
 
Assistant Housemistress (AH) 

Directly responsible to – Head of Boarding house 

Context of role: 

The role represents a great opportunity to be influential in the delivery of exceptional pastoral and 

medical care by providing a caring environment and practical assistance to the boarders coupled with 

an outstanding professional service to their parents and guardians.  Under the direction of the Head 

of the Boarding House (HBH) the AH is acting “in loco parentis” and as such plays an important role 

in supporting the health, welfare and safety of all boarders. 

The AH is expected to be resident in the house during term time excluding allocated weekends off. 

This also includes being resident 3 days prior to the start of term and 2 days at the end of term.  

Priorities of the role: 

 To work as part of a team to create a caring community within the house that is a secure, 

safe, clean and stable environment, both physically and socially. 

 Under the guidance of the HBH oversee the domestic matters in the house such as laundry, 

kitchens, maintenance issues and tidiness 

 To understand the principles and procedures of the National Minimum Standards for 

Boarding Schools and related regulatory guidance such as the Children Act and Keeping 

Children Safe in Education. 

 To support the HBH to ensure that the individual circumstances, needs, strengths and 

weaknesses of each boarder are supported, recognising the uniqueness of each boarder as an 

individual. 

 As directed by the HBH, to keep in close contact with parents and/or guardians and to ensure 

that they are kept fully informed. 

 To encourage boarders to involve themselves in co-curricular activities and to learn 

skills required for independent living.  To promote house events and house outings, especially 

those of a cultural nature.  

 To share any academic, social or behavioural concerns for about boarders with the Head of 

Boarding. If appropriate to inform the Designated Safeguarding Lead immediately if any child 

protection concern arises; to fulfil the school’s policy on child protection.  

 To ensure that the presence of boarders is known and checked individually and personally as 

appropriate. Any absences at required registration times should be followed up and clarified. 

 To support the aims and ethos of Prior’s Field and the boarding community; to inform 

the Head of Boarding in any alleged or suspected cases of bullying, substance abuse, theft or 

sexual misconduct.  

 

 



In order to fulfil the role, it is expected that the AH will be involved in: 

 Helping the community understand the aims and objectives of boarding in the house, and 

the principles on which community life in the house is based.  

 Working with school nurse(s) and doctor(s) to ensure that boarders’ medical requirements 

are properly catered for; to encourage boarders to adopt a healthy lifestyle.  

 Ensuring that boarders’ clothes and personal belongings are used appropriately and housed 

securely and tidily; to ensure that boarders treat the belongings of others, and the fabric 

and furnishings of the house, with respect.  

 Monitoring the cleanliness and helping with the cleaning of the house, especially shared 

areas such as common rooms, kitchens and boarding spaces.  

 Reporting any damage or wear and tear of the physical appearance of the furniture, fittings 

and fabric of the house to the HBH.  

 Ensuring all contact and communication with parents is polite and pleasant. 

 To be aware of house rules and conventions, and that house tutors and prefects are 

consistent and fair in their upholding of house discipline.  

 Being familiar with the school’s policies and procedures for child protection, countering 

bullying, substance misuse and health and safety, and are aware of the appropriate response 

needed in these areas.  

 Taking part in performance management or staff review arrangements made by the school, 

on an annual basis.  

 Supporting the development of leadership skills within boarders, such as through the house 

prefect and house responsibility systems. 

Administration:  

 To be aware of the implications of the National Minimum Standards for Boarding Schools 

for welfare and pastoral care in the house.  

 To ensure that administrative records are kept efficiently and effectively and that requests 

for information are responded to as quickly as possible e.g. registers, parent communication. 

 To ensure items given to house staff for safe keeping are recorded accordingly and kept 

secure e.g. passports, money, valuables. 

 To ensure house systems (signing in/out, tidying of kitchens and common rooms etc.) are 

efficient and followed by boarders and day girls. 

 To ensure that pupils’ clothes and personal belongings are used appropriately and stored 

securely and tidily. Equally, to ensure that pupils treat the belongings of others and the fabric 

and furnishings of the house with respect. 

 To be aware of boarder’s whereabouts at all times i.e. phone parents if a boarder does not 

arrive back in the house without explanation from holiday, weekend or evening leave. 

 To assist with the planning, booking and running of trips for the boarding community. 

 To work with the HBH to manage house administration e.g. house shop, events and trips.  

