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JOB DESCRIPTION
HOUSEMASTER/HOUSEMISTRESS

A Housemaster/Housemistress (HsM) is responsible to the Head and Governors for the supervision and smooth operation of the House in their care.  They are the first point of contact for both parents and pupils, and will use discretion, experience and, if necessary, take advice on which matters can be dealt with in-house, and which need to be taken further to the Deputy Head (Pastoral) or the Head. 

In order to carry out the duties detailed below, it is a requirement that the HsM of a Boarding House should live in the accommodation provided during term-time and for sufficient days before and after each term to effectively open and close the House.

Pupils
1. The HsM must ensure an environment in which the discipline and welfare of pupils in the House can be maintained.  He/she must ensure that all appropriate policies and procedures are available and known, and that senior pupils, in particular, are trained in their responsibilities, and in the limited sanctions available to them.  He/she must also ensure that all sanctions are well monitored and recorded.
2. The HsM will oversee the induction of new pupils as per the Induction Checklist.
3. The Boarding HsM will be responsible for the boarding induction of new boarders.
4. The HsM will be alert to the wellbeing, health, and state of mind of the pupils in the House, informing others if necessary, and following school policy on medication. 
5. The HsM will also be aware of the academic progress of the pupils although progress checking in this area may initially be delegated to Tutors.  However, in serious situations the HsM will intervene, and will assist if other staff are having trouble with members of the House either in lessons, or games, or activities.  
6. The HsM will note and, if necessary, correct the appearance of pupils, and monitor their attendance, for example at main school events, Chapel, Assemblies and, if necessary, meals.  
7. The HsM will ensure that a signing in and out system applies in the House, and that the pupils adhere to it.  
8. The HsM will keep a log of events in the House.
9. The HsMs will arrange the allocation of rooms in the House, and follow the agreed times for study and recreation, and for boarding HsMs, if applicable, boarding times for study, recreation and bedtimes in line with other Boarding Houses.
10. The HsM will ensure access to telephones, if necessary, are readily available to pupils to communicate with parents.
11. The HsM will ensure that pupils’ free time is spent in a correct and disciplined way.
12. The HsM will write a Summary Report as published in the Challenge Grade Review schedule, and may write to parents, as and when necessary, either in complimentary terms or to highlight concerns/to inform about the activity and progress of their charges.
13. The HsM will organise a registration in the morning and lunchtime, and in Senior Houses, hold a House Assembly on Wednesday morning (Tuesdays for Lancaster HsMs).
14. The HsM will assist pupils in travel and visa arrangements, if necessary in liaison with International Admissions.  
15. The HsM, if applicable, will assist in careers advice, usually with the Head of Careers and other staff.  

Parents
1. The HsM will meet prospective parents, where possible, and help to arrange a tour of the school facilities including the House.  
2. The HsM is then a point of contact for incoming parents and pupils with questions about arrival in school, etc. although the Head takes decisions on entry.  
3. The HsM is the first point of contact for parents throughout the term, and may give permission for routine absence from school and similar events, (for example dental appointments, etc).  All requests for exceptional leave, for example holidays, must be referred to the Head.  
4. The HsM will do all they can to inform parents of developments in the House and school which affect their children, and will foster good relations with parents.  It is part of the HsMs’ responsibility to see that the House is in good condition for the visit of parents or prospective parents.  
5. The HsM is expected to attend all Challenge Grade Review (Parents’) Meetings, which involve members of their House.
6. The HsM will respond to concerns raised by parents and will advise the Deputy Head (Pastoral) or Head if a serious concern or formal complaint is raised.  Complaints and their outcome must be logged in the Complaints file in the Head’s office.

Supervision of the House
1. The HsM will ensure there is adequate duty cover whenever pupils are present in the House.  Rotas will be organised involving the Tutors to distribute this burden as fairly as possible.  The Duty Rota should be posted on the House notice board so that pupils know which member of staff is responsible for them at all times.
2. The HsM will ensure that the Tutors are aware of what is expected of them when they are on duty. 
3. The HsM will ensure that appropriate risk assessments are in place, and that health records and logbooks are correctly kept.  
4. The HsM will meet regularly with the Matron.  At least two of these meetings, each term, should be formal and minuted.
5. The HsM will oversee the work of Matron to check that laundry and other domestic matters are being correctly carried out. The HsM and Matron will need to work as a team to ensure the smooth running of the House.
6. The HsM will keep accurate records of rechargeable overnight stays or additional meals and submit lists promptly to the Bursary. They should also ensure that details of extra meals or cancelled meals are notified in good time to the catering department.
7. The HsM will administer House funds, and ensure the administration of pocket money (House Bank) and care of possessions. A summary of the House Funds bank account should be submitted to the Bursary at the end of each term.
8. The HsM will supervise the clearing up of the House at the end of term.
9. The HsM will supervise the preparation of the House for the beginning of each term.
10. The HsM will advise the Head on the development needs of the House.
11. The HsM will advise the Bursar of maintenance and security needs in the House.
Outside the House
1. The HsM will attend the HsMs’ Monday Briefings with the Deputy Head (Pastoral) during break time.
2. The HsM will liaise with the Deputy Head (Pastoral/Academic) or Head if there are serious problems of a pastoral or academic nature.  Similarly, the Housemaster/Housemistresses will liaise with HsMs of other Houses in problems which involve pupils from more than one House, as far as possible bringing about consistency of treatment and reaction.
3. The HsM will advise the Head about the appointment of School Prefects and the Head Boy and Head Girl and will contribute to the relevant voting processes for these appointments.
Tutors
1. The HsM will be allocated a team of Tutors, and must ensure they know the particular workings of the House, and are inducted into the procedures.  The Tutor is responsible for keeping a particular eye on the wellbeing of an individual group of tutees, but may well seek the HSM’s advice if problems arise.
2. The HsM will appraise each member of their Tutor team on an annual basis. In addition to this, a new member of the Tutor team will be appraised following their first term and towards the end of the year.
3. The HsM will consult the Tutors about aspects of the running of the House, including appointments of pupils to positions of responsibility within it.

General
1. The HsM will promote the wellbeing of the House, and the elusive quality of House spirit, not in the sense of negative rivalry with other Houses but in a positive feeling of House achievement.  We are one school and the unit of friendship should be the school.  However, each House has its own character and unity, and that is excellent.  
2. With the Tutors, the HsM will make sure that various pupils are supported in their enthusiasms, both in teams and individually, and that these achievements are correctly celebrated in the House. Above all, the HsM must ensure that a warm and friendly environment is created in the House in which all pupils, of whatever age and background, can feel equally welcome.  
3. The HsM will ensure that the House, including paperwork and notice boards, are ready for an inspection, whether internal or external.
4. The HsM will write an annual House Report and set House targets, which should be submitted to the Head by the first exeat of the following year.


This job description is not exhaustive and may be amended by the Headmaster from time to time in line with the needs of the school.

It is normal for this role to be done in conjunction with a teaching role of which we have a number of opportunities currently advertised on TES.

Wrekin College is committed to safeguarding and promoting the welfare of children and young people.  The successful applicant will be subject to an enhanced disclosure and barring list check. Candidates are requested to provide proof of qualifications and identity when attending for interview.  Where possible, the proof of identity should include two of the following documents: passport, birth certificate or driving licence, plus a document detailing National Insurance number and proof of residential address.  Further evidence may be requested from the person appointed to enable the school to carry out the necessary criminal background check.

Closing date Monday 11th March 2024. If you submit an application but are not called for interview by 15th March, please assume that your application has been unsuccessful.

Toby Spence, Headmaster
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