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Committees ran by the leadership team 
 
The leadership team has 5 committees which the 5 members are chairs 
of. You must decide who chairs which committee amongst yourselves 

however usually prefect committee and Buddying and welfare committee 
are taken by the Head pupils. 

 
Prefect Committee 

 
Yearbook Committee 

 
Charities Committee 

 
Social Events Committee 

 
Buddying and Welfare Committee 
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Prefect Committee 
Prefect Committee set up 
 
Prefect committee was setup in 2017/18 as follows, feel free to use this approach or 
choose a different method. 
 

1. Create an application sheet, Create questions on the sheet that will help you 
find the best candidates to be on your team (within first 2 weeks ideally) 

2. Select the best applicants, try hard to get a gender balance in your committee 
this is hard and sometimes impossible but you should try to encourage 
prefects to join. The committee should have between 6 and 10 members 
(within first month ideally) 

3. Set a weekly meeting time. Even if you only meet for a break time every week 
this is vital to keep good communication going. (as soon as you have selected 
your committee) 

4. Establish perfect pairs with the committee. Pair up all prefects with someone 
they get on with well, sometimes threes must be made but try to avoid threes.  

5. Create the perfect rota with the committee. To do this list all the jobs in the far 
left column then the days of the week at the top, then fill in all of the jobs in 
the table with a prefect duty group. 

6. Delegate a break or lunchtime to each member of the prefect committee for 
them to check prefects are attending their duties 

7. Make a method to record prefects missing duties and mark down their 
volunteering 

 
The faster the prefect committee and prefect rota is up and running the easier 
it becomes to do other jobs and manifesto pledges.  
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Buddying and Safeguarding Committee  
 
This committee does a lot of work supporting younger pupils so it's a good idea to 
ensure all members are responsible and reliable.  
 
What Buddies Did Last Year  

● 2-3 were assigned to each regi class. They went into regi twice a week and 
chatted with the pupils, helped them with homework and played games. The 
goal of which was to make them more comfortable with older pupils and to 
improve cross year communication.  

● Several members helped in S1/S2 subject classes.  
● Members were involved in Toe-By-Toe and Paired reading schemes. These 

schemes work with pupils who require additional support. So it is vital that you 
can get people who are suitable. (This is most impactful work that S6s will 
do).  

● Buddies planned events for the S1s as a whole year group. E.g. Ceilidh and 
Easter Egg Hunt  

● Buddies volunteered at Meadowpark throughout the year.  
● The Committee worked closely with Guidance throughout the year and 

provided helpers when needed. 
 
Tips for Next Year  

● Keep in touch with Guidance and Meadowpark as they are the ones with the 
experience.  

● Listen to what the school want buddies to do, after all the point is to help.  
● Come up with some ideas of your own for schemes and events, It’s your 

committee.  
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Charities Committee 
 Charitable events throughout the year 
 

● Children in need 
○ Pie the teacher/head pupils (took place in the courtyard) 
○ S6 dress up in costumes and go around classes collecting donations 
○ S1-5 had a dress down day (they had to pay £1 to dress down) 
○ Bake sale (in the social area) 

● Poppy Scotland 
○ Poppy scotland formed its own committee in 2017 specifically to run 

the poppy sales and money collecting. However charities committee 
should be heavily involved and potentially someone in charities 
committee should be in charge of poppy committee. 

○ The poppy team in 2017 sold poppys over two weekends in tesco on 2 
hour rotations.  

○ Poppies were also sold in school 
○ Poppies were handed out to local businesses to sell 
○ In 2017 Mr Flood was the important link teacher involved 

Setting Up the Charities Committee 
 

1. Create an application sheet, Create questions on the sheet that will help you 
find the best candidates to be on your team (within first 2 weeks ideally) 

2. Select the best applicants, try hard to get a gender balance in your committee 
this is hard and sometimes impossible but you should try to encourage 
prefects to join. The committee should have between 6 and 10 members 
(within first month ideally) 

3. Set a weekly meeting time. Even if you only meet for a break time every week 
this is vital to keep good communication going. (as soon as you have selected 
your committee) 

4. Ask your charities link teacher to send you all mail relating to different 
upcoming charity events so that your committee can decide which ones to do 

 
In 2017/18 we did a variety of events such as: 

● Sleep in the park to end homelessness (november) 
● The NHS blood drive (blood donations) (january) 
● Children in need (October) 
● Poppy Scotland (November) 
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The Leavers Committee  
The Leavers Committee is often seen as the committee which is the easiest however 
don’t underestimate the work that is involved. Far more work goes into organising 
this event than anyone can assume and this document is being created to give you 
tips that will help you create a great leavers with more ease than previous years.  
 
