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POSITION DETAILS 

Department Boarding Enterprise 

Agreement 

Teaching or General Staff 

Location Senior Campus Remuneration Responsibility Allowance Level 3 

Manager Head of Boarding WHS Role Workplace Health and Safety Worker 

Employment Status Part-time Date 12 August 2022 

ABOUT LAUNCESTON CHURCH GRAMMAR SCHOOL 

Launceston Church Grammar School is an Anglican co-educational day and boarding community where global learners and leaders are nurtured, 

challenged and inspired to serve and shape our world with courage, curiosity, creativity and compassion. 

GRAMMAR IDENTITY GRAMMAR IDENTITY IN ACTION GRAMMAR VIRTUES 

• Global Learners and Leaders • Understanding, engaging and influencing our

world.

• Wisdom, Gentleness, Love

• Courageous Learners and Leaders • Embracing challenges in our world with sincerity

and justice.

• Sincerity, Justice, Forgiveness

• Curious Learners and Leaders • Exploring and examining our world. • Humility, Thankfulness, Patience

• Creative Learners and Leaders • Discovering and designing solutions for our world. • Hope, Joy, Perseverance

• Compassionate Learners and Leaders • Seeking and serving the needs of our world. • Service, Compassion, Kindness

PURPOSE OF THE POSITION 

The Deputy Head of Boarding supports the efficient management and daily operations of the residential community to ensure the Boarding House team 

deliver high quality supervision and services to boarding students.   This position performs rostered management duties to oversee the health, safety, 

behaviour and general well-being of the School’s boarders.  This is a residential position at the School’s Boarding House located at the Senior Campus in 

Mowbray. 

DEPUTY HEAD OF BOARDING (Activities) 
Position Description 
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Information About Boarding 

The Boarders come from several different backgrounds and regions. Approximately two thirds of the Boarders are resident in Tasmania.  In recent years 

Boarders have come from most regions of Tasmania, as well as the Bass Strait islands.  There are Boarders from interstate.  The School’s overseas 

Boarders come from both expatriate Australian families, as well as from Southern and East Asia. 

There are two positions as Deputy, one has an activities focus for Boarders and the other for academic.  These positions are responsible for the care and 

safety and general wellbeing across both Houses while on duty.  The Deputy Head of Boarding, Activities proactively develops and oversees a program of  

engaging and enriching experiences for Boarders. 

The Deputy has a duty of care to students both when they are on duty in the House and when mixing with students in social settings.  The Deputy manages 

Boarding House Assistants on duty and sets behavioural standards.  They provide daily supervision of Boarding House Assistants, assisting with problem 

solving, training and setting the atmosphere of the Boarding Houses. 

 

REPORTING RELATIONSHIPS 

 

Direct Reports None 

Key Relationships • Head of Senior Campus 

• Head of Boarding 

• Boarding House Assistants 

• School Nurse 

• Catering Staff 

SELECTION CRITERIA 

Head of Senior 
Campus

Head of 
Boarding

Deputy (x1 
Academic Care, 

x1 Activities) 

Boarding 
House 

Assistants
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Qualifications, 

Registration and 

Licences 

Teacher Registration – Tasmanian Teachers Registration Board. - desirable  

Working with Vulnerable People Registration – Department of Consumer, Building and Occupational Services. 

National Police History Record Check – Tasmania Police 

First Aid Qualification – HLTAID004, Provide First Aid in an Education and Care Setting. 

Bronze Medallion Qualification including  

• HLTAID001 Provide Cardiopulmonary Resuscitation 

• SISCAQU002 Perform Basic Water Rescues 

Mental Health First Aid – a willingness to obtain 

Licence – Current driver’s licence. 

Experience Desirable Experience – in dealing with children and / or young adults, which may or may not include residential experience. 

Relevant teaching and leadership experience associated with the role is desirable. 

Industry – Proven experience working within day school and boarding environments will be highly regarded. 

Skills Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, 

asking questions as appropriate, and not interrupting at inappropriate times. 

Time Management — Managing one's own time and the time of others. 

Persuasion — Persuading others to change their minds or behaviour. 

Problem Solving — Identifying problems and reviewing related information to develop and evaluate options and implement 

solutions. 

