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10.55 am

11"0! a,n

11 .10 a^n

11.12 am

11.15 an

11.16 an

I. TII{E TABT,E OF CBEMOTY

All should be assembled - choir and. aud.ienee seated. in ttre ha1J., the

platforrn parW reaftr in the nusic room and. the presentation group

ready to proceed. to the vestibule.

Platform party to be led in and seated and. presentation group to talce

up position in the vestibule.

A police car anri two others am5.ve, the Lord. provost trave3.3-ing

with HRH. &t:trance to ths prayground to be l.ined by portobello

pupi-Is and the pavenent outsid.e by Dud.&lngston and. st Johnr s pupLls.

(See App A) The police car pul1s imrned:iately into the car park

and. the royal car moves to the carpetn The Lord. provost alights

and assists HRli to alight. He then leads HRII in and roakes

presentations. Thereafter IfiH i-s sho'on to the retiring room

upstairs escorted by her lady 5n v;aiting and the lad;r adviser.

The presentation group with the exception of the Lord. Provost is lecL

in to the platforu.

HRH descend.s from the retiring roou and enters with the !ord. Provost.

As they enter the audience wil-l be standi-ng and the choir singing

(platforn seati-ng - soe appendix B).

trThen L,ord Provost and. HR}I are seated the hymn will be sung fo]-lowed.

by a prayer from the school chaplaln.

The lord Provost introduoes HHii.

HRH.

Ihe Chairman thanks IRII.

The pupils present bouquets to (a) IIxi{ and (u) me Lad;r provost.

National Anthem (one verse).

I{RH and Lrord^ Prrovost Iead... presentation group off stage for a tour of

the grnnasia and sw'inming pooI.

Presentation group return through the ha1l to the vestibr-rle to unveil

cosunemorative plaque viewed. by the platform parff who have moved. out

drile the presentation goup were touring the gmnnasia. As the

presentation gror4r pass through the hall- the choir is si_ng5.::g.
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The tor:ring group of the chaimnan, Director of Education, Headmaster

and la{y in T','aiting nrill movo off I'dth HRH for the tour of the school

lisiting the domestic a:rd art d.epartnents, the library (where visitors

book wi-I[ be signed.) and kitchen and dining rooms vr]:ere }:nches uiIl be

irl progress.

CentraL 8roup return to the maj-n entranoe and. chajrrran bid.s farewell

to HRI{.

12.20 pa

School pupils vri1l

off . Thereafter,

join nerebers of the audience to gi-ve HRII a send.
Bay

school iri1l dj-smiss and visitors/vievr the build:ing.

Ir PT,ATFONM PARTY

The nenbers of the platfozu partSr who are not being presented. mi1l on

are:rival be eseortetl. to Uusic Roon A10 for cloalsoon and. assenbLy purposes and.

must be icr t}re building not later than 10.55 N. They wi1L be ca'llecL j.n order

W l[:. Wooctararcl to proceecl on to the platfomo by the sicie aisle at approxi-mate\r

11 .05 am.

At the end. of the speeohes when the presentation parff leaves the stage

this group will be l-ed off through the ha11 by !,Ir Aleucand.er to the vestibule

rhere they wiJJ- be ln position when HRH returns with the renainder of the group

at 11.1+0 a,ro to unveil the conmemorative plague. After the u:eveiling they wil1

a-Llow IIRII and the tor:ri:rg gtroup (Hrut ana" LaSr in litaitlng 3-ed^ by the Headnaster

and accompanied by the Chaj-rnan and. Director of Education) to Leave the

vestibule. The renainder of the Platform Party will then be shovtnr to the

Staff Comnon Roon by the 1-ady adrriser where ooffee will be available.

This party should renain in the ri:icinity of the Stajf Comnon Roon u4ti1

the ti-me of the departure of HRII r:nless they are required. to leave earLier

for }:nch at the Cifir Cha"nbers.

Those of ttris goup wishing to view the departr:re of HRII icill be

escorted, downstairs at 1 2.15 pm to stand. in the vestibule.

IrI PRHiEI(IATION EROUP

This gr-oq) ril1 eonsist d tb Chairaan, tbe Conyener d the Sehools

$e Gmittee, lte looalIP (hffi-Ilis. xini-.lter of State)- fhe Director d
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also roust be in the building not later than 1 O.Dj an.

At 11.05 an they wiLl be ushered" doronstairs to the vestibule where they

wil1 lj-ne up in the order listed above y,rith the Chairman nearest the door. 0n

amival the Lord Provost will introduoe Her Royal Highness to each meober.

