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Alinjarra Primary School Board   
 

MEETING MINUTES 

Meeting Wednesday, 31 July 2019 (7pm / Staff Room) 

Apologies Emma-Mae Kapuscik 

Attendees 

 

Parent Members: Adrian Humphrey, John Clancy, Karen Tilsed, Sarah Bottcher 

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

Invited Attendees Fiona Bode, Manager Corporate Services Alinjarra PS  

Draft minutes prepared by Sarah Bottcher, 31 July 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 (Karen) 
 
Karen opened the meeting, noting Emma-Mae’s apology and comments that were provided.   
No conflicts of interest were identified. 
 
Karen confirmed that the Board’s email (alinjarraschoolboard@outlook.com) is up and running.  
There has been no correspondence in, apart from setup emails from Microsoft. 
 
Karen raised the following as matters for general housekeeping: 

 Printed copies of meeting documents will not be provided at the meeting.  Where Parent 
Members require printed copies, a request to Steven can be made (arrangements will then 
be made for printed documents to be sent home). 

 

Members noted the use of Connect 
for Board business going forward. 

mailto:alinjarraschoolboard@outlook.com
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 Going forward, the Department of Education’s Connect system will be the main 
communication tool for the Board.  Sarah asked how the Connect accounts work with the 
rollout of Connect to parents for individual classrooms.  Suzanne advised that parents on the 
Board will have two separate Connect accounts (each with separate logins details – an “EV” 
login for the Board and a “P” login for classroom use). 

 While the Board will move to an electronic environment, a hardcopy “resource file” will be 
maintained by the Chair.  This file will hold copies of all main documents (e.g. ToR, CoC, 
agendas and minutes) for easy reference at meetings.  

2. Minutes from previous meeting (Karen) 
 
Minutes confirmed accurate and endorsed – Moved: Suzanne / Seconded: Laura 
 
Where required, Members provided an update on the action items from the meeting. 

 Karen confirmed that John is now officially a Parent Member on the Board. 

 All Parent Members have either commenced or completed their Criminal Screening Check 
(on completion of the check, the Screening Clearance Number is to be provided directly to 
Steven for school records). 

 Adrian and Sarah still to provide their profile information to Karen.  

 Steven advised that the school’s Delivery & Performance Agreement had not been received.  
He will contact Karen when it is received for signing (the Chair of the Board is a signatory to 
the Agreement).  All Members will be advised once the Agreement is signed. 

 Karen will be checking the availability of Members for future meetings. 

 All other items have been actioned. 

 

3. Principal’s report (Steven) 
 
Steven welcomed Fiona to the meeting to provide an overview of the school’s financial position.  
Fiona tabled the school Cash Report for July and provided copies to Members.   
 
Fiona provided an overview of the reporting process and explained how the Cash Report is 
structured.  

 Cash reports are done at the end of each month.  All data is entered and sent to Central 
Office for review.  There is an ongoing working budget with individual cost centres. “C” 
accounts represent funds in, while “D” accounts represent funds out.   

 

Fiona will be invited back in Term 4 
to provide an end-of-year update on 
the school’s financial position. 

 

Karen to upload Cash Report and 
Steven’s notes to Connect for the 
Board’s records. 
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 96% of allocated funds from student central funding must be spent on the students enrolled 
for that year. This is a Departmental directive.  There are limits on amount of total savings – 
savings must be allocated to a purpose (e.g. the replacement of interactive whiteboards).  

Karen asked Fiona to explain how the voluntary contributions are recorded in the Cash Report.  
Fiona confirmed that the Cash Report shows a budget estimate of voluntary contributions only, with 
the estimate based on historical data.  It does not represent the full value of contributions that the 
school can collect, given actual collection (payment) rates.  The school’s collection rate is currently 
lower than this time last year.  Members briefly discussed how the school could improve its 
collection rate, noting that the Board will complete a more detailed review of the school’s 
Contributions and Charges at a future meeting.   

Fiona left the meeting after completing her discussion on the school’s financial position.  Members 
thanked Fiona for her time.    

Steven gave his Principal’s update, covering the following matters.  A copy of Steven’s notes was 
provided to Karen for the Board’s records (Karen will upload these notes to Connect). 

