
 
  

 

Deputy Head of Boarding 
 

Required: September 2026 
 

Salary: NJC Scale Points 21 - 25 £33,143 to £36,363 per annum 
full time equivalent 

Hours of work: 35 hours per week, term time plus 3 weeks, permanent. 
Working hours will include weekdays, evenings, weekends and on call 

overnight, on a rota 

 



 



 



 



 



 



 



 



  

 
Job description – Deputy Head of Boarding 

 
Post:   Deputy Head of Boarding     
Salary:  NJC Scale Points 21 to 25, currently £33,143 to £36,363 
Contract:  Permanent, 35 hours per week, term time plus 3 weeks - working hours will 

include weekdays, evenings, weekends and on call overnight, on a rota  
Disclosure Level: Enhanced 
Location:  Dallam School, Heversham, LA7 7EH – the role may require travel between the 

trust school sites 
Benefits:   Onsite accommodation, meals when on duty in boarding house, use of onsite 

fitness and sports facilities, local government pension scheme  
 
Relationships 

1. Reporting to: 
The post-holder will report to the Head of Boarding with responsibility for Boarding Operations 

 
2. Responsible for: 

The post holder will lead the boarding care team in the absence of the Head of Boarding 
 
The post holder will work closely with the Finance, Pastoral, Safeguarding and Administration 
teams, and will interact with other professional colleagues and will establish and maintain 
productive relationships, promoting a mutual understanding of our aim to provide an outstanding 
boarding operation 

 
Purposes of the Post 

1. To understand and support the development and delivery of the boarding marketing plan to target 
current and new markets 

2. To champion the importance of boarding provision amongst all staff, fostering an informed and 
positive attitude towards the recruitment and retention of boarding students which supports and 
promotes the boarding ethos of the school. 

3. To help boost the profile of Dallam Boarding by being able to promote the boarding operation with 
external agents and at marketing events, if required, and to nurture relationships with boarding 
parents, past, present, and future 

4. To work with the Head of Boarding to contribute to the strategic development of boarding provision 
and to provide support with all the operational aspects of Dallam Boarding House 

 
 
 
 



  JOB DESCRIPTION CONTINUED – Deputy Head of Boarding 
Main Responsibilities 

Recruitment & Admissions 

• With the assistance of the Head of Boarding, understand the school’s marketing and boarding recruitment 
strategy, its target markets and its annual plan for recruitment events and actions 

• Monitor the implementation of the boarding recruitment strategy and assist with the analysis of 
recruitment patterns and markets, and potential future changes and challenges that might have a bearing 
on enquiries and conversions in boarding, advising on appropriate responses and solutions 

• To assist the Head of Boarding with the planning, preparation and execution of admissions-related 
recruitment events, domestic and overseas. 

• To support with in-house events such as boarding tours and taster days, induction and familiarisation days 

• To liaise with the Head of Boarding when managing boarding tours and taster days, ensuring diary entries 
are well managed 

• To represent the school at open days, boarding school fairs, admissions events and international 
recruitment trips when required, which may include evening and weekend work  

• With the Head of Boarding, maintain oversight of the availability of boarding spaces and tailor boarding 
tours and conversations with families appropriately 

• With the Assistant Headteacher (Pastoral) and Head of Sixth Form, maintain knowledge of the curriculum 
offer and class spaces available, particularly at entry Key Stage 4 and 5 

• Further developing the Dallam Experience for international students and investigating opportunities to 
utilise the boarding provision during holiday periods. 

• Know and understand the school’s admissions process and the regulatory framework in which it operates 

• To support with the maintenance of admissions related literature, documentation and website pages 

• To provide updates to the Pastoral Team in relation to students who are joining/leaving the school, at 
standard transition points and mid-term and document the communications on pupils Synergy file 

• To assist with ensuring students and their families feel supported and well informed throughout the 
admission process and beyond 

• To ensure the guardian information for boarding students is collated and passed to the Head of Boarding 
 

Data 

• To liaise with the Pastoral Team in ensuring that prospective and leaver data on the management 
information system is up to date, accurate and being used effectively 

• To monitor admission trends and provide statistical analysis to trustees and the senior leadership team 

• To provide the necessary information to the Finance Team for administering accounts   
 

Boarding 

• Support the management and administration of pastoral procedures, ensuring alignment between the 
school and boarding 

• Support the Head of Boarding with the development of structures and systems to ensure all students 
receive the support they need to progress 

• Adhere to the school’s policies and procedures, applying positive feedback as appropriate, ensuring 
continuity and consistency of practice 

• Monitor pastoral progress closely to ensure that each student’s holistic potential is being developed to the 
fullest possible extent 

• Liaise with the school counsellors, ensuring wellbeing is a strong focus of the school 

• Support the Head of Boarding in managing the processes around student absences, tracking and follow-
up; communicate clearly with boarding staff and parents related to absences 

