
 

POSITION DESCRIPTION AND SELECTION CRITERIA 

 

Position Title: Boarding Housemaster 

School/Organisation Unit: Senior School 

Faculty/Department: Boarding 

Reports To: Director of Boarding 

Type of Employment: Full-time, five year contract 

Date: August 2018 

 

BACKGROUND 

Organisational Environment 

The Anglican Church Grammar School (Churchie) is an independent School for day boys 

and boarders with 1800 students from Reception to Year 12.   

Since its inception in 1912 Churchie has pursued a philosophy of preparing students to 

be well-balanced men, contributing positively to the community. This pursuit is 

characterised by our emphasis on the four tenets of our education program: scholastic 

attainment, spiritual awareness, personal growth and community service. The School’s 

academic program has implemented the latest National Curriculum and is tailored to 

assist each student reach his potential.  Our aim is to offer world-class educational 

programs that facilitate lifelong learning, by optimising opportunities for leadership, 

creative excellence, and participation for every student.  This combination of academic 

emphasis and an expectation of high standards of personal discipline will provide the best 

platform for success for all our students.  As a member of the Great Public Schools (GPS) 

Association, Churchie participates in a range of academic, sporting and cultural 

competitions against other long-standing Brisbane schools.  

As a community we strongly desire to work in a three-way partnership between the 

student, the parents and the School. We are constantly reviewing our performance and 

are more effective for the input from this partnership. Creativity and innovation, which 

bring about change, are a constant, as our young men deserve the best education we 

can provide. 

Information for Prospective Staff 

Information can be found at www.churchie.com.au  

 

 

http://www.churchie.com.au/


 
DUTY STATEMENT 

Primary Purpose of Position 

The Boarding Housemaster is responsible to the Director of Boarding for the good order 

and efficient running of the Boarding House as well as performing any duties as directed 

to ensure the four aims of the School, those being Personal Growth, Scholastic 

Attainment, Spiritual Awareness and Service are closely adhered to. 

The Boarding Housemaster has the delegated responsibility for the welfare and 

development of each boy and staff member in their House. 

The demands of a Boarding Housemaster require that the person is willing and able to 

contribute an appropriate amount of time and skill to the level of duty of care to all 

Boarding Students within a residential setting during the School term. In the main, the 

students, staff and parents must also feel as if the Housemaster is approachable, 

available and caring.  The commitment of the Boarding Housemaster is beyond just a 

commitment to the job. 

Location:  Gerald or Goodwin House as directed. 

Accommodation:  The Boarding Housemaster is required to reside in School 

accommodation as allocated by the Director of Boarding. 

The Boarding Housemaster is expected to undertake their duties as per this positon 

description and the guidelines of the Boarding Staff Handbook and comply with school 

policy procedures and protocols.    

Key Accountabilities 

The Boarding Housemaster is a member of the Churchie Boarding Team with delegated 

responsibility for the Personal Growth, Spiritual Awareness, Scholastic Attainment, 

Service, Physical well-being and overall pastoral care of the boys in their Boarding House. 

Each Boarding Housemaster participates in the effective management and promotion of 

the boarding enterprise within the guidelines and policies of the Anglican Church 

Grammar School Boarding community, as laid out by the Director of Boarding, after 

consultation and approval of the Headmaster. 

As the delegated leader of a particular Boarding House team, the Boarding Housemaster 

has the responsibility for the efficient operation and team leadership of that Boarding 

House, including the in loco parentis care of each boy.  Duties and responsibilities include, 

but are not limited to: 

Leadership 

The Boarding Housemaster will demonstrate leadership via concern for the academic, 

sporting, extra-curricular, moral, spiritual, health, physical and mental welfare of each boy 

in the House by: 

• Maintain a visible and active presence in the House especially in the morning, 

during prep, evenings, weekends and at “lights out”; 



 
• Maintain regular contact with the Assistant Housemaster, Housemother, 

Residential Tutors, Day Tutors, Teaching Staff, Counsellors, Health Centre Staff 

and Parents; 

• Establish a regular weekly meeting time with all of their Boarding House Staff, of 

which all must attend and the minutes forwarded to the Director of Boarding; 

• Implement and support the guidelines and policies of the School and the Director 

of Boarding; 

• Implement and support the in-house day tutor system. 

