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Alinjarra Primary School Board   
 

MEETING MINUTES 

Meeting Wednesday, 19 June 2019 (7pm / Staff Room) 

Apologies Nil 

Attendees Parent Members: Adrian Humphrey, Emma-Mae Kapuscik, Karen Tilsed, Sarah Bottcher 

Staff Members: Laura Beahan, Melanie Brightman, Steven Noble, Suzanne Fisher 

Invited Attendees John Clancy, Interested prospective parent member 

Draft minutes prepared by Emma-Mae Kapuscik, 19 June 2019 

Note: These draft minutes are tabled at the next School Board meeting for endorsement as final.  Any corrections to these minutes are recorded in the 
minutes of that meeting.   

ITEM & MINUTES TAKEN OUTCOMES / ACTIONS 

MEETING OPENED 7:00pm  

1. Welcome and housekeeping (Steven) 
 
Steven thanked all present for attending.  He asked Members if there were any conflicts 
of interest.  No conflicts were identified.  
 
Steven welcomed John to the meeting as an interested prospective parent member and 
confirmed that he would need to put in an Expression of Interest (EOI) to join the Board.  
Steven had previously advertised for EOIs from parents in the school newsletter 
published on 18 June.  

Steven to await EOIs from parents.   

EOI period closes 28 June 2019. 

2. Minutes from previous meeting (Steven) 
 

Minutes of previous meeting to be made 
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Minutes confirmed accurate and endorsed.  
 
Moved: Suzanne Fisher  
Seconded: Sarah Bottcher 

available on school website. 

These (and all future) minutes are to be 
emailed to Members for viewing and be made 
available on the school website within one 
week of the meeting date. 

Minutes are to be formally endorsed by the 
Board at the next meeting. 

3. Nomination and election of Chair and Secretary roles (Steven) 
 
Steven asked for nominations for Chair from the members. Karen self nominated.  
Elected unopposed. Steven handed meeting to Karen.   
 
Secretary position discussed. Members decided no formal position was required and that 
the position would be limited to a minute taking role and could be shared between 
Members.  Sarah & Emma-Mae agreed to undertake and share the position.  Agreed by 
the Board. 

Karen elected as Chair. 

 

Sarah and Emma-Mae to undertake and share 
Secretary position (minute taking role). 

4. Principal’s Report (Steven) 
 
Steven indicated that his report would be brief due to the nature of the agenda.  He 
outlined six identified areas that will be shared and discussed with the Board in meetings 
to follow. 

 New Deputy Principal – position required to be filled in Term 3, with feedback 
possibly sought from the Board about what is required. 

 Students at Educational Risk (SAER) Policy – reviewing this policy, with feedback 
sought from the school community. 

 Learning Support Coordinator – developing such a role within the school. 

 Play Based Learning – looking into the school’s position on this, including 
community input. Years K-2 will be the priority, but also extending and including 
Years 3-6. 

 Behaviour Management in Schools (BMiS) Policy – incorporation of Positive 
Behaviour Schools (PBS) into the school’s policy. 

 Workforce management – looking at succession planning for future appointments. 

Steven to invite Fiona to present at the next 
meeting. 
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Steven tabled the school Cash Report and provided copies for members.  Fiona Bode 
(Manager Corporate Services, APS) to be invited to present an in depth review of the 
Comparative Budget Report and Cash Report at the next meeting. 

5. Department of Education online resources for School Boards (Karen)  
 
Karen shared that she had visited the Department of Education website link that was 
provided at the last meeting.  There are five modules of online training that she thought 
was interesting and noted that this information was easier to read compared with the 
Department’s Information Package document.  Karen also shared that there will be “on 
demand” training available for school boards from 1 July.  
 
Steven shared that the information as to what on-demand training would consist of was 
not yet available. 
   
Karen noted that the criminal screening check of elected Members was yet to be done.  
Karen suggested that parent members go online and complete the process as a matter of 
priority. 

Parent members to go online to the Dept. of 
Education’s website and complete the Criminal 
Screening Check, and provide the Screening 
Clearance Number to Steven when received. 