My first tip to you is to sort the committee out as soon as possible. The earlier you 
get it sorted the earlier you can book a venue and get deposits in. The better venues 
in Edinburgh will get booked up fast so don’t be afraid to call up and make bookings 
quick.  
 
The most popular date to book the event is mid June and on a Friday. Try your 
hardest to make this happen as it will mean the most teachers will come.  
 
Once you have booked a venue they will ask for a deposit to secure your event. This 
is where it starts to get tricky. Deposits are a nightmare to collect and will take 
several weeks for everyone to hand them in. DO NOT COLLECT CASH DEPOSITS! 
I can’t stress this enough. Ask to see Emma McGuire in the office and she will help 
you with the bank details so you can collect the payments online. The further 
payments you want to collect will be done the same way and make sure you are 
harsh with people who are late handing them in otherwise no one will take you 
seriously. A threat or two won’t do any harm. 
 
A second point about payments; teachers are always given a discount so won’t pay 
the full price. This has to be taken into consideration when look at what price to 
charge the pupils.  
 
The last point about payments is that early leavers can’t come to the meal which 
means they won’t be paying for this. You also have to think about that when totalling 
up the cost. 
 
There are further factors involved when organising the event other than just hiring a 
venue. These include:  

● Coming up with a menu for the meal (asking for dietary requirements too) 
● Bus hire (it is up to you whether you want to organise a bus there and back) 
● DJ 
● Photographer/ photo booth 
● Security  
● Ratio of under to over 18’s  
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Venues will ask you to come in earlier the day of the event and sort out the room 
which will include table place cards (you will have to sort out seating arrangements) 
and other sort things. Take this into consideration and try and arrange parents to do 
it for you because it will take time out of getting ready as you will have to drive to the 
venue and back.  
 
To be part of this committee takes a lot of effort and requires everyone in the team to 
pull their weight so make sure everyone is willing to do so. This committee is hard 
emotionally as well because you will get a lot of backlash from pupils and teachers 
about choices that are made. Just think you can’t please everyone and in the end it 
will work fine. Don’t be afraid to stand by the choices made and don’t listen to 
anyone giving you a hard time or complaining.  
Good luck!  
 

Yearbook Committee 
Teacher Link  
The teacher link within this committee can either be extremely important, or can take 
more of a simple monetary role depending on how you want it to run. This year, the 
teacher link was Darren Raphael (RMPS and pupil support) but I am under the 
impression that he is leaving next year. This means you will have to find a new 
teacher link. This can be very difficult and I recommend you do it ASAP. One idea I 
was considering pursuing this year which may be ideal is the idea of a team of 
teachers. If you want a lot of input from your teacher link, this may be a good idea; 
finding a group of two to four teachers who may be willing to all help with a different 
section of the yearbook.  
My main piece of advice here would be make sure you sort this out quickly and make 
sure you have a reliable teacher who is not likely to leave halfway through the year 
or anything.  
Mr Dempster has always run the committee in the past, and - though he has stepped 
down from this role - he has many words of wisdom and is always willing to point you 
in the right direction or lend a helping hand if needed. 
 
Meetings  
I ran meeting once a week, usually giving people things to do during the week 
between meetings. This was good, though at busy times it is possible more than 
once a week may be ideal for you. Meetings lasted an hour each week, which I 
found to be an ideal length. I would recommend, as soon as you have decided on 
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the people in your committee, you call a short meeting (I did this at break in the 
library) to sort out a time you can all meet.  
One word of advice, if you cannot find a time when everyone can meet, I would not 
recommend agreeing to do a separate time with one person. I tried this - a close 
friend of mine could not make the regular meeting time so we agreed to discuss 
progress another time. This meant, however, that she was not involved in any group 
decisions and was not really a part of the committee. This may work with a group of 
people, maybe half the committee one time and half another time, but having all of 
you together would make the most sense.  
 
