 
Email:    garycoates@cundallmanor.org.uk 
 
House Mistress:   Mrs J T Conway 
Email:    julieconway@cundallmanor.org.uk 
 
Assistant House Parents 
     Mrs J Stroud  
Email:    jaynestroud@cundallmanor.org.uk 
     Mr J Liley 
Email:    johnliley@cundallmanor.org.uk 
 
From 17:00 onwards, boarding staff can be reached via   
the     school number  01423360200  
or the     duty mobile   07759295078  
 
 
CONTACTS AND PERSONAL INFORMATION 
 
Parents must inform the School Secretary of any changes to contact information.  
If parents are going away during term time please let the school know 
how they can be contacted should the need arise. 
 
 
TRAVEL ARRANGEMENTS  
 
When coming to school at the beginning of a new school year, termly and weekly 
boarders should aim to arrive between 18:00 and 20:00 on the day before the start of 
term. If you know that you will be arriving outside these times you must let the 
Housemaster know well in advance so that special arrangements can be made.  
At all other times, such as the beginning of the Lent and Summer term and the end of 
half-term breaks, boarders should return to the house between 18:00 and 20:00 on 
the evening before the term begins. The Boarding House will not normally be open 
before these times.  
 



 

Earlier arrival times should be arranged directly with the Housemaster.  
 
The half term/end of term arrangements form for termly and weekly boarders  
must be completed by parents/guardians and returned to House staff at least three 
weeks before the end of each term/half term. Forms can be obtained from the 
Housemaster/School Office. (see Appendix C for a copy of this form) 
 
The Housemaster will organise airport transfers for students needing travel by air. 
Transfers to Manchester and Leeds Bradford airports can be arranged for students 
and details will be given directly to you.  
 
Transport to and from the airport is included in the overseas boarding fee, but this 
will only be provided free of charge for students who fly at set times at the start and 
end of each half term, and submit their transport requests at least three weeks before 
the end of each term/half term. Please contact the Housemaster for further details.   
 

Belongings left at the end of term – Students are required to remove all of their 

belongings at the end of the school term. Overseas students can arrange with the 
Housemaster to leave some belongings in suitable containers. 
 
 
ABSENCE FROM THE HOUSE  
 
If you wish for your child to be absent from the house overnight or for the evening 
you must ensure that the correct form is completed.  Parents must complete this 
form for all boarders. (For a copy of the form, see Appendix A.) 
 
If you wish your child (termly boarders only) to stay for the weekend with their 
friends or other guardians/family members then you should ensure that you have 
completed the appropriate form. (For a copy of form, see Appendix B.) 
 
All requests for absence from the house at the weekend must be completed and 
returned to the Housemaster/Housemistress by 17:00 on the preceding Thursday 
evening.   
 
A supply of these forms is also from the house staff.  
 
Forms may be returned by fax, e-mail, post or in person. These arrangements allow 
us to safeguard the welfare of all boarding students. Pre-signed forms cannot be 
accepted under any circumstance. 
 
 
  



 

GUARDIANS  
 
Cundall Manor School requires all full termly boarders to have a UK-based guardian 
who is an adult over the age of 25, prepared to undertake the following 
responsibilities:  
 
1. Responsibility for the student for all holiday periods, half-term breaks and other 

occasions that may be necessary. Suitable accommodation must be arranged or 
approved by the guardian, and Cundall Manor School must be informed of the 
arrangements made (See Note 1). 

2. Authorising or making necessary travel arrangements (tickets, visas, etc.) in 
conjunction with the Housemaster.  

3. Providing a point of contact for Cundall Manor School for the discussion of 
matters concerning general welfare or academic progress of the students and 
perhaps helping communication between Cundall Manor School and parents if 
there is a language barrier.  

4. Arranging accommodation for students in emergencies (e.g. suspension or 
expulsion as a result of a severe infringement of Cundall Manor School rules, or 
unexpected travel problems at the start or end of each half term).  

5. Acting for parents in granting permission for:  
• Urgent medical treatment  
• Overnight stays away from the Boarding House  
• Activities involving risk  
• Items of large expense, such as additional lessons, extra activities etc., all of 

which will be added to the termly account  
• Making additional pocket money or travel money available if required. 

