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A Head of Department (HOD) reports directly to the Head of General Studies, and indirectly to 
the College Principal.  They will assist with respect to the overall organisation and smooth running 
of their department and the subject(s) that fall within their department’s responsibility. 

The HOD will support teachers within their department.  The HOD works together with the Head 
of General Studies to provide an optimum learning environment for students. 

The College recognises that all HODs require ongoing mentoring and guidance.  With this in 
mind, particularly for staff new to the College, the Head of General Studies and College Principal 
will undertake to mentor staff appointed to these positions, in their first year, by having one-on-
one meetings to discuss inter alia: 

▪ Staffing issues, including mentoring staff 

▪ Review of classroom management systems 

▪ Monitoring of assessment tasks or students 

▪ Monitoring of Teaching programmes 

▪ Understanding how the College works 

▪ Understanding the various College systems; and 

▪ Preparing a budget. 

 

Specific Duties and Responsibilities 

HODs will have the following specific duties and responsibilities: 

1. To ensure that relevant policies and protocols are implemented effectively and that courses 
of study comply with NESA and, where relevant, HSC requirements. 

2. To ensure that termly or weekly planners, assessments, tests and bi-annual examinations 
are professionally set and implemented. 

3. To consistently review curriculum in subjects under their responsibility and to ensure “best 
practice” pedagogy is encouraged and delivered at all year levels. 

4. To ensure that all teachers within their department are effectively monitored and mentored. 

5. To ensure that all necessary documentation is meticulously filed and where required placed 
on the school’s shared drive. 

6. To ensure that HSC guidelines are always adhered to. 

7. To attend weekly/fortnightly Heads of Department meetings, and that minutes are actioned 
in accordance with specified timelines.
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8. To convene regular departmental meetings and to ensure that staff are kept up to date with 
relevant information, including new curriculum directions, resources, teaching strategies and 
emerging technologies and deadlines. 

9. To provide the Head of General Studies advice regarding teacher allocations of staff within 
their department. 

10. To organise suitable Professional Development for teachers within their department. 

11. Coordinating subject reports’ outcomes, comments and report marks for subjects within their 
department 

12. To prepare and manage the department budget 

13. To participate in the process of recruitment of new staff in their department and to be 
responsible for the induction of new staff into the College in general. 

14. To observe lessons delivered by teachers in their department on a regular basis, and to 
provide constructive feedback on lessons observed. 

15. To represent the interests of their department and to facilitate communication between their 
department and the Senior Management Team via the Head of General Studies. 

16. The HOD (Science) also has a responsibility to oversee the Science Laboratories including 
the management of the chemical rooms and Laboratory Technician.  The HOD (Science) 
has ultimate responsibility for ensuring that the Science Laboratories are Work Health & 
Safety (WHS) compliant and that all required Risk Assessments and WHS compliance 
issues are managed within their required time-specific deadlines. 
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