• Engage with the parent community to nurture positive relationships and involve parents in significant 
decisions associated with their child’s education 

• Oversee end of term and start of term travel arrangements 

• Form part of the boarding duty rota 

• Act as the responsible member of staff in the Head of Boarding’s absence 

•  To undertake level 2 safeguarding training and support the Head of Boarding with safeguarding issues 

• To work closely with the Head of Boarding to ensure that Boarding is Ofsted compliant and that good 
judgement is maintained 

• To be a resident on the boarding site during term time 

 



 

 
  

JOB DESCRIPTION CONTINUED – Deputy Head of Boarding 
 

General 
Culture and Ethos 

• Promote the academy ethos, attitudes and values in all aspects of work with pupils, colleagues, 
support staff, parents/carers and visitors. 

• Promote the academy and celebrate its success at every opportunity. 
 

Dress and Appearance 

• To maintain the highest standards of smart business dress. 

• To maintain a professional demeanour at all times. 
 
 

Self-Development 

• To take part in the school’s staff development programme by participating in arrangements for further 
training and professional development. 

• To continue personal development in the relevant areas including subject knowledge. 

• To engage actively in the Appraisal process. 
 

Attitude 

• To act as a professional and positive ambassador for the school in order to support the school’s 
mission and profile. 

• Maintain a high level of motivation and encourage the progress of others. 
 

Policy Promotion 

• To actively promote the Trust’s Equal Opportunities, Health & Safety, Data Protection and GDPR 
policies to ensure that the school operates safely, effectively and fairly in line with legislative 
requirements. 

• Comply with and actively implement the Trust’s Behaviour Management Policy. 
 

Safeguarding 

• Have due regard for safeguarding and promoting the welfare of children and young people and to 
follow the child protection procedures and the Trust’s safeguarding policy. 

 

Confidentiality 

• To ensure confidentiality of the school’s activities is maintained in order to protect the integrity of the 
organisation and its people. 

 

Flexibility 

• The job description may include all such other duties as the Headteacher and Trustees may reasonably 
expect from time to time. 

• To carry out such other duties as may reasonably be required from time to time to meet the evolving 
needs of the organisation. 

• Embrace a willingness to experiment with new methods and approaches / initiative taken. 
 
 
 
 
 
 
 
 
 

 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Person specification – Deputy Head of Boarding 
Our Purpose 
The South Westmorland Multi-Academy Trust and Dallam School is committed to providing a rich and balanced 

educational environment which caters for the whole person - academically, vocationally, socially, morally, physically, 

emotionally and environmentally. Our task is to serve our students as well as to provide a learning hub for the entire 

community. In this way we will raise aspirations, unlock potential and work to achieve excellence through encouraging 

a ‘can do’ culture which nurtures confident and competent people.    

 
The criteria below will be assessed using a combination of the letter of application, interview process and 
references. Candidates will be expected to completed a number of technical tasks at interview in order to assess 
their competence. 
 

Criteria 
 

Essential Desirable 

Qualifications 

Educated to degree level  √ 

Current first aid qualification (or willingness to gain certificate on taking up appointment) √  

Hold a Boarding School Association qualification (or be willing to obtain one)  √ 

A full, clean driving license and ability to drive a minibus √  

Skills, Knowledge, Understanding & Experience 

Previous experience of working within a boarding school admission department   √ 

Experience in marketing, managing social media accounts and using mailshot systems  √ 

Excellent communication, IT, organisational and management skills  √  

Ability to seek areas for improvement  √  

Strong Microsoft Office and database management skills √  

Excellent customer service skills √  

Ability to relate effectively to a diverse range of students √  

Ability to travel internationally to attend student recruitment fairs √  

Flexibility to adjust to change and development √  

Sound understanding of the National Minimum boarding standards and ability to monitor 
and review any changes 

√  

Ability to work under pressure and meet deadlines √  

Effective Behaviours 

Seeing the Bigger Picture: Understand what your responsibilities are and how these 
contribute to the priorities of your team. Consider the varied impact your work could 
have on individuals with different needs and from other backgrounds. Gather information 
from both inside and outside of the Trust to inform your area of work 

√  

Changing and Improving: Review ways of working and suggest improvements, including 
how to make full use of new digital technologies. Learn new procedures and help 
colleagues to do the same. Query any issues that arise from changes in a suitable way. 
Respond in an effective and appropriate manner when emergencies arise. 