Communication – Good interpersonal skills with adults, young adults and children. 

Social Perceptiveness — Being aware of others' reactions and understanding why they react as they do. 

Personal Attributes Concern for Others — Being sensitive to others' needs and feelings and being understanding and helpful on the job. 

Dependability — Being reliable, responsible, and dependable, and fulfilling obligations. 

Cooperation — Being pleasant with others on the job and displaying a good-natured, cooperative attitude. 

Attention to Detail — Being careful about detail and thorough in completing work tasks. 

Integrity — Being honest and ethical. 

Adaptability/Flexibility — Being open to change (positive or negative) and to considerable variety in the workplace. 

Engagement – A willingness to take an active interest in the lives of and to engage empathetically with young people living 

away from home. 

Role Model – Being a good role model in terms of language, dress, hygiene and integrity. 
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Self-Control — Maintaining composure and keeping emotions in check even in very difficult situations. 

Teamwork – A willingness to be flexible and work as a team member. 

Co-Curricular Involvement – A willingness to be involved in the co-curricular activities of the School. 
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PROFESSIONAL KNOWLEDGE 

KEY RESULT AREAS KEY TASKS KEY PERFORMANCE INDICATORS 

Safeguarding Children 

and Young People 

• Be aware of, understand and comply with the principles of 

the Safeguarding Children Program Standards. 

• Completion of the Safeguarding Children on-line training 

course provided by the Australian Childhood Foundation. 

Customer and Personal 

Service 

• Knowledge of principles and processes for providing 

customer and personal services. This includes customer 

needs assessment, meeting quality standards for 

services, and evaluation of customer satisfaction. 

• Ensure all staff, students and community members are 

always treated courteously and professionally. 

• Respond to service issues in a timely manner. 

 

PROFESSIONAL PRACTICE 

KEY RESULT AREAS KEY TASKS KEY PERFORMANCE INDICATORS 

Activities Support 

Parent Support 

• Develop a program of regular quality activities, 

experiences and events for Boarding students that caters 

for a wide variety of interests. 

• Promote a strong activities environment for boarders to 

encourage boarders to maximise their health and 

wellbeing potential. 

• Engage with the Director of Sport, the Head of Outdoor 

Education and other stakeholders to ensure that a wide 

range of activities are provided. 

• Proactively oversee activities for Boarders and ensure a 

regular rhythm of engaging and enriching experiences. 

• Provide pastoral care to all Boarders. 

• Liaise regularly with parents regarding all aspects of their 

boarding requirements both educationally and pastorally. 

• Liaise with parents regarding the well-being and 

development of their Boarders. 

• Support the Head of Boarding to ensure parents are 

provided with written reports of their Boarder’s progress 

(as report cards) regularly throughout the year. 

• All rostered shifts performed. 
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• Maintain a firm yet relaxed control through consistent and 

fair practices of discipline that are conducive to a home-

like environment and in keeping with the ethos of 

Launceston Church Grammar School. 

• Support boarders’ emotional well-being by intervening to 

support, listen and respond. Refer complex concerns to 

the Head of Boarding. 

 

Roster • Process leave in line with school policy and in 

consultation with Heads of Boarding. 

• Manage the roster for all staffing requirements to ensure 

appropriate cover and academic/activities performed. 

• Ensure appropriate coverage at all times. 

• Maintain a strong, relevant and visible presence in the 

Boarding Houses. 

• Duty one night per week plus one evening prep 

supervision and one weekend out of four to coordinate 

and support all Boarders (including active supervision, 

running of pre-dinner meeting, planning and facilitation of 

outings, overseeing dinner, travel and leave 

arrangements, management of any issues that arise in 

either house). 

• Reside on campus. 

• Cover periods of illness or emergency as required, which 

may not be rostered hours. 

• Leave requests processed within required timeframes. 

• Evidence of nurturing and supporting boarders. 

Workplace Health and 

Safety 

• First aid duties as required. 

• Provide a safe, happy and balanced living environment 

for all Boarders and Staff under the School’s supervision. 

• Adhere to the school’s workplace health and safety 

policies and procedures. 

