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Mayfield School 

Mayfield is a vibrant, happy and successful independent Catholic boarding and day school for girls aged 11 to 

18.  Founded in 1872, the School is set within 75 acres of beautiful Sussex countryside, conveniently located just 

outside Royal Tunbridge Wells, within an hour of central London by train and with easy access to Gatwick and 

Heathrow airports. 

Mayfield is successful in unlocking and developing the unique potential and talent of each girl in an inspiring learning 

environment.  A Mayfield education combines academic excellence, breadth of opportunity and exceptional pastoral 

care. One of the School’s greatest strengths is its proven ability to unlock and develop the unique potential and talent 

of each girl in an inspiring learning environment.  There are currently 400 pupils in the School of which almost half are 

boarders. 

The School enjoys excellent facilities, including an award-winning Sixth Form Centre; a specialist Science Centre; 

internationally renowned creative arts teaching and learning facilities; an indoor swimming pool; a Technology Suite 

and a first-class Equestrian Centre on campus. 

School Ethos 

The vision of Mayfield’s founder, Cornelia Connelly, to educate young women to respond to the needs of the age 

remains central to the School’s education philosophy today.  We are committed to helping each girl discover and 

develop her unique talents, to be herself and to make that self the best it can be.  Our Catholic heritage, which 

remains fundamental to the life of the School and provides a moral and spiritual framework for daily life, encourages 

integrity, generosity, compassion and courage within an inclusive community, which welcomes all.  The School’s 

motto ‘Actions Not Words’ is embodied in our voluntary service programme, which promotes a spirit of personal and 

social responsibility. 

 

 



 

Mayfield’s Aims and Objectives 

The School aims to achieve its vision by: 

 Offering a wide range of opportunities to encourage equally the spiritual, intellectual, creative, physical and 

emotional development of each pupil 

 Creating a distinctive environment in which the experience of living together enhances the lives of all pupils and 

staff 

 Fostering a vibrant community for those of the Catholic and other faith traditions where worship is integral to the 

life of the School and each is encouraged to serve God and other people 

 Providing a stimulating and creative curriculum that fosters academic excellence 

 Enabling each member of the School community, resident or non-resident, actively to support and contribute to 

the shared values of the School 

 Encouraging in each pupil a sense of achievement and the confidence to make a difference in a demanding and 

constantly changing world 

The School 

Mayfield encourages equally the intellectual, creative, physical, emotional and spiritual development of each pupil.  

Every girl is accepted for who she is and we instil in her the confidence to find her strengths and build on them.  

Whilst Maths and Science are amongst our most popular and successful subjects at A Level, we have a first class 

reputation for creativity and excel in the creative and performing arts.   

Academic study is complemented with a rich and diverse variety of activities beyond the classroom.  With everything 

from dance to debating, drama to music and a full programme of sporting opportunities including cricket, fencing and 

top class equestrian facilities on campus, girls are challenged and supported to realise their full potential, thereby 

endowing them with a lifelong love of learning and the opportunity to grow as individuals.   

Mayfield girls progress to prestigious universities including Oxford and Cambridge, and increasingly to the US and 

Europe, to study a wide range of subjects.  Just as important as academic success, girls leave Mayfield with enduring 

friendships, open minds, strength of character and the lifelong support of a global community.  The values, skills, 

aspiration and resilience we nurture in the girls prepares them to respond to the opportunities and challenges of the 

21st century and to make a positive difference in the world. 

  



 

Mayfield School  

Job Description for a Middle School Housemistress 

 

The Headmistress and Governors are looking for a dynamic individual to lead one of our Senior Boarding Houses at this 
exciting time in the School’s development. We are looking for a dynamic and enthusiastic individual, ideally, a practising 
Catholic, to join our team and ensure an outstanding pastoral experience for Mayfield boarders.  
 
Boarding at Mayfield has grown considerably in recent years. There are currently over 400 girls in the School of whom 

almost half are boarders; from the UK and over 27 other nationalities.  
 
The Housemistress is responsible to Deputy Head and ultimately the Headmistress, and is expected to work closely 
with other Housemistresses, in addition to her own House team of academic and support staff. 
 

Aim of Post 
 

 To provide all boarders in the House with the best possible experience of boarding education by ensuring a 
challenging, supportive and nurturing environment. 

