
 

 

 
 

Assistant Houseparent 

Job Description 

  

TN believes that each employee makes a significant contribution to our success and that contributions should 

not be limited by the assigned responsibilities.   

  

Therefore, this position description is designed to outline primary duties, qualifications, and job scope, but not 

limit the employee, nor TN, to only the work identified. It is the expectation of the school that each employee 

will offer his/her services wherever and whenever necessary to ensure the success of our organisation. 

 

Our School is committed to safeguarding and promoting the welfare of children and young people. The School 

expects all teaching staff, non‐teaching staff and volunteers to share and uphold this commitment. 

 

Position/Job Title  
Assistant Houseparent 

 

Classification 

 
Pastoral/Academic 

 

Reporting to 

 
Head of Boarding 

 

Duties and 
Responsibilities 

Overview: 
The Assistant Houseparent, (AHP), is a crucial role within the school’s boarding 
provision and is therefore a ‘live-in’ role with accommodation provided onsite. The 
AHP will support the Head of Boarding, (HoB), in managing and providing an 
outstanding boarding experience for the boarders in their care including provision 
for their wellbeing, personal and social development. Hours of work in term time 
are demanding but rewarding and enriching. Due to the nature of the work it is 
difficult to be precise about hours and a flexible approach is needed in order to 
meet the needs of the pupils and boarders on an ad hoc basis. The AHP is expected 
to do two evening boarding duties per week and alternate weekends (Friday-
Sunday) as well as assist with returns on a rota basis.  
 
The AHP needs to remain flexible and adaptable to assist the HoB in the 
management and leadership of the boarding house. Therefore, the list of 
responsibilities below is not exhaustive: 
 
Main areas of responsibility: 
1. To assist the HoB to effectively manage the supervision, organisation and 

resources of the Boarding House and boarding activities. 

2. To instil and inspire the Terra Nova virtues in our pupils including by being an 



 

 

excellent role model. 

3. To be in residence at all times during the school term, and at other directed times 
such as the start of the academic year and the start of a term/half term to 
welcome students back to school (excepting rota weekends off, granted leave 
etc). 

4. To have a genuine interest in the boarding students in their care and develop 

positive, respectful relationships with them in order to best support their 

individual needs. 

5. To work with the HoB and boarding team in order to ensure that the House is a 

community where boarders feel safe and learn to respect one another. 

6. To work with the HoB to ensure that the House is well decorated and has a 

homely feel, along with a sense of identity that becomes central to the lives of 

those students who live there. 

7. Assist with the preparation for and be present, and support, at key boarding 

events such as New Student Induction, Boarders Forums, and when students 

leave and return to school.   

8. To assist the HoB with a wide range of administrative duties relating to pupils 

and their parents. 

9. To meet regularly with the HoB to discuss students, staffing and other issues 

relevant to the House.  

10. To carry out day, evening and weekend duties, commensurate with the AHP 

role as directed on the house duty rota and daytime rotas including, wake ups, 

breakfast, break and lunch duties. 

11. To work with the HoB to ensure that all policies and procedures relating to the 

organisation and management of the boarding house are adhered to.  

12. To work with the HoB to ensure that the program of evening and weekend 
boarding activities supports students’ interests, needs and development. This 
will include organizing, leading and participating in engaging games and 
activities. 

13. To follow agreed routines and practice on bedtimes and wake up. 
14. To uphold the behaviour policy and House rules. 
15. Support the induction of full and flexi boarders. 
16. To assist the HoB to monitor boarders use of medication and liaise with the 

School Nurse where necessary and, in times of a medical emergency, ensure 

that students receive the appropriate medical care 

17. To work with the HoB to ensure effective communication channels with parents 

of boarders. 

18. To have an academic commitment commensurate with the AHP role 
19. To perform the Form Tutor role if required. 
20. To assist with the Sports programme at Terra Nova including supervision at 

fixtures. 
21. To contribute to the co-curricular life of the school as required by the 

leadership team. 
22. To deputise for the HoB at any time as required. 

 

Safeguarding 

23. Abide by the school safeguarding policy and keep abreast of any changes 



 

 

 

Health & Safety 

23. To be familiar with the School’s Health & Safety Policy and ensure that its 

principles are applied at all times. 

24. To monitor the health and safety of boarding students  

 

Desired Skills and 

Experience 

● Enthusiasm for the education, development and growth of young people 
and for the role described above 

● Experience of working with or coaching/teaching children would be ideal 
(including work in the voluntary sector) 

● Leadership and management skills with a professional approach 
● Strong communication skills 
● Flexibility and a proactive, ‘can-do’ approach 
● Energetic, creative and positive 
● A genuine interest in the wellbeing and pastoral care of young people 
● Strong ICT skills - able to use office and google (docs, sheets, slides), able to 

send emails and willing to train on specific software such as iSAMS and 
CPOMS 

● Individual skills such as sports, music, drama, art 
● Able and willing to carry out instructions efficiently 
● Qualified to degree level 
● Relevant qualifications or training and experience in welfare and boarding 

related roles 

Last JD Review February 2022 

 
Boarding at Terra Nova is based on the following principles: 
 
• The development of the whole person spiritually, emotionally, physically, culturally, morally and socially 
during their time in boarding; 

• Being an open and trusting school, boarding is based upon mutual respect and communication of values. 
Boarders have the right to be able to work, play and relax free from abuse, intimidation, harassment, teasing and 
bullying. Staff and boarders acknowledge the right of each other to privacy; 

• There is an equality of opportunity for the individual and respect for all boarders, regardless of ethnicity, 
culture, gender or disability; 

• Links with parents, despite there sometimes being great distances separating the boarder and their 
parents, are an indispensable part of the support and development of boarders in this School. 

 
In boarding we aim to: 
 

• Develop the whole person, a desire for truth and a respect for others, qualities of leadership and the 
ability to work as part of a team; 

• Produce an open and trusting ethos in which each boarder feels able to approach any other member of 
the community (staff or pupil) confident in the knowledge that they will be treated and respected as an 
individual; 



 

 

• Create an atmosphere of tolerance, openness, and trust in which teasing, harassment and bullying would 
find great difficulty in developing; 

• Safeguard and promote the welfare of each boarder by providing an environment that is, as far as 
possible, free from physical hazards and dangers; that is comfortable and suited to the needs of boarders, 
and which provides adequate levels of privacy. 