• 100% compliance with policies and reporting 

requirements. 
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Co-Curricular 

Involvement 
• Participation in co-curricular activities as agreed.  For 

example, sports coaching or academic coaching.  This 
will be by negotiation taking into consideration the 
Deputy’s own programme and abilities. 

• Completion of agreed activity, as negotiated. 

Meetings • Conduct at Boarding House meetings and liaise with 
Head of Boarding on issues as they arise 

• Attend formal events and chapel services throughout the 
year. 

• Required to be on-site overnight on allocated duty days 
and duty weekends. 

• Evidence of attendance. 

 

PROFESSIONAL ENGAGEMENT 

KEY RESULT AREAS KEY TASKS KEY PERFORMANCE INDICATORS 

Engage in Professional 

Learning 

• Participate in professional learning to update knowledge 

and practice, targeted to professional needs and school 

and/or system priorities. 

• Contribute to collegial discussions and apply constructive 

feedback from colleagues to improve professional 

knowledge and practice. 

• Adhere to the Professional Learning Policy. 

• Active participation in professional learning opportunities 

delivered in and/or outside the School. 

Engage Professionally 

with Colleagues and the 

Community 

• Understand the implications of and comply with relevant 

legislative, administrative, organisational and professional 

requirements, policies and processes. 

• Establish and maintain respectful collaborative 

relationships with colleagues, students, parents and the 

community. 

• Abide by all Launceston Church Grammar School policy 

and procedures. 

• Display appropriate electronic etiquette. 

 

PROFESSIONAL BEHAVIOUR 

KEY RESULT AREAS KEY TASKS KEY PERFORMANCE INDICATORS 

Safeguarding Children 

and Young People 

• Provide a welcoming and safe environment for children 

and young people. 

• 100% compliance with the behaviour standards outlined 

in our Practice and Behaviour Guidelines / Safeguarding 

Code of Conduct. 



Launceston Church Grammar School  Page 8 of 11 
Deputy Head of Boarding Position Description16 December 2021 

• Promote the safety and wellbeing of children and young 

people to whom we provide services. 

• Be aware of, understand and comply with the principles of 

the Child Safe Standards. 

• Ensure adherence to the School’s Child Safety Code of 

Conduct, including the Child Safe Standards, and 

demonstrate behaviours in accordance with these. 

• Complete Child Protection training upon commencement 

at the School, and as required from there on in. 

• Take all reasonable steps to protect students from abuse. 

• Report any reasonable belief that a child’s safety is at risk 

as per school policies and procedures. 

• Be committed to providing a safe physical and emotional 

environment where students are respected and treated 

with dignity in an appropriate professional and caring 

manner. 

• Ensure that your interactions with children and young 

people are positive and safe. 

• Provide adequate care and supervision of children and 

young people in your charge. 

• Act as a positive role model for children and young 

people. 

• Maintain valid ‘working with children’ documentation. 

• Undergo periodic ‘national criminal history record’ checks. 

• Report to management any criminal charges or 

convictions you receive during the course of your 

employment that may indicate a possible risk to children 

and young people. 

Work Safely • Ensure you behave in a way that is safe and appropriate 

in all situations. 

• Undertake any training as required for the effective 

performance of your duties. 

• Student and staff safety are maximised. 

• Students and staff are not exposed to unnecessary risk of 

harm. 
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• Follow Launceston Church Grammar School Workplace 

Health and Safety policy and procedures. 

• Report any hazards, accident and incidents. 

• All Launceston Church Grammar School policy 

compliance is met. 

 

As the needs of the School change, other duties and responsibilities as reasonably required by the Head of Boarding, may be allocated. 

 

CONDITIONS OF EMPLOYMENT 

Employment Legislation Specific conditions of employment are derived from the Fair Work Act 2009, the Educational Services (Schools) 
General Staff Award 2020 or the Education Services (Teachers) Award 2020, and the Launceston Church Grammar 
School (General Staff) Enterprise Agreement 1 January 2020 – 31 December 2020 or the Launceston Church 
Grammar School (General Staff) Enterprise Agreement 1 January 2020 – 31 December 2020 as appropriate.  These 
documents may be viewed at: 

