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Resident Matron 

Job Description 

RESIDENT MATRON MARSHALL 

As a Matron you are primarily responsible to the Housemistress (Hm) who manages the House team. You work with 
the Hm, the Deputy Hm, the Day and Evening Matrons and Saturday House Assistant as part of a cohesive team 
with the aim of promoting the wellbeing of the pupils in your collective care.  
 
The boarding house is a pupil’s home away from home so your aim is to help to maintain an atmosphere in which 
the pupils lead purposeful, busy lives and yet find time to relax and enjoy one another’s company within a happy and 
caring environment.  
 
You also liaise with the Senior Matron and School Nurses, to oversee pupil health and wellbeing.  
 
Duties will include but are not limited to:  
 
1. Working in Marshall  

 Sharing with the Hm responsibility for the wellbeing of the Pupils, communicating regularly with them as 
necessary and communicating with the Headmistress and Deputy Head Boarding and Pastoral Care weekly 
by email about items of interest concerning girls in the House, illnesses, bereavements, major worries, 
particular achievements, relevant family matters etc.  

 Being present in the House during duty hours, taking responsibility for Pupils and ensuring that the House 
routine is followed each day.  

 Houses should never be left unattended so ensuring with the Hm/DHm there is always an adult in the House. 
On weekdays lunch should be taken before going on duty. Supper and weekend meals should be taken in 
rotation with either the Hm or DHm on duty in House or the Evening Matron. Visits to the Medical Centre, 
Dining Room and events in School should be taken in rotation. 

 Leading the Matron team in the House and liaising with the Day and Evening Matron and Saturday House 
Assistant regularly.  

 Organising the distribution of supplies to the House kitchen.  

 Organising the distribution of post and parcels.  

 Ensuring bedrooms are kept clean and tidy and that these are checked daily. 

 Ensuring communal areas (kitchen, House study etc) are kept clean and tidy.  

 Seeing girls off for early departures and seeing them back into House for late returns.  

 Taking a turn on rotation during each academic year at covering for late leavers and early returnees during 
Half Term.  

 Covering the House on your own, on occasions when the Hm has a function to attend.  

 Carrying out the daily and weekly checks log and ensuring these are filled in appropriately.  
 
2. Working in School  

 Working under the direction of the Senior Matron playing an integral part in the wider Matron team.  

 Being aware of and actively promote the School’s Safeguarding and Health and Safety Policies in all respects.  

 Taking part in all training related to Safeguarding, boarding duties and health and safety, in order to promote 
and safeguard the welfare of Pupils in the House.  

 Attending meetings, as required.  

 Being in School for two working days before the start and after end of term to assist the Hms in preparing and 
clearing of the House.  
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3. Looking after Pupils  

 Going around the House at regular intervals during the day and evening, ensuring general tidiness and good 
conduct of Pupils.  

 Ensuring good personal hygiene and, in common with all members of staff, to ensure the tidy appearance and 
the wearing of correct, clean school uniform (including hair and nail checks and clean shoes).  

 Supervising bedtimes and remain on duty until everyone is settled after the Hm has gone off duty.  

 Being on call overnight in case girls are ill, need assistance or are arriving back late or leaving early. (You may 
request time off in lieu for overnight disturbances.)  

 Liaising with the Hm and School Nurses in matters concerning the health of Pupils and running the House 
Dispensary under the guidance of the Senior Nurse.  

 Seeing that bed linen and clothing are changed when necessary; organising the collection and despatch of 
linen and clothes to the School Laundry; ensuring laundry is distributed on its return to the House.  

 Organising any necessary mending and naming of clothes.  

 Ordering and distribution of birthday cakes.  

 Acting as an escort when necessary including for emergency hospital visits.  
 
4. Looking after the House  

 Checking that the House is in good repair, reporting any defects or breakages.  

 Ensuring all administration is up-to-date for the House with efficient records kept.  

 Taking part in all training related to boarding duties and Health and Safety, in order to promote and safeguard 
the welfare of Pupils in the House.  

 Being present until 14:00 hours at the start of Exeats and Half Terms, to check the House thoroughly at these 
times for tidiness, ensuring that everything is switched off and that windows and doors are closed.  

 Taking a turn on rotation during each academic year at covering for late leavers and early returnees at Half 
Term, along with the Hm and/or Deputy Hm.  

 
Although the Matrons have fixed duty times, there is an understanding that flexibility is required. There may be times 
when an extra hour or two is required to help out, and this will be rewarded with some time off on another occasion. 
However, all such arrangements - if they involve a significant number of hours - must be agreed with the Senior 
Matron and the Deputy Head Boarding and Pastoral Care.  
 
Matrons are encouraged to join in the life of the School and are welcome to accompany trips out, both on an 
individual House basis and as part of the Weekend Programme, by arrangement with the Hm. However, their first 
priority must be the House and their work in it. 
 
