
 

POSITION DESCRIPTION 

 

Position Title: Assistant Housemaster Boarding 

School/Organisation Unit: Boarding 

Supervisor/s: Housemaster and Director of Boarding 

Type of Employment: Full-time, fixed-term contract 

Last updated: October 2021 

 

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/
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DUTY STATEMENT 

Primary Purpose of Position 

The Assistant Housemaster (Boarding) is responsible for assisting the Housemaster 

with the overall management of all students Year 7 to 12, including responsibility for 

their welfare and progress.  In conjunction with the Housemaster, he/she is 

responsible for the efficient day to day running of the Boarding House as a whole. 

 

Location:  Gerald or Goodwin Houses as directed. 

Accommodation:  The Assistant Housemaster will reside in the accommodation as 

allocated by the Director of Boarding.  The School reserves the right to vary the location 

and nature of the residential arrangements as determined by operational needs. 

Salary:  An annualised salary arrangement and/or Position of Added Responsibility 

excludes certain provisions as outlined in the Boarding House Supervisors Schedule of 

the Queensland Anglican Schools Enterprise Agreement. 

Hours or Work:  As per the Queensland Schools Enterprise Agreement. 

Please note the School reserves the right to alter this position description based on 

operational needs. 

 

Key Accountabilities 

Duties and responsibilities include, but are not limited to: 

 

1. Administration Responsibilities: 

• Deputise for the Housemaster when required; 

• Undertake duties and supervision of students as rostered: share the weekly 

morning duties with the Housemaster; 

• Liaise with Year 7 to 9 boarders and parents regarding student’s academic 

pathways; 

• Conduct report reviews with Year 7 to 9 boarders;   

• Prepare Year 7 to 9 pastoral comments to accompany reports; 

• Advise the Housemaster of any damage to property and the steps taken to 

rectify the damage; 

• Contribute to the maintenance of records of student behaviour; 

• Advise the Housemaster of all students, staff and parental appointments; 
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• In consultation with the Housemaster, work with the Health Centre on 

matters relating to the medical care of boarding students. 

2. Pastoral Responsibilities (Personal Growth): 

 

The Assistant Housemaster (Boarding) has the responsibility of ensuring the highest 

possible level of physical and mental well-being and morale is maintained for all 

students in his/her Boarding House, in consultation with other House Staff. 

 

3. Academic Responsibilities (Scholastic Attainment): 

 

The Assistant Housemaster (Boarding) has the responsibility of assisting the 

Housemaster to ensure each boarder is working towards his full potential.  The 

Assistant Housemaster (Boarding) is to maintain an atmosphere and tone in his 

Boarding House which fosters productive and effective periods of preparation and 

study at all times. 

The Assistant Housemaster (Boarding) plays a significant role in assisting the 

Housemaster to monitor the academic work and progress of boarders, with the close 

assistance of the other House Staff.  To this end, the Assistant Housemaster 

(Boarding) will maintain close liaison with members of the House Staff who, in turn, 

closely monitor the application and progress of each member of their tutor group and 

in the case of Year 7 boarders, their Form Group. 

While the Housemaster is liaising with the Tutor groups in the senior School, the 

Assistant Housemaster (Boarding) should liaise with Year 7 Form Teachers. 

4. Responsibilities for Spiritual Awareness and Service: 

 

The Assistant Housemaster (Boarding) will assist with the running of the Boarding 

House in a way that both fosters and encourages religious inquiry and reflection and 

at the same time, encourages all students to be supportive of the service aims of the 

School.  As an Anglican School, attendance at Chapel each week is considered 

compulsory for all students and staff. 

5. Behaviour Management 

 

• Ensure the School’s Behaviours Management Policy in relation to bullying and 

intimidation is followed; 

• Monitor students in activities while in the care of the Assistant Housemaster 

(Boarding); 
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• Assist the Housemaster by adopting a proactive approach to student 

concerns by working to detect problems and difficulties, and advise the 

Housemaster and School Psychologist as necessary. 

6. Communication 

 

• Assist the Housemaster in liaising with parents, future parents and friends of 

boarders at functions both at School and beyond the School gate; 

• Attend Boarders’ Support Group meetings and social functions in order to gain 

a better understanding of the students and families.  

7. Leadership 

 

Assist the Housemaster in overseeing the personal growth, social development, 

spiritual awareness and academic progress all students in the House. 

8. General: 

 

The Assistant Housemaster (Boarding) will help the Housemaster with: 

• Monitoring boarders’ academic goals and performance by proactively being a 

presence in the boarding house and specified study areas; 

• Boarders’ involvement in the School’s co-curricular program, cultural activities 

and community service. This will be achieved in consultation with boarding 

staff, sports Co-curricular and Year 7 Form Teachers; 

• Boarders’ general behaviour and their relationships with others; 

• Regular proactive parental communication. 

 

From time to time additional duties may be required by the Housemaster and Director 

of Boarding. 

 

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. 
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• All staff are also required to familiarise themselves with the Student 

Protection in Anglican Schools Policy and Procedures and all other Churchie 

policy documents that are available on the School’s intranet. 

• Applicants must possess (or be eligible to obtain) a current Blue Card 

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. During the course of carrying out their duties, if 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 or be registered 

with and maintain registration with the Queensland College of Teachers. 

SELECTION CRITERIA 

• Demonstrated ability to deliver effective pastoral care to boys in Years 7-12 in 

a residential setting 

• Current Working with Children Check issued by Blue Card Services 

Queensland and/or Qualified Teacher and registerd with the Queensland 

College of Teachers (or working towards) 

• Hold or be willing to complete the Australian Boarding Schools Association 

(ABSA) Duty of Care course – Books 1 and 2 

• Eligible to reside and work in Australia 

 

APPLICATION PROCESS 

Applicants should submit: 

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

providing/describing examples of actual work that has been done, or actual 

participation in the relevant activity. 

• A full resume. 

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

referees who should be in a position to comment about performance in 

relation to the above criteria. 