Fair Work Act 

http://www.austlii.edu.au/au/legis/cth/consol_act/fwa2009114/ 

Educational Services (Schools) General Staff Award 2020 

https://www.fwc.gov.au/documents/documents/modern_awards/award/ma000076/default.htm 

Educational Services (Teachers) Award 2020 – MA000077 

https://www.fwc.gov.au/documents/documents/modern_awards/award/MA000077/default.htm 

Launceston Church Grammar School (General Staff) Enterprise Agreement 

https://www.fwc.gov.au/documents/documents/agreements/fwa/ae508846.pdf 

Launceston Church Grammar School (Teachers) Enterprise Agreement 

https://www.fwc.gov.au/documents/documents/agreements/fwa/ae508572.pdf 

Remuneration A Level 3 responsibility allowance applies. 

Working with Vulnerable People 

Registration 

In accordance with the provisions of the Working with Vulnerable People Act 2013 (Tasmania), all Launceston 

Church Grammar School employees are required to register to work with vulnerable people.  This registration is 

commonly referred to as the Working with Children Check.  Registration is issued by the Department of Consumer, 

Building and Occupational services; please refer to https://www.cbos.tas.gov.au/topics/licensing-and-

registration/registrations/work-with-vulnerable-people for further information. 

http://www.austlii.edu.au/au/legis/cth/consol_act/fwa2009114/
https://www.fwc.gov.au/documents/documents/modern_awards/award/ma000076/default.htm
https://www.fwc.gov.au/documents/documents/modern_awards/award/MA000077/default.htm
https://www.fwc.gov.au/documents/documents/agreements/fwa/ae508846.pdf
https://www.fwc.gov.au/documents/documents/agreements/fwa/ae508572.pdf
https://www.cbos.tas.gov.au/topics/licensing-and-registration/registrations/work-with-vulnerable-people
https://www.cbos.tas.gov.au/topics/licensing-and-registration/registrations/work-with-vulnerable-people
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Registration is valid for three years.  Employees are responsible for the cost of registration.  At the commencement 

of employment and every three years thereafter, employees must supply the Human Resources Department with a 

copy of their registration details or complete a Registration to Work with Vulnerable People Statutory Declaration 

until their registration application has been processed.  Failure to obtain and / or maintain registration may result in 

termination of employment. 

As part of our commitment to Child Safety and to meet our ACF accreditation obligations all employees are required 

to complete a two hour Safeguarding Children online course. 

National Police History Record 

Check 

All Launceston Church Grammar School employees are required to hold a National Police History Record Check 

that is current at the time of commencement of employment and renewed every three years thereafter. 

Equal Opportunity Tasmania 

Gender Exemption 

In accordance with Section 27(1)(c) of the Anti-Discrimination Act 1998 Tasmania; a person may discriminate 

against another person on the ground of gender in employment if it is for the purpose of the residential care of 

persons under the age of 18 years. 

Consequently, Launceston Church Grammar School may discriminate in the employment of male only applicants to 

work and reside in the Boys’ Boarding House and female only applicants to work and reside in the Girls’ Boarding 

House. 

A copy of the Anti-Discrimination Act 1998 Tasmania can be found at 

https://www.legislation.tas.gov.au/view/html/inforce/current/act-1998-046#GS27@EN  

 

  

https://www.legislation.tas.gov.au/view/html/inforce/current/act-1998-046#GS27@EN
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First Aid All Launceston Church Grammar School employees are required to hold the HLTAID004 – Provide First Aid in an 

Education and Care Setting qualification. 

Employees are responsible for initial cost of this qualification.  The School provides for the 3 yearly re-certification of 

this qualification, following commencement of employment. 

Travel This position is based at the Senior Campus in Mowbray Heights, however the need to travel both locally and 

interstate may arise. 

Workplace Health and Safety As an employee of Launceston Church Grammar School, while at work you must: 

• Take reasonable care for your own health and safety; and 

• Take reasonable care that your acts or omissions do not adversely affect the health and safety of others; and 

• Comply, so far as you are reasonably able to, with reasonable instruction provided by the School; and 

• Co-operate with reasonable policy and procedure relating to health and safety at the workplace that has 

been notified to staff by the School. 

Specific terms of reference can be found in Clause 28 the Work Health and Safety Act 2012 (Tasmania). 

 