Refer to: 

https://www.education.wa.edu.au/ncchc/school-
council-and-board-members  

6. Creation of Board documents – Terms of Reference & Code of Conduct (Karen)  
 
Terms of Reference 
 
Karen shared that the Department of Education’s model terms of reference document 
needed to be amended as required to make it relevant to Alinjarra.  Karen ‘walked’ 
Members through the model document with discussions held on items that needed input 
and a decision made.  Members:   

 Agreed to name the Board, Alinjarra Primary School Board. 

 Discussed membership size and decided to include a range of between 9 to 12 
members. 

 Discussed membership composition and decided on: 3 staff members (in addition 
to the Principal), 6 parent members and 2 community members. 

 Agreed to hold at least one meeting per term, with a minimum of four meetings per 
year.  Karen indicated that it should be our aim to have two meetings per term at 

Terms of Reference 

Karen will apply the changes to the Dept. of 
Education’s model ToR document and will send 
a draft to members prior to the next meeting.   

Draft ToR to be discussed and finalised at the 
next meeting. 

Code of Conduct  

Karen will make the Dept. of Education’s 
suggested CoC our own and will send a draft to 
members prior to the next meeting.   

Draft CoC to be discussed and finalised at the 
next meeting. 

https://www.education.wa.edu.au/ncchc/school-council-and-board-members
https://www.education.wa.edu.au/ncchc/school-council-and-board-members
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this stage.  Members agreed with this. 

 Discussed how the school community should be notified of meetings and agreed 
that meeting agendas should be made available at least one week prior to the 
meeting.  The school website and other appropriate electronic medium (as 
decided by the school, with the input from the Board and community) will be the 
method for communication. 

 Discussed the need to advertise the Board’s Annual Public Meeting.  Sarah 
queried the logistics of this. Steven advised that all board meetings are essentially 
public.  The annual public meeting was typically ‘advertised’ as the meeting is 
generally celebratory in nature to announce the achievements of the school and 
it’s Board.  It was suggested that the Board could present its Annual Report at this 
meeting and it should therefore be held towards the end of the year (Term 4). 

 Discussed the notice period for Special Board Meetings.  Karen suggested giving 
the community at least 14 days notice for this type of meeting.  Members agreed 
with this. 

 Discussed what percentage the quorum should be for meetings (i.e. the minimum 
number of Members required).  Steven suggested 70-75% so that the discussions 
can be more effective and purposeful.  70% was the agreed quorum. 

 Discussed the notice period for motions.  As Chair, Karen shared that it was her 
intent to call for agenda items 14 days prior to the meeting, with the final agenda 
to be shared 7 days prior.  Steven shared that items needing a motion (vote) 
would likely be discussed and then decided at the following meeting.  The 
suggested timelines were agreed to. 

 Agreed that voting was to be done either by a show of hands or ballot.  This would 
provide the Board with flexibility to choose the most appropriate voting method for 
the agenda item being discussed. 

 Discussed the appointment terms of membership positions.  Steven suggested 
that we should aim to have a range of terms available for parents to allow for 
succession planning of the Board.  It was suggested that such positions be made 
available for between 1 and 3 years.  Emma-Mae suggested this should also 
apply to staff positions.  

 
Code of Conduct 
 
Karen read through and summarised the intent of the Department of Education’s 
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suggested code of conduct for school boards.  
 
Steven advised that an important goal of a code of conduct was to create ‘one voice’ that 
promotes the school and is based on consensus.  That is, we may not all agree, but we 
can all abide by and support the decisions made by the Board (as one voice). 
 
Karen suggested that, for now, we use the Department’s suggested code of conduct as 
written and see how it works for us.  This was agreed to. 

7. Board contact details and planning documents (Karen) 
 
Contact  

 Karen shared that she didn’t want her personal contact information shared with 
the wider school community and suggested setting up a central email address for 
the Board to be accessible by the Chair and Secretary (with login details passed 
on as these roles change hands).  This email address would be shared with the 
community as a direct contact to the Board.  Members agreed to this and that the 
use of an ‘outlook’ account was preferable to a ‘gmail/hotmail’ account. 

