
 
POSITION DESCRIPTION  

 

Position Title: Boarding House Residential Tutor 

School/Organisation Unit: Boarding 

Reports To: Director of Boarding  

Type of Employment: Casual, Term-Time 
 

Last updated: December 2020 

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 

Anglican Church grammar school has been caring for boys in its Boarding Houses since 1928 
and recognises and appreciates the special and diverse needs of boys living away from home. 
The Boarding House Residential Tutor will play a significant and active role in the life of the 
boarding community and provide the boys with assistance in areas such as tutoring and also 
other areas relating to the challenges facing boys living away from home.   

Woking within a team of other residential staff, the Boarding Housemaster and Assistant 
Housemaster, the Boarding House Residential Tutor must perform duties and conform to the 
Performance Standards outlined in the Boarding Staff Handbook and comply with the School’s 
Code of Conduct and with the School’s policy and regulatory requirements.  

The person must be willing and able to contribute the appropriate amount of time, support 
and skill to assist the Director of Boarding, Housemasters and Assistant Housemasters in 
carrying out the supervision and care of the boys in the House.  This person must be seen to 
be caring, approachable, and available.  The person must be willing to participate in the 
Boarder’s recreation program and participate in the co-curricular program. 

Resident tutors must be aware that while they have scheduled times of duty, they are 
required to always be a presence in the Boarding House.  This assists those on duty as well 
as ensuring a positive interactive environment occurs at all times.  Relationships and respect 
can only form when resident tutors actively engage themselves in the lives of the boys on a 
daily basis. 

PERFORMANCE STANDARDS 

The Boarding House Resident Tutor is expected to undertake their duties as per the 
guidelines of the Boarding Staff Handbook and comply with school policy procedures and 
protocols.    

Please note the duties and responsibilities may be changed as business needs of the 
school change. 

 

Key Responsibilities:   

The duties and responsibilities for the Boarding House tutor are to be considered in 
conjunction with the Boarding Staff Handbook. 

1. Model sensible, considerate and positive interpersonal skills and behaviour to 
both the students and staff; 

2. Be available to provide supervision and tutoring to boarding students both during 
the week and on weekends; 

3. Report issues – safety, health, emergency duties as they arise; 
4. Supervise boarders ensuring that at all times boarders are accounted for and that 

the boys adhere to correct procedures; 
5. Monitor and promote boarder’s health, happiness, lifestyle balance and social 

integration; 



 
6. Support boarding students’ academic progress though active involvement in 

homework supervision to encourage good study habits; 
7. Encourage the students to participate in the Schools range of co-curricular 

activities; 
8. Organise, supervise and participate in Boarders recreational activities as required; 
9. Promote and uphold the School’s approach to positive behaviour management 

and discipline, including actively applying the School’s anti-bullying and student 
safety policies; 

10. Undertake administration duties such as answering phone, greeting visitors;  
11. Help organise Boarders Weekend Recreation programme; 
12. Attend and participate in meal time in School House to facilitate interaction with 

the boarding to encourage appropriate behaviour; 
13. Work closely with ancillary staff to assist with the monitoring of the overall 

tidiness and physical facilities in the boarding house. 
 

Attributes required: Empathy, Patience, Integrity, Humour, Honesty 

 

HOURS OF DUTY 

Boarding House rosters are set prior to the beginning of each term by the Housemasters and 
Director of Boarding.  Resident Tutor duties consist of study supervision, Wednesday 
evenings, Sunday mornings and some boarders' recreational activities. Please note the 
rosters may be changed as business needs of the school change. 
 

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) a current Blue Card and/or 
registered with 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. 

 
Student 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 or be registered with and maintain registration with the 
Queensland College of Teachers. 

 
Terms and Conditions  
The role is a casual (term time), ongoing position. No monetary allowance will be paid to 
you as a Boarding House Residential Tutor. In return for services, Boarding House 
Residential Tutors are provided with the following:  

• private quarters (bedroom and bathroom) 
• some cleaning of private quarters, during term-time only  
• all meals – these are provided in the school Dining Hall, during term-time only  
• laundry access  
• power  
• wifi access. 

 
ACKNOWLEDGEMENT   

I have received, reviewed and fully understand the position description. 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 Experience and Qualifications  

1. Experience living and working within a community of students.  
2. The ability to establish and maintain good working relations with parents, staff and 

the School community. Work collaboratively with other staff. 
3. Ability to maintain confidentiality. 
4. First Aid qualifications including CPR or ability to acquire. 
5. Current open and clean Driver’s License.  



 
6. Competent with Information Technology.  
7. Current Working with Children Check issued by Blue Card Services Queensland and/ 

or Qualified Teacher and registered with the Queensland College of Teachers (or 
working toward). 

8. Eligible to work in Australia.  

 

APPLICATION PROCESS 

Applicants should submit: 

1. 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. 

2. A full resume. 

3. 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. 
(Please note: in the case of those applicants short listed for interview, the School 
may contact your current employer following the interview).   

4. Send applications to employment@churchie.com.au 

 