 

The Boarding Housemaster will: 

• Maintain constant and open contact with the Director of Boarding, providing him 

with appropriate information and consulting him over the issues of importance to 

ensure the Director of Boarding is made aware of any specific matters of concern, 

which affect any boy in the House.  ; 

• Develop a strategic plan, within the school guidelines, and in consultation with 

the Director of Boarding, for the holistic development of the Boarding House; 

• Undertake investigations for unacceptable student behaviour (level 1 or 2) in 

accordance with the Student  Behaviour Policy and  Investigations procedures; 

• Develop, review and update topics for the Senior School Pastoral Learning 

curriculum in conjunction with the Deputy Head of Senior School; 

• Undertake formal and informal professional development as a means of critiquing 

policies and practices; 

• Provide professional guidance to residential staff to develop and promote best 

practice; 

• Be a vital and obvious presence in and around the residence at all times; 

• Enforce and maintain standards of dress, discipline, and relationships within the 

House and at all School activities and functions, at all times; 

• Perform weekly and daily supervision duties as directed by the Director of 

Boarding; 

Each House has its own ethos and the Boarding Housemaster will encourage a House 

identity and develop a positive pride in the House by its members. 

 

Administrative Management (General) 

The Boarding Housemaster is responsible in consultation with the Director of Boarding 

for: 

• The maintenance of a close liaison with the Health Centre on matters relating to 

the medical care of all boys in their House; 

• Duties and supervision of students as rostered; 

• The liaison with the Assistant Housemaster to monitor the effective staff 

supervision of students according to the duty roster;  



 
• The direction, management and coordination of residential supervisory staff; 

• The maintenance of close liaison with catering, cleaning, laundry, grounds and 

office staff in those matters that are relevant to the administration of their 

Boarding House; 

• The liaison with the Property Manager to ensure that the physical environment of 

their Boarding House is maintained appropriately and regularly; 

• Oversight of staff with regards to work practice and condition of accommodation; 

• Assist the Director of Boarding in the interview process of prospective Residential 

Tutors and Housemothers; 

• Responsibility for the preparation, monitoring and accountability of an accurate 

and up-to-date Boarding House budget; 

• Attendance and contribution to regular meetings with the Director of Boarding, 

Head of Senior School and Housemasters, Boarder Chapel services, parent 

functions, marketing functions and other functions as designated by the Council, 

Headmaster or Director of Boarding.  

 

Administrative Management (House specific) 

The Boarding Housemaster has responsibility for the coordination of: 

• Boarder’s activities including the overseeing of boarder’s involvement in the 

School’s co-curricular program, cultural activities, excursions and community 

service activities and Boarders’ recreation program; 

• Boarder’s allocation to cubicles in consultation with the Assistant Housemaster; 

• Boarder’s leave arrangements, including contact with hosts and parents, 

preparation of weekend leave, host lists and leave cards, in accordance with the 

School Leave Policy; 

• Monitor appropriateness of leave arrangements of each student and maintain 

accurate records of leave and host details; 

• Maintain liaison with boarder’s parents through regular contact as required; 

• Undertake duties and supervision of students, as rostered; 

• Oversee the Boarding House with regard to fittings, fabrics and appointments.  

Requisition maintenance requirements for these areas of the House so that 

repairs and breakages are addressed quickly and the House is maintained in a 

neat and tidy state at all times; 

• Provide informed and relevant feedback to each Student/Parent/Guardian in 

relation to their community living personal development and study in the 

residential setting; 

• Supervising the work undertaken by the Assistant Housemaster, Housemother 

and Residential Tutors in the Boarding House; 

• Developing a timetable of supervision, in liaison with the Assistant Housemaster, 

and in line with the common guidelines of Churchie Boarding, that ensures an 

appropriate level of care is extended to the Boarders in the House.  A copy of 

which must be forwarded to the Director of Boarding at the commencement of 

each term; 

• Maintaining a safe environment for the staff and students in the House by being 

vigilant and complying with Workplace Health and Safety regulations and 

guidelines; 

• Undertaking a full House inspection at the beginning and end of each term with 

Assistant Housemaster and Housemother to ensure all is in order; 



 
• Organising House functions as required; 

• Responsibility, in conjunction with the Assistant Housemaster, for all matters 

relating to the arrival and departure of students at the beginning and end of each 

term in line with the school attendance policy; 

• Meeting regularly with the Assistant Housemaster to discuss matters relating to 

the effective management of their Boarding House. 