 To ensure the safety, good discipline, spiritual and moral guidance and pastoral well-being of all girls in the House, 
in accordance with the Catholic ethos of the School. 

 To teach, where applicable, a reduced timetable, or otherwise make an equivalent contribution to School life.  
 To manage effectively and efficiently the staffing, organisation and resources of the House. 
 To oversee Health & Safety standards and requirements within the House 
 To be responsible for Safeguarding and Child Protection in the boarding house environment. 

 

Key Responsibilities 
 

Care, Welfare and Development of Students 
 

 To support fully the Catholic ethos of the School: to nurture the spiritual life of each boarder, to share in the taking 

of year group assemblies and participate in the School Masses and other Liturgies, where appropriate. Attendance 

at Sunday Mass should be a priority for all Housemistresses 

 To establish excellent relationships with the girls based on trust and respect and to know them as individuals.  

 To ensure that the circumstances, needs, strengths and weaknesses of each of the girls is identified and known by 

staff as needed, so that individual opportunities, talents and potential are developed and maximised. 

 To develop in the girls a sense of collective responsibility and sensitivity to the difficulties and needs of others, and 

to encourage such support and help for each other as is appropriate. 

 To work actively to promote a cosmopolitan House and ensure that all girls - whatever their nationality or 

experience of boarding - are integrated into the life of the House and wider school. 

 To develop an active ‘House Council’ for girls that meets regularly to discuss any issues concerning the House. 

 To ensure the safety and security (physical and emotional) of all girls in her House at all times when they are in the 

School’s care.  

 To implement and maintain the National Minimum Standards for Boarding Schools for welfare and pastoral care in 

the House.  Annually review and develop House Policies and handbooks. 

 To keep and maintain records of girls (including welfare, trips, permissions and travel). 

 Develop good links with Form Tutors; Head of Middle School; Chaplain, the Health Centre and the School Doctor to 

ensure that relevant information is communicated and shared appropriately. 



 To build up good relationships with parents and guardians liaising closely and regularly with them and the 
Housemistresses of a girl’s sister/s, (as appropriate).  

 To support the School’s Disciplinary Policy and define and implement a clearly understood and fair system of 
sanctions within the House in relation to the School’s Code of Conduct.  To inform the Deputy Head or Headmistress 
of any concerns regarding Child Protection or the safeguarding of children or anything that would require further 
action beyond the remit of the House staff. 

 

Management and Organisation of Staff and Resources 
 

 To take a strategic role in the development of the boarding facilities and work proactively with SMT to bring about 
change and refurbishment in boarding accommodation. 

 To have ultimate responsibility for furnishings, fixtures, fittings, all housekeeping and maintenance matters in the 
Boarding House.  

 To be responsible for the House accounts; ensuring accurate book keeping. 
 To develop and manage members of the House team, delegating responsibility where appropriate: to review their 

performance and continuing professional development in annual appraisal. Take responsibility for House rotas. 
 Hold formal House team meetings regularly to ensure that there are good communication links with all House staff 

and that vital information concerning girls’ welfare is always passed on to appropriate staff. 
 Meet regularly with the Deputy Head. 
 To be familiar with the School’s policies and procedures and ensure that all members of the boarding staff team 

are familiar with these policies.  
 

Duties and Tasks 
 

 To work with the Director of Development, the Deputy Head and the Headmistress to promote boarding internally 
and externally. This includes being involved in marketing the School on Open Days and at other times when 
prospective parents are visiting and want to see the boarding provision and working with fellow Housemistresses 
on internal taster events. 

 To work closely with the Head of Middle School to ensure that the Boarding House provide opportunities for 
intellectual challenge and stimulation, outside the classroom (eg trips and activities). 

 To lead daily prayers and other liturgies in the House and delegate this task when not on duty, promoting the 
importance of this within the House community. 

 Work with the Lay Chaplain, other Housemistresses and the Deputy Head to provide Middle School boarders with 
opportunities for leadership within the School and local community. 

 To ensure that a full and varied programme of activities is available within the Boarding House and to encourage 
girls to be involved in a range of activities, particularly at weekends.   

 To be involved in whole school activities as required, and to ensure that the Assistant House Mistress, House Tutors 
and other academic staff where necessary support these appropriately. 

