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St Mary's

ANGLICAN GIRLS’'SCHOOL

BOARDING HOUSE SENIOR STAFF SUPERVISOR

POSITION DETAILS

Employment Conditions Fulltime, ongoing subject to successful completion of 6 month
probation period

In accordance with the Educational Services (Schools) General Staff

Award 2020
Reports to Head of Boarding
Last Revised July 2026

OUR PURPOSE: To engage hearts and ignite curious minds.

OUR VALUES: Courage Respect Aspiration Compassion Integrity

Proud of our legacy of academic excellence, St Mary’s is grounded in Anglican faith and a strong sense of community.
At St Mary’s, every student is supported by passionate, experienced staff who bring out the best in each girl within
our inclusive and nurturing environment.

Anne Symington House is a large boarding house of over 180 boarders plus boarding staff whom endeavour to be
friendly, compassionate, positive and professional in all of their dealings with both the girls and their families. We
aim to make Anne Symington House a welcoming, homely and hospitable environment at all times.

The priority for the Boarding House Senior Staff Supervisor is to ensure that the boarding house is run on a day-to-
day basis with smooth and calm staffing, that students are always well supervised, and that their pastoral care is met
whilst they are in the care of the boarding house.

RESPONSIBILITIES

GENERAL DUTIES

¢ Assistin the care and wellbeing for all boarders, upholding the family-like values of the boarding house
¢ Support the aims and initiatives of the School and boarding house, implementing all house regulations and
procedures to the highest standards
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Grow and develop good relationships with the girls and their families

Encourage a team approach to the care of all students in the boarding house

Ensure that all parent/guardian questions are dealt with appropriately and in a timely manner

Involve parents in the care of their daughter if she is unwell, in consultation with the School health staff

Assess student health issues outside of medical centre times and notify the School Nurse, Night Nurse and

the HOB in any emergency actions

¢ Assist the HOB and DHOB in the running of events, procedures and policies initiated for the boarders and
staff

¢ Support co-curricular activities, including weekend social events, on a regular basis and be involved in the life
of the girls within the boarding house

¢ Ensure that routines such as bedtimes, prep times, lock-ups and leave procedures are followed consistently
by all staff

¢ Attend to any late leave requests and follow up with students if procedures have not been followed in the
evenings or at the weekend

¢ Monitor students’ behaviour and actively support house staff in their supervision of students

¢ Foster the Anglican ethos of the School, attending Chapel services and being active in ensuring that the girls
are appropriately respectful during the service

¢ Beactively involved in supporting the weekend activities of the boarders — including attending and driving

the school bus to specific events when necessary

Liaise with boarding Academic Support regarding any student concerns

Liaise with the HOB and DHOB with all attitudes or behaviours of concern (emotional, academic or social)

with house staff at the start of each shift to ensure that everyone is aware of the needs of the shift ahead

Meet with the HOB at the start and end of each shift to ensure accurate handover is made on all matters

pertaining to staff and students and inform of key issues and matters

Attend term meetings with the HOB and any external meetings as and when required

¢ Assist with the preparation of the boarding house at the start of each term, ensuring that each room is ready
for the girls’ arrival. This will involve pre-start set up duties on the day prior to the start of each term and
beginning early prior to the start of the school year.

¢ Be available to drive for mid-term bus runs and end of term/mid-term driving as required

¢ Be pro-active in the maintenance of the boarding building and grounds by reporting to the HOB any matter
needing attention and ensuring that the boarding house is a safe environment for everyone at all times

¢ Undertake Chief Fire Warden duties
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PROFESSIONAL DEVELOPMENT

¢ Identify areas of need within the boarding house and promote professional development

¢ Attend all PD days arranged for the boarding house staff, as well as any relevant conferences and/or PD events

¢ Be available the day before term starts to assist in the set up and planning for professional development days
for boarding staff and also prior to the start of the school year to plan the goals and targets for the year ahead

¢ Undertake small professional development sessions for boarding staff
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STAFF
¢ Bea positive role model at all times and in all matters for boarding staff, maintaining a team-focused approach
for the benefit of all
¢ Support boarding staff, ensuring that they are fully aware of all boarding events and procedures at all times
¢ Assist in the orientation and support of all new boarding staff
¢ In consultation with the DHOB, ensure that the correct staffing levels and risk management assessments are
met for all recreation activities prior to undertaking any activities with students
¢ Manage the boarding house alarms overnight and in any emergency situations
¢ Ensure a high level of security in staff areas such as offices and reception, and co-ordinate with security staff
in matters of emergency
¢ Identify any staff issues, managing disputes in a confidential and caring manner,
¢ Liaise with catering staff about specific dietary needs of students and ensure that the meals served are
nutritious and linked to the term menus
¢ Support and assist in the supervision of Assistant Housemothers and prep tutors in their duties
¢ Provide assistance to organise relief staffing and staff breaks when required
APPRAISAL
¢ All permanent boarding staff will be expected to be appraised regularly and this may include feedback from

a number of areas, including the HOB, other designated boarding staff, self and students

The above is meant to describe the general nature and level of work being performed; it is not intended to be
construed as an exhaustive list of all responsibilities, duties and skills required for the position.

EDUCATION

Essential:

* 6 0 o

Working with Children Check clearance (to be obtained on appointment)

National Police clearance (to be obtained on appointment)

Senior First Aid Certificate to be current at all times

Mandatory Reporting understanding and training (to be completed before appointment)

Desirable:

*
*
*

LR Bus Licence with PTD Authorisation (to be gained within the first 6 months of appointment)
ABSA Duty of Care Certificate (to be gained within the first 12 months of appointment)
Youth Mental Health First Aid (to be gained within the first 12 months of appointment)
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EXPERIENCE AND SKILLS

Essential:
¢ Ability to communicate positively and effectively.
¢ Good administrative and computer literacy skills.
¢ Ability to work autonomously or collaboratively as part of a close-knit team.
¢ Ability to successfully manage a variety of diverse tasks in a busy home environment

Desirable:

¢ Prior experience in a boarding or school environment

ATTRIBUTES

Essential:

Communicates positively and professionally with all members of the School community

Committed to ongoing professional learning and the desire to be part of a dynamic educational team
Engages enthusiastically in cocurricular activities

Demonstrates warmth, approachability, and a positive outlook

L 2K R 2R 2

OUR COMMITMENT TO CHILD SAFETY AND CHRISTIAN VALUES

St Mary’s Anglican Girls’ School is a child safe environment. Our school actively promotes the safety and wellbeing of
all students, and all school staff are expected to be committed to protecting students from abuse or harm in the
school environment, in accordance with their legal obligations and in accordance with the St Mary’s Child Safe
Policies and Codes of Conduct. A valid Working with Children Card and National Police Clearance are required for all
employees at St Mary’s Anglican Girls’ School.

St Mary’s is an Anglican school and applicants should be able to demonstrate empathy with and support for the
School’s Christian values.

St Mary’s is a non-smoking campus and all staff are expected to adhere to this.
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