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Job Description 

Boarding House Tutor (Gap Year)
Responsible to:

Head of Boarding
Hours of work:

part residential post requiring evening and weekend duties (term time only) 
Roles and Responsibilities 
Gap Assistants are usually undergraduates seeking experience in a school environment before proceeding to Higher Education. Although unqualified, they have the status of a member of staff and use the facilities as a full member of the Staff Common Room. They are expected to show leadership qualities, to be a role model to the students and to develop appropriate relationships with both staff and students. Each Gap Assistant’s timetable consists of assisting different departments across the school and the boarding community at various times. 

The departments that a Gap Assistant works with are in line with their strengths and abilities but they may be required to assist with others from time to time. 

Code of Conduct 
As the Gap Assistant role involves working with students over different areas of the school, a general code of conduct is outlined below: 

· Assume the role of a member of staff, establishing a professional relationship with staff and pupils and taking on appropriate responsibilities. 

· Ensure that all behaviour is appropriate, safe and within school community rules. 

· Set an example, as far as appearance is concerned, to the pupils modelling exemplary behaviour and standards of dress. 

· Have an enthusiastic approach to work and activities and be prepared to learn new skills and get involved fully in school life. 

· Be prepared to take initiative. 

· Undertake any reasonable duties required by the line manager. 

· Report any concerns regarding a student immediately. 
On arrival at Stover, or before, a member of the Boarding team will contact each Gap Assistant to discuss and record the list of areas that they would like to work in. The possible tasks are outlined below: 

School Duties 
· Take part in practical sessions. 

· Assist with games sessions and support school teams. 

· Organise extra-curricular activities. 

· Administrative work. 

· Organise equipment for activities or lessons. 

Boarding House Duties 
Responsibilities 
· Set an example to the students in dress and conduct. 

· Keep to the routines of the house i.e. getting up with the house, being quiet after lights out (hours). 

· Adhere to the house and school rules regarding smoking and alcohol. 

· Work in a team with the other members of the house staff and to take the initiative in finding ways to help and support them. 

· Get to know the boarders and to take an interest in what they do. 

· Act as a communication point for the boarders. 

Duties and tasks 
· Basic administration to support the house staff. 

· Supervising prep. 

· Supervising meals. 

· Assisting in any way that helps the smooth running of boarding life. 

· Accompanying boarders to appointments and activities. 

· Help to organise activities for the boarders in the evenings and weekends. 

· Help with supervision of groups of boarders on activities with house staff. 

· Being on hand for boarders to talk to. 

Accommodation 
Gap Assistants live on site in the Boarding Houses.  Living in a boarding environment is different to being at home. For child protection reasons, no visitors are allowed during term time. All members of staff who are living in school accommodation need to be aware that they can be seen by students at any time and need to behave appropriately. During term time all Gap Assistants are required to be resident in house except on their days off. 

The accommodation is available throughout the year. The School premises are hired out to external hirers during the Easter, Summer and Christmas holidays and Gap Assistants are required to vacate their room during that period. Storage is provided for personal belongings and alternative accommodation can be provided on site. Gap Assistants are expected to keep their room tidy and it is cleaned once a week by the Housekeeping Staff. 

Time Off 
The Gap Assistant is given time off: 
· Half Terms 
· Easter and Summer Holidays (in line with published dates on the school website)

· Sometime mid-week (term time)

Main School Holidays 

At the beginning of each term, all school staff are required to be back for INSET days. The dates of these are published in the main school calendar.   Gap assistants are required to stay in the house until the day after the end of term, to help with the house close down for the holidays.
Accommodation and living costs throughout the school year can be provided by the school and meals during term time.
The post holder is responsible for promoting and safeguarding the welfare of children and young persons for whom the post holder is responsible, or with whom he comes into contact will be to adhere to and ensure compliance with the school’s Safeguarding Policy at all times.  If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare or children or concerns should be reported to the Designated Safeguarding Lead, Deputy Designated Safeguarding Lead or the Headmaster.
The Job Description forms the basic requirements of the post and can be updated when required by the Executive Head Teacher in liaison with the staff concerned.
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