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APPOINTMENT OF HOUSE MATRON (SATURDAYS)
Non-Resident, Part-time (Saturdays during term time plus opportunities for additional hours)
Required as soon as possible

THE SCHOOL

Ipswich School has been listed as one of the top 100 schools in the country and is certainly one of the foremost independent schools in East Anglia.  We were established prior to 1399, and moved to our present site in 1852.  We have been voted Suffolk’s top independent school (The Sunday Times Parent Power 2016-23).

We have around 1000 pupils aged between 3 months and 18 years and we are fully co-educational. 
 
As our most recent report by ISI Inspectors confirmed, Ipswich School has a fine record of academic success, which is placed within the context of an extensive range of activities outside the classroom.  The School operates a five-day week, with representative sports on Saturdays. Games, CCF, Community Service and a variety of other activities take place on Thursday afternoons.  
 
At Ipswich School our key aim is to encourage pupils to realise and fulfil their potential.  By treating them as individuals, providing the best possible pastoral care, and kindling a real interest in their studies, we hope that they will enjoy their education and achieve the best possible results. 
BOARDING AT IPSWICH SCHOOL

Westwood Boys’ Boarding House is a Victorian mansion set in wooded grounds, just a 5 minute walk from the main school site. Anglesea Heights Girls’ Boarding House and our newly redeveloped Sixth Form Boarding House which opened on the Anglesea Heights site in September 2025, are modern attractive spaces, with ensuite facilities providing an experience similar to a university hall of residence. We now have capacity for around 120 students, all of whom benefit from a friendly, home-from-home experience. 

Our Head of Boarding has overall responsibility for the Boarding Houses and is supported by the Assistant Head of Boarding, a team of House Parents (both resident and non-resident) and Tutors, cleaners and a Laundry Assistant.

As well as full time boarding, we offer weekly boarding where pupils stay on Monday to Thursday (or Friday) evenings.  This works well for those who would otherwise have long journeys to School, or who would enjoy a boarding life during the week and link this with family life at weekends.  Occasional boarding allows pupils to book a night at one of the Boarding Houses if parents are away, or if they are staying on at School for an activity.

THE POST

This is an exciting opportunity to help support our pupils in a friendly boarding house environment. You will play an important role supporting the Head of Boarding by ensuring the smooth running of all aspects of our Boarding Houses and the general welfare of our boarding pupils.  We are seeking to appoint a flexible, caring, organised person to join us on Saturdays.  In this post you will usually work at Anglesea Heights (Girls) house, but may also work at Anglesea Heights (Sixth Form) or Westwood (Boys) boarding houses according to need.

Please note that this is a non-resident post and accommodation is not provided.

ACCOUNTABLE TO

You will be responsible to the Head of Boarding or the Assistant Head of Boarding depending on which house you are working at.

PRINCIPAL DUTIES

The list of duties below provides an overview of the role of the Assistant Houseparent/Matron. It is important that you comply with the School’s pastoral and welfare policies including child protection and safeguarding children at all times. 

Pastoral
· maintain an unobtrusive, watching, pastoral role with pupils around the Boarding House
· maintain an accident/illness log
· take meals with the boarders, supervising/observing at meal times (when required)
· be available to talk (and listen) to pupils
· be aware of the individual needs of pupils in the Boarding Houses, for example those joining from overseas and weekly boarders away from home for the first time
· participating in, and/or arranging weekend activities, as requested by the Head of Boarding. 

Medical
· providing basic first aid to pupils and staff in the Boarding Houses
· arranging medical/dental appointments
· transporting pupils to hospital/doctor/dentist as appropriate
· holding and administering pupils’ medicines prescribed by their doctors 
· maintaining pupils’ medical records/files
· maintaining the first aid cupboard.

Household
· assist with laundry system by checking the boarders have put out the correct laundry that day
· assisting with cleaning and laundry where needed
· maintenance: reports of repairs/replacements
· health and safety checks
· help keep the Common Room tidy and encourage the boarders to do this themselves.

General
· maintain and run a small shop (toiletries etc) for pupils
· collect and distribute mail
· preparing rooms/dormitories/studies for new boarders
· check and assist with pupils’ holiday/travel arrangements as required
· attendance at staff meetings as and when required (once or twice per term)
· undertake an appropriate BSA training course, and other regulatory training, as required 
· various other duties as they may arise.

Liaison with
· the day Matron/Nurse at the Senior School site on health matters concerning boarding pupils
· the School Medical Officer and/or Occupational Health Physician
· the Head of Boarding and Resident Houseparent on all matters concerning the pupils in their care
· the Estates Manager concerning maintenance/repairs etc.

This list is not exhaustive and duties may be changed or added to as determined from time to time.

PERSON SPECIFICATION

You will have an interest in the welfare of the pupils in your care (aged between 13 and 18 years), empathy with young people, flexibility in working hours and duties, and the ability to work on your own initiative. 