 
Guardians are appointed by parents, not by Cundall Manor School. Often they are 
friends or relations of the student’s family. Sometimes they are professional 
guardians recommended by agencies who have accepted the guidelines set out by 
Cundall Manor School. If required, Cundall Manor School can put parents in touch 
with guardian agencies, but cannot accept responsibility for the conduct of any 
particular agency or the selection of a guardian on behalf of a parent.  
 
Guardians must inform the school if they are away from their usual address for any 
length of time and inform the school how they may be contacted in an emergency.  
Guardians should ensure that they register, as necessary, with their local Social 
Services and Police Station as required under the Children Act 1989. They should 
also hold appropriate insurance and third party liability cover.   
 
Notes:  
1. Accommodation during holiday periods must comply with the Cundall Manor 
School standards. There must be adequate adult supervision at all times.  
 
2. It is very important that students should attend from the first night of term, right 
through to the last day. The school provides an intensive programme of tuition, 
which is undermined by late arrival or early departure.   
  



 

GUIDELINES FOR FULL BOARDERS 
 
Evening and weekend programmes provide a wide range of activities to allow the 
boarders to relax and enjoy time with their friends and to catch up on school work. 
We welcome parents to visit on a weekend; this may be to watch a match or take part 
in an activity which has been designed to involve parents/guardians. Parents are 
welcome to take their child out to lunch on a Sunday if this has been agreed in 
advance with the house staff.  
 
 
 
VARIOUS BOARDING DETAILS 
 
Birthdays 
Mrs J Conway (Housemistress) will arrange for the Catering Manager to make 
birthday cakes for the boarders whose birthdays fall while they are at school. 
However, if you would prefer to supply your own birthday cake for your child please 
let Mrs Conway know in plenty of time so she can pass this information on to the 
Catering Manager. 
 
 
Boarding facilities: 
 

Dormitories – All boarders have shared sleeping accommodation. Clothes should 

be kept in the drawers and wardrobes provided; beds should be left tidy each 
morning. All pupils are responsible for their room/area and its contents. It should be 
kept in a clean and tidy state. Photographs/posters can be hung on the poster space 
in each dorm. 
 

Common room – The school common room has a TV/DVD player and there is 

satellite TV with some sports channels available at certain times.  
 

Washrooms – There are ample toilet/bath and shower facilities available for all 

pupils which should always be left in a clean and tidy state. Toiletries are available to 
purchase from the school shop. 
 

Discipline procedures in dorms – It is vital there is considerate and disciplined 

behaviour displayed by each and every pupil to ensure the happiness and efficiency 

of the Boarding House environment to make sure each pupil gains a good night’s 

sleep.  All discipline procedures implemented must be recorded in the boarding diary 
by the House Parents.  
 

Boarding organisation – Dorm Captains are appointed by the Housemaster. They 

play an important part in the life of the Boarding House in encouraging attitudes and 
behaviour that are desirable and in dealing with conduct which is unacceptable or 
contradictory to school rules. The Housemaster will also supervise the various duty 
rotas that are needed and ensure that all jobs are carried out correctly. 



 

The Boarding Day 
 
Weekday routine  
 
Monday to Friday:  
Between 07:00and 07:40  Wake up calls  
08:00 onwards    Breakfast in the Dining Hall  
08:25      Breakfast ends  
08:30      Registration  
17:00      Return from school. 

Change out of uniform and relax.  
17:30      Dinner in the Dining Hall  

– compulsory for all students 

17:55-18:00     House Meeting 
18:00-19:00    Supervised Prep.  
 
Activities     See Appendix D 
 
Bedtimes        
20:45      Form 1/Form 3       
21:15             Form 4/Form 6                      
22:00             Leckby/Eldmire/Thornton 
 
Weekend routine 
 
Saturday:  
08:30-09:00    Breakfast in the Dining Hall   
09:30-12:30    Activities.  
12:30-13:00    Lunch in the Dining Hall  
13:00     Matches and afternoon activities  
17:30-18:00     Dinner in the Dining Hall  
18:15     Evening activities organised trips/visits. 
 
Sunday:   
09:30-10:00    Breakfast in the Dining Room   
10:15-12:15.                                         Supervised prep 
12:30-13:00    Lunch in the Dining Hall  
13:00     Afternoon outings (as listed; see below) 
17:30-18:00               Dinner in the Dining Hall  
18:00          Free time 
 
Weekly boarders are asked to return to the house before 08:30 on Monday morning. 
  