HRH and. her L,a{y 5.:r Yfaiti.:rg wiII proceed. to the retjring rooa preceded. ]y the

I,afir Adviser' As soon as she has gone upstairs the presentation group (vr:.tfr

the ecception of the Lrord Provost) wiIL be led into the hall by etr Alexander

by the side aisIe. . This parff rril1 be jn positlon when the Lord Provost

and. Her Royal Highness preceded by the City Cfficer and. follovred by the La(y

in Waiting nake their entrance by the centre aisle.

At the conclusion of the National Anthen the City 0fficer will Iead. off
fbona the stage HRH and the conpS-ete preseartation group by the side exit to
rriew the $rnnasia ancl swi.:nning pool, returrring by neans of the side aisle of

the halL to the vestibule where Her Royal Highness vri1l unveil a conraenorative

plaque. After the unveiling the Lord Provost and. Lady Provost will- take leave

of the HRH who will then go on the main tor:r of the school wlth the Chairman,

Direotor of Education and. Headmaster and the Lady in lvaiti.ng. The other

urenbers of the presentation group should wait i.:r the vestlbule w.ith the renajnd.er

of the platform party until the talr:ring group have gone upstairs and. will then

be taken to the Comloon Roon for coffee.

IV AITDIENCE

Arlnissj-on to the school for all persons will be by tloket on\r to be

shonn but not ool"lected. at the doo:rs. Guests for the reserved. portion of the

hall- will have tickets narked with a green corner rryhile those in the genera1

seats lrilI have either bLue cornered. or p3.ain tickets. The platfotm parry

tickets wiJ-1 be markeil. with a red or a yelIow corrrore (ned ror presentation :.

6roup and yellow for the renainder).

The aueience vriII require to be in the haLl not later than 10.55 an in
orcler ttrat the vestibul-e antl aisles tnay be swept ancl the oarpet 1aid. by 11.05 an.

Those al?iv5:ng on foot wiLl enter by the nain entrance whi-Le tJrose alz:ivi;1g

fuon tdre car park riIL euter thousb the rear door at the house blooks.

Iu"sic foo3ls 3Ir aail A7 tILt be cleereil for rrse as a-n.a.t lranrinr qm4e, rmea
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As the royal procession enters the haII and. again as the presentation group

leave the stage after the speecnes the au&ience will stand., following the cue of

the cho:-::o After the p3-atform party leave the hall at 1.1-.32 ttre aud.ienoe will- be

entertained. by the choir. At 11.40 an the presentation group wj.l1 retr.:rn to the

vestibule by way of the raised. aisle urhioh wiIL be curtained."

Innedi-ately after the unveiling of the plaque the choir wiII be led. out to

disperse in the nai-n builcling. The au&ience may then go for coffee to the upper

house roous. Those with green and blue cofnered. tickets will go to Abercorn

house ncons and. those udth plaln tickets to Dud&ingston house rooms. The staff

and. pupil conti:rgents leave 1ast, to &isperse vrithin the main builiting. At 11.55

councillors will- be reminded that their special buses will leave at L2 noon prompt

from the parking a,trea. At approxinately 12.5 a signal will be given to the

renaincler to iltimate that those wishi:rg to see HRH d.epart nust leave the house

roons anil na.ke their way back to the ha1l. They nay returrr either by way of the

playgrountl or re-enter through ttre ha1l. They w:il1 not however be penni-tted. into

the vestibul-e antl if retuning to the ha11 nust nake thej.r way out through the

emergency cloor whj.ch will be openeci. Those not wishing to view the d.eparture will
remai:e in the house roons i:ratil HRli has passecl. Pupils will be forned. up in the

playgrouncl at the najn cloor at approxirnately 12.15 and t]re public nay form jn behjnd

them to see IIRII leave at A2.2O.

fnned.iately after IIRH leaves the sehool will be open for inspection by the

general public.

V SrAI'I" AND PUPILS

(u) Pupils

Movereent of pupils will be under the supervision of teachers as far as

possible. Pupil representations will be as follows:-

A contingent will be lining the pavement and playground ln the front of

the school for the arrival and. wil]. be waiting and rea$r to nove into

position immsdi4fsly after LO.55 am. fhey will renain in their places

uati} HHH has entererl the bui'l d.i-ng when they should &isperse as quietlJr

as possible arormcl the fnoat of tJle bu:iIrting. In the event of i.,clemelrt

realher tJris gart of t"b acre"'[teEr€nts aay be cancellerl at tie ttiscretiolr

(1)
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(Z) Stewar&i-ng within the hal1 wilJ. be cazried out by senior pup11s and. in

a,drlii;irn six pupils rriI1 be available at the front d.oor and. the sid.e door

to iake charge of ner:bers of the platforn partF and escort then to thejr
appropri-ate assemb\r points. (ri representative from the Education Departnent

rri11 be in attend.ance at each d.oor to assist the recognition of such persons

and their allocation to the appropriate points and iqill instruct the Stewards

accord:ingly - red cornered. tickets proceeding to the Further Ed.ucation Head-

mastert s roon and yeIIow cornered. tickets to Iviusic Roon .L10).