Working within the School  
 
The post-holder is responsible for promoting and safeguarding the welfare of children and young persons for whom 

s/he is responsible, or with whom s/he comes into contact. S/He must adhere to and ensure compliance with the 

School’s Safeguarding Policies at all times. If in the course of carrying out the duties of the post the post-holder 

becomes aware of any actual or potential risks to the safety or welfare of the children in the School, s/he must report 

any concerns immediately to the School’s Safeguarding team. 
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This role also requires  

 Flexibility  

 Competent IT skills  

 Good stamina  

 Loyalty  

 Empathy with the needs of adolescent girls  

 A sense of humour  

 Approachability  

 Ability to work under pressure  

 Willingness to undertake post related training  

 Good understanding of confidentiality and trust within a school setting  
 
Information about Benenden 
 
Benenden is one of the leading independent schools in Britain.  We were founded in 1923 and we are situated in 250 
acres of attractive parkland in Kent, the Garden of England. There are 550 girls in the school, aged 11-18. 
 
We are a boarding community which aims to give each pupil the chance to develop her potential to the full within a 
happy and caring environment. Our all-boarding and all-girls model is unique in the UK. 
 
Through our innovative and blended academic and co-curricular programmes, we offer opportunity, stretch and 
breadth and balance so that each girl goes out into the world confident, courageous, compassionate and ready to 
make a difference. 
 
In all that we do at Benenden, we aim to foster: 
 
Belief in oneself, belief in others, commitment to learning, commitment to the community. 
 
We aim to do this by providing: 

 An inspiring, challenging and relevant academic curriculum which balances the best of tradition and innovation. 

 Excellent and motivating teaching designed to encourage girls to become independent, enquiring and critical 
thinkers. 

 A framework of individual support devised to help each girl experience and benefit from a full programme of 
study balanced with a wide variety of cultural, creative, physical and fun activities 

 A culture of encouragement, opportunity and challenge designed to develop self-reliance, resilience, confidence 
and physical and emotional wellbeing. 

 The experience of learning to understand other people, working and living together with understanding and 
compromise and appreciating diversity. 

 A wide range of opportunities for leadership. 

 Careers and higher education guidance designed to help every girl achieve her own personal goals, equipped 
with the requisite skills for university and beyond in their professional lives.A close partnership with parents so 
that school and home can work together to help every girl make the most of her time at Benenden. 
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The Academic Curriculum: Enjoy and Achieve 
 
Benenden achieves excellent GCSE and A Level results each year, but our curriculum and our wider programme of 
academic enrichment is about far more than passing exams. We never mistake a syllabus for an education. 
We want pupils to learn from the most inspiring teaching and to direct their own learning. We encourage pupils to 
engage in intellectual debate with visiting expert speakers, to discover the world around them and be inspired by it, 
to determine their own skills and passions and become aware and prepared for life and its many challenges. 
 
 
A Level and GCSE statistics 2020 
  
A Level:                                                               GCSE: 
  
40% A* grades                                                      37.4% Level 9 
74.3% A*/A grades                                               62.2% Levels 9-8  
93.9% A*/B grades                                               82.4% Levels 9-7 
 
 
Higher Education Destinations of 2018 Benenden Leavers 
 
The majority of Benenden leavers take up places at Russell Group universities or other prestigious universities 
abroad. The most popular universities with Benenden girls this year were: Edinburgh, Exeter, Durham, Oxford 
Brookes and Newcastle, Other popular destinations include: Cambridge, Oxford, Bristol and York.  
 
The Campus 
 
Benenden enjoys a beautiful and historic 250 acre parkland setting in the Weald of Kent. Living, learning, sporting 
and leisure facilities are clustered around the original 19th century mansion which adds to Benenden’s sense of 
close community and enables students to get the most out of the wide variety of activities on offer every day. Over 
the last 12 years almost £30 million has been spent on improving every facet of living and learning at Benenden: 
investing in facilities, widening the curriculum, extending activities outside the classroom, and improving its boarding 
facilities. Most recently we have opened our new All-Weather Pitch, Sports Pavilion and Staff Housing and are now 
working to build a new School Hall and Music School. 
 
Co-Curricular life 

Sport 
 
All girls are expected and encouraged to participate in a variety of sport, exercise and wellbeing related activities at 
Benenden. Physical Education is compulsory in all year groups and while the programme remains more rigid in the 
younger years, as girls’ progress to the upper school, they have a completely flexible programme with numerous 
option choices. We very much aim to promote both performance and participation, thus we strive to excel on the 
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competitive sports field but also endeavour to help each girl find something she is good at and enjoys, in order that 
she may develop a lifelong commitment to keeping fit and healthy. 
 
Our major sports are Lacrosse, Netball and Tennis, and the September 2016 opening of our  
state-of-the-art all-weather pitch, has enabled us to expand our Hockey provision. There are also a wide range of 
other opportunities to take part and/or compete and the list includes Squash, Rugby, Trampoline, Athletics, Cross 
Country, Rounders, Equestrian, Badminton, Cricket, Judo, Karate, Fencing and SCUBA Diving. Benenden 
competes consistently and with much success in county, regional and national level sports competitions, with staff 
and students also representing their country.  
 