 

ACTIVITIES  
 
Trips and activities are arranged at weekends, but boarders will still have plenty of 
free time to use constructively. A list of evening and weekend activities will be posted 
in the house at the beginning of each term (see Appendix D). 
 
Bounds – All areas of school grounds have been risk assessed and the boarders are 
allowed, with the permission of the Duty Staff, to play on the skate park. 
 
Visitors – All visitors to the Boarding House during term time must gain permission 
to visit from either Mr Coates or Mrs Conway. Visitors are not allowed during prep 
times. Under no circumstances may visitors of the opposite sex visit bedrooms. 
Contraventions of this rule will be treated extremely seriously. Parents are allowed 
access to their child’s dorm, with the appropriate permission of the boarding staff, at 
the start/end of term/exeat to help unpack/pack. 
 
Pocket Money – The school can administer pocket money on your behalf. Cheques 
should be made payable to Cundall Manor School. The Housemaster and 
Housemistress will happily advise on the appropriate amount for pupils in different 
year groups. Pocket money will then be given out on a weekly basis after school on 
Fridays. 
 
Valuables – Pupils are asked to take care of their own personal property and not to 
leave valuables lying around. All valuables should be locked away in lockers for 
safekeeping. The Housemaster or Housemistress will be pleased to store securely 
travel documents, passports and items of high monetary value. 
 
 
INSURANCE   
 
Whilst the school will take every reasonable care, it is not possible for the Governors 
to assume liability in case of loss of or damage to personal possessions of students.  
Parents are strongly advised to take out their own insurance to cover items of value 
which may be brought to school by students. Please keep a record of the type, 
manufacturer and serial number of all valuable items so that a full description is 
available in cases of loss. 
 
 
PREP (HOMEWORK)  
 

Monday – Friday. There is a Prep session each evening to enable boarders to 

complete work set by staff at the school and to prepare for lessons, tests and 
examinations. Students in Year 8 and below will work under the supervision of the 
duty member of staff. Students in Years 9 - 11 may work in their study bedrooms.  
 
 
Any student found not to be using this time constructively will have to work under 
the supervision of the duty member of staff.  
 



 

At the end of the Prep session, the duty member of staff will ask to see the work that 
has been completed along with Prep diaries/planners, which will be signed upon 
satisfactory completion of the work.  
 
During Prep sessions, music may be listened to but students are asked to use 
headphones so as not to disturb others. Online chat facilities, such as MSN and 
Skype, and games are strictly prohibited during Prep. Mobile telephones may not be 
used during the Prep period and students found using them will have them 
confiscated for a period of time.  
 
Parents and guardians are respectfully asked not to telephone students during Prep 
sessions. (Between 18:00 and 19:00.) 
 
 
COMPUTER PROVISION  
 
Computers with e-mail and internet access are provided within the Boarding House. 
It is essential that these facilities are used responsibly and that only age appropriate 
web sites and software are accessed. The house networks are fitted with monitoring 
software to prevent your child from accessing inappropriate sites.  
 
If your child decides to bring his/her own laptop computer, they may connect them 
to this service free of charge but you must be happy for the school’s ICT Manager to 
add appropriate internet filters to the laptop, ensuring that it cannot be used to 
access inappropriate material. Pupils are permitted to access the internet subject to 
the School internet policy. Computers are only to be used for work during Prep time 
and they may not be used after lights out. Abuse of these rules will result in computer 
privileges being removed/laptops being confiscated for a period of time.  
 
 
CYBERBULLYING 
 
The school asks all pupils to adhere to its code of conduct for the safe use of the 
internet, and pupils will be asked to sign this to indicate that they understand the 
terms of the policy.  
 
Certain sites are blocked by our filtering systems and the IT department monitor 
pupils’ use of the internet. The school will impose sanctions for the misuse or 
attempted misuse of digital technology, including the internet. 
 
 
 
 
 
 
  



 

ELECTRICAL EQUIPMENT  
 
If electrical equipment is brought to the Boarding Houses then it must have the 
relevant up-to-date safety checks (Portable Appliance Test certificate or a means of 
proof that the appliance is less than 12 months old.) If the relevant documentation 
cannot be presented to the Housemaster/Housemistress, a PAT test will be arranged.   
 