No persons are to be adnLtted. after 10.55 am and as soon as the aud:ierrce

is seated the Steward.s will take their seats on the raised sid.e aisIe.

3) The choir and school representatives wiLl be nustered. to enter the halI
innediately after l:O.55t ie inr:rediately the aud.ience has been seated..

(+) Trrro senior girls will be required. (seated" in the centre front row) to present

bouquets to Her Roya-L Highness and. the Laftr Provost at the conclusion of the

Chajrnanr s speech, rnor:nti-ng the platforn by the central steps and leaving by

way of the wings.

(l) As soon as the City officer leac.s the presentation group off the stage after
the National Anthen has been sung the stewards seated. in the raised gangway

Boon /t-10 to c].ear the

have rriewed. the

to be on duty at the Plaque to foru a slender

must rise and. quietly move

gailgway for the exit of the

Sfi{nning Poo1.

(5) A small nusber of boys are

cordon round. the corner.

out with thelr chairs to l{usic

presentat5.on group after they

Q) -After the Plaque has been urnreiled., the

au&Lence leaving the hal1. The other

the general audience has cLeared..

(8) All comidor doors will be manned.

openi:eg then in sr-trficient tjne to

choir will d.isperse prior to the

pupils and staff will renain rrntil

by pupils who are to be responsible for

allow unimped.ed. progress. As the grolrp

pass the pup5-1s nust hold the doors firuJ-y and. stand as.welI back as possible

Ei{*Ifu tJ:e space avai1able.

(g) Hhen HMi enters the various grnnasia ancl rooss the prpils sbo are forniag the

clpsses rialcoatiaue at rhatever activit5r tJrey ar.e en8agerl in, stoppi-ag onl5r
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rn the Librarry and stuff Roons jn addition to the puprls working the

Bu;' .r.u }lead Girl vril1 be stan&ing at a table on vrhich the visitorsr

Iiead.

Book

her

Ls

1aid. out.

to sign the

(rr) The covered

by pupils,

(fz) Outside the nain door a

group in paragraph 1) to

by l?.l5 but not before

aJflraJlgements will be at

inclenent weather.

HRII will be introduoed. to them and. they wil]. then i::vi_te

Visitorsr Booko

way between the nain blook and tho house blocks will be lined

(f5) fupil guides will be available at !2.3O to show any members of the public

through the builcllng if required.

(:+) Nornal school lurrches lri].I not be avai-1ab1e but

oust be cateretl for either j:r the groups havi:rg

passes through or at a special sitting later.
STTEE

a].l on the froe food. ro11

their d:inner when the Princess

(u)

(r) staff takiag part in the harl activities wi11 nuster at

the children and. enter the ha1l to ta"ke their reserved.

after the pupils at 10.55 and disperse with then after
Pl.aque. They should. be wearing acad.emic d.ress.

(z) During the torir of the school the Head:naster vriIl introduce such uenbers of
stallf aE are present jn the classrooss. It ls the rule that only the

Prj-ncess should. initiate oonversation and during conversation Her Royal

Ilighness should. be ad.dressed. as rldatarnn. After introductions the staJy w.ill
nove aside to aI1ow circ.alaf,ion around. the class if d.esired-.

3) Staff concerned shouLd be advised that apart fron the basic instructi-ons

contained. herein and the d.onestic school- amangenents they must be prepared.

to carrSr out any lnstructions issued. by hIr Easson or i4r tinnins drring the

trnoceecli-ngs irr the event of ur:foreseen circr:nstances aris-ing.

(+) A aenber ctr staff riJL be requireC. ts make soEre anTtor.ncenents to flre auitieoce

at IL aa.

group of pupils will assemble ( different f?om ttre

g:ive IIRH a send off. They should be in position

12.10 to pe:mit the exit of cars. This part of the

the d.iscretion of the Headnaster in ihe event of

the sar.ie tine as

seats i-mmediately

the unveilSng of the
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(f) ir,tr V{oodwarA Ttrill be required. at IL a.n to escort the first group of the

pI-atfom party fron },{usic Roon 410 by the raised aj"sle to the stage. fhis

group rrjl-1 be narshalled. for hi-n reaftr to lead. on.

