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Day Matron 

General Responsibilities of Day Matron

Matrons provide pastoral care for, and supervision of, students. This will include both boarding and day students. Matrons also undertake housekeeping duties and provide medical care of students. Like all staff, Matrons are required to comply with the Abbotsholme School Code of Conduct and will have access to and be responsible for confidential information and documentation. Matrons must ensure confidential or sensitive material is handled appropriately and accurately, following the policies and guidelines of the School.

Key Responsibilities

· To work as part of the House team and the wider Boarding team, reporting to the Head of Boarding.
· To co-ordinate with the boarding team to provide consistent pastoral care for the students in all three Houses during the School day, upholding standards and to engender a feeling of respect and trust between Boarders and the staff.
· In partnership with other Boarding staff, to oversee the work of domestic staff in the Boarding Houses.
· In partnership with other Boarding staff, to report on health and safety issues in the Boarding Houses as they arise.
· To support the provision of a full and through induction for all new boarders in the Boarding Houses.
· To contribute to the updating of documentation relating to the Boarding House handbooks and other files
· To present a corporate response, sharing responsibility for collective decisions and taking the lead as and when required
· To attend meetings as appropriate

The following is expected of the Day Matron

· To be a visible presence in the Houses during nominated hours of duty, available for students.
· To be conversant with the rules and protocols of Boarding and undertake such training as required by the School.
· To support, promote and implement School and House aims, policies and protocols
· To carry out duties assigned, 2 early mornings (including ‘wake up’ and breakfast duty) each week.
· To exercise pastoral care for students (in accordance with Individual Care Plans where appropriate
· 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, filing reports of any alarms appropriately.
· 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
· In partnership with other Boarding staff, to keep accurate and detailed records of all issues relating to Boarders in the Houses.
· To be conversant with the filing procedure for Boarders' documentation.
· To liaise with other staff on matters which may affect the well-being and progress of Boarders, and to listen to colleagues' concerns about Boarders, taking action where necessary.
· To support students’ emotional, cultural and intellectual development.
· To collate and check new students’ papers, liaising with parents, through the Registrar.
· To liaise with the School Office about student absences and follow up those which are unaccounted for.
· To ensure that every boarding bedroom is checked daily and to act on any issues arising .
· To oversee the tidiness of the Boarding Houses.
· If necessary, to assist the cleaners to do their job.
· To ensure there is adequate supervision of students during non-timetabled time when they are present in Houses.
· To assist in maintaining discipline.
· To provide first aid and medical support.
· To maintain close liaison with the Schools nominated GP surgery and , if necessary, arrange and take sick pupils for GP appointments.
· To supervise hygiene practices and cleanliness (including appearance) of students.
· To set high standards of appearance and behaviour.
· To supervise laundry services and students’ responsibilities
· To monitor standards achieved by cleaners within the Boarding House and report on any deficiencies 
· To report repairs and maintenance required, in the appropriate way
· To participate in the School’s appraisal and professional development programme
· To maintain detailed student records, according to issues arising, with particular attention to the confidentiality and sensitivity of issues
· To participate in a programme of continual risk assessment within the House as required by Health and Safety guidelines, reporting any concerns appropriately.
· To undertake such other reasonable duties as the Principal or Head of Boarding may reasonably require.

In conjunction with others:

· To make, check and update House Logs.
· To manage the process of registration with doctors and dentists for new boarders and liaising with the GP practice for existing pupils. 
· To book and accompany Boarding students to medical, optical and dental appointments, as necessary.
· To assist with bank account opening, as required.
· [bookmark: _heading=h.gjdgxs]During half-term holidays, ensure Houses are clean and ensure that plans of the days are displayed.
· To order bedding, kitchen equipment, cleaning supplies etc.
· Prepare risk assessments.

To carry out this role it is important that you:

· Know your students:
· act as their advocate
· advise and guide on personal and academic matters
· take responsibility for ensuring a positive community atmosphere within Boarding

· Present to the HoB ideas that improve the quality of student life.
· Liaise with parents and students via the HoB and International Registrar as necessary.
· Take an active but sympathetic interest in the discipline of your students.
· Maintain all pastoral or welfare records as appropriate in conjunction with central records.
· Carry out any reasonable administrative or functional actions as designated by the HoB.
· Check the welfare of Boarders and help maintain high standards of behaviour, tidiness and cleanliness.









Person Specification

The attributes and skills below have been put together to help you assess your own suitability for this post. We shall use them, together with your experience, when we assess candidates.

Essential
· Driving licence.
· Valid First Aid at Work.
· Have experience of working with children.
· Demonstrate leadership qualities, with ability to command respect from children, staff and parents.
· Have the ability to inspire children with a love of learning.
· Understand the needs, challenges and opportunities of an international school community.
· Demonstrate a considerable work rate and high degree of administrative efficiency.
· Have excellent interpersonal and communication skills.
· Hold high emotional intelligence and sensitivity to deal with challenging pastoral issues.
· Have a positive approach to problem solving.
· Demonstrate resilience and determination.
· Be able to exercise total discretion and uphold confidentiality.
· Be able to work under pressure, multi-task and negotiate.
· Have energy, drive, enthusiasm, a positive manner and a sense of humour.
· Show a willingness to work with optimism and commitment.

Desirable
· Have experience of working with children who have English as an Additional Language.
· Demonstrate strong pastoral experience and safeguarding knowledge.
· Have appropriate ICT skills and a willingness to embrace new technologies.
· Have experience of writing risk assessments.
· Have experience of event management within a school.


Abbotsholme School is committed to safeguarding and promoting the welfare of children and young people. The successful candidate must be able to satisfy an enhanced disclosure check with the Disclosure and Barring Service, 2 references and must attend and comply with all Safeguarding Training and the School’s Safeguarding Policy.




















Terms & Conditions

Pension: The School will contribute a percentage of pensionable salary towards a pension scheme.

School Fees Remission: Any child of an employee, who having satisfied the entry requirements, and at the Proprietor’s discretion, is admitted as a student to the School will receive the benefit of the staff discount of 50% remission of the School fees

Working Hours: Are set out as in the Boarding Rota, although the hours of work will reflect the fact that Abbotsholme is a busy boarding and day school and many events take place outside these regular hours. Exact hours will be confirmed by agreement with the Principal/Head of Boarding, to ensure that the responsibilities of the role are fulfilled. As a senior figure in boarding, attendance at key events is required, including availability as appropriate during School holidays.

Holiday Allowance: You will work, term time , with holiday being taken during Christmas, Easter and Summer holidays.

Probation Period: An offer of employment will be subject to a probation period of six months, during which employment will be subject to termination with half a term’s notice on either side.

Notice Period: Following successful completion of your probation, you will be required to give the School one term’s notice.

Free Meals: Will be provided whilst on duty, when the School’s kitchens are open.
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