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Housemaster or Housemistress (HM)
Job Description (Revised – April 2026)
Reporting to: Director of Pastoral Care
Working closely with: Deputy Housemaster/Housemistress, Matron, Health Centre, Domestic Team, Laundry Team, Maintenance Team
The primary responsibility of all boarding staff is the safety, wellbeing and personal development of every boarding pupil.
Rikkyo School in England is a Japanese boarding school operating within the UK. The Housemaster or Housemistress plays a pivotal role not only in safeguarding and pastoral care, but also in creating a culturally sensitive residential environment that respects Japanese values while supporting pupils’ independence and wellbeing in a British context.
General Responsibilities
· To create a safe, family‑like and culturally respectful ethos within the Boarding House.
· To provide pupils with the kind of care, encouragement, structure and adult guidance that a young person would receive in a supportive home environment.
· To promote the ethos and values of the School within the House, recognising its Christian foundation and Japanese educational context.
· To support pupils’ moral and personal development, in line with the standards and expectations of the School community.
· To implement School policies within the Boarding House consistently and sensitively.
· To ensure the Boarding House supports the development of: 
· community living
· interpersonal skills
· responsibility and self‑discipline
· tolerance, compassion and respect for others
· To ensure that pupils are able to practise their religious beliefs freely and respectfully, irrespective of culture or ethnic background.
· To demonstrate cultural sensitivity to Japanese customs, communication styles and expectations, and a willingness to learn, adapt and reflect so as to support pupils effectively.
· To attend work for one to two days at the start and end of each term to oversee the opening and closing of the House and to support pupils arriving and departing on international flights.


Day‑to‑Day Running of the House
· To lead the House and make day‑to‑day decisions (Duty Rota A).
· To ensure the Boarding House follows all School procedures and policies.
· To lead communication with parents and guardians on boarding matters, recognising the importance of clear, respectful and culturally aware communication.
· To manage rewards, recognition and low‑level sanctions within boarding, referring serious matters to the Director of Pastoral Care as appropriate.
· To oversee and respond to issues relating to catering, laundry and maintenance provision in the House.
· To set and uphold high standards of behaviour, conduct and respect for others and for the physical environment of the House.
Safeguarding, Pastoral Care and Wellbeing
· To act as Deputy Designated Safeguarding Lead (DDSL) for the Boarding House.
· To ensure full compliance with the School’s Safeguarding Policy and procedures.
· To take responsibility for the personal development, emotional wellbeing and welfare of boarding pupils.
· To be available to listen to pupils’ concerns and to respond appropriately.
· To attend fortnightly Wellbeing Meetings and share relevant information promptly and professionally.
Academic Support
· To liaise closely with academic staff regarding pupils’ academic progress, strengths and areas for development.
· To support pupils’ study routines and ensure evening prep is calm, purposeful and conducive to academic progress.
· To recognise the particular pressures faced by pupils studying in a second language and to respond with sensitivity and encouragement.
Attendance and Daily Routines
· To ensure pupils follow daily routines including wake‑up, breakfast, uniform, chapel and start‑of‑day attendance.
· To ensure roll calls are accurate and that Missing Pupil Procedures are followed immediately where necessary.
Medical Care
· To ensure pupils who feel unwell report to the Health Centre.
· To maintain close liaison with medical staff regarding pupils’ health needs.
· To dispense only approved homely remedies following training and guidance.
Student Voice
· To develop and maintain effective systems for listening to pupil voice in boarding.
· To oversee and support the Boarding Council.
Security, Health & Safety, Fire Safety
Security
· To ensure the Boarding House is a secure and safe area for students and staff.
· To ensure thorough procedures in Boarding to prevent unauthorised visitors from entering the Boarding House.
· To ensure the Visitor Policy is followed within the Boarding House.
· To ensure the Boarding House is locked up and secure as part of the evening duty.
Health and Safety
· To be vigilant in the Boarding House for any matters that may cause a risk to Health and Safety to pupils or staff.
· To report any Health and Safety concerns to the Operations Manager in a timely manner.
· To ensure an Accident Form is completed and sent to the Operations Manager for any accident or injury caused in the Boarding House or on a Boarding activity.
· To ensure any ‘Near Misses’ are reported to the Operations Manager in a timely manner.
· To ensure the House Risk Assessments are adequate and reviewed annually and that safe methods of work have been developed as appropriate and are in use.
· To ensure the House is compliant with the School’s Health and Safety policies and procedures and with national Health and Safety regulations.
Fire Safety
· To monitor fire regulations in the House, adhering to, maintaining and updating the Fire Log, in conjunction with the Fire Officer, as appropriate.
· To ensure that boarding pupils are briefed on fire procedures as part of the induction process.
· To ensure that a fire drill takes place in the boarding house each term.
· To ensure one such fire drill is carried out in unsociable hours.
· To follow the guidance of the Fire Officer to ensure the Boarding House is kept a safe and low risk environment.
· To act as a Fire Marshal for the Boarding House when on duty.
Evening and Weekend Activities
· To encourage balanced participation in academic, cultural, creative and physical activities.
· To plan and lead low‑cost ‘family‑style’ House activities that promote community and wellbeing.
· To plan and lead the monthly Boarding British Culture Trip, supporting pupils’ cultural understanding and confidence in the UK context.


Staffing, Administration and Residential Expectations
To support the Deputy Houseparent and Matron in their duties
· To appraise these staff on an annual basis
· To support the Director of Pastoral Care in arrangements for covering absence
· To supervise and support teachers who work in Boarding evening and weekends
· To attend the weekly Boarding meeting
· To attend the fortnightly Wellbeing meeting
Administration
· To review pastoral and academic information of students joining the Boarding house.
· To keep suitable records on ISAMS any information relevant to Boarding
· To allocate students to bedrooms at the start of the academic year
· To write end of term reports if required
· To contribute to references for current and past students as required
· To oversee the safekeeping of bank cards and passports
· To be responsible for the House Budget and account for expenditure against it.
· To work with the Transport Manager on end of term travel arrangements.
· To assist with parents and students' visits and tours as required
Residential
· This is a residential position, and accommodation is provided by the school for the better performance of duties.
· The Housemaster/mistress is expected to reside in the provided accommodation during term time unless agreed with the Headmaster or Director for Pastoral Care.
Wider School
· To be responsible to the Academic Deputy Head for an academic commitment as required
· To attend school meetings, Open Days and INSET as requires
· The post-holder's responsibility for promoting and safeguarding the welfare of children and young people for whom s/he is responsible, or with whom s/he comes into contact, will be to adhere to and ensure compliance with the school's Child Protection Policy Statement at all times.


Person Specification
Essential
· Ability to provide strong, calm and consistent leadership in a boarding environment.
· Demonstrated commitment to safeguarding, pastoral care and pupil wellbeing.
· Cultural sensitivity and respect for Japanese culture, recognising its importance to pupils’ identity, behaviour and wellbeing.
· A clear willingness to learn about, adapt to and engage with Japanese educational values, customs and communication styles.
· Excellent interpersonal and communication skills with pupils, parents and colleagues.
· Ability to work collaboratively as part of a pastoral leadership team.
· Strong organisational skills and the ability to manage pastoral, administrative and residential responsibilities effectively.
Desirable
· Experience working in a boarding school or international school environment.
· Experience supporting pupils from a Japanese or East Asian cultural background.
· Familiarity with iSAMS or similar school management systems.
Safeguarding
Rikkyo School in England is committed to safeguarding and promoting the welfare of children and young people. The successful applicant will be required to undertake an enhanced DBS check and adhere to the School’s Child Protection Policy at all times.
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