[image: A black background with a yellow circle and white text

Description automatically generated]

Assistant Houseparent - Residential Role
Job Description
The post holder is line managed and accountable to the Lead Houseparent.  
All staff are ultimately responsible to the Head & CEO. The post holder will work closely with the wider boarding and pastoral team and contribute to the broader life of the school.
It is a requirement of this role to remain in the school accommodation (live and sleep in) provided during the whole of the term and other times directed by the AHPB. 
The accommodation provided is suitable for an individual or a couple.  It is a self-contained flat within the boarding house.  The accommodation provided is inclusive of household bills and council tax. 
This job description outlines the main duties and responsibilities of the role that this post holder.  Any job description is not an exhaustive list and as such other duties may be completed in line with any other duties within the organisation that are deemed reasonable by the Head or a member of SLT. 
Purpose of the Role
To provide outstanding pastoral care within the Boarding House(s), ensuring a safe, supportive and inclusive environment in which all pupils can thrive, develop independence, and feel a strong sense of belonging which aligns to the schools’ Boarding Aims & Principles of the school and ethos and values of the school.
The Assistant Houseparent plays a key role in fostering a positive house culture aligned with the school’s ethos and values.  The Assistant Houseparent supports the day-to-day management of the boarding house, much like a parent would for their own household in collaboration with the wider team. 
This role ensures the schools alignment to the NMS for boarding see link:
 National Minimum Standards for boarding schools
Operational Responsibilities
Support the Lead Houseparent with the implementation of boarding priorities within the house
Contribute positively to the boarding team
Assist in maintaining a safe, well-presented and welcoming environment
Support the smooth day-to-day operation of the boarding house
Attend and contribute to staff and pupil meetings as directed by the Lead Houseparent
Attend regular meetings with the boarding team 
Support with the execution of the boarding development plan 
Support the execution of strategic priorities as directed by the Lead Houseparent in collaboration with the AHPB 
To support the cover arrangements for boarding staff absences as directed by the Lead Houseparent 
Support with all ISI inspections in line with the NMS / ISSR’s in collaboration with the AHPB
To ensure the administration and distribution of all medical matters and medicines for boarding
Boarding House Team Contribution
Work collaboratively as part of the boarding team and be a positive team player 
Ability to get on with and be supportive of colleagues 
Support the Lead Houseparent in maintaining high standards across the day-to-day running of the house 
Contribute to a positive and respectful house culture
Provide supervision and pastoral guidance to pupils
Follow agreed routines, policies and procedures consistently as directed by the Lead Houseparent and the school 
Escalate concerns to the Lead Houseparent, as appropriate
Support staff new to the boarding team 
Pastoral Care and Safeguarding
Support the welfare and wellbeing of all boarders
To follow the school’s safeguarding procedures at all times 
Build positive and professional relationships with pupils
Assist in supervising daily routines 
Promote positive behaviour in line with the school’s expectations
Maintain accurate records on MyConcern
Report safeguarding promptly
Ensure compliance with safeguarding 
Ensure compliance with health & safety procedures
Communication, Liaison and Professional Relationships
Follow the Staff Code of Conduct and AUP 
Communicate effectively with members of the boarding team
Liaise with teaching and pastoral staff as directed by Lead Houseparent
Provide relevant updates to the Lead Houseparent as necessary
Maintain confidentiality and accurate record-keeping
Support positive relationships within the boarding community
Other
To ensure regular fire and lockdown drills are carried out in line with H&S 
To contribute to domestic duties 
Ensure boarding is represented at staff briefings and other calendared events, as directed by Lead Houseparent 
To undertake any other duties which is deemed reasonable about your line manager or a member of the SLT
Assist with activities, trips and events
Contribute to the wider boarding and school community
Professional Expectations
Act as a positive role model for pupils
Maintain professional standards at all times
Engage in training and development
Keep up to date with safeguarding requirements
Contribute to the wider life of the school

This role is term -time only plus a maximum of 3 weeks spread through the academic year (i.e starts and ends of terms).

Person Specification  

	Requirements 
	Essential 
	Desirable 

	Qualifications 
	First aid at work qualification and/or willingness to obtain one. 
	Educated to GCSE level (or 
equivalent) 
BSA qualification desirable or willingness to work towards obtaining one.

	Knowledge  
	The ability to develop a good awareness of ‘Keeping 
Children Safe’ and Safeguarding policy/processes.  

The ability to develop a good awareness and understanding of the National Minimum Standards for Boarding and ISI regulations and how they apply to the day to day running of boarding.  
	 

	Experience 
	Experience of working with children and young people. 
	Prior experience of working in boarding and pastoral. 

	Skills and Aptitudes required 
	Strong IT capabilities to include Outlook, Word, Excel and database packages. 
 
The ability to build appropriate relationships with students and staff and be able to have a positive impact on the Boarding community. 

The ability to lead students and staff calmly when under pressure. 
 
Good organisational skills 
 
The ability to understand and implement key policies and procedures. 
 
Ability to “step up” and take charge (if required & with support). 
	An awareness of different cultures and how diversity in a boarding house may be promoted. 
 
Ability to drive a minibus or school people carrier would be desirable. 
 
The ability to run an extracurricular activity.  

	Personal Qualities required 
	A wish to work in a professional capacity with young people. 

A willingness to get involved in all aspects of the life of the School. 
 
Planning & organising skills. 
 
Initiative. 
 
Emotional resilience. 
 
High levels of energy and enthusiasm. 
 
High level communication and interpersonal skills with the ability to work with a wide range of stakeholders. 
 
Work well as part of a team. 
 
Flexible & Adaptable in terms of duties and hours. 
 
Sense of fun and willingness to share ideas and inspire young people. 
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