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Hampshire Collegiate School




	JOB DESCRIPTION


Job Title:
Residential Boarding Tutor 
Reporting to:
Heads of Boarding 
Job Summary:
To be responsible for the welfare and well-being of the boarders and provide excellent 
pastoral care whilst acting “in loco parentis” for all boarders. 
In support of the Headmaster he/she will promote the HCS and UCST vision, ethos and policy statements. Accommodation will be provided to facilitate this role and the requirements below.  
General:
· To act in a manner that promotes the welfare of pupils and the school’s safeguarding policy.

· To behave in a professional manner at all times, particularly in terms of punctuality, flexibility and in communication with both staff and students. 

· To be professionally attired at all times. 

· To ensure Health and Safety issues such as Risk Assessments are adhered to at all times.

· To assist with (emergency) cover as required.

Key Responsibilities:

· To provide sensitive pastoral care and support for the boarders in his/her charge, being available to them at all times when on duty during the day and/or overnight.

· To reside in school accommodation when on duty during term time as required.

· To proactively supervise the communal areas and within the same sex areas when you are on duty, both to check on and interact with the pupils.

· To supervise all mealtimes while on duty and undertake prep supervision in the Library for Years 7-11 or within the 6th Form Study for Years 12-13 in collaboration with other duty staff. 
· To organise and lead activities and trips for boarders, particularly during the week and on duty weekends; includes occasional driving responsibilities. 
· To promote, communicate and complete the daily routine tasks with efficiency and relay any messages communicated during Handover by Housemother, Nurse or Heads of Boarding; this will include leading House Registrations/Meetings when on duty. 
· To relay messages and record any events, incidents and concerns to duty Boarding Staff during Handover and within the Boarding Diary after each duty; to contact the Heads of Boarding in an emergency. 

· To promote and ensure the integration of all Boarders; new, flexi and international, for example. 

· To actively promote organisation and tidiness within the house, communal areas and dormitories. 

· To be a member of staff on call in the Boarding House over allocated duty nights. 

· To provide emergency support/cover/supervision in the Boarding House as and when required. 

· To liaise with the Heads of Boarding regarding academic, pastoral and disciplinary matters. 
· To attend weekly Boarding meetings and if unable to attend, to ensure thorough reading of meeting minutes and implementation of actions stipulated. 
· To liaise with the School Nurse and Matrons regarding medical matters.
· To care for any sick Boarders in house, including dispensing of medicine as required if qualified/once trained in post and ensuring accurate timely records in the medical book as instructed. 
· To accompany Boarders to medical appointments or emergency departments if required. 
· To assist with and attend all house functions such as Christmas Parties and End of Year Celebrations, as well as international days of importance. 
· To assist with other School and Boarding events such as Open Days, House Tours and Charity/Fundraising events. 
· To be present at the start of each term in house to support the Heads of Boarding in meeting and greeting parents and settling the new students. 

· To be aware of the Children Act as it applies to Independent Schools.

· To have an excellent understanding of the School’s policies on Safeguarding and Child Protection.

· To have a good understanding of National Minimum Standards in Boarding and how it applies to Independent schools. 
· To be aware of and have a working knowledge of Keeping Children Safe in Education (2016) and Working Together to Safeguard Children (2015). 
· To follow the guidelines for safe practice. 
· To command evacuation in the event of the fire alarm being raised while on duty (see separate details on building evacuation); or support whoever is on duty at the time.

· To work in partnership with the other members of the House Team to maintain the security of the Boarding House.

· To provide guidance and support to Gap Year Students working in the Boarding House, liaising with the Heads of Boarding accordingly to ensure training and development requirements can be fulfilled.  

· To assist with Boarding Administration as directed by the Heads of Boarding. 

· To demonstrate a willingness to develop selves and the role through training, courses, research and day to day practice. 

· To fulfil any other duties that the Heads of Boarding might reasonably require from time to time.

Health and Safety: 
Under the mandatory requirements of the Health and Safety at Work Act 1974, you are responsible for taking reasonable care for the health, safety and welfare of yourself and others that may be affected by your acts or omissions. This role may require occasional completion of Risk Assessment Documentation for activities and trips. 
Notes:
This job description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it may be so construed. In allocating time to the performance of duties and responsibilities, the post holder must use directed time in accordance with the School’s published timetable and according to Boarding Duty Rotas.

This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once every two years (as part of the appraisal process) and it may be subject to modification or amendment at any time after consultation with the holder of the post.

If also undertaking a reduced Teaching role and timetable, the above responsibilities are subject to the general duties and responsibilities contained in the Teacher’s Contract of Employment.  
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