 To review regularly the ongoing development plan and to provide an annual report to the Headmistress.  
 To be resident in the House accommodation provided by the School during term time, and to co-ordinate the 

beginning and ends of term. To recognise that a Resident Housemistress is ‘on call’ for advice and necessary action 
at all times - even if officially ‘off duty’ - should a colleague call for assistance in an emergency.   

 To attend such meetings and official school functions as are appropriate to her role. 
 To perform any other key tasks which the Headmistress may reasonably assign. 
 

Other Aspects 
  
Accommodation and benefits 
 

The Middle School Housemistress role is a residential post and the Housemistress will be required to live in school 

accommodation during term time, although the accommodation will also be available during holiday time, should she 

so wish.    



All meals are available for boarding staff in school during term time. 

Staff are entitled to use School sports facilities such as the swimming pool, fitness room and dance studio. 

Teaching or equivalent commitment 

The Housemistress is expected to be a well-qualified and experienced graduate, with a proven track record in the 
classroom, who is able to contribute positively to the academic life of the School. Most subject specialisms will be 
considered, as will Prep School experience. We are also prepared to consider those with alternative or equivalent 
boarding experience. 
 
The Housemistress will have 1 day off during the week and will have 1 weekend in 3 off duty.  
 

Professional Development 

The Middle School Housemistress will be expected to undertake the relevant Boarding Schools’ Association 
qualifications at the level applicable, if she has not already done so, in addition to keeping her own subject knowledge 
up to date. All staff are expected to maintain continuous professional development by attending appropriate internal 
and external training courses, seminars and conferences. 
 
Application Process 

Mayfield School has its own application form, which is available via the website.  Applications should be supported 
with a covering letter explaining your suitability for the role. 
 
We offer excellent working conditions in an outstanding environment.  Mayfield has its own generous pay scale and 
the salary package for this position will reflect the qualifications and experience of the successful candidate.   
For further information please visit our website www.mayfieldgirls.org/vacancies where you can access the requisite 

application form.  Alternatively, contact Ms K Brennan for further details hr@mayfieldgirls.org. 
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The School is an equal opportunities employer. 

The successful applicant will be required to undertake an enhanced DBS check.  

 

Mayfield School 
Person Specification for a Middle School Housemistress 

ATTRIBUTES ESSENTIAL DESIRABLE 

QUALIFICATIONS 
 A good honours degree  
 Well qualified and experienced graduate 

 PGCE or Equivalent 
 Teaching experience 
 Willingness to drive a minibus 

(training will be provided) 

RELEVANT 
EXPERIENCE 

 Current or recent work in a boarding house 

 Experience of working with girls (aged 12-16)  

 Experience of working in a Catholic 
boarding school 

KNOWLEDGE 
AND SKILLS 

 Up-to-date knowledge of Safeguarding and 
Child Protection issues and policy (further 
training will be provided) 

 Excellent literacy and communication skills 
 Interest and competence in the use of IT 
 Clean driving licence  
 Concerned and experienced in promoting and 

safeguarding the welfare of children 
 The ability to multi-task cheerfully, even under 

duress 

 Knowledge and understanding of 
National Minimum Standards for 
Boarding 

 Counselling skills 
 Presentation skills 

LEADERSHIP 
AND 

MANAGEMENT 

 Excellent organisational and administrative skills 
 Polished communication skills with a range of 

groups; pupils, parents, teachers, outside 
agencies and professionals 

 Smart and professional appearance  
 Skilled in leading and managing a team 
 Innovative approach 

 Boarding management experience 
 

DISPOSITION 

 
 Energy, positive attitude and enthusiasm; able 

to motivate pupils and colleagues 
 Patient, caring and generous 
 Able to work flexibly 
 Reliability and resourcefulness 
 Resilience, sensitivity and patience 
 Able to command respect, yet still have fun  

 Open to new ideas and developing 
new skills 

 Commitment to promoting single 
sex education 

 Desire to contribute to the extra-
curricular programme 

ETHOS 

 Commitment to the Catholic  Ethos of the 
School and in encouraging girls in their faith 

 Commitment to supporting and improving the 
boarding experience for all girls 

 A practising Catholic 

 