 

Pastoral Care (Personal Growth) 

The Boarding Housemaster has the responsibility of ensuring that the highest possible 

level of physical and mental well-being and morale is maintained of each boy in the 

House, in consultation with other House Staff. 

• Ensure that the individual welfare of each boarder is the primary focus of their 

work; 

• Ensure an environment where the dignity of the individual is nurtured and 

protected, in accordance with the School’s Anti-Bullying and Behaviour 

Management policies and guidelines; 

• Develop programs for the social education of the boarders in the House. 

• Ensure that effective communication is maintained with Parents/Guardians in 

relation to their son’s progress and development; 

• Ensure that leadership development is encouraged via the creation of leadership 

opportunities within the House; 

• Counsel Boarders and associated people when required, in conjunction with the 

Counselling Staff; 

• Promote an ethos of care with regards to the use of property, School resources 

and the environment; 

• Provide for the pastoral care of Boarding Staff. 

 

Pastoral Care (Spiritual Awareness and Service) 

The Boarding Housemaster will endeavour to run the Boarding House in a way that both 

fosters and encourages religious inquiry and reflection and at the same time, encourages 

all boys to be supportive of the service aims of the School.  As an Anglican School, 

attendance at Chapel each week is considered compulsory for all boys and staff. 

• Attendance and support at other important services throughout the year such as 

Confirmation Services or as required by the Director of Boarding; 

• The Boarding Housemaster will model the ethos of the School at all times. 

• Involvement in the House Service events throughout each term 

• Involvement with major Boarding service initatives throughout the year 

 

Pastoral Care (Scholastic Attainment) 

The Boarding Housemaster is expected to be an exceptional educator in their field of 

expertise and must be prepared to teach Pastoral Learning curriculum to Years 7 to 12.  

Boarding Housemasters have the responsibility of ensuring that each boarder is enabled 

to achieve his full potential by maintaining an atmosphere and tone in his Boarding House 

as to foster productive and effective periods of preparation and study to be carried out. 

 

The Boarding Housemaster is also ultimately responsible for monitoring the academic 

work and progress of each Senior School boy with the close assistance of the other 



 
House Staff.  To this end, the Boarding Housemaster will maintain close liaison with 

members of the House Staff who will each closely monitor the application and progress 

of each member of their tutor group.  The Boarding Housemaster is responsible for: 

• Developing Programs to support Boarders in their academic pursuits; 

• Promoting and encouraging a positive homework and study environment; 

• Assisting in the process of monitoring the students’ academic progress and 

liaising with the Day Staff to improve learning; 

• Investigating means to assisting Boarders in the completion of assignment tasks 

in the absence of parental supervision; 

• Monitoring school reports. 

 

Relationships 

Work in support of the Director of Boarding to ensure that quality Staff are selected for 

Boarding. 

Ensure new Boarding Staff are inducted including: 

• Reading and familiarisation with the ACGS Boarding Handbook, Boarding Staff 

Handbook, School Handbook, Child Protection Policy and any other relevant 

documentation; 

• Training in the required standards of supervision, behaviour management, and 

duty of care; 

• Successful completion of the “ABSA Duty of Care Course”. 

Ensure that staff have opportunities to develop their sense of being a team and that 

they are responsive to the expectations of the School, and that their work is closely 

supervised. 

Meet fortnightly with the Director of Boarding and the other Boarding Housemasters to 

ensure effective communication of the vision for the operation of Churchie Boarding. 

 

Mandatory Requirements 

• St John’s First Aid; 

• Certificate of Residential Care or relevant experience; 

• Awareness of issues which influence and affect a Boarding House including Child 

Protection and School Policy. 

 

Authority 

The Boarding Housemaster is responsible for ensuring the good order and tone in the 

House. The tone of the House is established through positive exchanges with Staff who 

have a strong presence in the House. 