(Z) tr{r Alexand.er will be required at appro:rinately 11.12 am to escort the

presentation group fron the vestibule by the raised. aisle to the stage.

This group also will- be mustered. for hi,rnr and. when he has then seated. he shouLd.

take a seat in the'wings after 1ea&i:eg then on.

$) The Princess, L,a(;r in liTaiting and Lord. Provost will be 1ed. on to the stage by

the centre aisle by the CiW Officer who will also take a seat in the vrings

a^fter they are seated..

(h) Tltren the City Officer Iead.s off the presehtation. group at the end of the stage

proceed,-ings },rlr Alexander will step forward and. lead. off the remaind.er of the
*."",

platfo::n party by the centre aiele to the plaque at the cloor.

(f) /rfter the wrveiling lvlr Alexand.er wj,l1 be stand.i.::g by to usher the group back

into the vestibuler

(6) $Ihen the touring group has moved cff the Lady Adv:iser will then invite the

platfoni party to follow her to the connon roosl for ccrffee.

(Z) Al-1 lifts to be used. by the touring parff nust be nanned by Jariitors vrho are

acquainted. imith their workirgs. The Hfts shoufuL be waiting at each approlF

riate point for the party to enter. The lift operators will not be jltroduced.

nor ll"jl-l they be required. to nake aclsrowledgnent of the group when they enter

the 1ifts.
(B) A Janitor will be available to preoede the touring group (tut out of their

sjght) to glve notice of their approach and. ensure the way is cIear.

(g) Cleaners wj-Il be avaiLable at 10.55 i-n the event of tire vestibule or other

parts of the haLl having been djrtied by the a:rr'ival of the auclience.

(fO) As soon as the kincess and. the Lord. Provost begS:r to walk donn the cenbal

aLs1.e the curtai:rs across the passa6evray at the back of the ha'I] w.iJ-3- be

drasn

(ff) EhALe the cerenony is ln progress the carpet ,at the <lcor is to be diverterl to

the pJ.aque.
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(fZ) rtrt the close of the hall- cereroorqy the curtai.rrs at the baok vajJ,l be partiaJJry

openetl to a1Iow the platf,orn party to leave. they vri1I be closed. a6aLn

j-muddiately they pass ttrrough. At the sane tiree the ci.rtains along the

raiserl aisle will- also be cLosed-,

(f:) tfre school will be open for inspection by the public fron 12.10 onwarcLs ancl

Janitors wi3-t b'e on ctuty at key points throughout the building:.

(f+) Ad.rlitional Jarritors fron outwith the sohooL rrill be brought i.:r- to take oare

of car parkLng.

(15) Extra ,Iarrl-tors will also be required. to be 5r: position at doors of the sohool

clr.rJng the gathering of the audience to prevent persods entering ary part of

the buil*ing other than the hal1. Janitors will also be on duty at the out-

si-de gates for the saxle purpose. Janitors in groups 11 and 1Z should. be on

iluty not later than 9.]0 a,n.

(ff) Menbers of this outside staff will be required at 11.4O to usher the guests

to their appropriate house rootrs for coffee, and. to clear persons fron the

area of the house blocks prior to ilhe ar"rj-val of the touring party at

approxinately 12.10. two should. be at the exit door fros'.the hal1 and two

at each of the house room doors at 11.4.0 and. a corespond.ing nunber at ].Z.J

for the return of the audience to see HRii depart. Ihey wilL be responslble

in partlcular for ensuring that no menbers of the audi,ence loiter on argr part

the royal route.

(17) Jaaitors viLL be required. as soon as the audience have left the ha].l to clear

sufficient chairs frou t'Lre v'ri-ndow sid.e of the halI to aLl-ow free exit:.from the

emergency d.oors deen the audience return from havjng coffee.

(fg) /r-1L ad.&itional Janitors brought i:r lviI1 be under the direct control of

l4r Gla.ncy vrho vril1 in particular be responsible for ensuring ttrat cars are

parked. as earefully and as econoaicalJy as possible (see Appenfix C).

(19) the sehool mi}1 amange to have a persotl available at the telephoae throughout

{he entire proceerlings aritl anJr energency nessages are to be pa.ssecl to ltr Easson

c Ir *5-mi-ns.

