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Enquiries:

Rammutla T.E P.0. Box 421
Cell: 082 900 Mashashane
E-mail: infoltlakalemashashane.co.za 0743

CORE DUTIES AND RESPONSIBILITIES OF HOD’S ACCORDING TO THE EEA 76 OF
1998 AS AMENDED

1. AIM OF THE JOB
e To engage in the teaching, be responsible for the effective functioning of the department and
organize relevant/related extra-curricular activities so as to ensure that the subject, learning
area or phases and the education of the learners is promoted in a proper manner.

2. CORE DUTIES AND RESPOSIBILITIES OF THE JOB
e The duties and responsibilities of the job are individual and varied,
depending on the approaches and needs of the particular school, and
include, but are not limited to, the following;

2.1 TEACHING
e To engage in class teaching as per workload of the relevant post
Level and the needs of the school.
To be class teacher if required.
To assess and record the attainment of learners taught.

2.2 EXTRA - AND CO - CURRICULAR
e To be in charge of a subject, learning area or phase.
® To jointly develop the policy for that development.
-#  To co-ordinate evaluation/ assessment, homework, written
Assignment, etc. Of all the subject in that department.
e To provide and co-ordinate guidance;
<+ On the latest ideas on approaches to the subject, method
techniques, evaluations, on aids, etc. in their field, and effectively
conveying these to the staff members concerned.
+ On syllabuses, schemes of work, homework, partial work,
etc.

% To inexperienced staff members.
**  On the educational welfare of learners in the department.

e To control;

% The work of educators and learners in the department.

** Reports submitted to the PRINCIPAL as required.

< Mark sheets.

< test and examination papers as well as memorandum.

< the administrative responsibilities to staff.

« To sharg in the responsibility of organizing and conducting of

Extra and co-curricular activities.
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2.3 PERSONNEL
e To advise the Principal regarding the division of work among the
Staff in that department.
o To participate in agreed school/ educator appraisal order to regularly review their
professional practice with the aim of improving teaching , learning and management.

2.4 GENERAL/ ADMINISTRATIVE
e TO ASSIST WITH PLANNING AND MANAGEMENT OF :
< To assist with the planning and equipment for the department.
% The budget for the department and
« Subject work schemes
e To perform or assist with one or more non-teaching
Administrative duties, such as;
< Secretary to general staff meeting and / or others.
< Fire drill and first aid
< Timetabling
« Collection fees and other monies
< Staff welfare
< Accident
e To on behalf of the Principal during his/ her absence from
If the school does not qualify for Deputy Principal or in
the event both of them are absent.

2.5 COMMUNICATION

e To corporate with colleagues in order to maintain a good
Teaching standard and progress among the learners and to foster
Administrative efficiency within the department and the school.

e To collaborate with educators of other school in developing
the department and conducting extra — curricular activities

e To meet parents and discuss with them progress and
Conduct of their children

e To participate in departmental and professional committees,
Seminars and course in order to contribute to and/ or update
One’s professional views/ standards.

o To corporate with further and higher Education institution in
Relation to learners record and performance and career
Opportunities.

e To maintain contact with sporting , social, cultural and
Community organizations.

o To have contact with public on behalf of the principal.
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