
The Glennie School
Position Description

___________

Boarding Supervisor - Non-Residential

Classification Level Boarding Supervisor
Level 3 Step 1

Remuneration Commensurate with the Anglican Schools’ remuneration
scales

Qualification Level Formal qualifications at Diploma/Associate Degree level
and/or knowledge and experience relevant to a position
working with adolescent girls in boarding, teaching
qualifications are desirable.

Supervisor Head of Boarding

Position Details Permanent, part-time, term-time position, minimum 5 hours
per week up to 38 hours per week. Hours between 6:30am
and 10:30pm daily, as determined by agreement with the
Head of Boarding. This may include weekend work and some
on-call.

Performance Review A six month probation period will apply from the date of
initial appointment. Performance review will be conducted by
the School annually after the date of initial appointment.

Position Summary

The Boarding Supervisor Non-Residential position involves the overall care and supervision of
boarding students ranging in age from approximately 10 years to 18 years of age and, on
occasions, taking care of extra duties.

Personal Attributes and General Prerequisites

The personal attributes and skills expected for a position at Glennie include the ability to:
● demonstrate support for, and empathy with, Anglican values and beliefs together with

the School’s mission, vision and philosophy
● comply with all guidelines, policies and procedures as set out in legislation, the current

Queensland Anglican Schools Enterprise Agreement and other School policies
● maintain confidentiality in all matters relating to students, parents and staff
● demonstrate well-developed interpersonal skills, displaying the Glennie Values (Respect,

Compassion, Courage and Integrity) and a caring attitude towards all members of the
Glennie community

● ensure daily behaviour and dress standards are professional, and adhere to the School’s
Code of Conduct



● demonstrate effective organisational and time management skills, meet deadlines and
display initiative

● be responsible and accountable for personal performance
● be able to work independently and with minimal supervision
● demonstrate effective IT skills appropriate for the position
● be committed to continue self-improvement through professional learning
● maintain a degree of flexibility in working hours from time to time as required for the

position
● accept that the Principal in conjunction with the employee reserves the right to modify

the position to meet the operating and educational needs of the School
● support the development and maintenance of a best practice WHS culture within the

workplace as indicated in the staff handbook
● undertake other reasonable and relevant duties as directed by the Principal or her

representative.
● advocate for all areas of The Glennie School at all times

Duties and Responsibilities

The duties and responsibilities of a Glennie Boarding Supervisor will include, but not be limited to
the following:

● possessing an excellent rapport with adolescents, yet be a good role model and
demonstrate strength of character

● maintaining duty of care and upholding dormitory rules of conduct - being able to
administer necessary consequences

● participating in organised extra-curricular activities for boarding students
● attending to and supervising the cleanliness and hygiene requirements of the boarding

house
● assisting with the administration tasks of the boarding house including outings, activities,

rosters and telephone requirements
● contacting parents and families when necessary by telephone, fax or email
● supervising Prep Times at nights and ensure that all students maintain an ideal learning

environment
● assisting students with homework tasks during Prep Times
● supervising bedtime and ensuring all students are settled before leaving dormitory
● attending weekly Chapel services when on duty
● escorting students to meals and outings as required and actively supervise
● attending staff meetings and attending professional development activities as required
● carrying out administrative requirements associated with boarding as delegated by the

Senior Resident
● recognising and accommodating different personalities, learning styles, and abilities
● taking an active interest in the activities of the students and the School
● communicating and working in a professional and cooperative way with the boarding

staff, parents, families and girls

General

● Efficient and effective conduct and completion of activities and tasks that are assigned.
● Potential Workplace Health and Safety matters in the School are attended to

immediately should they arise
● General assistance and support is provided to all members of the secondary school staff

as directed by the Head of Boarding.
● Provide assistance to the boarding staff team as directed by the Head of Boarding
● The policies of the School are understood and applied daily as required
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● Actions to be taken in emergencies are understood and implemented as appropriate
● Advise the Head of Boarding of any requirements for maintenance or repairs in a timely

manner

Student Protection In Anglican Schools

Anglican schools support the rights of children and young people and are committed to ensure
the safety, welfare, and wellbeing of students. Anglican schools are therefore committed to
responding to allegations of student harm resulting from the conduct or actions of any person,
including that of employees.

The Anglican Schools’ commitment includes the provision of a safe and supportive living and
learning environment for all students and requires all employees, volunteers and visitors to
model and encourage behaviour that upholds the dignity and protection of students from harm.
Staff must:

● attend all student protection mandatory training annually and any other professional
learning events as required by the School

● understand and comply with all obligations under the Student Protection in Anglican
Schools Policy and Procedure as they relate to this position

● support and engage with all student protection initiatives and programs across the
School

● comply with all reporting requirements as detailed in the Student Protection in Anglican
Schools Policy and Procedure 2021
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