Unsuitable electrical equipment will be confiscated and returned to parents.  
Pupils are not allowed to bring kettles, fridges, televisions or other high rated 
electrical items as these can overload the house systems.   
We recognise that your child may want to bring possessions which they would 
normally have/use at home and this is perfectly acceptable as long as they are used 
sensibly, at the appropriate times and do not impose on other students’ privacy. 
 
 
All personal items must be named.  
 
 
LAUNDRY and DOMESTIC ARRANGEMENTS  
 
Each pupil will be issued with a set of laundry bags and these should be filled and put 
out on the days named below.  
 

Please ensure that all of your child’s clothes and bedding are named. Unnamed 

clothes cannot be returned to the correct student.   
 
Laundry is arranged individually with the students.   
 
Laundry is to be put out on Monday morning, to be returned on Wednesday evening.  
 
All bed linen should be changed on Sunday evening each week.  
 
Facilities for occasional washing and drying of clothes at other times are available in 
the house and pupils should liaise with House staff to arrange this.  
 
Weekly boarders are expected to return to school after the weekend with freshly 
laundered uniform.  
 
Dry cleaning can be arranged on an individual basis and parents/guardians will be 
billed accordingly.  
 
All clothing/bedding etc. is to be clearly named. We cannot accept responsibility for 
any damage which may occur to items requiring special attention, unless these have 
been brought to our immediate notice.   
 
All items of uniform must be clearly named.  
 
 
  



 

PACKING LIST - WHAT YOUR CHILD WILL NEED:  
 
The following list is essentials only. You may wish to bring more personal items e.g. 
your own pillow, hot water bottle, bedside rug, iPod, alarm clock etc.  

• Duvet plus two covers  
• Two pillow cases  
• Two bath/shower towels  
• One hand towel  
• Dressing gown  
• Slippers/indoor shoes  
• Two sets of nightwear  
• Wash bag containing: flannel, toothbrush, toothpaste, soap, shower gel, 

shampoo etc.  
• Underwear – sufficient to last for seven days 

• School uniform – sufficient to allow for a wash cycle of 4 days 

• Casual clothes/shoes (it is advisable to have smart casual for theatre trips etc., 
as well as jeans/sweat tops etc.)  

• Outdoor coat/jacket suitable for particular season; you may also want to bring 
a pair of boots for wet/wintry weather  

• Stationery (this is available from the school office if required) 

• Torch and batteries   
 

ALL ITEMS OF PERSONAL PROPERTY SHOULD BE PROPERLY NAMED  
 

 
 
MEDICAL MATTERS  
 
The School Matron (Mrs Beverley Longthorne) will provide medical cover for the 
whole school. She will organize doctors’ appointments for you when required. On 
entry to Cundall Manor School, boarders will be registered with the School Doctor, 
who is a partner in a local practice. 
 
The Boarding House has an accident book into which details of any accident that 
happens are recorded.  
 
 
MEDICATION  
 
Parents/guardians must hand in all medication (both prescribed and across the 
counter) for their child to House staff who will pass them on to the School Matron so 
that administration can be strictly controlled. Pupils must not keep any medication 
in their own rooms. The only exception to this is those medicines that need to be 
carried on their person e.g. inhalers and epi-pens.  
 
A written record is kept of all medication issued to students.  
 
 
  



 

Health and Safety  
 
It is important that you inform the school of any health concerns you have for your 
son/daughter.  
 
The risks of different activities are assessed regularly. For those activities that involve 
high risk off-site, we will explicitly seek parental permission for your child’s 

participation. The School’s Health & Safety policy is available to view on the school 
website. 
 
 
FOOD 
 
Most special diets (including food allergies) can be catered for but advance notice is 
essential in writing to the Housemaster. Pupils can request specific food from the 
House Staff, and a termly Catering Committee meets to discuss the central catering 
arrangements and to make suggestions and requests.  House staff will also hold a 
weekly meeting with the Catering Manager. 
 
A ready supply of fresh fruit is available at all times.  
 
 
CHURCH 
 
There is a Anglican church nearby and any pupil wishing to attend on a Sunday 
morning will be accompanied by one of the House Parents. 
 
