
 

General Information 

More than 30 years ago, the Rector (Fr. Tony Wood) and the Assistant Rector (Fr. Arthur Rossiter) opened St. Paul’s Choir School 
in the Rectory of St. Paul’s Anglican Church Bankstown, so that they could have a choir to sing the 1662 Book of Common Prayer 
Anglican Service each Sunday. Later they opened Bankstown Grammar School to cater for secondary aged students. Today St. 
Paul’s Choir School and Bankstown Grammar School have transformed into Georges River Grammar, a School in the Anglican 
Tradition that has been inspiring minds and hearts since 1984. Our comparative youth as a school has many benefits, which our 
parents and students enjoy. We are a School where every child is known and valued. We are a well-resourced school, able to 
offer varied opportunities to our students through modern facilities. We provide individual programmes to cater for our multi-
cultural and academically diverse students. We have developed a caring learning environment where the values of community, 
sacrifie, service and compassion take pride of place. 
 

Role Description 

 
Title: Head of Department 
Department: Middle Management Team 
Location: Georges River Grammar 
Reporting to: Director of Studies and Deputy Principal  
Supervises: Faculty 
Description: The Head of Department is responsible for leading curriculum and administration for their Department 
Liaison with: Internal: Teaching and non-teaching staff, students 
 External: Parents, Third Party Providers, and professional organisations 
FTE: Full Time Permanent – Leadership 2 

 
Role Accountabilities 
HoDs demonstrate strong support for the school’s vision and mission.  The HoD of a subject is responsible for all 
matters pertaining to their faculty. HoDs are part of the school’s HOD Committee and liaise regularly with the 
Director of Studies in relation to teaching and learning, the Director of Student Wellbeing in relation to discipline and 
pastoral care and the Deputy Principal in relation to administrative procedures and professional responsibilities 
within the school.  
 
 
Key areas of Responsibility 
The specific role statement and areas of responsibility are delegated by the Principal.  In the delegation of this role, it 
is necessary that HoDs liaise with members of the School Leadership Team in fulfilment of the role. 
 
 
Contributes to the development of the School as a Christian community by: 
1.1 giving personal witness to Christian values in carrying out the day to day duties of the position; 

1.2 contributing to the development of the school’s Anglican culture through the promotion of Christian values 

and appropriate support for the prayer and liturgical life of the school; 

1.3 actively supporting the values of the school community through example and participation in the pastoral 

care of all its members; 

1.4 fostering the religious dimension of the subject area and ensuring that Christian values are reflected in 

subject materials. 

A Kindergarten to Year 12 Co-educational School in the Anglican 

Tradition that has been inspiring minds and hearts since 1984. 

 

ACADEMIC POSITION 
Head of Department 

Full Time Permanent Position 
 



 
Collaborates in the promotion of the School as a centre of quality teaching and learning by: 

1.1 leading the interpretation, planning, development, implementation, assessment and evaluation 

processes for the various school programs in different courses of the particular subject. This includes 

ensuring that student’s work is regularly assessed and their achievements recorded; 

1.2 developing, revising and evaluating departmental policies according to school and NESA guidelines and 

requirements; 

1.3 actively seeking ways to make the school a better place to teach and learn; 

1.4 ensuring requirements relating to indicative hours of study, assessment and/or the appropriate HSC and 

RoSA rules for the subject are met by the school, including the monitoring of texts, topics, syllabus 

requirements for assessment; 

1.5 consulting with the School Leadership Team in the allocation of teachers to classes; 

1.6 developing, in collaboration with colleagues, communication, recording and reporting structures which 

provide appropriate information to parents, students and the Principal; 

1.7 taking a positive role in the implementation of processes for development and accountability such as 

NESA Registration and Accreditation. 

1.8 engaging in an ongoing process of professional development, including attendance at relevant network 

meetings, professional reading and other in-service courses.  

1.9 overseeing the professional development of departmental staff through a process of guidance, 

delegation, consultation and staff appraisal. This includes the role of Immediate Supervisor for teachers 

in their faculty who are undergoing teacher accreditation. They also support staff who may be having 

problems with individual students or classes; 

1.10 contributing to improved teaching and learning in the subject by modelling good teaching practice and by 

facilitating continuing staff development in the required teaching skills and content knowledge; 

1.11 caring for special needs of students across varying ability ranges; this includes establishing and 

documenting provisions for students with special needs by liaising with Gifted and Talented and Learning 

Support staff. 

 
Implements the School’s Positive Behaviour Policy by: 

1.12 modelling sound classroom management practices; 

1.13 ensuring that all their staff are aware of and apply whole School Positive Behaviour Policy and 

procedures, including positive reinforcement measures and the correct use of the HoD Referral Form; 

1.14 supporting their staff with student management issues; 

1.15 dealing with serious behaviour problems arising within their faculty area. 

 
Contributes to the development of a cohesive staff community and an integrated KLA team by: 

1.1 providing support and loyalty to the Principal and School Leadership Team; 

1.2 contributing to positive staff morale within the department and in the wider staff, through the use of 

approaches which encourage consultation, collaboration, communication and teamwork; 

1.3 facilitating subject meetings and faculty in-services; 

1.4 representing the faculty’s viewpoint at HoD Committee meetings, and, if necessary to the  School 

Leadership Team; 

1.5 providing for the implementation of duty of care responsibilities re excursions, practical lessons, use of 

equipment, hazardous materials; 

1.6 assisting, when necessary, with the preparation and presentation of classroom teaching strategies and 

students’ discipline; 

1.7 liaising with Student Wellbeing Coordinator and House Coordinators and other staff to ensure a cohesive 

approach to education of the whole person; 

1.8 responding to teacher, student or parent concerns by providing support or challenge as appropriate. 

 
 
 



Contributes to the effective leadership and administration of the school by: 
1.1 supporting and implementing School policies as appropriate; 

1.2 providing sound leadership to and administration of a particular subject area; 

1.3 providing appropriate liaison and communication between Principal and/or School Leadership Team, the 

faculty, the wider staff and parents; 

1.4 taking on an active role in school initiatives to manage change; 

1.5 being responsible for development of the department budget and the requisition of resources that 

respond to the changing needs of subjects within the faculty; 

1.6 supervising the use and care of all teaching spaces assigned to the department including adherence to 

the school’s policy on Rooms and Facilities; 

1.7 ensuring that subject and school policy re texts, materials, care of specialist rooms and equipment are 

being carried out; 

1.8 undertaking other such tasks and responsibilities as may be requested by the Principal. 

 
 
 