Members 
This year I had eight people on the committee, including myself. This was a good 
number, but it could be ran with less people if you feel that would work better. Both 
large and small groups have their benefits; I found the meetings with less people in 
attendance were often more productive, but when big jobs needed done it was 
definitely helpful to have more people. It is important to know what each member of 
the team is bringing to the table, so you know when a specific job needs done, you 
know who to delegate to or who to involve. Something that worked out well for me, 
almost unintentionally, is I had a wide range of people from across all different social 
circles in the year group. This helped with pressing deadlines across the year, and it 
helped with representing different views. By not just having a group of eight really 
close friends, it ensured that we came to fair decisions. I also had an almost even 
split of males/females, which sometimes worked to the same effect.  
 
Committee’s Responsibilities 
Obviously, it is the committee’s job to make the yearbook. This is not an overly 
taxing job, if you are organised and dedicated. However, it becomes infuriating and 
makes you want to pull your hair out when it comes to deadlines. The sooner you 
can arrange a meeting with your chosen company, the sooner you can sort out all 
the stuff that piles up quickly.  
The making of the yearbook involves choosing a design, layout, cover, etc. All of this 
is up to you, so you can make the yearbook you want. We did this by looking through 
past yearbooks and picking out the things we liked and the things we didn't like. 
Though this can be time consuming, it is the best way to pick out design plans. You 
then need to organise things like consent forms, baby photos, pen portraits, 
teacher’s notes, most likely to, etc. This stuff can be exhausting because people do 
not stick to deadlines and refuse to hand things in when you want them, so get this 
underway as early as possible. There is a lot of chasing after people involved in this 
committee; it will often feel like that is all you do. 
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Other Useful Information 
From my experience, here are some useful bit of information I have learned or wish 
someone had told me going into this. 

➔ Start handing out consent forms out as early as possible. Tell people you 
need them ASAP, and you will find most of them come in soon. Then, with the 
remaining people, give them another form and a pen and say sign this now 
and give it back to me. This way, they do not put it in their pocket and forget 
about it, they just do it and you have got it.  

➔ Never set deadlines as the date you actually need things handed in. Always 
go at least a week earlier, if not longer. This way you have time to chase 
people up and make sure that by the time you actually need it, you have it all.  

➔ Don’t give people deadlines for weeks or months in advance, because they 
will just forget it, or ignore you because it seems like it is ages away. Try and 
stick within one or two weeks for deadlines, because then your information is 
fresh in everyone’s mind.  

➔ There will always be people who do not hand things in when you asked them 
to. While this is frustrating, it is life. These people either need to be 
threatened, tell them you will have to cut them from the yearbook for example, 
or they need to be pressed every single day. For things like consent forms 
and deposits, it is easier to just get what you need on the spot, but for baby 
photos it often involves effort on their part, which is usually where the problem 
arises.  

➔ When it comes to chasing people up, it is often easiest to do in it registration 
classes in the morning. This is a time when most people are together and you 
don’t have to worry about chasing people down.  

➔ At Dalguise, you will most likely make a list of “most likely to”s. This is good 
fun and feels right because the whole year group came up with them. 
However, I would heavily recommend not involving the whole year when it 
comes to making similar content for the yearbook, or when expanding on this 
list. This only creates havoc and discontent when people do not get what they 
want. As I am sure you have learnt with all the Leavers decisions, people 
become unhappy when they are involved in a decision and then do not get 
what they voted for, so try and keep this kind of stuff within the team. 
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Proposal for the Running of the Pupil 
Council 
For our year group (2017/18) pupil council did not run. This was due to there being a 
lot of significant changes happening in the school and the creation of the Pupil 
Learning team diluted the necessity for a pupil council. However as a leadership 
team this year (2018) we believe pupil council could be ran again and better than 
ever before.  
 
Here is our thoughts on how pupil council should be ran having worked with Mr 
Redford on the best possible structure: 
 
WHO  

➔ One representative from each house in every year up to fifth year (15 
members)  

➔ Representatives from environment-committee, sports council, pupil learning 
team, leadership, senior management.  

◆ GIRFEC group and pupil media team can be included if formed. 
◆ Mr Plain and Mrs Ball can be consulted on issues but do not need to 

attend regular meetings if not necessary.  
➔ Representatives from certain groups can be invited to deal with specific 

issues- eg. school magazine.  
 
WHERE  

➔ Large classroom or library for general meetings.  
➔ Agree places for smaller meetings with groups and teachers.  