 
FIRE DRILLS  
 
Termly fire practices are arranged in the house. In the case of a fire alarm being 
sounded pupils should leave the house quickly and quietly via the appropriate fire 
exit. House staff will go through the fire procedure with all boarders at the start of 
each year.  
 
 
SECURITY  
 
The house is equipped with a key code entry system and an intruder alarm. These 
facilities are there to ensure the safety of students in our care. If boarders see anyone 
in the house whom they do not recognise, they should inform a member of staff 
immediately.   
 
 
  



 

SMOKING  
 
The school has a clear smoking policy which forbids smoking on any part of the 
campus. Breaches of this policy are treated very seriously, and pupils will face 
sanctions as a result.  
 
ALCOHOL 
 
Under no circumstances should pupils purchase alcohol or bring alcohol into the 
Boarding House. The school alcohol policy applies to all boarders at all times, 
including evenings and weekends, during term time. 
 
Breaches of this policy can result in serious sanctions, including, but not limited to, 
suspension for a fixed period of time. 
 
 
DRUGS  
 
The school has a clear drugs and substance abuse policy. Breaches of this policy are 
treated very seriously, and pupils may lose their place at the school as a result.   
 
 
BEHAVIOUR/DISCIPLINE  
 
Rules and guidelines are kept to a minimum within the Boarding House as all 
boarders are encouraged to be responsible for their own action in keeping with the 
Whole School Behaviour Policy. It is particularly important when living with others 
that all pupils have respect for staff, other students, their belongings and when 
necessary, their privacy.  It is important that they have respect for and treat the 
House, its furniture and grounds with due care and attention. If anything is damaged 
or broken then it should be reported to a member of house staff immediately.  
 
If a boarder breaks any of the rules and guidelines then a number of sanctions may 
be taken which may include the temporary withdrawal of privileges within the 
House. More serious breaches of discipline may involve the Head of Boarding or the 
Headmaster. In the event of a serious breach of discipline or anti-social behavior, 
parents will also be contacted.  
 
A number of duties are allocated to boarders on a weekly basis in order to ensure the 
smooth running of the House; everyone will be expected to carry out these duties 
sensibly.  
 
 
  



 

ARRANGEMENTS FOR SEARCHING PUPILS AND THEIR PROPERTY* 
 
Each boarder needs a private space for their possessions. Every boarder therefore has 
individual drawer space and a wardrobe for their clothes. The Boarding House staff 
respect each pupil’s right to privacy in accordance with the school’s policy on 
Screening, Searching and Confiscation. 
 
Cundall Manor School is committed to safeguarding the welfare of all children and 
we seek to cultivate an environment of mutual respect and treat pupils and staff fairly 
and sensitively. In the unusual event of a pupil or a pupil’s dorm, desk, bag or 
repository for possessions being searched, the school and staff with take all 
reasonable steps to maintain the usual high standard of safeguarding. Professional 
judgment is to be used in all cases: if in any doubt, advice should be sought from a 
senior member of staff, unless the urgency or another overriding aspect of a situation 
makes such a referral impractical.  
 
There are two fundamental principles: 
1. Act with due care, consideration and sensitivity and remain mindful of the need to 
respect privacy; particular thought should be given to boarders for whom, during 
term time, Cundall Manor School is their home. 
2. Remember that the need to protect persons/property from injury/damage and 
loss is paramount and that this duty of care can in certain circumstances override all 
other protocols.  
 
Searching with consent  
Any member of Cundall Manor School staff (teacher or person who has lawful 
control or charge of the child) can search pupils with their consent for any item. 
The age of the child or other factors may determine whether it is appropriate to ask 
for consent. Cundall Manor School does not require formal written consent from the 
pupil for the search of a pupil’s bag or desk, for instance, or if the teacher asks the 
pupil to turn out their pockets as long as the pupil agrees to this. 
 

Searching without consent – When, where, and why? 

When - A search may be undertaken without consent if the teacher has reasonable 
grounds for suspecting that a pupil may have in their possession a prohibited item. 
Reasonable grounds for suspicion may be that other pupils have been heard talking 
about the item or a particular pupil’s behaviour is causing concern and/or is 
suspicious. 
 