The Boarding Housemaster should develop a discipline system that supports the positive 

feel in the House.  This system must be approved by the Director of Boarding. 

Serious behaviour violations and breeches of code of behaviour must be reported 

immediately to the Director of Boarding. 

Written correspondence such as discipline letters, behaviour contracts and House 

Newsletters must first be approved by the Director of Boarding who will consult over 

disciplinary matters with the Head of Senior School. 

 



 
 

Accountability 

The Boarding Housemaster is responsible to the Director of Boarding for developing and 

maintaining a safe, nurturing and responsive environment that provides boarders with 

opportunities to develop in spiritual, intellectual, emotional, social and physical 

dimensions. 

As a member of the middle management team it is expected that the Boarding 

Housemaster will carry out their duties with commitment and enthusiasm, seeking to 

motivate other members of staff with their positive and energetic example. 

 

Performance Indicators 

The incumbent to this position will be required to undergo a yearly Professional Review 

with the Director of Boarding and a comprehensive Performance Appraisal every two 

years. 

Other Information 
• Churchie is an equal opportunity employer and is committed to providing a safe 

and healthy work environment free from discrimination, harassment or bullying.  

• Applicants are expected to be committed to the principles of Christian education 

and will comply with the School’s values and code of conduct. 

• Smoking is prohibited in all areas of the School campus which includes but is not 

limited to buildings and vehicles. 

• Staff must familiarise themselves with Churchie policy documents that are 

available on the School’s intranet and take the responsibility to maintain currency 

with these. 

• Applicants must possess (or be eligible to obtain) registration with the 

Queensland College of Teachers. 

 
Work, Health and Safety 

• Take reasonable care to ensure personal safety and health at work and that of 

other persons in the work place; 

• Observe all safe working practices as directed by the supervisor and the use of 

personal protective equipment as and when provided; 

• Report ALL accidents, incidents and hazardous situations arising in the course of 

work; 

• Apply first aid when necessary. 

 

Child Protection 

 

All employees of Churchie are required to familiarise themselves with the Student 

Protection in Anglican Schools Policy and Procedures. It is required they have a 

responsibility for the promotion and safeguarding the welfare of students with whom 

they come into contact and ensure compliance with the Schools’ Child Protection Policy 

Statement at all times.  If during the course of carrying out their duties, an employee 

becomes aware of any actual or potential risks to the safety or welfare of children in the 

school, they must report any concerns with the Student Protection officer immediately.  



 
All staff at Churchie are required to hold or apply for, and maintain a current Working 

with Children Check – Bluecard  QLD. 

 

ACKNOWLEDGEMENT 

I have received, reviewed and fully understand the job description for this position.  I 

further understand that I am responsible for the satisfactory execution of the essential 

functions described therein, under any and all conditions as described.  

 

Employee Name_____________________________ Date_____________  

 

Employee Signature___________________________________ 

 

 

SELECTION CRITERIA 

The successful candidate will have: 

1. Experience or demonstrated interest in a school  boarding house environment. 

2. Worked effectively as a member of an enthusiastic team. 

3. Shown a genuine appreciation and commitment to pastoral care of boarders. 

4. Appreciate and understand the requirements to oversee a successful boarding 

environment for boys. 

5. A clear understanding of the specific needs of boarding students and their 

families.  

6. Strong organisational and communication skills. 

7. Self-motivation, flexibility, initiative and resourcefulness. 

8. An understanding of the issues around the successful education of boys. Support 

the ethos of the Anglican Church. 

9. Eligible to work in Australia and registered with the Queensland College of 

Teachers. 

APPLICATION PROCESS 

Applicants should submit: 

• A cover letter (1 to 1.5 pages) addressing the selection criteria. 

• A full resume. 

• The names, address and telephone numbers of three (3) recent professional 

referees (please note: in the case of those applicants short listed for interview, 

the School may contact your current employer following the interview). 

• Relevant Academic Transcripts/Records (please note – this is not your Graduating 

Certificate). 

• A copy of your Queensland College of Teachers registration. 

Applications are to be submitted via the Churchie website at 

https://www.churchie.com.au/about-churchie/employment   

https://www.churchie.com.au/about-churchie/employment
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