
Non Residential House Parent  

 

 
 

Job description and person specification 

Job Title: Non – Residential House Parent  

Department:  CATS College 

Reports to:  Senior House Parent  

Location: CATS College Canterbury  

Salary:                 £ 7.50 

Working Hours: Averaging 41 hours per week (+ one week AL cover Flexi basis over year Jan-Dec built in to salary at 

£9:00 per hour) 

 

 

The Company 

Cambridge Education Group (CEG) is one of the leading providers of pre-university academic courses and English 

language courses in the UK. We provide pre-university programmes including ‘A’ Level, IB and University 

Foundation, as well as English Language Study, to the growing market of international students seeking to enter UK 

universities. 

 

The Group operates under a different operating brands, CATS Colleges – 6th form colleges in Cambridge, 

Canterbury and London; CSVPA; FoundationCampus – teaching foundation courses to university degrees on 

campuses in the UK, USA and Europe; and Stafford House – the English Language teaching brand & Stafford House 

Study Holidays. 

 

Cambridge Education Group aims to be the undisputed customer service leader in the international education 

sector and to be recognised as such by its agents, parents and their clients, by the universities it works with and by 

its competitors. The objective is simple, to embed exceptionally high standards of service delivery into every single 

customer interaction that takes place with CEG and to ensure that the defined CARE principles are a constant focus 

for all; that they are clearly understood and are effectively applied across the whole organisation in all teams and 

at all levels of responsibility. 

 

CEG is committed to safeguarding and promoting the welfare of children and young people and expects all staff 

and volunteers to share this commitment. 

 

Job overview 

To be students pastoral care figure in the boarding houses, to provide  high quality pastoral care to students 

including ensuring all activities are undertaken in accordance with the students evening timetable and to act in 

‘loco parentis’, .the job is made up of four key components of care, security ,caretaking and administration 

 

CATS Canterbury is an International Boarding College for students aged 14 yrs and above, accommodating a total 

of 468 students. We have students from over 56 countries boarding with us and pride ourselves on effective 

boarding provisions where customer service and the welfare of students are of paramount importance. We are 

currently seeking a House Parent to work alongside the Senior House Parent and Head of Welfare and 

Welfare/Medical team. The primary role is to really get to know the students in your care and build a relationship 

of trust with them.  You will be expected to be ready to support the student as well as take a lead on disciplinary 

matters within the house when required.  You will be expected to manage the boarding house ensuring all 

housekeeping tasks are completed to a high level.  The post holder will be committed to safeguarding and 

promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. 



Job Title 

Job Title 2 

We expect the post holder to have a very good understanding (specifically for the under 16 and under 18 client 

group and more generally with the over 18 client group) and a working knowledge of our responsibilities under the 

DUTY OF CARE statutory provisions. 

Key responsibilities and capabilities 

 

Objectives  

 

- To share in aspects of College life, not just those relating to your house 

 

- To secure high standards of Pastoral care in all areas and take pride and ownership of residence 

 

- To ensure that practices improve the quality of care provided, meets the needs and aspirations of 

students and raise their standards of achievement.  

 

- To understand how the pastoral care contributes to the Colleges priorities and overall education and 

achievement of our students 

 

- To familiarize yourself with and have regard for the college mission statement, college’s boarding 

principles and practice. 

 

- To be familiar with and work in accordance with the policies, procedures and guidelines relating to the 

college and residential facilities and be particular aware of Child Protection Policies, Alcohol, Drugs, 

Smoking, Anti Bullying Policies and attendance policy. 

 

Dedication to Pastoral Care and Individual Differences 

- To carry out all duties in a positive and empowering manner, following a student  centred approach and 

behave at all times in a manner which is respectful towards the young people you support, their families, 

your colleagues, managers, neighbours and members of the public. 

 

- To adopt ways of communication that are age appropriate, that take into consideration the cultural and 

religious beliefs of the people that you support including their families, your colleagues, your managers 

and work in such a way that it reflects back , to whom you work with,  a model of tolerance and harmony.  

 

- To work in such a way that encourages the young person you support to be able to distinguish between 

right and wrong, accept responsibility for their actions, through developing respectful, honest and truthful 

relationships that recognises the dignity of the people you support 

- . 

- To be acutely aware that the students you support are away from their family, close friends and usual 

surroundings and therefore may suffer from time to time with a number of issues that pertain to their 

living arrangements.  These may include, homesickness, loneliness, alienation, language barriers, bullying, 

substance abuse, etc and every effort should be made to closely monitor, minimize and address such 

issues in a caring and supportive manner 

 



Job Title 

Job Title 3 

- To work in a manner that takes account students religious, cultural, racial heritage, value system and 

lifestyle and being able to maintain that whilst providing very high quality practical and emotional support 

which takes the form of, amongst many other qualities and abilities, to make accurate assessment, provide 

emotional support and advice, setting and maintaining clear boundaries, monitor the use of any 

medication and providing practical assistance wherever possible. 

- To assist your students to develop and implement the House/Student Action plan. 

CARE/SUPPORT 

- Liaise with the Welfare Team regarding all aspects of student welfare as necessary. 

- To ensure prep/homework is undertaken and offer assistance and support in this area as necessary. 

- To ensure all students access the canteens at meal times, be present for breakfast and record this as 

necessary for CSA students. 

- Ensure the development of activities to promote continuity and progression for all students with support 

from the Activities Manager and Senior House Parent  

- Encourage students to participate as appropriate in the extra-curricular programme and monitoring 

participation. 

- To encourage/teach students to learn the life skills necessary for developing their own independent living 

skills. 

