
JOB DESCRIPTION AND PERSON SPECIFICATION

The School is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share this commitment

Job Title: Weekend Boarding House Matron

Main purpose of the job:
The Weekend Matron is on duty 11.00 am – 3.00pm on Saturday during
term time.
They are accountable to the Head of Mansion Boarding, with whom a
performance review is carried out on an annual basis.
The generic responsibilities are; the care of boarders in the House whilst
trips are being run by the duty boarding tutor; maintaining weekend
laundry; care of boarders who may be unwell; supervision of lunch

Reporting to: Head of Mansion Boarding
Main responsibilities and

duties:
This job description does not form part of the contract of
employment and may be varied in accordance with the demands of the
appointment.

● Handover with the Duty Boarding House Tutor to discuss any unwell
boarders or other relevant issues.

● Be on duty in the Boarding House and answer the House telephone,
recording messages for the Duty Boarding Tutor as necessary.

● Care of any sick boarders, whether isolated in sick-bay or resting in
dorms.  Administer medication as required in collaboration with the
Medical Centre, recording any medicines dispensed in the appropriate
way.

● Launder and repair students’ personal clothing and school uniform, as
well as organise additional uniform items when required, and to assist
with the school laundry such as table cloths and sports kit.

● check that all dorms and rooms are clean and tidy on a daily basis, as
well as encourage students to uphold high standards in their personal
hygiene and appearance. A preparedness to step in to clean
occasionally if needed in order to ensure the safe and effective running
of the House, is expected.

● Instruct Sixth Formers in the proper use of the laundry machines.

The Weekend Boarding Matron is, by definition, a carer for the students in
the house.  Above all the ability to maintain a happy, relaxed and organised
house is paramount – approachability is essential.

All members of staff in the Boarding House must keep up-to-date with
child protection issues.  They must also alert the relevant staff of any
concern of safety or welfare of any of the students, and make clear to



students confiding in them that although privacy can be respected, there
are sometimes issues that they have to pass on to other staff.

No job description can be fully comprehensive and it is subject to review and
modification as necessary.