Where – Searches without consent can only be carried out on the school premises 
or, if elsewhere, where the member of staff has lawful control or charge of the pupil, 
for example on school trips in England. 
 
Why -  If there is any reason to believe that a pupil is in possession of any of the 
following then a teacher or someone who, with the authority of the Headmaster, has 
lawful control or charge of the child may search without the consent of the pupil: 
 

 
 



 

 Knives or weapons, alcohol, illegal drugs, tobacco and cigarette papers, fireworks, 
pornographic images and stolen property.  

 Any article that the member of staff suspects has been, or is likely to be, used to 
commit an offence, or to cause personal injury, or damage to property.  

 
After the search 
Any item that is found as a result of a search should be confiscated, retained and or 
destroyed. Where any article is banned then it should be taken to the Headmaster. If 
the article is thought to be a weapon, it must be taken to the police. Where any items 
that are prohibited are found, the Headmaster will inform the parents. 
 
Searching electronic devices 
If an electronic device is found during a search and the member of staff has good 
reason to be concerned about what is held on the device, then an examination of the 
device will be carried out. If inappropriate material is found on the device, the 
Headmaster will be alerted and he will decide whom to inform on this matter. This 
could be a safeguarding matter so each case will be given the necessary consideration 
at the time. 
 
Informing Parents  
Parents do not have to be informed or their consent sought for a search to take place. 
Where alcohol, illegal drugs or items considered to be weapons are found then the 
Headmaster will inform the parents.  
 
 
 
FINALLY...  
 
This booklet is intended to give you a broad outline of the Boarding House. If there is 
something more that you would like to know, please do not hesitate to ask a member 
of staff. It is hoped that parents will feel that they can make contact with Boarding 
House staff at any time if they have worries or concerns. It gives great pleasure to the 
students to have occasional visits from family and guardians particularly at 
weekends. We are always pleased to welcome you into the House.  
 
If you have any ideas how we can strengthen further the links between House and 
Home we would be delighted to hear from you.  
 
 
Mr Gary Coates.  
Boarding Housemaster 
 
  



 

Appendix A 
 

 
 
 
 

 

PERMISSION FOR OVERNIGHT ABSENCE  
FROM SCHOOL 

 
 

Name of Pupil & 
Dorm: 

 

Name of Parent: 
 

Date:  

Reason for Absence: 

 

Authorised By:   

JC/GC & John Sample 
Advised: (Staff 
initials) 

 

Kitchen Advised:  
(Staff initials) 

 

Form Completed By: 
(Staff signature) 

 

 
  



 

 

 
 
 
 

 

PERMISSION FOR EVENING ABSENCE  
FROM SCHOOL 

 
 

Name of Pupil:  

Name of Parent: 
 

Date and Time of 
Return (20:00 latest): 

 

Reason for Absence: 
 

Authorised By:  
 

JC/GC & John 
Sample Advised: 
(Staff initials) 

 

Kitchen Advised:  
(Staff initials) 

 

Form Completed By: 
(Staff signature) 

 

 
 



 

Appendix B 
  
 
 
 

 

PERMISSION FOR WEEKEND ABSENCE  
FROM SCHOOL 

 
 

Name of Pupil:  

Name of Parent: 
 

Date and Time of 
Return (20:00 latest): 

 

Reason for Absence: 
 

Authorised By:  
 

JC/GC & John Sample 
Advised: (Staff initials) 

 

Kitchen Advised:  
(Staff initials) 

 

Form Completed By: 
(Staff signature) 

 

 
 

 
 
  



 

Appendix C 
 

 
 
 
 

 

END OF TERM/HALF TERM TRAVEL ARRANGEMENTS  
(TERMLY BOARDERS) 

 
 

Name of Pupil: 
 

Name of 
Parent/Guardian: 

 

Date and Time of 
Departure 

 

Airport/Railhead 
 

Flight Number/Time 
 

Taxi booked by 

 
 
Time 
 
Date 

Guardian’s contact  

 
Tel no: 
 
Email: 

Form Checked By: 
(Staff signature) 

 

  



 

Appendix D 
 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

     

Tennis Dodge ball Outdoor games Free swim Outdoor games 

Rounders ICT Film night Wii Baking 

 Free swim  Board games Board games 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


