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The Departmental Policy
1. Purpose 

The Departmental Policy is an administrative document of the school. It provides for the democratisation of the management of the school. It focuses more on the management of the different departments found in the school. The purpose of this policy is to:
a. Provide an institutional recognition of the departments in the school.

b. Give powers to the departments to allow them to function effectively.

c. Allow the departments to come up with progressive means of enhancing their functions.

d. To improve the management of the school.
e. To encourage departments to work hard and be progressive.

f. To involve all members of the staff in different departments.

2. Scope
The name of this policy should not be confused with a government department, but a department within the school itself. The policy covers all the different departments that are found in the school. The successful implementation of the policy depends on all the different internal stakeholders of the school. This includes the following:
a. The SGB

b. Principal

c. SMT

d. Educators

e. Administrative staff

f. Support staff

3. Departments  

a. The following departments shall be established in the school: 

i. The School Management Team

ii. The Administration Department

iii. The Support Services Department

iv. The Languages Department

v. The Social Sciences Department

vi. The Natural Sciences Department

vii. The Life Skills Department

viii. The mathematics department.
ix. The School Development Team.

x. The Environmental Department.

xi. The sports, music & culture Department.

4. Departments imperatives
a. The SMT shall be headed by the Principal

b. The Administrative department shall be headed by the Principal or a delegated official.

c. All the academic departments shall be headed and chaired by the Head of the said Department (HOD/Education Specialist).

d. The Support Services department shall be headed by Principal.

e. A department shall appoint a secretary to support it with all the department’s secretariat needs.

f. The school promotes an integrated approach to its administrative and management system. The departments shall be encouraged to work hand in hand with each other and support one another rather than developing into individualistic entities. 

g. It is advisable that each department should develop a departmental vision and mission statements which are aligned to the school’s vision and mission.

h. All departments will develop policies to guide them.
i. Duties will be distributed amongst the Departmental members.
j. Reports of all activities done in all departments will be given to the principal.
5. Departments meetings
a. The individual departments shall meet once every month. 

b. A standing schedule of all the departmental meetings may be drawn for each year. 

c. The proceedings of meetings shall be recorded and a copy of the minutes submitted to the Principal. 

d. Departmental meetings shall take place in the afternoons so that they do not interfere with the teaching and learning in the school.

e. The Principal shall, from time to time, as and when the time allows attend these departmental meetings.

f. Departments may invite the Principal to their meetings if there is an item which needs the attention of the Principal.

g. The academic departments shall hold parents meetings to discuss the progress and performance of the learners on the department related learning areas/subjects.

h. The Principal shall convene school staff meetings where all staff members come together to discuss school issues. The departmental meetings shall not be regarded as a substitute for staff meetings. 

i. Members of the departments will be bound to attend all the meetings without fail.
j. The Agenda for each meeting will be circulated to all member in order for them to contribute or to add items.

k. The chairperson of all the departments will chair all the meetings and in case he/she is absent the Deputy chair will run. 

6. Staff/peer support
Educators/staff in each department shall endeavour to support each other. The department shall create the environment for peer support within the department. The following strategies shall be put in place for supporting each other in the departments:
a. All departments will meet to give reports and discussion will be made in order to overcome challenges faced by other departments.
b. Workshop on how to overcome challenges.
c. Inviting more knowledgeable person to come and assist.
d. Consultation.
7. Institutional pact 
The promotion of departmental arrangement and emancipation is an administrative approach that seeks to promote a democratic style of management within the school. Departments shall not regard themselves as mini-institutions within the school. The departments still account to the promotion and advancement of the whole school vision.   
8. Policy review 
The policy shall be reviewed every year.
9. Policy effective date
This Departmental Policy becomes effective as from the date when it is adopted and signed into effect by the Chairperson of the SGB, Secretary of the SGB and the Principal of the school.

10. Conclusion 
The Departmental Policy provides a platform for the respective departments in the school to advance the success of their activities. The policy has shown that the approach of departmentalisation in the school seeks to empower the respective departments so that they enhance their performance and success. It was also clearly spelt out that the different departments need to work together to advance the promotion of the school as a whole. No department shall be allowed to regard itself as an authority on itself, but rather as a component of the whole school. 
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