√  

Making Effective Decisions: Use guidance, analyse relevant information and ask 
colleagues for input to support decision making. Identify and deal with any errors or gaps 
in information before making a decision. Consider the diverse needs of those affected by 
decisions and how it will impact them. Provide advice and feedback to support others in 
making accurate decisions. Ask others to clarify decisions when confused and query any 
issues that arise constructively 

√  

 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PERSON SPECIFICATION CONTINUED - Deputy Head of Boarding 
Leadership: Show enthusiasm for your work and take personal accountability for your 
role. Demonstrate responsibility for your own objectives. Act in a fair, inclusive and 
respectful way when dealing with others. Be considerate and understanding of other 
people’s points of view. Understand and support the objectives of the wider team. 
Demonstrate consideration of the wider consequences of own actions 

√  

Communicating and Influencing: Put forward your views in a clear, constructive and 
considerate manner. Use an appropriate method of communication for each person such 
as an email, telephone call or face-to-face, taking into consideration their individual 
needs. Use plain and simple language, being careful to check written work for errors. 
Consider the impact of language used on different groups of stakeholders. Remain honest 
and truthful when explaining opinions. Listen and ask questions to ensure your 
understanding 

√  

Working Together: Proactively contribute to the work of the whole team and remain 
open to taking on new and different roles. Get to know your colleagues and build 
supportive relationships. Listen to alternative perspectives and needs, responding 
sensitively and checking understanding where necessary. Ask for help when needed and 
support others when the opportunity arises. Be aware of the need to consider your own 
wellbeing and that of your colleagues. Understand that bullying, harassment and 
discrimination are unacceptable 

√  

Developing Staff and Others: Identify gaps in your skills and knowledge and make plans 
of how to develop these. Take time to achieve development objectives. Listen to and act 
on feedback from colleagues to find areas you can develop. Share knowledge and skills 
learnt with colleagues to contribute to the learning and development of the whole team. 

√  

Managing a Quality Service: Gain a clear understanding of pupil/student needs. Plan, 
organise and manage your own time to deliver a high-quality education to 
pupils/students. Act to prevent problems by identifying issues, reporting them and 
providing solutions. Keep colleagues up to date with progress. 

√  

Delivering at Pace: Always work with focus and pace to get the job done on time and to a 
high standard. Follow the relevant Trust policies and procedures. Use own knowledge and 
expertise to organise work. Keep focused on delivery and take responsibility for the 
quality of work produced. Keep a consistent level of personal performance. Keep 
managers and stakeholders updated on how work is progressing. 

√  

Personal Qualities 

A commitment to developing your own skills, knowledge and understanding of the 
boarding sector, including a desire to engage in ongoing professional development 

√  

An understanding of the importance of promoting and safeguarding the welfare of 
students 

√  

A breadth of interest beyond the school curriculum that can be shared with students and 
staff 

√  

A commitment to getting the best outcomes for all students and promoting the ethos and 
values of the school 

√  

A commitment to ensuring equal opportunities for all stakeholders √  

Emotional resilience √  

Self-motivated with exceptional planning and organisational skills √  

Willingness to participate enthusiastically in all aspects of the school’s educational and 
boarding life 

√  

An approachable, personable and confident manner √  

A high level of personal and professional integrity, discretion and confidentiality √  

A sense of humour, flexibility and proportion to approach the post in a well-balanced way √  
       

While the list above is exacting, it is understood that different qualities will be exhibited to different degrees. 

 



 
 

 

How to apply 
 

We strongly encourage you to visit the school before you apply for the post.  

If you would like to discuss the position with the Headteacher, Mr Steven Henneberry, 

please contact him by email: s.henneberry@dallamschool.co.uk 

 

If you decide to apply for the post, please note the following important information:  

 

Please read the Guidance Notes carefully before completing the Application Form 

and ensure that you fill in all sections. Please contact the school if you require the 

application form in an alternative format.  

 

Along with the Application Form, please write a covering letter of no more than two 

sides. Please include the following; 

• A statement about why you are applying for this particular post  

• An outline of relative experience 

• How your personal and professional qualities make you suitable for the role  

 

Closing date: Friday 20th March 2026 at 12pm 

 

We will contact all applicants selected for the interview process by telephone initially. 

This will be followed up by a formal invitation and further information about the 

process the following day. We will contact all applicants, even if where the 

application was unsuccessful.  

 

The interview process: week commencing 23rd March 2026 

 

Information that you provide for the purpose of your application will be used as part 

of the recruitment process. Any data supplied will be held securely and access 

restricted to those involved in dealing with the recruitment process. Once this process 

is complete, the data relating to unsuccessful candidates will be stored for a 

maximum of 6 months and then destroyed. If you are successful, your application 

form will be retained and form the basis of your personnel record. We will also 

undertake online searches in accordance with our responsibilities under keeping 

children safe in education. An enhanced check with the disclosure and barring 

service will be undertaken for this post. 

 

If you require further information or wish to discuss any issues, please do feel free to 

get in touch with Sharne Morgan, Finance and HR Officer, as a first contact – 

015395 65168, s.morgan@dallamschool.co.uk 

 

 

For further information, please visit: 

www.dallamschool.co.uk        www.southlakesfederation.co.uk 

 

 

 



 