 
WHAT 

➔ Hub for all voices in the school.  
➔ Space to focus on pupil-based issues within the school, rather than learning 

based issues or things based on the inspectorate report.  
➔ Link between staff and pupils for all year groups.  
➔ Place for the views and opinions of younger pupils to be heard and responded 

to.  
➔ Leadership opportunities to all members of the school community.  

 
WHEN  

➔ Weekly meetings for smaller sub committee groups.  
➔ Monthly general meetings.  
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WHY  

➔ Too work on results from the SEE Survey and make progress within the 
school in these areas.  

➔ Improve communication, engagement and pupil representation across the 
school.  

➔ Provide leadership opportunities to younger members of the school.  
➔ Give younger members an opportunity to have their voices and opinions 

heard within the wider school community.  
 
HOW  

➔ Let smaller groups agree upon their own individual aims and areas to focus 
on. 

➔ Pupil council will receive input information from representatives and staff (for 
example the see survey) they will then analyse information and split it into 
objectives to be completed by smaller sub groups 

➔ Progress from smaller groups reported back in the monthly general meeting.  
➔ Within the 15 representatives, members from each house will form smaller 

groups to work on issues identified from the input information such as the 
SEE Survey.  

 
MAIN AREAS TO FOCUS ON  

➔ Engagement in extra-curricular areas - both in and out of school. 
➔ Equal treatment for all within the school and a sense of belonging.  
➔ Recognition of achievements both in and out of school. 
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External Committees 
 

There are 3 main committees outside of the school environment which 
leadership team is involved in every year. These are important to 

represent pupils of Knox academy in the local community. 
 

Parent Council 
 

Haddington Community Council  
 

Haddington Events Group  
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Parent Council  
 
Parent council is a monthly meeting which consists of a report from 

● The head teacher 
● The teachers 
● The chairperson 
● The active schools coordinator 
● The senior leadership team 

As well as some other points and issues that are currently present in the school. 
 
Parent council is one of the best ways to have pupil voice heard and a great 
opportunity to learn about some parts of the school that you may not have 
understood prior to being on the committee. 
 
For parent council you should prepare a report about anything the leadership team 
has done in the last month that the council may be interested in as well as anything 
the leadership team plans to do in the next month.  
 
Our reports mentioned what all the senior leadership committees are doing, any 
events that school pupils are volunteering at in the local community and any future 
plans the team has. 
 
At meetings 
In meetings we usually wore uniform and gathered in the library. It is best to send 
2-3 members of the leadership team. In the meetings try to remain balanced and 
remember you represent all pupils in the school. You will get an opportunity to speak 
at the “leadership team report” part of the meeting.  
When speaking at parent council try to keep everything relevant to what the parents 
need to know about and keep your message clear and concise.  
All members will already have a copy of your report that you have sent to the chair, 
this means you can choose to not talk about some parts and choose to elaborate on 
others when you talk. 
 

● Meet on the first Wednesday of the month (approx. 2 hrs) 
● Consists of around a dozen parent members as well as the Head Teacher, 1 

classroom Teacher and usually Mr Wands 
● All parents are free to attend along with local constituency councillors 
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● The council’s main roles are to keep parents up to speed with all that’s going 
on in the school/to allow parents’ concerns to be heard and acted upon/to 
provide  

Events Committee 
Events Committee gathers once per month similar to parent council or community 
council. (it is a good idea to divide committees between the team). Mr Flood should 
have information regarding this committee for you. The key person to contact would 
be Lorraine Dickson (lorrainedickson37@gmail.com), she should be able to give you 
relevant information.  
 
The events committee is a very valuable group in haddington running many very 
successful events year in year out.  
 
The only problem to be aware of is confirming the exact number of volunteers they 
require. In 2017 most of the events we could have had a better idea of the number of 
pupils required. Too many volunteers and people do not feel value in helping and 
might not help again or too few volunteers and we cannot effectively complete the 
task asked of us. 
 

Haddington Events Group  
● Meets on the 3rd Tuesday of every month (Usually around 1 - 1½ hrs) 
● Subcommittee of the Community Council (a lot more relaxed) 
● There are around 10 members who organise Fireworks, Haddington Festival, 

Christmas events, Remembrance Day + They own, put up and organise the 
turning on of the Christmas lights.  

● You will need to offer volunteers for their events as they usually struggle to 
get community volunteers.  

