
 
 

 
 
 
 
 
 
Dear Potential Applicant 

Bursar 

Thank you for your interest in the Bursar post at Elemore Hall School.  This post is 

permanent to start on 1st July 2021 (or thereabouts).  

Elemore Hall has been an established Durham County Council Special School since 1959. 

The school plays a vital part in the educational provision for pupils with Social, Emotional & 

Mental Health Difficulties within County Durham.  The Governors and staff are committed 

to providing a high quality service for our pupils and their families, where appropriate in 

conjunction with other professional agencies. The quality of our work has been 

consistently recognised as GOOD or Outstanding by OFSTED and we remain determined 

to be at the forefront of provision in this sector of education. Our building and grounds are 

unique and a crucial part of our provision. Elemore Hall itself is a three hundred year old 

Grade 1 listed manor house set in 40 acres of woodland and fields. The original building 

has been added to over the years to provide more accommodation and in 1994 and 2015 

modern classroom environments including a sports hall and music studio were built. 

On 1st September 2021 we begin the next chapter in the school’s history when we expand 

to take over the Windlestone School and PACC sites. The Elemore site is based on a 

grade 1 listed building, the Windlestone site is a modern, purpose built school, and the 

PACC site is located in a small 1970s building – the three sites are located about 20 

minutes apart by car. The expansion will increase our pupil population from 86 to 186 and 

the staff team will double to well over 100 as well as the number of sites to three. To meet 

the needs of the expanded school and to ensure that there is consistency across the three 

sites we have devised a staffing structure covering all roles and responsibilities. Most staff 

and pupils are already in place across the three sites, however the Bursar position is a 

new role in school designed to oversee the financial, administration, facilities, domestic 

and catering aspects of the school. The Bursar will have a team of staff covering all these 

support positions and in turn will receive support from the Head of Support Services and 

the Headteacher. This is an exciting opportunity for the right person but not for the faint 

hearted. This will be a demanding, dynamic role where the successful candidate will be 

expected to work across three sites and bring a staff group together who have not 

previously worked as a team. The existing administration, site, catering and domestic staff 

on the different sites are an extremely positive group of people but they need leadership to 

ensure that they remain positive and that they continue to provide the excellent support to 

keep the school functioning. 
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Hard work, flexibility, striving for high quality, resilience & determination, teamwork 

and a sense of humour are key elements of being a successful member of staff at our 

school.  Please find out as much as possible about the school to ensure that this is the 

right job for you and that you are able to rise to the challenges that it brings!  This is a 

unique post in a unique environment and will be the ideal job for the right candidate. There 

will be opportunities to develop the role further for depending on the successful 

candidate’s abilities and interests. 

The job description outlines the main aspects of the role but a better understanding can 

probably be achieved by speaking with Hilary Johnson-Browne, (Head of Support 

Services) or myself. Potential candidates are encouraged to visit the school for a look 

around. Please contact the school on 0191 372 0275 to arrange this. 

I would urge you to visit the school website:-  www.elemorehallschool.com   where you will 

find out more about the Elemore Hall element of the expanding school. 

 

Completed application forms, along with a covering letter of application outlining why 

you would like to work here and why you think that you would be a good candidate for the 

post, should be emailed to me personally at richard.royle@elemorehallschool.com by  

5.00pm Wednesday 19th May 2021.  Please note: Applications without a covering letter, 

without the basic required qualifications or without two references (including your current 

employer) will not be considered. We hope to hold face to face interviews during the week 

beginning 24th May 2021. 

Yours sincerely   

Richard Royle 

 

Richard Royle 

Headteacher 

http://www.elemorehallschool.com/

