
 

   

Position Description 
 

 

Position title:  Boarding House Supervisor Location: Djarragun College 

Employment Status Full time ongoing Reports to: Head of Boarding 

Date: July 2021 Job classification:   

Boarding House 
Supervisor BHS Level 1 to 
Level 3 

$59,193.45 to $62,353.04 

 

Our vision 

To be the school of choice for students, parents and communities in Cape York and the Torres Strait 

Islands 

 

Our mission 

To develop proud, strong, educated indigenous men and women, who walk confidently in two worlds, to 

be leaders, and to be role models for their families and communities 

 

Our Values 

High  expectations  and  no  excuses –  Raise  the  bar  on  learning  and  aim  for mastery 

Learning time is precious – There are no shortcuts to success 

Personal responsibility – Each person is accountable for their actions 

Respect others and assign yourself – Self-discipline and commitment will ensure achievement 

Creating pathways for every student – No student left behind.  No student held back 

 

About Djarragun College: 

Djarragun College is an independent school for students from Prep to Year 12. Students can attend as day 

students or as boarding students.  Djarragun College is owned and operated by an Indigenous Australian 

Organisation.   Djarragun College is committed to delivering the standard of education long demanded by 

the Aboriginal and Torres Strait Islander people of Australia.  

 

Key Accountabilities and Measurables: 

A Boarding House Supervisor is an integral member of the boarding team and works closely with the 

students, families and staff of the College to provide an outstanding educational and living experience for 
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students as boarders of the College. A Boarding Supervisor is responsible for working individually and with 

groups of students and is involved in responsible directly to the Head of Boarding.  

Key Objectives 

• Actively contribute to the care and wellbeing of boarding students and provide an inclusive residential 
experience for students. 

Key accountabilities 

Key result 
area 

Major Activity/Deliverables  Key performance measures KPI  

Provision of 

high quality 

pastoral care 

and wellbeing 

services 

• Assist in creating a 
culture that is welcoming 
and supportive, whereby 
all boarders feel 
respected and safe and 
comfortable to be a 
member of the boarding 
community 

• Boarders, families and 
staff feel welcomed and 
valued as members of 
the boarding 
community. 

• Be an active case 
manager for a group of 
boarders 

• Higher student 
retention rates 

• Higher boarder 
satisfaction in 
semester boarding 
surveys 

 

• Develop an 
understanding of all 
boarders’ health and 
wellbeing needs and take 
a proactive approach to 
working with boarders to 
develop and foster a 
healthy lifestyle balance  

 

• Development and 
fostering of activities 
and programs that 
support boarder’s 
wellbeing 

• Working in partnership 
with boarders, families 
and others to improve 
student health and 
lifestyle choices 

• Actively promotes 
and leads activities 
for boarders to 
promote a healthy 
lifestyle 

• Higher rates of 
boarder 
participation in 
activities 

 
• Administration and 

recording of medication 
as per College policy and 
taking appropriate action 
to administer appropriate 
first aid to boarders 
when necessary 

• Correct medications 
given to boarders and 
accurate records kept 

• Appropriate first aid 
given to students 

• Compliance with 
College policy and 
agreed standards 

• Maintenance of 
current First Aid 
and CPR 
qualifications 

 
• Make referrals to Ngak 

Min and other services 
within the school through 
the Head of Boarding 

• Regular review and 
monitoring of needs of 
boarders and referrals 
made 

• Appropriate 
referrals made and 
followed up 

 • Maintain a high level of 
supervision so that 
boarders are aware of an 

• Actively involved in 
being with students and 

• Reduction of 
inappropriate 
behaviours from 
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active presence during 
your period of duty. 
Some areas require 
particularly close 
supervision: e.g. sports, 
games, physical activities, 
dormitories, bed areas, 
ablution, recreation 
areas, excursions, treks, 
machinery, electricity, 
fire water. 

engaged with students in 
activities  

• Providing proactive 
redirection of 
inappropriate 
behaviours to students 

• Providing praise to 
boarders for appropriate 
behaviour 

• Development of 
appropriate risk 
management plans 

boarders whilst on 
duty 

• Increase of merits 
given to boarders 
and positive 
recognition 

• Detailed reporting 
of issues or 
incidents with 
first-hand 
knowledge of 
matters 

• Compliance with 
risk management 
requirements 

 • Maintain a happy and 
healthy environment 
while fostering the 
uniqueness of each 
boarder. 