 Karen shared suggestions to raise the profile of the Board and provided sample 
wording for the website and member profiles.  Karen indicated that she would be 
willing to “meet and greet” at assemblies and other events.  Steven spoke of his 
experiences of school board involvement at his previous school (e.g. wreath laying 
at ANZAC Service, presenting awards, holding morning teas). 

 Karen suggested that when the school is developing yearly planning documents, 
they share key events/dates where Board representation is needed so Members 
can make themselves available. 
 

Planning  

 The Board discussed community members and co-opted membership. John 
asked what community members we were thinking of including.  A range of 
options were shared – real estate agents, Local Council members, MLAs, high 
school staff members, university staff members etc. 

 The Board agreed that a yearly planning (meeting) document and meeting 
flowchart (with timeframes) were the primary documents needed. 

o Yearly Meeting Plan – Karen has started gathering ideas for this and is 

 
Karen to set up an outlook email address for 
the Board: 
alinjarraschoolboard@outlook.com  
 
Parent Members will provide a photo and 
information to Karen so that she can complete 
the suggested member profile document. 
 
Karen to draft Annual Meeting Planner and 
Meeting Flowchart for discussion at next 
meeting. 
 
When possible, Suzanne will update Connect 
Community ownership to allow for efficient 
dissemination of information to Members. 

mailto:alinjarraschoolboard@outlook.com
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working off the document shared by Steven at the last meeting to develop 
a suggested plan.  She intends to have a draft plan ready for discussion at 
the next meeting. 

o Meeting Flowchart – Karen is working on this and will share a draft of this 
at the next meeting. 

 Department of Education’s Connect Community (website portal) – Karen asked 
about access to this for sharing information and record keeping.  Suzanne shared 
that the ‘ownership’ (administration) of this was still held by Lesley and Janese, 
but this would expire at the end of this term.  In Term 3, Suzanne will be able to 
amend the membership structure and give ‘owner’ access to the Board Chair & 
Secretary, for the purposes of sharing and recording documentation more 
efficiently.  Karen asked about archiving previous Alinjarra School Council 
information.  Emma-Mae suggested that these documents could be archived 
within in a folder in the existing Connect Community. 

8. IPS journey – where to start and what to do? (Steven) 
 

 Steven discussed the creation of Alinjarra’s Business Plan and the Delivery & 
Performance Agreement (DPA).  The school is still waiting to receive the DPA 
from the Department of Education.  This will be shared when available.  Steven 
shared “A Guide to Developing Your Business Plan” document with all present. 

 Steven has looked at a number of other schools’ business plans.  Staff input into 
our Business Plan has been sought and a group of 7 staff are going to workshop 
planning ideas before sharing more broadly with other staff and the Board.   

 Karen asked about the Board’s role in developing the Business Plan.  Steven 
shared that the areas of “communication” and “community engagement” would be 
key areas for input. He highlighted that the main role of the Board is to validate the 
plan. 

 Members discussed effective communication methods, how parents access 
information (e.g. Facebook) and how information could be made available going 
forward.  Members identified that the school needed to better consider the needs 
of families with English as an additional language/dialect. Suzanne suggested that 
some of the available online newsletter platforms provided translation options and 
this was something we could investigate. 

 The involvement and engagement of the wider community was also raised by 

 
Steven will share the DPA when available for 
signing (the agreement is to be signed by the 
Principal and Board Chair). 
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Steven as another potential area for development. 

 Karen asked whether both the Business Plan and the DPA ran for 3 years.  
Steven said yes, and that the end of this period previously coincided with the 
Department of Education’s IPS Review, which is now known as a Public School 
Review.  The timeline and process for this review has now changed.  Alinjarra is 
having its Public School Review next term. 

9. Close and next meeting date (Karen & Steven)  
 
Members reviewed the outcomes and actions from the meeting. 
 
The following items were identified as priority items: 

 Terms of Reference & Code of Conduct documents 

 DPA to be signed, if available 

 Board planning documents (yearly overview and meeting flowchart) 
 
Next Meetings:  

 Wednesday, 31 July 2019 at 7pm  

 Wednesday, 4 September 2019 (to be confirmed) 

 
Karen to confirm the general availability of 
Members for meetings going forward. 
 
 

MEETING CLOSED 8:40pm 
 

 

 