Fire Drills and House Safety:  

 To check, as far as practical, on internal conditions in the house, to ensure pupil safety; e.g. 

bare wires, loose carpets.  

 To ensure requests for work are to be passed to the Maintenance team and monitor and 

priority issues. 

 To be aware of Fire Safety and the role staff play in keeping pupils safe. 



 To be aware of house and site security and ensure procedures are followed. 

House Spirit:  

 To encourage pride in the house by supporting House and School events.  

 Encourage pupils to organise events themselves and help organise house social events.  

 Pupils should be encouraged to foster a collective responsibility and to be aware of 

difficulties and problems of others and to offer support and help for each other as is 

appropriate. 

 To share mealtimes with the boarders, supporting good manners, healthy eating and 

civilised behaviour. 

 To welcome temporary boarders into boarding, and to integrate them as far as possible in 

all aspects of the life of the house. 

 To be prepared to work at any time to care for the boarders in times of emergency. 

 To nurture good working relations with Housekeeping staff and ascertain from them any 

problems regarding pupil tidiness, cleanliness or manners.  

Medical matters:  

 House staff are responsible for overseeing the health of pupils and to encourage a healthy 

lifestyle.  

 Minor ailments can be treated in the Houses (e.g. grazes, sore throat or headache). 

However, any cause for concern – e.g. frequent headaches or problems over sleeping should 

be referred to the Medical Centre, even if only for informal advice.  

 In case of hospitalisation or pupils staying in the Medical Centre, very frequent liaison 

between House staff and nursing staff is vital. Parents should be informed by whoever it is 

agreed is appropriate. 

 To ensure that all boarders have enough rest, and that bed-time routines appropriate to 

the age group are maintained. 

 To provide out of hours medical cover and support the Nurses as required. 

      The House: 

 To ensure that visitors to the house are welcomed and carefully monitored. 

 To ensure that the conditions and supervision of evening prep are conducive to effective 

academic progress.  

 To ensure, as far as is possible given the constraints of the house layouts, that no other 

visitors, including members of the families of house staff, are permitted to enter these areas. 

 

The resident nature of the Assistant Housemistress role requires the holder: 

 To sleep in the house every night during term time, other than allocated weekends off. 

 To attend all relevant staff meetings and INSET days, and any relevant external courses 

recommended by the Head of Boarding or Head. 

 “Evenings off” are not necessarily free, AH may be required to attend meetings and events 

as required by the Head of Boarding or Head. 

 Be prepared to drive the school minibus (or prepared to undertake minibus test). 



Attributes 

Articulate Hardworking 

Enthusiastic Patient 

Passion for inspiring young people Diligent 

Supportive of the HSB and boarding aims Compassionate 

 

Performance Measures: 

1. Academic: boarders are supported to achieve their full potential; regular communication between 

Head of Boarding and AH and Head of Year/Tutor team. 

2. Welfare: boarders feeling comfortable, well-looked after, listened to, supported, valued; parent, 

when asked, providing positive feedback  

3. Health and medical arrangements: good care and attention, healthy boarders, children feeling cared 

for. 

4. Communication and record keeping: positive feedback; precise records clear understanding, 

effective professional relationships  

5. House in general: maintenance or house and fittings are monitored, and repairs reported. Good 

standard of cleanliness and tidiness of building and soft furnishings are always maintained. House 

will be well-maintained, smart-looking, homely and functional. 

6. Boarders general: uniform and laundry: clean, tidy and smart children  

7. Policies and procedures: a safe environment in the house; boarders and house team clear on 

important matters of health, safety, safeguarding, emergency procedures, behaviour, 

responsibilities and lines of communication; compliance with the NMS  

8. Professional development: aware of new developments in the school; of best practice in their 

areas; opportunities for professional development  

All staff at Prior’s Field are expected to read and understand the school’s Health and Safety policy and 

to ensure that all Health and Safety guidelines and rules are followed and that the students are also 

made aware of and comply with them; Prior’s Field is committed to safeguarding and promoting the 

welfare of children and young people and expects all staff to share this commitment and adhere to, 

and comply with, the school's Child Protection Policy statement at all times.  

Note: This job description is not a comprehensive definition of the post. It will be reviewed as part of 

the cycle of appraisal and it may be subject to modification or amendment at any time after consultation 

with the holder of the post.  
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