• Having individual 
conversations with 
boarders 

• Knowing and 
understanding the 
stories of boarders 
in your care 

 

• Conduct regular hygiene 
checks. E.g. adequate 
toiletries and regular 
showering.    

• Supporting boarders to 
understand what good 
hygiene is and 
supporting them foster 
these practices  

• Less incidents of 
poor hygiene 
amongst boarders  

Promoting 
Positive 
Boarding 
Culture 

• Provide clear direction to 
boarding students 
regarding expected 
behaviours and conduct 
and take reasonable 
actions to administer 
appropriate 
consequences  

• Actively monitor 
inappropriate behaviour 
e.g. use of language, 
bullying (physical, verbal, 
emotional), inappropriate 
publications/media, 
smoking, abuse of mobile 
phone use, out of bounds 
areas, inappropriate use 
of Creole. 

• Understand and 
reinforce the Cultures 
that Promote Learning 
Framework and the 
Djarragun Way 

• Counsel boarders with 
appropriate strategies to 
improve behaviour 

• Administer appropriate 
consequences that are 
compliant with College 
policy and expectations 

• Compliance with 
College policy and 
expectations 

• Decrease in 
incidents and 
repeated incidents 
with inappropriate 
boarder 
behaviours 



 

 4 

 • Actively involve boarders 

in evening and weekend 

programs that promotes 

life skills, focus and 

engagement. 

• Develop, facilitate and 
review appropriate 
programs and activities 
for boarders 

• Increased student 
participation in 
activities and 
programs 

• Contribution of 
articles to College 
publications about 
activities 

 • Promote a trusting, 

supportive family-like 

environment – to develop 

tolerance, understanding 

and resilience amongst 

boarders. 

• Provide a living and 
learning environment 
where boarders can 
learn from their 
mistakes  

• Challenge boarders to 
have high aspirations 
and personal 
expectations of 
themselves 

• Retention of 
students and 
increased 
satisfaction of 
being a boarder  

• Positive feedback 
from boarders 
about their 
positive 
experience as a 
boarder at the 
College 

 • Conduct inspections and 

safety checks of the 

Boarding Houses and, 

where required, boarders’ 

personal property and 

lockers.  

• Conduct regular 
inspections of boarders’ 
room 

• Report maintenance 
issues as they are 
noticed or reported 

• Improve state of 
appearance of 
boarders’ rooms 

• Maintenance 
issues referred as 
noticed or 
reported 

Record 

Management 

• Ensure all incidents are 

recorded and reported 

following appropriate 

College policy and 

practices 

• Appropriate and 
accurate documentation 
is maintained in a time 
timely manner 

• Compliance with 
College 
expectations, 
policies and 
practices to an 
agreed standard. 

 • Maintain residential 

record keeping, including 

but not limited to the 

completion and shift 

report 

• Completion of an 
accurate shift report 
after each shift 

• Meet with new 
boarding students 
and their families  

 

 

• Monitor and record 

breaches of discipline and 

apply reasonable 

consequences as per 

• Report and document 
incidents and complete 
relevant consequences 
and refer to more 

• Completed 
incident reports 
and referrals made 
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standard policy and 

practice 

appropriate staff if 
required 

 • Inform the school and 

update the boarding team 

regarding boarding 

student movements.  

• Communicate efficiently, 
timely and accurately 
with fellow staff 

• Increased 
communication 
amongst staff 

 • Assist with any student 

leave processes. 

• Make leave applications 
for students and check 
leave arrangements with 
guardians and hosts as 
appropriate 

• Completed and 
accurate 
documentation of 
leave taken by 
boarders 

 • Communicate regularly 

with parents and guardian 

reporting both the 

positive achievements and 

areas of concern (if any). 

• Ring or visit parents and 
be involved as a case 
manager for a group of 
boarders 

• Be available to be an 
escort for boarders 
returning home or 
coming back to boarding 

• Case management 
notes  

• Positive feedback 
from parents and 
students 

 • Maintain attendance rolls 

and ensure that accurate 

records are maintained.  