 
Annual Events 

● Fireworks  (November time) 6-8 people 
○ Help collect money at the gate 

● Armistice parade (November time) 4 people 
○ Help with Teas and coffees in the corn exchange 

● Christmas fair(November time) 6-8 people 
○ Help run some stalls such as arts and crafts 
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Community council 
The community council is a monthly meeting which Mr Flood will give you the details 
about. At the community council we are expected to represent the school in the local 
community. In meetings around 5-10 minutes are allowed for you to talk with the 
council about issues happening within the school that impacts on the local 
community. Here is an example of our report we produced to talk about in march. 
 

● Eco Week - The Eco Committee, Assemblies, Bake Sales, promoting new 
green initiatives in the school, i.e. no plastic littering, getting on the no 
straws bandwagon. Money raised going towards planting a new garden in 
the courtyard. (thank the Blooming Haddington guy as he’s on the council 
and he helped them out.) 

● Sport Relief - Pupils VS Teachers event which raises money for charity 
whilst also providing a great connection between teachers and pupils, 
building community. We have also interacted with local clubs in the 
community in order to get advice about each of the events. 

● Mention the pupils performing at the showcase concert that night 
● Last Week a number of senior pupils supported the Twinning Association at 

their Quiz Night. Where S6 pupil Ailsa Wrinn was presented with the 
Aubigny Scholarship, she will spend a few weeks there in the summer doing 
work experience and staying with French families. 

● Add whatever you want if you can think of anything from the last month.  

 
The community council can be attended by anyone in S6, no need for the members 
to be from the leadership team however over the last 2 years it has been a head 
pupil in attendance. 
The community council is an excellent opportunity to show the school off to the local 
community and demonstrate the schools successes. 
 

● Meets on the 2nd Tuesday of every month (2hrs + can usually leave after 
about 90mins) 

● The Community Council consists of  around 16 councillors who can vote on 
issues raised. (You have a seat on the Council Table but cannot vote.)  

● All members of the community are free to attend the meetings to listen or 
voice concerns (sit on back benches can vote must ask to speak).  

● You’ll be asked to give a summary of what is going on at Knox. No need to 
submit anything in advance. Usually only a couple minutes.  

● Usually item 10 out of 15-20 on agenda, can leave after your bit. Often they’ll 
move you up the agenda so you can get away early. 
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Additional Important Information 
 

The leadership team has a lot of other responsibilities, some of the 
following should help you with some of these responsibilities. 

 
Transitions from P7-S1 

 
S6 Pantomime 

 
House Events 

 
Prefect Selection and Organisation 

 
Important Contact Details 

 
Burns Supper 
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P7-S1 Transition Responsibilities 
An important part of your job is to welcome new pupils into S1. This involves helping 
at transition days and at a transition event for parents and writing a letter to S1 
Pupils. 
 
The tour for prospective pupils and parents is early on in the year (was 13th of 
september 2017) this involves guiding parents and pupils around the school and 
answering questions, you will need a large group of volunteers to help with this. (in 
2017 we had 20-30 helpers) 
 
For the letter to future S1 pupils this is what we wrote: 

As senior pupils at Knox Academy, we are writing to you in order to give you our 
perspective of your new school. At Knox, the whole school community takes pride 
in our values of Wisdom, Engagement, Respect and Ambition. These core values 
make up the foundations of Knox Academy.  By joining us in adhering to these 
values, you will maximise the opportunities available to you at school, as well as 
contributing to what we feel is a positive school ethos.  
 
Moving into first year can be scary and exciting, you might not be seeing some of 
your old classmates every day and will be meeting many people for the first time. 
Here at Knox Academy you will meet new friends and have the opportunity to find 
new hobbies and interests. There is no need to worry about moving into first year, 
everyone has been in your shoes at some point. All of us here at Knox Academy 
are more than willing to help and support you through your transition into first year. 
You will quickly discover how welcoming all of pupils and teachers are. 
 
We have such a variety of activities that everyone can find something they enjoy 
and succeed at. Whether you choose to play sports such as rugby, hockey, netball 
and football. Or you wish to take part in art, drama, computing or music, there 
really is something for everyone. By taking advantage of these opportunities you 
will meet new friends with similar interests and will ensure that you will never be 
bored. Knox Academy also offers an activities week for junior years. In first year, 
you will have the chance to take part in a variety of day trips and clubs. With 
second and third year pupils having the opportunity to go abroad. In recent years, 
there have been trips to Paris, Spain and Iceland. Experiences such as these will 
stay with you for a lifetime. You will meet new people and challenge yourself many 
in new ways.  
 
