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Secondary School Head of Department 
 
The Head of Department (HOD) is a member of the Heads of Departments Team and is 
responsible for the effective leadership and organization of his/her department. He/she is 
responsible to the IBDP and MYP Coordinators for all curricular matters and to the Vice-
Principal (Organization for Learning) for matters of school organization.  

The Head of Department will: 
 Be an active and collaborative member of the HoD Team, which meets for 1–2 hours 

per week, supporting the school’s vision, mission and philosophy, as well as its 
commitments as an IB World School 

 Assist the HoD Team in developing and meeting goals that are aligned to ISP’s strategic 
planning, and in ensuring the smooth functioning of the school 

 Collaborate with the IB Coordinators to ensure that curriculum provides a safe, 
supportive learning environment for students, teachers and others 

 Ensure that the departmental curriculum meets the requirements of the accrediting and 
authorising organisations, and that it is delivered in a way that engages and challenges 
students to perform at their best. 

 Ensure that the department is aware of and meets all internal and external (e.g. IB) 
commitments with regard to planning, teaching, assessment and reporting.  

 Take a leading role in the development of faculty through meaningful engagement with 
the appraisal and professional development processes. 

 Celebrate and promote student success within the community.  
 Ensure that the working environment in the department is supportive and collaborative, 

and that there is a culture of individual and collective responsibility. 
 Communicate individual student needs to the department, and ensure that these are 

met appropriately. 
 Ensure that department members are aware of different school policies and procedures 

which impact on their practice, and that these are implemented. 
 Advise in the process of recruiting teachers, attributing teaching assignments, rooming 

and timetabling.  
 Regularly collect and analyse data related to, for example, student learning, to 

determine and meet curriculum and professional development needs, as well as to 
identify concerns related to individual or departmental performance. 

 Contribute to the organisation and delivery of special learning events, collaborative 
planning and general staff meetings. 

 Work with the Leadership Team to ensure that new staff members’ orientation is 
meaningful and complete. 

 Organise, lead and record effective departmental meetings, and maintain effective 
communication with all members of the department. 

 Be available to parents, students, colleagues, and others to hear and respond to issues 
involving the department. 



 

6, rue Beethoven, 75016 Paris, France | T: +33 (0)1 42 24 09 54 | F: +33 (0)1 45 27 15 93 | reception@isparis.edu | www.isparis.edu 

Accredited by New England Association of Schools & Colleges and the Council of International Schools – Association Loi 1901 No.W751005074 – Enregistrée à la Prefecture de Paris 

    
 

 Take responsibility for ensuring that there is appropriate cover work available when 
staff are absent. 

 Prepare the annual departmental budget proposal and, once approved,  maintain 
spending within the limits agreed. 

 Communicate departmental resourcing needs as appropriate. 
 Attend five additional workdays during the school year. 

Department-specific responsibilities 
Design 

1. Ensure all department members are appropriately qualified in first aid and have 
appropriate training to use school equipment. 

2. Ensure that safety procedures are developed and communicated for use in the 
workshop environment. 

3. Manage, in collaboration with the Head of Expressive Arts, the art/design technician. 
 
Physical Education 

1. Ensure all department members are appropriately qualified in first aid and have 
appropriate training to use school equipment. 

2. Prepare a Secondary PE Handbook. 
3. Manage, in collaboration with purchasing, the sale of the ISP PE kit. 
4. Manage, in a timely and cost-effective manner, bus transportation to external PE 

facilities. 
5. Source and secure necessary external facilities for each school year. 

 
The list above is not exhaustive and may evolve depending on the school’s developments and 
needs. 

 

 


