ERSKINE STEWART'S MELVILLE SCHOOLS’
GOVERNING COUNCIL

The Mary Erskine School
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APPOINTMENT OF

HEAD
THE MARY ERSKINE SCHOOL

The Mary Erskine School comprises approximately 740 girls aged 12-18.  Founded in 1694 by Mary Erskine and the Company of Merchants of the City of Edinburgh to educate and care for the daughters of city burgesses who found themselves in reduced circumstances, it is the oldest girls’ school in Scotland and one of the oldest in the whole of the United Kingdom.  Throughout its history, the school has been administered by the Edinburgh Merchant Company.

Since 1978 the school has been twinned with Stewart's Melville College. Through this arrangement, the senior schools are separate and single-sex but are each led by the Principal, while all the girls and boys below the age of 12 are educated together in the ESMS Junior School.  Senior school boys and girls come together in orchestras, choirs, drama and musicals, as well as in numerous Outdoor Education projects and in the Combined Cadet Force.  Since August 1999, the Sixth Year has become a genuinely 'twinned' experience, with boys and girls jointly comprising a single academic, pastoral and social unit. 

The Mary Erskine School was inspected by Her Majesty's Inspectors in 2017 and was highly commended in the subsequent report.  It was named The Sunday Times Scottish Independent Secondary School of the Year 2012.
The Erskine Stewart's Melville Schools have a charitable foundation and today provide financial assistance to over 150 bursary holders, who attend Stewart's Melville College or The Mary Erskine School.

BUILDINGS
The school dates from 1694 and was named The Mary Erskine School in 1944 to mark the 250th anniversary of its foundation. It has been housed on various sites in the city - the Cowgate, Bristo, Lauriston and Queen Street - and the buildings are depicted on the engraved glass panels in the school.  In October 1966 the school moved to purpose-built accommodation on the magnificent 38-acre site adjoining Ravelston House.  These facilities have been enhanced by the building of a Sixth Form Centre in 1995 and by the construction of a new classroom extension in 2017 to house three departments – Art, Geography and Modern Studies. To complement the eight existing Science laboratories, two additional Physics Laboratories and a Computing Science room are due for completion at the end of this session. Sports facilities include three floodlit Astroturf hockey pitches, six tennis courts and a swimming pool (located on the Queensferry Road site).
A Sports Hall was completed in October 2000.  It houses the National Cricket Academy and the Scottish Cricket Offices.  A community sports facility is in operation seven days a week, outwith school hours and the project, which is linked to the sports facilities at Queensferry Road, are managed by the Community Sports Development Manager.

CURRICULUM

The Erskine Stewart's Melville Schools are committed to the all-round personal development of all children in their care.  Their education is underpinned by nine values: appreciation, commitment, confidence, enthusiasm, grace, integrity, kindness, respect and responsibility. 

The school follows its own curriculum prior to examination years.  The Curriculum for Excellence is not followed.  Girls generally sit the public examinations prescribed by the Scottish Qualifications Authority. It is normal for girls to sit a combination of eight subjects at National 5 and to proceed to 5 Higher courses in S5. Almost all will return for a final year in Sixth Form, with the vast majority taking Advanced Highers.  ‘A’ Levels are offered in Art and in Music.

TEACHERS

There are approximately 80 teachers at the school.  They rely on an excellent team of support staff, whose high standards contribute greatly to the quality of the school.
PROFESSIONAL REVIEW AND DEVELOPMENT
All teaching and support staff participate in a three-year cycle of appraisal.
EXTRA CURRICULAR ACTIVITIES

The school has an extensive and ambitious extra-curricular programme with over 70 Clubs and Societies running each week. All teachers are expected to play a full and active part in the extra-curricular life of the school.  The ability to contribute to the Games programme, the Combined Cadet Force (particularly the RAF Section) and the Duke of Edinburgh Award would be most welcome.

THE POST

	BASIC FUNCTION
	The Head is responsible for managing The Mary Erskine School and deputises for the Principal, as required. He/she is responsible for carrying through the policies of the Governors, the wishes of the Principal, and is accountable for the strategies prescribed in the Development Plan.

	
	

	ACCOUNTABILITY
	The Head is directly accountable to the Principal.

	
	

	AUTHORITY
	The Head has full delegated authority for those responsibilities delegated to him/her by the Principal.

	
	

	RELATIONSHIPS
	The Head works closely with the Principal on all matters related to the school.  He/she works closely with the members of the MES Management Team.  He/she liaises with the Head Girl, her Deputies and Prefects, and with members of the School Council.

The Head works closely with the School Secretary; with the MES Management Team; with the Head of Careers and with the President and the Co-ordinator of The Former Pupils’ Guild of The Mary Erskine School.

As part of his/her ESMGC responsibilities he/she works closely with all members of the Senior Management Team and with members of the schools’ Governing Council.



KEY TASKS

(1)
Head 
The Head will be guided in his/her day-to-day management of The Mary Erskine School by the knowledge of the Principal’s intentions and wishes for the school and of the policies which she is carrying out on behalf of the Governing Council.  While taking it upon himself/herself to address and resolve most issues as they arise, he/she will make it his/her business promptly to inform the Principal of all matters touching upon policy or principle and of all events, correspondence, verbal communication or report which, in his/her opinion, are likely to be of special significance to the school or to the pupils and staff of the school.