School is about more than just classes. Knox Academy prides itself on the 
relationships pupils have with the staff and with each other, we all want to each 
other do well. Whether that be through sports, music, drama or final exam results. 
We all try to support each other as best we can. We are all very proud of the 
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accepting culture and sense of community that we are a part of as pupils at Knox 
Academy.  
 
The Senior Pupil Leadership Team, along with everyone at Knox Academy look 
forward to meeting you during your visit in May. We look forward to welcoming you 
to your new school come August and hope you will get as much of a positive 
experience out of Knox Academy as we have. 
 
Kind Regards,  
The Senior Leadership Team 

 

Panto 
Panto is the most stressful experience of every sixth year for anyone involved in it. 
This is because it always gets organised far too late.  
 

1. Invite all in the year to join the writing group. (Narrow to around 5 people, 
probably won’t get many takers anyway) 

2. Approach drama department for advice about writing 
3. Select directors for appropriate roles, ie musical, dance, props, or backstage 
4. Have The final script approved by a member of senior leadership (Just to limit 

the rude jokes and bullying) 
5. Cast the roles 
6. Start rehearsals 
7. On the two days prior to the show you have 2 full days to rehearse with full 

cast and crew. 
8. Perform the show to parents (use a donations bucket to collect money for the 

year after you) 
9. Perform Panto to the school (three showings on last Friday of term) 

 
You will be able to get money from the PTA as there was money left over in previous 
years. Ask about it at a Parent Council meeting a good bit in advance.  
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Knox House Games Dodgeball  
House dodgeball was one event that was successfully ran with the support of the 

sports council and sports ambassadors. It was very well attended and promoted 

more interhouse rivalry. This document might help you re-run this event, or run your 

own events based on my findings from having ran the house dodgeball. 

 

Getting permission 

Permission needs to come from the head teacher if you wish to run the event during 

class time. In 2017 we took S1, S2 and S3 out all for 1 period each (periods 3, 5 and 

6). The event was highly successful and had high participation. The key people who 

should organise this is leadership team and sports council or a sports ambassador 

together as one team. Using CSLA members to help run the event on the day. 

(Event date: Tuesday 12th December 2017) 

 

Rules of the game: 

1. Each game will last 3 mins (May change on day) 

2. Each team must start by standing behind the red/black line and wait for “GO” 

3. Only allowed to hit the opposition WAIST and below 

4. When hit go to the other side and stand on the blue mat  

5. To win your team member you must throw a ball which they must successfully 

catch on the blue mat to rejoin the game 

6. You are also out if your ball has been caught by your opponent  

7. No kicking the ball or you out (count as a hit) 

8. The team with the most players still in the game win the game  
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Roles 

These were all done by CSLA members. 

 
Time Keepers (x2) 
Between the two you will be given a stopwatch to keep track of time. 

● Stop and start the stopwatch  
● Check with runners or referees on each court they are ready to begin (only 

start watch when 2 courts are ready) 
● Once time is up give a clear indication to referees that the game is over  

 
Referees 
To insure that there is fair play and no cheating there will be a referee placed in each 
corner of the court. (4 per court, 8 in total) 

● To ensure participants are aware of rules  
● Make sure that participants abide by the rules of the game 
● Must concentrate on the game and keep track of participants who are in and 

out 
● Liaise with runners about scores to pass on to table officials 

   
Door Control (x2) 

● Hold doors open making sure everyone enters the hall directing them to their 
area 

 
Runner (x2) 
They are responsible for passing the score from the referee to the table officials and 
to make sure that referees from both sides are ready to begin their matches  

● Liaise with referees and pass scores onto table officials  
● Liaise with referees and timekeepers to ensure the games are ready to begin 

 
Group Leaders (x6)  

● Making sure group is aware which court and half they should be on  
● Organise with the help of a member of staff participants who want to take part 

and who don't want to take part (Don’t give them a option)  
● Depending on numbers organise group into teams of 20-30  
● Those who do not wish to play send to the middle of the hall to sit on the 

benches to cheer on their house 
● Be enthusiastic and encouraging and cheer on participants 
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Crowd Control (x5)  
Down the middle of the hall there will be 5 benches for pupils to sit on if they do not 
wish to play. 