In addition to the incredible sporting programme on offer, girls can benefit from accessing a well-equipped Fitness 
Gym and 25m Swimming Pool, which are open seven days a week, as well as a plethora of Fitness and Pool-based 
exercise classes/activities and a host of active sports support services. 
 

Model United Nations 
 
MUN has continued to grow into an established and much celebrated activity within the life of the School, with a 
large number of girls competing in MUN conferences in the UK and abroad. Increasingly Benenden pupils are being 
given significant roles and awards at national and international conferences. 

Music 

Our lively Music department offers countless opportunities for all girls.  Ensembles range from the flagship Chamber 
Choir and Concert Band to the elite choir The Chapel Choir, from numerous string and wind groups to a Folk Club.  
The School’s Symphony Orchestra welcomes advanced local students to complement Benenden’s musicians, and is 
thereby a valuable link with the community.  As well as the weekly Friday lunchtime concerts, performances abound 
both in and out of the School in prestigious venues such as Westminster Abbey, Drapers’ Hall and St Paul’s 
Cathedral. 
 
Drama 
 
Drama at Benenden benefits from a purpose-built 300 seat theatre, which houses an additional 100 seat ‘black box’ 
Studio Theatre.  Nearly 40% of our girls take Extra Drama in one form or another and we mount at least four 
productions each year.  Students of Drama at Benenden have gone on to notable success in the fields of Theatre 
and Television. 
 
Working within the School 
 
The post-holder is responsible for promoting and safeguarding the welfare of children and young persons for whom 
s/he is responsible, or with whom s/he comes into contact.  S/He must adhere to and ensure compliance with the 
School’s Safeguarding Policies at all times.  If in the course of carrying out the duties of the post the post-holder 
becomes aware of any actual or potential risks to the safety or welfare of the children in the School, s/he must report 
any concerns immediately to the School’s Safeguarding team. 
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Person Specification  
 
Offers of jobs at Benenden will usually depend on the letter of application, application form, references and 
performance over the interview process.  
For some posts, particular qualifications or skills are required. A Resident Matron needs to:  

 Have a good rapport with young people  

 Have good IT skills  

 Have good time management and organisation  

 Show a willingness to be flexible  

 Be able to work independently and as part of a team  

 Have good presentation skills for liaison with parents  
 

Offers of jobs at Benenden will usually depend on the applicant’s letter of application, application form, references 
and performance over the interview process. For some posts, particular qualifications or skills are required.  
 
However, all those who are offered a post at Benenden are expected to be:  
 

 responsible for promoting and safeguarding the welfare of children and young persons for whom they are 
responsible or come into contact with.  

 supportive of and committed to the School’s policies on Child Protection.  

 supportive of the School’s policies on Equal Opportunities.  

 mindful of their personal responsibilities relating to Safety, Health and the Environment.  

 mindful of the need to treat all sensitive information relating to pupils, fellow employees and the business of 
the School as confidential.  

 mindful of the need to behave appropriately and professionally at all times with pupils, their parents, peers 
and other staff.  

 accepting of the need to follow all other school policies and procedures as appropriate and relevant to their 
post.  
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Contract 
 
This is a permanent, full-time contract. They may 
be required any day of the week and morning, 
afternoon or evening. On rare occasions, 
overnight cover may be necessary too.   
 
Hours 
 
Hours to be discussed at interview. 

Salary 

A highly competitive salary will be paid. 

Place of Work and Travel 

Your principal place of work will be at Benenden 
School but the School may request you to 
undertake travel within the UK as may be 
necessary to fulfil your responsibilities. You will 
be reimbursed for any travel and accommodation 
as required when travelling on Benenden School 
business.   

Pension 

As per government legislation, you will be 
automatically enrolled into the school pension if 
you meet the eligibility criteria.   

Fee Remission 

Members of staff receive a discount on the fees if 
their daughters are accepted into the School. 

 

Holiday 
 
Whilst this is mainly a term-time position, paid 
holiday entitlement is 5 weeks plus statutory 
Bank Holidays. The holiday year runs from 
September-August, in line with the academic 
year. Any Bank Holiday will normally be worked 
when the School is in full session. Holidays 
should be taken during the School holidays. The 
School closes between Christmas and New Year. 

Fitness Centre Membership 

All staff are eligible for free membership of the 
Fitness Centre, including the swimming pool. 

Learning and Development 

The School aims to support individuals in their 
employment by the provision of appropriate 
opportunities for learning and development. 

Pre-Employment Checks 

Any offer of employment will be subject to a 
minimum of two references satisfactory to the 
School, then a successful outcome of a medical 
questionnaire, checks of qualifications, right to 
work and identification. An offer of employment 
will also be subject to a satisfactory Enhanced 
Disclosure & Barring Service (DBS) check. 

Confidentiality 

This position requires a high level of discretion.  
The School’s business is confidential. 

TERMS AND CONDITIONS 
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New School Hall and Music Department 

Work will begin in early 2019 
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