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Assistant Housemaster/Mistress (Residential)
Chase Grammar School
Assistant Housemaster/Mistress (Residential)
Independent, co-educational, 2-19, boarding & day school, Staffordshire

Chase Grammar School is an independent school in the heart of Cannock, close to the beautiful Staffordshire countryside of Cannock Chase. Buildings are largely modern and well designed, including a sizeable Sports Hall. There are 27 acres of playing fields on a separate site. We pride ourselves on the family atmosphere at the school; classes are small, and relationships between staff, students and parents are excellent. The school is in a period of growth, and has much further potential. Chase Grammar School has approximately 320 students, including a well-respected International Study Centre and Lyncroft House Preparatory School (all on the same site). The School’s three boarding houses are home to about 120 students. We accept children between the ages of 2 and 19 and deliver the English National Curriculum, GCSE, Pre-A Level, A Level and International Foundation Diploma courses. We are very proud of our excellent examination results and we prepare students for entry to the world’s top universities.
At Chase Grammar School, we encourage our students to:

· Think for themselves & become excellent decision makers

· Discover a passion for lifelong learning

· Thrive on the many enriching opportunities available in a happy and caring environment

At the heart of the education, we provide a love of learning, which is supported by a healthy body and healthy mind. When students have completed their education at Chase, they will be happy and confident individuals, able to make a difference in society. We celebrate international awareness and highlight the similarities we share as a community:
· a commitment to academic excellence through focus on scholarship and hard work 

· a focus on character building that will serve the students well in all situations 

· the building of life skills through spiritual, social, cultural, intellectual, physical & creative activities 

· an emphasis on the individual to take personal responsibility 

· a belief in voluntary service and compassion towards others 

· respect for cultural diversity and international awareness

We want our students to grow into well-rounded, self-assured adults, capable of navigating complex social and cultural environments with confidence. We wish to enable them to learn how to persevere and make appropriate decisions in a range of situations, developing into life-long learners, who can lead and take responsibility for themselves and others within their community. We will celebrate and reward:

Overview of Responsibilities

The main responsibility of all residential staff is to assist the in the daily care and supervision of boarders, helping to supervise and monitor their daily well-being and academic progress, as well as encouraging a developing maturity in each boarder commensurate with their age. Staff are expected to get to know boarders individually and to care for them appropriately. This role requires a basic understanding of child/teenage development, a degree of patience, tolerance and understanding, as well as a commitment to discipline where necessary, in accordance with the rules and protocols of the school. Staff are assigned groups of students for whom they have particular responsibility. They will monitor these students, acting as 'parents' during disciplinary interventions, welfare and academic matters as well as write pastoral reports at the end of term or at other appropriate times.
This is a residential role and an apartment will be provided within the Boarding House. 

Key Responsibilities:

· To ensure that the National Minimum Standards for boarding schools are fully met in accordance with inspection regulations as set out by Ofsted and ISI
· To advise on health and safety in House
· To liaise with teachers and parents to ensure that boarders fulfil their academic potential and to inform staff of any issues relating to boarders’ performance
· To contribute to and ensure that the aims and objectives of the House and the School
· To be responsible for the care and welfare of the boarders in House and to engender a feeling of respect and trust between boarders and the staff
· To keep the Housemistress fully informed of any issues relating to student welfare in the House
· To present a corporate response, sharing responsibility for collective decisions and taking the lead as and when required
· To attend Weekly Boarding Meetings with all Housemasters/mistresses, Assistant Housemasters/mistresses, Matrons, House Tutors, Registrar, School Nurses and the Director of Pastoral Care
It will also be expected that the Assistant Housemaster/mistress will teach (approximately half a timetable) of an academic subject, up to A Level and assume the responsibilities of a part time member of an Academic Faculty.

The following is expected of the Assistant Housemaster/mistress:

· To work as part of a team
· To be a visible presence in the House
· To support and promote the boarding ethos of the School
· To carry out duties assigned, which will include 2 evenings and 1 weekend day per week duties, as per the Boarding rota
· To be readily available to students and supervising students throughout the relevant duty period and available to the students in your House overnight, in case of emergency
· To supervise Prep, Private Study, Activities, and Weekend Trips as per the Boarding rota
· To arrange and co-ordinate activities
· To supervise mealtimes according to the duty rota
· To accompany school transport to and from airports at the beginning and end of terms
· To be in residence at School two days before the start of term and two days after the end of term
· To be conversant with and advise on National Minimum Standards for Boarding Schools
· To be conversant with the rules and protocols of boarding and undertake such training as required by the School

