
 

 

 

 

 

 

 

 
1   P E N R H O S  C O L L E G E  |  P O S I T I O N  S T A T E M E N T  

 

 

POS IT ION STATEMENT  

BOARDING HOUSE YEAR 
CO-ORDINATOR (YCo) 

 

ROLE PURPOSE  

The POSITION is responsible: 

 

• To assist in the smooth and effective running of the Boarding House  

• To uphold Penrhos College’s legal duty of care.  

• To demonstrate strong leadership and be a positive role model to the students in their care.  

• To demonstrate an understanding that the welfare of the students is always of paramount importance. 

• To support and uphold the aims and policies of Penrhos College, by leading by example and showing a 

genuine interest in its activities and encourage others to do so. 

 

KEY RESULT AREAS AND RESPONSIBILITY 

K E Y  R E S U L T  A R E A :  L E A D E R S H I P  

• Takes responsibility for the smooth functioning of the Boarding House whilst on duty.  

• Demonstrates sound problem solving and decision-making skills. 

• Provide direction to other staff where appropriate.  

• Develop good working relationships and work collegially with all Boarding House personnel, and other school 

staff. 

• Be consistent, approachable, supportive and professional. 

• Contribute to the Boarding House team by using initiative, common-sense and a proactive approach toward 

everyday Boarding House events and activities. 

• Use allocated time on the roster to manage and facilitate the smooth running of their year group/s. 

• Engage in professional development that is relevant and pertinent to the role. 
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K E Y  R E S U L T  A R E A :  A D M I N I S T R A T I O N   

• To undertake duties as required when working at BH reception area. 

• To undertake all relevant administrative and reception tasks in relation to the smooth running of the Boarding 

House in accordance with current policies and procedures. 

• To ensure all visitors and/or leave activities are checked in / out in accordance with Boarding House Policy. 

• To demonstrate a strong understanding and working knowledge of the Reach electronic leave system. 

• To keep accurate and appropriate records of communication, issues and action taken. 

• To liaise with Health Centre staff to discuss the health needs of the Boarders and dispense and record 

medications given in the absence of the Health Centre staff, when working on BH reception.  

• When working in BH reception, help in the coordination of emergency procedures and advise the Head of 

Boarding or the Assistant Head of Boarding (Operations) of any emergencies, issues and events which may 

arise. 

K E Y  R E S U L T  A R E A :  P A S T O R A L  C A R E   

• To be responsible for the pastoral care of a year group/s. This requires a proactive approach with students 

and the creation and maintenance of an environment of warmth, open communication and trust. 

• To work with the Head of Boarding or Assistant Head of Boarding (Pastoral) to manage instances of 

inappropriate behaviour within the boarding house environment. 

• To work with the Head of Boarding, Recreation Officer and Boarding Assistant Head of Boarding 

(Operations) to create and administer activities and service programmes specific to their year group/s. 

• To adopt a holistic approach regarding the health and well-being of the students in their year group/s. Any 

concerns will be communicated to the Head of Boarding at which point a communication plan with the 

school and parents will be determined. 

• To inform the Head of Boarding or Assistant Head of Boarding (Pastoral) of any emergencies and/or events 

which may arise during the shift, including any concerns raised by students. 

• To share and exchange information on how you are dealing with sensitive issues and problem areas with 

the staff with whom you are co-managing your year group/s.   

• To demonstrate sensitivity and respect for differences in students’ perspective, personality, capabilities and 

ethnic/cultural values. 

• To always encourage courtesy and respectful behaviour in the students. 

• To support, and show interest, in the events and activities in which their students participate.  

• To assist the students in establishing a routine regarding their school activities, homework requirements, 

maintenance of their room and personal cleanliness.  

• Communicate with the parents/guardians of the students in your care on a regular basis. This will take the 

form of emails, phone calls and face-to-face conversations. 

K E Y  R E S U L T  A R E A :  A C A D E M I C  S U P P O R T   

• To provide general advice and guidance to the students with issues relating to their academic work. 

• To actively supervise their year group during prep time to ensure a quiet and productive learning 

environment is maintained and is proactive in encouraging students in their studies. 

• To communicate with parents and students to report progress and assist in the development of specific 

goals and plans. 
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• To develop an understanding and sensitivity to the unique abilities, difficulties and learning needs of the 

students in their year group. 

• To liaise with Secondary School teaching staff and tutors where necessary and within the scope of the role. 

K E Y  R E S U L T  A R E A :  B O A R D I N G  H O U S E  L I F E  

• To encourage a feeling of connection, homeliness, friendship and a sense of belonging in the Boarding House. 

• To encourage a sense of pride in the Boarding House and the immediate surrounds by ensuring its cleanliness 

and tidiness. 

• To maintain accurate records of all communications with parents/guardians of the BH students in your care. 

• To be available to participate in the full roster programme, including morning, evening, sleepover and 

weekend shifts. 