Ideally you will have experience of working with children and be warm, caring and nurturing with good communication and interpersonal skills. Experience of cleaning, laundry and/or a similar role would also be desirable. 

Formal nursing qualifications are not needed for the post.  A valid first aid qualification would be an advantage, but training will be provided as necessary.

Use of your own transport (to take pupils to hospital, dentist etc) would also be an advantage but is not essential.  The School provides the requisite insurance to cover this business use, and drivers must be able to supply a current driving licence.  Claims for mileage should be submitted at regular intervals.

The ability to drive a minibus to transport pupils and accompanying staff on occasions would be helpful but is not essential (D1 entitlement on Driving Licence). 


 

HOURS OF WORK

The working hours are on Saturdays during Ipswich School boarding term time from 9.00 am – 6.00 pm (with a 30 minute unpaid break for lunch each day). This is 8.5 hours per day. There are usually 31 Saturdays in each academic year.  

In addition, you will work from 9.00 am – 5.00 pm (with an unpaid break for lunch) (and/or attend relevant training sessions as required) on the two INSET days prior to the start of the Michaelmas (Autumn) term each year. INSET days are used for staff training and development activities and are defined as term time days. They are also used to welcome new and returning students to our boarding houses. 

The number of Saturdays you work each year will be determined by the School’s boarding timetable (and you should note that this may be different to the School’s day school term time dates). We include an additional days’ pay to take fluctuations into account so your contracted pay is based on 31 Saturdays per annum and two full INSET days (totaling 15 hours per annum). 

There may also be the opportunity to work additional hours at other times, to cover absent colleagues or provide assistance in our boarding houses at busy times. If more hours/days are worked than those outlined above, additional pay can be claimed.
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· This is a permanent, part-time post (subject to satisfactory completion of a 6-month probationary period).
· The salary for the working hours above is £4,271.88 per annum and includes paid holiday in accordance with the Working Time Regulations.  
· Salaries are paid monthly in arrears by BACS on the last working day of each month throughout the year.  Pay is reviewed annually, with the first review for this post taking place in 2026.
· After 3 months’ service and/or in line with workplace pension legislation, you will be entitled to join a defined contribution pension scheme and will receive 3x death in service cover.
· After 3+ years’ service with the School you may be entitled to generous fee remission. 
· Free meals are provided in the Boarding Houses when the kitchen is in operation and whilst you are on duty.  
· Staff are able to use the School’s swimming pool and fitness gym free of charge (in compliance with appropriate rules and regulations).
· You will have access to Smarthealth, an employee wellbeing app with 24/7 GP access and mental health support.
· Please note that holiday may only be taken during Ipswich School holiday periods and in conjunction with the requirement for hours of work at the beginning of the Michaelmas term as directed by the Head of Boarding. 

CLOSING DATE AND INTERVIEW ARRANGEMENTS

We would encourage you to download an application form and a full job description for this role from our website: www.ipswich.school/vacancies or contact the HR team on 01473 408300 or hr@ipswich.school. 
Completed application forms should be returned by noon on 9 March 2026.  

Candidates may be contacted or invited to interview prior to the closing date, and we may close this vacancy early if suitable candidates apply. Therefore, we encourage you to apply as soon as possible.

Please mark the envelope Private and Confidential and send to: The Director of HR, Ipswich School, 25 Henley Road, Ipswich, IP1 3SG or email: hr@ipswich.school 

Please advise us of any special requirements you may have if you are called for interview.  If your special requirements mean that you need to submit this application in a different format please contact us.

If we have not been in touch with you by mid April then we regret that your application will have been unsuccessful, but we would like to thank you for your interest.


PLEASE NOTE

· Ipswich School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  Applicants must be willing to undergo child protection screening, including checks with past employers and the Disclosure and Barring Service.  Having a criminal record will not necessarily be a bar to obtaining the position.  The Ipswich School policy on the recruitment of ex-offenders and the Code of Practice relating to the Disclosure and Barring Service are available on request.  

· Ipswich School’s employees are responsible for promoting and safeguarding the welfare of children and young people they are responsible for, or come into contact with.  The post holder must adhere to and ensure compliance with the School’s Safeguarding Children Policy at all times.  If, in the course of carrying out his/her duties, the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the School he/she must report any concerns to the School’s Designated Safeguarding Lead (the Deputy Head Pastoral for Senior School pupils, the Prep Deputy Head for Prep pupils and the Nursery Manager for The Lodge Day Nursery).

· Ipswich School’s employees are expected to attend training in safeguarding children as directed. 

· Applicants are advised that in the interests of the health and safety of all its pupils and employees, Ipswich School operates a No Smoking Policy and employees are expected to comply with the statutory restriction on smoking in public places.
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