
 

 

TEACHER INTERN AND BOARDER MASTER/MISTRESS 

JOB DESCRIPTION 

 

RESPONSIBLE TO:  The Head of Boarding, the Teacher Intern Programme Manager and 
the Head of Sport. 

 

RESPONSIBLE FOR:  The Teacher Intern role at Cowan House is a full-time position made 

up of three areas of responsibilities: Sports coaching and officiating, 

classroom assistance and observation, and boarding duties. 

 

 

GENERAL RESPONSIBILITIES: Teaching 

- Be responsible for the preparation, compilation and 

implementation of a class work as directed by the teacher of the 

class  

- Inspire learning through innovative tasks; aspire to achieve 

academic excellence 

- Ask questions in order to improve 

- Use initiative for the best interest of the school 

- Be willing to teach and work with children of varying abilities 

- Provide relevant learning experiences in a controlled 

environment 

- Use a computer and appropriate technology to enhance 

teaching and learning 

- Involve pupils in extension activities which build a love and 

greater appreciation for learning 

 

 Sports Coaching 

- Coach children in the various sport disciplines offered at Cowan 

House 

- Assist children to better themselves in the sports in which they 

participate  

- Create a coaching environment that encourages participation 

and enjoyment  



- To be organised and responsible in coaching and managing 

sports teams 

- To have well planned coaching sessions for the sports of the 
term 

- A willingness to learn about and umpire/ref all sports offered at 
Cowan House 

- Administration and communication associated with weekly 
fixtures i.e. match notices, report backs and transport 

- Assist with Physical Education lessons as and when necessary 
- Attend coaching courses when necessary 
 

 

Boarding  

- Be responsible for the well-being of Cowan House boarders 

- Promote and implement the effective running of the daily 

boarding routine 

- Assist with the emotional, academic and organisational needs of 

the boarders 

- Provide and arrange relevant activities and outings 

- The teaching of important life skills to our boarders such as 

punctuality, cleanliness, respect and responsibility 

- Communicate effectively with boarder parents 

- Be an excellent role model to the boarder children 

- To welcome all boarders and boarding families back to boarding 

at the start of a term and after mid-term breaks 

- To carry out all duties, roles and responsibilities as directed by 

the Head of Boarding and implement them in the management 

of the boys and girls and the houses 

- To liaise closely with the Head of Boarding and House Mother 

on the daily routines and programmes to ensure consistency of 

operation 

- Exercise and promote the manners expected at Cowan House 

and in the boarding establishment 

- Conduct boarding duties with enthusiasm and fairness 

- Provide the pastoral care required from the boarders 

- To ensure that the boys and girls understand and follow the 

aims, objectives and disciplinary expectations of boarding in the 

houses  

- To ensure that individual circumstances, needs, strengths and 

weaknesses of each boy and girl are communicated, as 

observed, to the Head of Boarding so that individual 

opportunities, talents and potential are developed and 

maximised 

- To ensure the safety and security (including emotional) of all 

boys and girls, at all times when they are in the school’s charge 

(including meal times, weekends, and when accompanying 

expeditions and outings)  



- To ensure that boys’ and girls’ clothes and personal belongings 

are properly named, in good repair, used and worn 

appropriately and stored securely and tidily; to ensure that the 

boys and girls treat the belongings of others, and the fabric and 

furnishings of the house, with respect 

- To help manage the laundry /cleaning programmes to ensure 

efficient, reliable and effective service  

- To ensure that the programme of extra-curricular activities is 

followed, and that the boys and girls (particularly younger ones) 

are appropriately occupied and cared for during afternoons, 

evenings and weekends 

- To ensure that the conditions during supervision of Prep 

(homework) are conducive to academic progress  

- To work collectively with the boarding team and implement the 

decisions made 

- To assist in keeping suitable records of boys’ and girls’ progress, 

welfare, health, emotional problems, achievements and 

misconduct; to provide reports if requested 

- To counsel boys and girls at a time and place which is conducive 

to good communication, concerning any emotional, academic, 

social or behavioural problems they may have; to inform the 

head of Boarding (or in his absence, the Headmaster) if any 

referral to outside agencies is required; to fulfil all legal 

requirements on child protection  

- To support the school’s disciplinary policy and by 

encouragement and reward and through a clearly understood 

and fair system of sanctions; foster an acceptance of the code of 

conduct of the boarding houses and school; to inform the Head 

of Boarding of any cases of bullying, substance abuse and 

general misconduct  

- To ensure that you are familiar with Cowan House’s policies and 

procedures for countering bullying, substance misuse and health 

and safety, and are aware of the appropriate response in these 

areas  

- To perform other key tasks as the Head of Pastoral Care and 

Boarding or Headmaster may reasonably assign 

- To write comprehensive and professional boarder reports when 

required  

- To be punctual, reliable and confidential 

 

Other General Responsibilities and Expectations 

- Attend, and contribute to, various weekly meetings  

- Attend, and become involved in, conferences, cluster groups 

and workshops 

- Provide pastoral support to all children at Cowan House 

- Participate in the normal operational duties of the school 



- Be willing to go above and beyond the call of duty 

- Become involved in the co-curricular life of the school as per 

operational requirements (afternoons and weekends included)  

- Attend assemblies and school functions when required 

- Attend, and contribute to, relevant school related functions 

(evenings and weekends included)  

- Provide appropriate role modelling and pastoral support to the 

boys and girls  

- The ability to work closely and co-operatively with colleagues 

- Have a proactive, dynamic and self-motivated approach to 

education 

- Dress appropriately at all times 

- Exhibit professional behaviour at all times 

- The ability to uphold the Christian Ethos and Values of the 

school 

- A recent and valid police clearance certificate 

- A willingness to obtain a valid driver’s licence and PDP 

- The nature of this position requires flexible working hours, an 

ever-changing job description and an accommodating 

personality. The needs of the boys/girls must, at all times, be 

paramount in decision making.  

- 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 

- It is the role of all staff to ensure that sound Christian Values are 

upheld and shared with the boys and girls. Bible stories, daily 

prayers, saying grace at meal times are all important aspects 

and must be incorporated, daily, into boarding life  

- Other associated teaching duties eg. Break duty, lunch duty etc. 
- As a Cowan House staff member you will be expected, at all 

times, to model the values of Cowan House: Be Yourself. Be 

Caring. Be Reasonable. Be Your Best. 

 

While this job description covers all major areas of responsibility, there will be times when the 

incumbent is required to assist in areas outside of her/his responsibility in the interests of the 

smooth running of the school. 

 

 