● Keep an eye on those who don’t wish to play 
● Make sure they keep of the courts and remain sitting or standing  
● Once part of the crowd they can no longer be a part of the the games  
● Require assistance for any behaviour teachers will be on hand to sort out  

 
Table Officials (x2-4) 
On the day you will be given whiteboards to keep track of scores, who is playing who 
and which court they are on. 

● Keep track of scores by marking down on the whiteboards using the grids 
(Round Robin) 

● Liaise with runners 
● Record the number of players who are left on each team at the end of the 

time limit 
 
Master of Ceremonies (x2)  
Introduce participants to the start of the house games. Briefly explain the purpose of 
the event be enthusiastic and take overall control of the event. 
 
PE teachers 
PE teachers help manage any challenging behaviour and advise on the event. 
 
Prefect Selection Process 
 
Prefects should be respected and looked up to, this is impossible if the wrong people 
become prefects and do not represent the school in a good way. In the past prefects 
have just been ‘gifted’ the respect of being a prefect which lead to having 87 prefects 
in 2017. This is unmanageable and diminishes the role of being a prefect. 
 
The selection process is that people who want to be prefects can apply through filling 
in an application form and handing it in to whichever teacher is in charge of prefect 
applications (2017 Mrs Ingham, 2018 Mr Redford). The teacher should then select 
30-40 applicants to be prefects. This is significantly less than in 2017 and will mean 
prefects cannot do as many duties meaning it will be up to perfect committee to 
decide on the most important duties. Having done this job I would recommend that 
social area is the most important duty. 
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Burns Supper 
Every year the school hosts a burns supper evening (25th of January). For this the 
leadership team is expected to sit on the top table and present a small portion of the 
night's entertainment. Usually this has included the Toast to the Lassies, the Reply to 
the toast to the lassies and Address to the Haggis. - all of these require a decent 
amount of preparation. 
 
To organise this you should speak to the main organiser (Mrs Ball) and decide which 
member of the team will fill which roles on the night, get this sorted early as possible. 
Your tickets should be free however family tickets still have a cost. You should try to 
encourage as many senior pupils to come along as possible it is a good evening and 
a good laugh. 
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Sport Relief - Teachers VS Pupils  
Sports relief in 2018 for the first time had a pupils vs teachers championship. We 
played off in the sports of netball, (touch) rugby, hockey and football. In the future 
feel free to do whatever sports you want, this is just what we did. 
 
Here is very basically what we did. 
 

1. Set up meeting with clear agenda of questions you want answered 
a. Include: Pupil leadership (Cole Dean head pupil in 2018), Sports 

ambassadors (Andrew Mcknight, Anya Wyllie and leona Boardman) 
Charities committee representative (Fergus Syme) and Sports 
Council. You could also have a staff member there. 

b. Decide on:  
i. the sports you want to run 
ii. The basic dates (we choose the week of and week before sport 

relief) 
iii. Choose an event leader, someone to manage each event. In 

2018 we had. Rugby: Andrew Syme, Hockey: Morven Wrinn, 
Netball: Kate Heggie, Football: Theo Mcguire 

iv. Get Charities committee to find ways to raise money for the 
events 

v. Set up future meetings 
2. Speak to Mr Wands (Active schools Coordinator) 

a. We told him about our basic outline of a plan for the event 
3. Meeting 2 

a. Outline everyone's roles and responsibilities clearly 
b. Set deadlines for each actionpoint you give to people of the next again 

meeting or whenever makes sense. 
4. Speak to Mr Wands (Active schools Coordinator) 

a. Update him on what we are doing 
5. Meeting 3 

a. Have finalised all details for all of the events 
b. Have created pupil and teacher sign up sheets prepared. 
c. Have posters and any advertising for supporters completed 

6. Run Event’s 
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Sport Relief Timetable (2018) 
Meeting 1 Decided upon roles each member would 

play and outlined rough guidelines for 
each sport 
(full team present) 

01/02/18 
 

Show outline 
plan to mr 
wands 

Cole/Theo/Andrew/Anya Between Meetings 1 and 2 

Meeting 2 Set deadline for full plan for all events 
(full team present) 

09/02/18 

Update plan 
to mr wands 

Cole/Theo/Andrew/Anya Between Meetings 2 and 3 

Meeting 3 Full plans for all events ready and 
advertising material ready to go. 
Start recruiting teachers and pupils to 
participate 
(full team present) 

22/02/18 

Netball The time the actual event will take place 
(hall) 

Lunch time on either the 
12th,13th,14th, 15th 
(march) 

Hockey The time the actual event will take place 
(astro) 

After school friday 16th 
(march) 

Rugby The time the actual event will take place Lunchtime on either the 
18th, 19th, 20th, 21st 
(march) 

Football The time the actual event will take place After school on either the 
18th, 19th, 20th, 21st or 
22nd (march) 
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Results 
Our evaluation was that this was a highly successful event, we had a lot of 
spectators and the teachers who took part enjoyed themselves. It created great 
pupil-teacher bonds. 
 