· To be conversant with the school site and to have appropriate keys for the fulfilment of duties, which must under no circumstances, be handed to students or left carelessly lying around
· To be conversant with the procedures for Fire Alarms
· To be conversant with procedures for dealing with accidents and emergencies, including knowledge of trained First Aiders, the siting of medicines, and the protocols for their use 
· To be conversant with the procedure for contacting local doctors, dentists and opticians and under guidance of the School Nurses or Housemaster/mistress support the healthcare of students

· To be conversant with the procedures for record keeping, and undertaking administrative tasks conscientiously
· To be conversant with the filing procedure for boarders' documentation
· To liaise with other staff, and keep colleagues informed of matters, which may affect the well-being and progress of boarders, and listen to colleagues' concerns about boarders, taking action where necessary
· To take part in annual appraisal, training and professional development
In addition to the list above, Boarding Staff should be willing to undertake any task reasonably requested of them by the Principal.

To carry out this role it is important that you:

· Know your students

· write pastoral reports if required
· act as their advocate
· advise and guide on personal and academic matters
· take responsibility for ensuring a positive community atmosphere within the House
· Present to the Housemaster/mistress ideas that improve the quality of student life
· Liaise with parents and students via the Housemaster/mistress
· Take an active but sympathetic interest in the discipline of your students
· Maintain any pastoral or welfare records as requested or deemed appropriate in conjunction with central records

· Take clear and active responsibility for your house, with particular regard to the NMS and H&S
· Carry out any administrative or functional actions as designated by the Housemaster/mistress
· When on duty, check the welfare of students you are assigned to and help maintain the standards of behaviour, tidiness and cleanliness expected in our community
· When on duty, check the rooms for tidiness and for students’ presence at 23:00
It is a prerequisite of this position to take meals with students when on duty, to fulfil the supervisory role expected. The Boarding Staff will appreciate that, in a flexible, family environment, it is not possible to define exactly the hours required or wholly prescribe the list of duties. However, it is expected that morning hours will be between 07:00 – 08:30 (to wake students and help them prepare for school or activities), evening hours will be between 17:00 – 23:15 and days at the weekend between 08:00 – 23:15. You will share the responsibilities of overnight call, being available to students in case of any emergency.
Your professional duties as a Teacher:

The School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

The following duties shall be deemed to be included in the professional duties, which you may be required to perform:

Teaching

Planning and preparing courses and lessons.

Teaching, according to their educational need, the pupils assigned to you; setting and marking work (including examinations) to be carried out by the pupils in school or elsewhere.

Assessing, recording and reporting on the development, progress and attainment of pupils.

Other activities

Promoting the general progress and wellbeing of individual pupils and of any class or group of pupils assigned to you.

Providing guidance and advice to pupils on educational and social matters.

Making records and reports on the personal and social needs of the pupils.

Communicating and consulting with the parents of pupils.

Communicating and co-operating with persons or bodies outside the School.

Participating in meetings arranged for any of the purposes described above, including attendance at Open Days and similar marketing events.

Accompanying pupils on trips away from the School, organising and co-ordinating agreed clubs and activities and attending special events and School services.

Assessment and reports

Providing or contributing oral and written assessments, reports and references relating to individual pupils and groups of pupils.

Appraisal

Participating in any arrangements that may be made for teacher appraisal.

Further training and development

Reviewing from time to time your methods of teaching and programme of work.

Participating in arrangements for your professional development.

Undertaking such training as may be reasonably required by the School to enable you to adapt to the changing requirements of the School and your role or as may be necessary to fulfil the School's statutory or regulatory obligations.

Educational methods

Advising and co-operating with the Principal and other teachers (or any one or more of them) on the preparation and development of courses of study, teaching materials, teaching programmes, methods of teaching and assessment of pastoral arrangements.

Child protection, discipline, health and safety

Promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you came into contact.

Maintaining good order and discipline among the pupils and safeguarding their health and safety both when they are on the School premises and when they are engaged in authorised school activities elsewhere.

Staff meetings

Participating in meetings at the School, which relate to the curriculum for the School or the administration or organisation of the School, including pastoral arrangements.

Public examinations

Participating in arrangements for preparing pupils for supervising them during public examinations, and providing assessments.

Administration

Participating in administrative and organisational tasks related to such duties as are described above, including the management or supervision of persons providing support for the teachers in the School and the ordering and allocation of equipment and materials.

Attending assemblies, registering the attendance of pupils and supervising pupils, whether these duties are to be performed before, during or after School sessions.

Management (for Heads of Department and above only)

Contributing to the selection for appointment and professional development of other teachers and non-teaching staff, including the induction and assessment of new and probationary teachers.

Co-ordinating or managing the work of other teachers.

Taking such part as may be required in the review, development and management of activities relating to the curriculum, organisation and pastoral functions of the School.

Flexibility

You may be required to undertake such other reasonable duties from time to time as the School may reasonably require.
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