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Duties
Head Boy & Head Girl 

· Be excellent ambassadors for the school

· Attend Parent Council meetings 

· Attend Community Council meetings

· Attend Strategic Fundraising Committee meetings

· Organise the Prefect committees

· Represent the school at school and Authority events when required

· Manage  the Pupil Council Meetings and liaise with the Primary Pupil council
House Captains & S6 Prefects
· House Captains manage a team of Prefects

· Be excellent ambassadors for the school

· Represent the school at Authority events when required

· Support the Head Boy and Head Girl when required

· Support  Evening events (e.g. Parents nights)

· Chair and take an active role in committees

· Create and regularly maintain a House Notice Board

· Contribute towards the school LCD Communication Screens

· Undertake whole school duties on a rota basis 
  S5 Prefects

· Be excellent ambassadors for the school

· Take on board Learning Partners responsibilities

· Support S6 prefects / events  when required
· Support S1/2 pupils at break / lunchtimes / on buses
                   Committees
Who sets them up?

The Following Committees will be set up by the Head Boys and Head Girl. Each committee should appoint roles for the members Chair, Vice Chair, Secretary, Finance officer etc.

When should a committee meet?
Meetings for committees should be organised on a regular basis (Thu lunchtime) and a staff advisor will be assigned to mentor and support the committees as appropriate.  

What are the rules?

 All committees must follow the procedures and protocols set out in the guidance on ‘Planning an Event’ this sets out guidance on health & safety, bookings, equipment use, finance etc

What happens if people don’t agree?

Committees are democratic groups and the groups need to ensure that they consult and take on board as wide a representation of views as possible when planning or organising events etc. If you don’t agree then voting is a good way to reach a decision. The Chair always carries the casting vote.

Committees 

· Charities Committee

· Yearbook Committee

· Prom Committee

· Xmas / Halloween dances

Planning an Event
1. Health & Safety

· Occupant capacity – take into account sitting down space.  Consider disabled access / seating area.
· Layout of furniture and movement of the audience – adequate space to move freely.  Ensure fire exits are not blocked.
· Set-up of equipment, electrical installations and lighting.  All portable electrical appliances over 12 months old must have a valid PAT test label on the appliance.  Secure all cables & ensure they are free from trip hazard.

· Only competent and trained persons can set up equipment / electrical installations / lighting.

· Event decorations – consider how the use of decorations could affect the safe means of escape.
· Fire safety procedures – be fully aware of how to raise the alarm, have a safe means of escape and assembly point. The audience must be informed of evacuation routes in the event of an emergency.

· Arrangements for First Aid.

2. Booking a let

There are two types of bookings:

1.  Use of facilities (Assembly Hall / Boardroom) during the school day

An Accommodation Booking Form (available from School Reception) should be completed and returned back to Reception and at least 7 days notice is required before the event takes place.

2.  Use of school facilities out-with the school day

A Facilities Booking Application Form must be completed for all requests to use school facilities out-with the school day (ie. After 3.35pm weekdays and 8.00am to 5.00pm weekends.  The booking form is available from school Reception.
3. Arranging helpers

· Assign specific tasks to helpers and prioritise according to the timeline required

· Be clear in giving instructions and regularly check on progress.

· Be prepared for unforeseen issues and have back-up helpers, particularly for those carrying out key roles

4. Financial Management

For any activity – disco/concert/gig/trip etc – you must first of all get permission from Headteacher.  

This request for permission should include detailed costing:

1 Total cost of activity

2 How much you intend to charge

3 Request for subsidy - if full cost not to be met from income

Once agreement has been given:

1 Set up sheets to record income

-
if everyone is paying the full amount in one go, OK just to tick beside the name – at end of activity multiply no of ’s by cost to calculate total amount collected

-
if some paying in instalments, then need to record actual amount paid by each person

-    receipts must be issued for all payments over £3.00.  The issuing of a ticket is acceptable as a receipt.

-    all tickets must be numbered and any unsold tickets returned 

-
if total amount not paid in to School Fund in one payment, keep record of pay-ins to School Fund – this will be matched against records held by Admin

-
money must not be taken home nor left in locker overnight; if not ready to be paid into School Fund, bring it over to Admin at end of day to be stored in school safe (include note of total)

-
when ready to pay in to School Fund, complete pay-in slip (see below) – name of activity, cheque details listed, breakdown of cash AND sign and date slip.  Bring to Admin


If you require cheque(s) to be paid out for the activity, give as much notice as possible (at least 24 hours); include invoice, if applicable, with request.


