EPSOM GIRLS GRAMMAR SCHOOL

POSITION:

HOURS:
NAME:

TENURE:
RESPONSIBLE TO:
FUNCTIONALRELATIONSHIPS WITH:

Night Supervisor

JOB DESCRIPTION

8:30pm (Tuesday)— 7:00am (Wednesday)

Term time only

Director of Boarding with Responsibility for Epsom House

Deputy Principal with responsibility for Epsom House, Epsom House staff and students

Key performance Areas

Expected outcomes and
performance indicators

Comments on performance

1. StudentWelfare

Follows the nightly procedures assetoutin
the manual.

Fulfils the systems of expected behaviorand
discipline as set outin the Handbook and
manual.

Works co-operatively with other staff,
students prefectsin carrying out specified
procedures.

Protects the emotional safety of students by
adheringto the BOT policies and guidelines
listed in the manual.

Protects the physical safety of students by
adheringto the BOT policies and guidelines
listed in the manual.




Identifies concerns and works individually
and consultatively towards solutions.

Attends Professional Development training
regardingissues relevantto working with
youngwomen.

Attends sick students, makes emergency
medical arrangements where necessary.

2. Management

Manages the EH office systemsand
proceduresina professionalmanneraslisted
in the manual and EH handbook.

Carries out delegated responsibilities.
Responsible forthe EH office, students and
environmentwhilst on duty.

Keepsthe required recordsincludinga
written account of what happened whilston
a shift as part of hand over.

Provides relevantinformation at the weekly
staff meetings.

Providesrelevantand appropriate EH
information to parents, public and school
bearingin mind the Privacy Act.

Participates in Professional Developmentin
areas appropriate to office managementand
keeps pace with technological advances.
Participates in the consultation and
evaluation processes of management.
Identifies problems and identifies solutions
to take to a consultation process.

Follows all office systems.

Informs the Director of any serious problems
(as listed in the manual).




3. Facilities and Grounds

Assists the Director in any matters pertaining
to safety and presentation of the grounds
and facilities if requested, bearingin mind
staff safety and health.

Undertakes specificset cleaning tasks ona
daily, weekly ortermly basis.

4, General

Is on call forand attends to any eventor
emergency while onsite in line with
emergency procedures in the staff manual.
Exercises professionalism and care when
dealing with students. Adherestothe EH
policies, operating procedures and handbook
at all times.

Assist with vacations related tasks.

Carries out duties in the office or EH, which
helpto get EH in orderfor start of term and
running smoothly at all othertimes.
Actively assists the Director and other staff
where necessary.
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