VII M.AEETC .GNRAIGEUEI{TS

-

Car parkhg ril1 be in the plaSTgro@ils to the rear d lfue school aail riI.I be
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shouLd.
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responsibjaity ceases at the gate and only cars bearin6 the pol5-ce pass

be adnitted. to the playgrolurd.. The nornal pass will be a red. d.iamond. shEre

vrind.screen but some special cars will boar a red. aird- whj-te stripecL passo

these special cars are to be djrected. only to the nain (west gate) and. parki-ng for

then will be j:r a speci-al\r reserveA area to pernit a quick departure a.fter HRH

has left.

TfithjJl the playground space should. be used. as econofrrical.ly as possible.

Menbers of the Tovar Counc.il vri1l have provid.ed. for their use buses from the City

Chanbers to the school and. for retur::. These will reach the school at approxinately

10.45 and after unloadi^ng at the main door vrilL be parked. at thre rear of the buil&ing.

0ottrcj-lIors will rejoin tl:ese buses at 12 noon at the rear of the school for return

to the Citlr Charabers. fhe departure of aJ.l vehi-cles bearing the speoiaL pass nust

be facilj.tated. 5l every way and. these shoul-d. al-vrays take preced.ence over the cars

of the general aud.ience.

tr'or the day, ataff cars vril1 be parked. only in the general area of the playground.

lvhich is being used. by the public, The norr:al staff car park wili be thc reserved.

area for the buses on1y.

wrI 4rlpgN0EtrE.ryrs qa_BE@_tg_lrrE_auliEN0E Ar 11 ff
The aud.ience are asked. to observe the fo3.I.owing d:irections:-

(f) As the choir rises all wllL stand rxrtil liRH is seated on the platforn.

(Z) .After the National Anthen the auf,Lenee vri1l renain standing until IIRH Leaves

the stage. Thereafter, the audience should resr:me their seats r.'hile the choj-r

sing.

(:) -After the plaque has been r:nveiled at the

coffee in the house roof,rsr The aud.ience

leave the hall., Thereafter, guests I'l-ill

tickets as they go out i-n ord.er that they

naj-:n door guests are invited. to have

will renain seated. until the choir

leave by the rear d.oor and show their

nay be directed. to the approrriate

roolns.

(+) It is regretted that guests cannot be allowed into other parts of the school-

urrtiL efter HBI{ has left at approxi.aateay a2.2A. Thereafter, however, thry

are r.'eloone to i:espeet tire bui-I&ilg.

(f) i.rgr oenber of t&e audience sishing to leave the school aay do sc betaeen
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(z)

(8)
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approxi.nate\r J.L.45 and.l2.5 pn, but cannot be re-adraittecL. Cars nay be ,

renoved. ffou the car park only betrreen these tines or af,ter ttRlr cleparts.

Those nenbers vrishing to see HRH leave nust leave the house roons att later
than 12.5 pn (an lntinatlon lrirL be g.iven of this). Those who have not Left

by then miLl be reguired to reoain in the roous rrntiL IfiH has passed through

their part of the bu5.1ding.

Ihe speoial- buses for the City Chanbers party will leave froa the parking area

at the rear of the sohool at 12 Doorrr

To avoicl oonfusiorl nenbers of the aud.ience are askecL to oomp\r lrith the

directions of staff and. janitors who are on dufir throughout the bulkli:ogr
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PIdqE'Oru PAXIY

The seati.ng plan has sLiLL to be finaLised-
on the p1.atfern will be: -

APPENDIX B

Pr'ovi siorrall-y the persorurel

Platform Far,ty (led. on by $Ir. Woodl-,rarcl)

Treastrer & }bs.
Councillor & I[rs.
Councillor & Mrs,
Councillor & irfns.
CounciLl,or & Mrs.
},frs. T{tllis
l{rs. Din:irid.dj-e
L[rs. Knox
Chaplain
L[r. & ].[rs. Gratram
l,fr. & &Ers. Bnunbon

ff Presentation partjr (tea on by iriIr. alexa*d.en)

Iaily kovosb
Chaiirnan

Corysonec of Sahools Sib-€6a:{nlttee

Director of, Edr,rcation
Senion De,pube Direstor of Ed.uoation
Appoiribed. Architeot
Headmaster

Ifi eoJral partff (Iea on by eity Offlic*)
Her Boyal- Illghness
Lad.y in'lfaiting
Iord Provost

I&, & }bs. Borlanct
tr&*r & 16.s. Steel-e
Ivlrs. Beith
lr&rs. Forbes
1\6ns. Hotrston
lvlrs. Barnbeg.
L{r. HaLl
Surrrepr - Bailie Adamson
Contractor - irfu. Iriarrson
Head of Departnent - L[r. Dn:mroncl
Head. of Departmerrt - },tr. DougS-4s

Brechin
Jameson
Borthr'rick
Hurf
Fitzpatriclc