• To be available for duty on the first and last day of each term, for staff meetings, and Orientation days. 

• To be willing to undertake extra duties which are outside normal shift hours, as negotiated with the Head 

of Boarding 

• To attend official Boarding House functions when they are pertinent to the role. 

• To be available for duty over the third term holiday period. 

• To be available for professional development activities on staff days. 

K E Y  R E S U L T  A R E A :  W O R K  H E A L T H  &  S A F E T Y   

• To demonstrate in daily activities a commitment to health and safety in the workplace by always performing 

tasks in the safest possible manner – safe for the individual, co-workers and students. 

• To always ensure that you work in compliance with all laws, acts, regulations and internal policies outlined 

in all manuals and handbooks, as updated from time to time. 

• To report all hazards and incidents that the individual is party to, or observes, in the correct manner. 

• To, when required, or directed by SLT of Penrhos College, participate in any health and safety training to 

ensure that your knowledge and certification is up-to-date. 

K E Y  R E S P O N S I B I L I T Y :  D U T Y  O F  C A R E  

• To maintain and promote the principles of Work Health and Safety within the workplace in accordance 

with policy, including taking appropriate action in relation to identified hazards and risks to ensure the 

safety of self and others. 

 

“Schools and teachers owe a duty to take reasonable care for the safety and welfare of all students in the school. The duty 

requires schools and teachers to take all reasonable steps to ensure the safety and welfare of students from both known 

and reasonably foreseeable risks of harm and/or injury.” AISWA Duty of Care Policy 1105.doc. 

K E Y  R E S U L T  A R E A :  P E N R H O S  C O L L E G E  M I S S I O N  A N D  E T H O S  

• To actively promote and support the College’s educational, spiritual and Co-Curricular ethos. 

• To undertake activities to maintain personal professional growth appropriate to you and the College’s 

needs. 

• To work co-operatively and collaboratively as a member of a team. 
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• To engender a spirit of continuous improvement to ensure that your contribution to the College is at the 

forefront of progressive education.  

• To support and promote the principles of Equal Opportunity to ensure due respect is provided to all. 

• To understand that everyone plays a critical role in preventing any forms of sexual harassment on campus, not 

only for students, but of their colleagues as well. A safe and respectful environment starts with all staff 

understanding their duties and ensure that their colleagues feel safe, and recognise that they are supported, 

protected and understand the reporting options. 

 

SELECTION CRITERIA  

Q U A L I F I C A T I O N S :  

Essential:  

• Current National Police Clearance &Working with Children check (or the ability to obtain). 

• Current First Aid and CPR training.  

 

Desirable:  

• LR Drivers licence with F Class endorsement (or willingness to obtain one). 

• Australian Boarding School Association Duty of Care certificate  

(or willingness to be gained within 12 months of appointment). 

E X P E R I E N C E :  

Essential:  

• Experience in interacting with children. 

• Experience in caring for people. 

 

Desirable: 

• Experience in working with adolescent children with a background and understanding of young people and 

their care. 

• Experience in working within a school environment. 

S K I L L S  &  A T T R I B U T E S :  

Essential: 
 

• Ability and willingness to uphold and role model the College Values of Respect, Empathy, Integrity, 

Knowledge, Growth and Synergy. 

• Ability to work positively, cooperatively, and collaboratively within a team environment. 

• Demonstrate a positive role model for students. 

• Affinity with adolescents. Ability to show a genuine interest in and compassion for youth. 

• Strong communication skills. 

• Computer literacy. 

• Demonstrated level of maturity  

• Demonstrated leadership skills and level of responsibility in a variety of scenarios. 

• Warm and friendly disposition with high level of enthusiasm, initiative, and motivation 
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• Ability to work under pressure, multi-task demonstrating sound administration skills. 

      

AUTHORISATION 

Prepared by: Director of People Services   

Authorised by: Head of Boarding & Director of People Services  

Approved by: Head of Boarding  

Date: October 2025 

 

 

Statement of Commitment to Child Safety and Wellbeing 

 

All children and young people who come to Penrhos College have a right to feel and be safe. We are committed 

to providing a child safe and child friendly environment, where children and young people are safe and feel safe and 

are able to actively participate in decisions that affect their lives. 

 

We have a zero tolerance for child abuse and other harm and are committed to acting in student’ best interests 

and keeping them safe from harm. 

 

The College regards its child protection responsibilities with the utmost importance and as such, is committed to 

providing the necessary resources to ensure compliance with all relevant child protection laws and regulations and 

maintaining a child safe culture.  

 

Each member of the College community has a responsibility to understand the importance and specific role that 

they play individually and collectively to ensure that the wellbeing and safety of all students is at the forefront of all 

that they do and every decision that they make.  

 

 

Penrhos College is an Equal Opportunity Employer and Provides a Smoke Free Campus 

The College recognises that Position Statements are dynamic documents, which are reviewed biannually or as required. 

 

 

 

 

 

 