- Organise/supervise weekend activities, including the monitoring and recording of said activities. 

- Ensure House meetings ( chill n chat meetings )  are carried out in a 6 week time frame, including 

completing all documentation including timely feedback to students. 

- To induct students into the life of the House upon arrival, ensuring they have all the correct 

documentation and that these are signed, recorded and filed correctly. And that they are buddied up to 

other students and help them gain a sense of belonging 

- To assist students to place their exeat requests for weekend, holidays’ and liaise with the Welfare Office as 

necessary. 

- SECURITY 

 

- To work at all times within the code of requirements of the Health and Safety at Work Act. To bring any 

potentially dangerous practice, situation, or property to the attention to the Residence Manager or The 

Operations Manager or their representatives – To complete all Health and safety checks as per 

instruction of the Residence Manager. 

 

- To be aware of and adhere to applicable rules, regulations, legislation and procedures including the 

Colleges Disability Discrimination Policy and Code of Conduct, Security Procedures etc. 

 

- To complete all house and security checks which include checking window restrictors, fire extinguishers, 

fire call points, and checking rooms after students leave in the mornings 

 

- To check the building is secure during the night and after students leave, to operate the alarm system and 

keep doors and windows secure throughout the day.  

 



Job Title 

Job Title 4 

- To conduct regular checks on the students  throughout the day and to log these via the College database 

and the first curfew check sheet 

 

- To liaise with maintenance team about any security risks 

 

- To report all health and safety risks 

 

-  

Ensuring all students are in residence and accounted for at the end of the day /curfew. And then securing the 

building and logging this on the system 

 

CARE TAKING 

- To complete regular fire drills and health and safety checks in house 

- Cleaning the kitchen when needed 

- Helping student use the laundry and washing their bed sheets once a week 

- Cleaning the House Parent work space- maintaining neat filing and paperwork storage  

- Emptying the bins and putting the waste bins out on the appropriate day 

- Sweeping up and maintaining the outside of the building ensuring it is free from litter and presentable. 

- Hovering the building and cleaning  throughout the shift where needed 

- Basic house hold maintenance where possible such as changing light bulbs 

- To clean and close down the building at end/beginning of the term. Making sure that the building is 

cleaned and bedrooms ready for new students to move in to.  

- Check all students rooms for damages and to report these and request deep clean or redecorating where 

needed, and to actively look for any faults in the buildings 

ADMIN/IT  

 

- Completing the residence check sheets 

- To ensure House meetings are conducted on a regular basis – with all student attendance and all minutes 

and feedback are completed in a timely manner 

- Working with spreadsheets to record students activities  

- Writing reports  

- Recording a daily events in a log book 

- Using an online database  

- Regular emails and daily handover emails 

- Using online maintenance reporting systems 

- Counting and recording homely medicine quantity and ordering more when needed 

- Placing food and equipment orders. 

 

 



Job Title 

Job Title 5 

 

 

 

- Maintain  and organising record folders 

- Organising information for students when needed 

- To attend any training identified and requested by your line manager and the completion of training 

modules within the probationary period 

To take part in such performance management or staff appraisal arrangements made by the College, on not less 

than an annual basis 

To administer homely medicine to students during the evenings/weekends as required 

 

Person Specification 

Customer First – It’s ESSENTIAL all candidates meet the CEG Customer First CARE Principles:- 

Commit 

- Goes the extra mile 
- Follows-up & follows through 

Act 

- Takes ownership 
- Looks for a solution 

Respond 

- Addresses issues positively 
- Communicates proactively 

Empathise 

- Is an active listener 
- Is respectful and values our customers 

 
 

 

Person Specification 

The position of Non-Residential House Parent requires a caring attitude and a high level of customer service.  An 

ability to work using one’s own initiative as well as being a good team player is a pre-requisite.  Experience gained 

within a child care environment is desirable. 

 

      Motivation 

 Is proactive rather than reactive in approach. 

 Takes responsibility and ownership for work issues and problems of an operational, strategic, welfare or 

pastoral nature. 

 Implements improvements to work processes and practices within his/her remit. 



Job Title 

Job Title 6 

 Understands College goals and direction and sees fit with own. 

 

        Drive 

 Is energetic and enthusiastic. 

 Committed to the role and to the team and the college. 

  Confronts and overcomes obstacles to progress within team 

 

        Intellect 

 Demonstrates good critical thinking skills to understand client issues. 

 Can suggest and where appropriate implement solutions appropriate to client situation. 

 Gathers facts and analyses situations in accurate and organised fashion. 

 

         Judgment 

 Can think and act rationally and maturely without undue bias or reliance on emotional responses. Can 

weigh up information, issues and evidence and draw balanced conclusions from such. 

 Shows clearly that he/she is learning from experience. 

 Knows when to ask for support and advice from colleagues. 

        Credibility and Communication 

 Has positive impact with colleagues and students. 

 Projects appropriate professional image. 

 Speaks clearly and persuasively when interacting with internal and external personnel. 

 Can facilitate potentially difficult discussions in an internal and external context. 

 Keeps line manager and team informed of progress or difficulties. 

 Displays excellent listening and questioning skills. 

        Customer Focus 

 Understands and communicates the College offerings and capabilities. 

 Demonstrates a clear empathy with clients and understands their needs. 



Job Title 

Job Title 7 

 Teamwork 

 Has confidence and respect of peers and sub-ordinates, and superiors. 

 Establishes team direction and responsibilities for achievement of team/college objectives. 

 Understands others development needs and seeks opportunities to provide. 

 Creates open and supportive team climate. 

 

 