The event to be more successful could have used better communication with 
teachers to encourage active participation. A lot of teachers signed up however did 
not play. This could have been managed better by more email reminders and pupils 
talking to the teachers. 
 
We really hope you can run this event in future years because it went so well this 
year and promotes the values of the school well. The event created a brilliant 
community atmosphere around the school and was a highly valuable event. 
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Rough Advisory Timetable 
 
One of our biggest issues in 2017 was that nobody told us what we had 
to do or when. This meant sometimes we found this out too late. This 
timetable should help you to realise when some important events are 

throughout the year. 
 

Transitions from P7-S1 
 

S6 Pantomime 
 

House Events 
 

Prefect Selection and Organisation 
 

Important Contact Details 
 

A Message From The 2017/18 Leadership Team 
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A rough timetable of a pupil leadership 
team’s year 
June 
Leadership Team Elections 
Choose Prefects (by 29th June) 
Form all committees (by 29th June) 

July 
Summer Holidays (1st July-15th August) 

August 
Summer Holidays (1st July-15th August) 
Establish Prefect Rota (by 31st August) 
Form the panto writing team (by 31st August) 

September 
Have finished panto script and cast parts (by 14th September) 
Holiday (15th-18th) 
Start rehearsals for panto (by 19th September) 

October 
Holidays (16th - 23rd) 

November 
Fireworks (Weekend of 5th November) 
Poppy Scotland (2 weeks before 11th November) 
Armistice parade (11th November) 
Christmas fair (TBC)  
Write transition letter to P7’s going into S1 (by 24th November) 

December 
Panto Performance (last and 2nd last days of term) 
Holiday (23rd December - 5th January) 

January 
UCAS application deadline (15th in 2017) 
Burns supper night (25th) 

February 
Fizz free february (1st - 28th) 
Mental wellbeing week (5th - 9th) 
Holidays (10th - 19th) 

March 
Sports Relief (March 15th-23rd) 
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Holidays (30th March - 13th April) 

April 
Holidays (30th March - 13th April) 

May 
Exam Time- You won't manage to achieve any leadership work in this month 

 
 

Important Contact Details 
Events Committee Email addresses 
Lorraine Dickson - lorrainedickson37@Gmail.com  
 
Parent Council 
John Wrinn - 07710 480127 - john.wrinn@btinternet.com  
 
School Newspaper 

knoxmagazine@gmail.com 
 
Senior Management 
Mr Illingworth - sillingworth@knox.elcschool.org.uk  
Mrs Rodger - lrodger@knox.elcschool.org.uk  
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A Message From The 2017/18 Leadership 
Team 
 
This past year has been a massive learning curve for all of us, we feel like we 
achieved a lot in the short time we had available in sixth year. It is a huge amount of 
work, but is also well worth it. Being in the senior leadership team allowed us to have 
a say on some of the biggest issues going on in the school, and hear about changes 
as they have happened and before.  
 
Leadership team has given us many opportunities to represent the school in the 
community and to effect change. It gave us a better insight into how the school runs. 
What the school is successful at and how it needs to improve. 
 
We all wish you the best possible luck,  
S6 2017/18 leadership Team, 
 
Head Pupil: Cole Dean 
Head Pupil: Fergus Dickson 
Deputy Head Pupil: Kara Singh 
Deputy Head Pupil: Gregor Booth 
Deputy Head Pupil: Cara Morrison 
 
 

But Why Do We Have A Legacy Folder? 

I dearly hope that you can find a good use for this ‘Legacy Folder’ as we have come 
to call it. The purpose for this document is to give future generations of leadership 
teams more support at the beginning than we did. As a team, we did very little in the 
first month or two, this was because we did not know what to do! I really hope that 
this document can help you deal with any of the problems that you will face in your 
time as members of the leadership team.  
-Cole Dean 
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