(2)
Tone and Appearance of the School

The Head is responsible for maintaining the ethos and appearance of the school.

(3)
School Development Plan
The Head is responsible for drawing up The Mary Erskine School Development Plan and for monitoring and evaluating its implementation.

(4)
The Mary Erskine School Management Team
The Head chairs the meetings and is responsible for the preparation of Agenda and for ensuring that decisions made by the Team are implemented.

(5)
Senior Management Team
The Head is responsible for ensuring that the decisions made by the Senior Management Team are communicated to The Mary Erskine School as appropriate.

(6)
Professional Review and Development
The Head professionally reviews the Timetabler, Head of Careers and the School Secretary.  He/she also professionally reviews up to a maximum of four other colleagues per session, as requested by the Staff Development Co-ordinator.

(7)
Appointment of Staff
The Head is directly involved in the appointment of all staff and has sole responsibility for appointing temporary and supply teachers and some support staff.

(8)
Pupil Discipline
The Head is responsible for dealing with disciplinary matters referred to him/her by the Head of Upper School, Head of S1 and Director of Sixth Form.  He/she will normally inform and consult the Principal on all serious matters of discipline.

(9)
Major Events
The Head is accountable for the organisation of Open Day and the Remembrance Service and is also accountable for the Kirking Ceremony.  He/she also assists with the organisation of The Mary Erskine School Commemoration of Founders and Prizegiving.

(10)
Repairs and Maintenance
The Head is responsible for the prioritisation of major projects and internal Planned Maintenance.

(11)
School Council
The Head attends meetings of the School Council.

(12)
Absence of Staff
The Head authorises staff absence, and liaises with the Principal when necessary.

(13)
Colours Committee
The Head is convener of the Colours Committee.

(14)
Assemblies
The Head is accountable for School Assemblies.

(15)
Boarding Houses
The Head is a member of the Boarding House Executive Committee and liaises with the Head of S1 (with responsibility for boarding) and the Head of the Boarding House regarding Boarding House issues and requests relating to travel arrangements.
(16)
School Budgets
The Head is responsible for ensuring that school budgets remain in line with agreed targets.

(17)
Induction
The Head is responsible for the induction of new members of The Mary Erskine School Management Team.

(18)
Meetings
The Head is a member of the Senior Management Team, The Mary Erskine School Management Team, which he/she chairs, the Academic Policy Committee, the Colours Committee, the Boarding House Executive Committee, the Health and Safety Committee and attends meetings of the Erskine Stewart’s Melville Governing Council and its sub-committees as required.  He/she attends meetings of Heads of Department, Heads of House and the Parents’ Liaison Committee and represents The Mary Erskine School Management Team on the ESMJCC.  He/she also attends termly meetings of the Joint MES/SMC Management Teams.

(19)
Weekly Bulletins
The Head is responsible for the production of Weekly Bulletins to staff and pupils.
(20)
Extra Curricular Activities
The Head has an overview of the provision and take-up of extra-curricular clubs.

(21)
The Former Pupils’ Guild of The Mary Erskine School
The Head attends the major events in the Former Pupils’ Guild programme and Committee meetings.

(22)
Health and Safety Officer/Fire Officer

The Head is the Health and Safety Officer for the school and is also the Fire Officer for the school.  He/she ensures the information in the ‘Fire File’ is up-to-date.
(23)
School Visits Officer


The Head is the School Visits’ Officer and oversees all documentation, including risk assessments prepared by staff when organising school trips.  He/she also prepares the management contact list for trips taking place during school holidays for both Senior Schools.
(24)
S2 ( S3 Subject Choices


The Head, along with members of the Management Team, interviews S2 girls.
(25)
Standards and Quality Report

The Head oversees the production of the annual ‘Standards and Quality’ report.

(26)
Merchant Maiden


The Head oversees the production of ‘The Merchant Maiden’ and liaises with the Editor of the publication.  He/she also provides information about staff leaving/joining MES for the staff tributes section.

(27)
School Productions

The Head is the Executive Producer for an ESMS production annually.
(28)
Pipe Band and Dancers’ Events


The Head oversees pipe band and dancers’ events which are held in school.

(29)
Other duties


The Head, along with the rest of the Management Team, is involved in a number of additional duties, including meeting and greeting of parents at hockey on a Saturday morning, and guests at evening events throughout the year.
(30)
Teaching


The Head will teach six periods per week, as required.
REMUNERATION AND OTHER CONSIDERATIONS

Salary will be commensurate with responsibilities and experience.  All teachers are entitled in term time to school lunch, free of charge, in return for supervisory duties.

Please note that the school operates a No Smoking policy and smoking is not permitted on the school campus at any time.

FEE CONCESSION

Teachers with children at the Erskine Stewart's Melville Schools are entitled to discounts of 60% of fees for classes P4 to P7 and 75% for both senior schools. 

APPOINTMENT PROCEDURES

A letter of application, addressed to the Principal, enclosing a full Curriculum Vitae and the names and contact details of three referees, should be sent by email to recruitment@esms.org.uk or by post to the HR Administrator, Erskine Stewart's Melville Schools, Ravelston, Edinburgh EH4 3NT, from whom further particulars may be obtained.  This information can also be found on our website.

The closing date is 12 noon on Friday 17 November 2017.