When activity over, complete Income/Expenditure Statement and return, with any receipts and unsold tickets, to Admin



                      
Events Checklist
	Action
	Done
	Who
	

	Assign roles
	
	
	

	Check dates with SMT/BM/ Guidance
	
	
	

	Check availability of accommodation
	
	
	

	Book let
	
	
	

	Publicise event in time
	
	
	

	Inform all staff
	
	
	

	Prepare Posters, tickets
	
	
	

	Arrange food
	
	
	

	Arrange equipment required 
	
	
	

	Enlist volunteers to help( ensure ratios are met)
	
	
	

	Assign roles for people at the event
	
	
	

	Discuss with Admin ( Mrs Inness finance arrangements)
	
	
	

	Inform janitors of requirements 
	
	
	

	Arrange clean up
	
	
	


Prefect Duties

A Timetable will be set up for Prefect rotas. House Captains should ensure that their Prefect team carry out their duties on the assigned week. The rotas will be displayed on the Prefect Notice Board.
(See attached)

Pupil Council Meetings
Head Boy and Head Girl Responsibility
The Head boy and Head Girl have responsibility for managing the organisation of the Pupil Council.
Pupil Representation

Each year the Pupil Council must be formed with 2 reps from each year group (Primary and Secondary)

Reps should be elected and election arrangements must be made.  Pupil Council Roles should be assigned e.g. Chair, Vice Chair, secretary etc.
Key Role of Pupil Council Reps

Pupil Council members have a key responsibility for representing the views of all the pupils and also act as a consultation group for the SMT
Meetings

The Pupils Council should meet on a regular basis and agendas and minutes must be produced and these should be published on the school website, Pupil Council notice board, at assemblies etc
The Primary Pupil Council should be supported by the Prefects and will have their own Primary Pupil Council meetings. Secondary Pupils will similarly hold their own meetings. However on 3/4 occasions throughout the year the prefects will arrange Whole School Pupil Council meetings to address whole school issues.

The HT and Staff reps will attend alternate meetings.
 Pupil Council Sub Groups

The Pupil Council can take responsibility for leading sub groups. The membership of these sub groups can be taken from the whole school community. Examples of the sub groups to be formed are: Eco Committee, Health Promoting Group
(The Leadership Task group will be clarifying roles for the Pupils Council this session) 

Sports Captains

 Sports Captains will be appointed from S6 pupils. The duties will be determined ………

 The School has 2 Perth & Kinross Council Sports Council representatives:

Head Boy


Hamish McGuire





   Head Girl


Sarah Balfour





House Captains


Tullibardine





Brodie Hunter





Caroline Mitchell





House Captains


Drummond





Cameron Mcleay





Amy Ross





House Captains


Kinkell





Jordan Cooper





Kirsten Ogg





House Captains


Cloan





Calum law





Lisa Mackie





S6 Prefects





Kirsty Andrews





Nicola Doherty





Calum Law





Lisa Mackie





Emma MacLaren





Mark McGraw





Bran Roberts





Melissa Shaw





Samantha Sinclair





S6 Prefects 


Sarah Balfour 





Louise Docherty 





Abigail MacLachlan 





Hamish Maguire 





Cameron McLeay





Andrew Robertson





Amy Ross





Monica Smith











S6 Prefects





Jordan Cooper





Matthew Gordon





Samuel Hutton





Charlotte O’Neill 





Kirsten Ogg





 Liam Smith 





Kirsty Urquhart





Gavin West





S6 Prefects





Caroline Harrison





Brodie Hunter





Louise McPhillimy





Caroline Mitchell





Hollie Park





Rachel Pirie





Ryan Simpson





Alex Symon





S5 Prefects





Sasha Brown


Elaine Campbell


David Curran


Eilidh Dear


Kyle Dunnett


Lauren Judges


Kayleigh McLeish


Jennifer Maxwell


Jenny Shields


Mareia Turner


Joshua Watters





S5 Prefects





Georgia Burnside


Ruby Cumming


Daisy Donnan Thompson


Emma Kelman


Amy Lane


Katie MacFadyen


Catherine McLaren


Robyn McRae


Jennifer Mennie


Charlotte Westley





S5 Prefects





Claire Aitken


Leanne Bell


Karen Gullen


Katie Langlands


Kirsten Lilley


Joanna Long


Craig McEwen


Kelly McLaren


Rhona McNicol


Zoe Shepherd


Katie Stephen





S5 Prefects





Lyndsay Boyd


Hazel Clark


Shannon Davidson


Laura Head


Jodie Humter


Rachel Mallis


Sam Mitchell


Lauren Riva


Carly Rumsby


Sophie Thouless


Jen Wither
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