• Complete rolls as 
required 

• Accurately and 
completed rolls 

 • Respond promptly to all 

emails from school staff 

concerning boarding 

students 

• Respond to 
communication in a 
timely manner 

• Appropriate and 
timely follow up 
on communication 

Contribute to 

a Positive 

Workplace 

Environment 

• Undertake regular 

meetings with boarders 

and attend any relevant 

staff meetings as required 

• Active involvement in 
staff meetings and 
meetings with boarders 

• Staff meeting 
attendance 
records and 
minutes 
demonstrate 
involvement 

 • Regularly check the 

physical environment in 

boarding and report and 

issues to maintenance  

• Conduct fortnightly 
inspections and report 
any maintenance issue 

• Reports made to 
maintenance and 
notes in shift 
report 

 • Participate in professional 

development sessions 

• Actively participate in 
appropriate upskilling 
and professional 
development sessions 

• Maintenance and 
upgrading of 
appropriate 
qualifications and 
professional 
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development 
register 

 • Understand and adhere to 

Djarragun College Staff 

Code of Conduct, Boarding 

Staff Handbook guidelines, 

Boarding Standards for 

Australian Schools and 

Residences, and relevant 

Djarragun College policies 

and procedures. 

• Seek clarity if unsure of 
expectations, policies or 
practices 

• Effective and efficient 
implementation of 
agreed work standards 

• Compliance with 
systems, policies 
and practices to an 
agreed standard 

Qualifications and experience  

Relevant Experience 

• A current Blue Card is mandatory upon commencement in the role. 

• Previous experience in Boarding House work is highly desirable.  

• Degree or Certificate IV in an area relevant to this role (e.g. psychology, social work, counselling 
or residential care) is highly desirable. 

• Senior First Aid and Defibrillation (CPR)  

• Experience working with Indigenous people, preferably in an education/boarding environment. 

• Knowledge of Aboriginal and Torres Strait Islander cultural issues and lifestyles and ability to 
develop and communicate culture awareness issues to staff. 

• The ability to establish an appropriate social rapport with boarders. 

• Competency in oral, written and electronic communication. 

• A manual driver’s licence with a HR, MR or LR endorsement is essential, or the ability to obtain 
endorsement within 2 weeks of commencement in the role. 

• Demonstrate a good work ethic including flexibility, reliability and dependability 

• Medium to advance skills in computer applications and programs 

 

Key Attributes 

• A commitment to the effective education and support of Indigenous students 

• Empathy including effective listening skills 

• A willingness to be flexible and provide support skills; 

• Good written and verbal communication skills 

• Knowledge of workplace health and safety issues 

• Ability to communicate effectively with members of Djarragun College and related organizations  

• Ability to work autonomously as well as effectively within a team 

 

 

Workplace Health and Safety 

All staff have a responsibility to: 
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• Participate in the development of a safe and healthy workplace. 

• Comply with instructions given for their own safety and health and that of others, in adhering to safe 

work procedures. 

• Co-operate with management in its fulfilment of its legislative obligations. 

• Take reasonable care to ensure their own safety and health and that of others, and to abide by their 

duty of care provided for in the legislation. 

• To report any injury, hazard or illness immediately, where practical to their manager/supervisor. 

• Ensure that all staff including volunteers and contractors are aware of, and abide by, all relevant 

health and safety procedures particularly those relating to the operation of plant and equipment. 

• Develop safe work procedures as required and ensure adherence to procedures. 

• Provide PPE as required and ensure staff are aware of correct usage and storage requirements. 

• Ensure all plant and equipment is properly maintained 

• Maintain relevant knowledge of WHS issues. 

• Act as a role model by demonstrating safe work behaviours. 

Additional Factors 

It is a minimum standard for ongoing employment that all Djarragun College Ltd employees maintain and 

have current either their QLD teacher registration or a Suitability ‘Blue’ Card from the Commission for 

Children and Young People. 

The College is to be informed immediately if there is changes or restrictions placed on your driving licence 

due to traffic offences or other charges that would restrict you from driving a college vehicle.  

 

It is the responsibility of the user to be aware of, and have an understanding of this document.  Should 

the user wish to clarify any aspect of the document they are advised to contact their line manager or 

Human Resources.  

Employee Name:  Manager Name: Michael Barton 

Position Title: 
Boarding House 

Supervisor 
Position Title: College Principal 

Employee Signature:  Manager Signature:  

Date signed:  Date signed:  
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