
 
 

Camden School for Girls 
Head of Classics Department 

   
  

Staff 
 

1) To ensure members of  department provide work when they are absent and take responsibility for 
this provision, where necessary, during short absences. 
 

2) To conduct Appraisal procedures in accordance with the school's agreed arrangements. 
 

3) To encourage departmental colleagues to find opportunities for their professional development, 
and to create an annual CPD plan for staff. 
 

4) To contribute to the appointment of staff within the department. 
 

5) To support members of the department in their work, giving particular help to newly appointed 
staff and newly qualified and student teachers.  This must involve observing them teach. 
 

6) To share an overview of the work of the department with the SLT line manager.                                                                                                                                                                        
 
 
Pupils 
 

1) To liaise with the SENDCO, FocusFirst Co-ordinator and HoYs to ensure that the individual needs of 
students are met in the classroom. 
 

2) To track pupil progress across all years in the school and provide interventions to support students 
who are not making appropriate progress. 

 
3) To be responsible for behaviour of students in lessons and liaise with pastoral staff. 

 
4) To make decisions regarding sets and/or groups of students. 

 
5) To be a form tutor and to ensure delivery of the PHSCE curriculum. 
 

 
Curriculum 
 

1) To prepare, revise and update and develop appropriate schemes of work in consultation with 
other members of the department, and to select appropriate syllabuses for the National 
Curriculum and examination courses. 
 

2) To be responsible for producing appropriate methods of assessment (including departmental 
profiles) and a policy on the marking of work. 
 

3) To formulate a departmental policy on homework, within the school's agreed outlines. 
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4) To share with others responsibility for the implementation of school policies (e.g. equal 
opportunities, literacy, numeracy and ICT across the curriculum). 
 

5) To be responsible for the department's contribution to the extra curricular life of the school and 
where appropriate, to arrange and be responsible for curriculum visits. 
 

 
Communication 
 

1) To attend meetings of heads of departments to contribute to the devising and discussion of cross-
curricular policies, and sharing of good practice with their departments.   To represent the 
department at meetings organised by the L.A. 

 
2) To hold regular departmental meetings as appropriate and pass copies of minutes to the Line 

Manager.  
 

3) To communicate with parents/guardians as needed. 
 
 
Resources 
 

1) To be responsible for the storage and safe keeping of students’ work for GCSE or other external 
examinations, where relevant. 
 

2) Ensuring the Departmental rooms provide a stimulating learning environment. 
 

3) To manage the development of resources and materials in the department. 
 

4) To be responsible for departmental finances as a cost centre manager, ordering books and 
materials, and keeping records of expenditure, and producing budgets and accounts. 

 
 
Leadership and Management 
 

1) To devise, develop and review annually a departmental improvement plan, and a Departmental 
Self-Evaluation Report. 
 

2) To be responsible, as appropriate,  for matters pertaining to Health and Safety within the 
department. 
 

3) To contribute to school self evaluation through lesson observation, work scrutiny and response to 
pupil and parent voice. 

 
 
Our criteria for selecting a head of the department will be evidence of : 
 

 QTS and a good honours degree;  

 previous success as a teacher at every level and also as tutor; 

 commitment to strong quality assurance across the department; 

 outstanding teaching at every level; 

 familiarity with developments in teaching, such as the use of ICT; 

 ability to communicate clearly in speech and writing and to promote the subject within the school 
community;  



 ability to work and share expertise within a committed team; 

 sympathy with the aims and ethos of the school; 

 a sympathetic awareness of the broader needs of students; 

 an understanding of, and a commitment to carrying  out, equal opportunities policies; 

 ability to establish high professional standards by personal example.  