 Public School Review 
o Every public school is required to undergo a Public School Review, which aims 

assess the effectiveness of the school in question.  The review is conducted by the 
Department of Education. 

o Alinjarra’s School Review is happening in September.  Steven is working with 
relevant staff to prepare for the review.  This is a current operational priority, with 
information to be submitted by 17 September (for a 25 September review). 

o There is a direct role for Parent Members in participating in an ‘interview’ with the 
Department’s review team.    

 Positive Behaviour Support (PBS)  
o The school is looking to implement PSB, which aims to improve student academic 

and behaviour outcomes through an operational framework.  The framework is 
determined by the school. 

o PBS is based on a 3-tier model, with tier one covering 80% of students – the 
framework is therefore targeted at preventative and proactive outcomes for the 
majority of students (and not just targeted at high-risk students). 

 School Business Plan 
o The first two focus areas – Successful Students and High-quality Teaching & 

Learning – have been completed and reviewed by staff, with positive feedback.  

 

Steven to present drafted sections of 
the School Business Plan to the 
Board and provide direction on what 
input is required from the Board for 
the Community focus area. 
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There are some changes to make.  These areas of the Plan will be presented to the 
Board at the next meeting. 

o The next focus area is Community.  The Board will have the opportunity to provide 
input into this area. 

o The timeframe for work on the Plan has been adjusted to accommodate the Public 
School Review that is taking place in September.     

 Deputy Principal Position 
o Advertising for this position will happen soon, with the closing date being the end of 

August.  It is expected that the successful candidate will commence in Term 4. 
o Steven acknowledged the work done by Laura while acting in this role to date. 

 Intervention Programs 
o Steven advised that he has requested a teacher to investigate intervention programs 

that have a ‘student with needs’ focus.  The current aim is to identify programs that 
will deliver the best outcomes for our students with needs.  

o Steven talked about the need for differentiated curriculum within year levels and 
classrooms to better meet the needs of individual children, as well as the need to 
focus on engagement strategies.  Engaging children may be the trick to moving 
forward.   

4. Terms of Reference and Code of Conduct documents (Karen) 
 
Karen thanked Emma-Mae for completing a first review of the Terms of Reference (ToR) and Code 
of Conduct (CoC). 
 
Karen took Members through the final draft of the ToR, which had been prepared based on the 
decisions made by the Board at the previous meeting.  Karen noted a new area that had been 
added and not yet considered by the Board.  Part 12.10 (Resolutions out-of-session) had been 
added to the ToR after considering Harmony Primary School’s ToR.  Members agreed that the 
ability to make out-of-session decisions was beneficial and should be included in the ToR. 
 
Karen took Members through the final draft of the CoC.  Karen noted that while the document is 
based on the Department’s suggested Code, she had reorganised the information into five themes 
(groups) to improve its readability.  
 
Members approved both documents and agreed to review them in Term 1, 2020.  Both documents 

 

Terms of Reference and Code of 
Conduct approved.  Both documents 
to be reviewed by the Board in 2020 
(Term 1). 

 

Karen to finalise both documents for 
publication on the school’s website. 

Karen to also upload documents to 
Connect for the Board’s records.  
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are to be published on the school’s website.  

 

5. Yearly overview planner (Karen)  
 
Karen provided an overview of the intent of the yearly planner, noting the current position of the 
Board (i.e. the current activities of the Board do not reflect an ‘ordinary year’, and in particular the 
timing of when things are/should be considered by the Board) 

 Page 1 of the planner (School Operational Outputs) has been included for Parent Members 
to understand what operational activities are happening for the year.  This information would 
be populated by the Staff Members on the Board. 

 Members considered the suggested items for each of the school terms, noting that the Board 
would review and finalise the planner at the start of each school year. 

 Members agreed that the yearly planner should stay in its draft form until next year.  The 
Board will reconsider the planner and complete it for 2020 at its first meeting that year. 

 

Activities for remainder of 2019 

Members discussed the items that need to be covered before the end of the year, noting that there 
were effectively two ordinary meetings left before the Board’s Annual Public Meeting (being the last 
meeting for 2019).  The following items were identified: 

 Term 3 (next meeting) – school photos, booklist requirements, contributions and charges 

 Term 4 (meeting 1) – dress code 

 Term 4 (meeting 2) – Annual Public Meeting 
 
Members briefly discussed the satisfaction with the school photos taken this year.  There were 
mixed opinions.  Steven suggested talking to other schools in the area to obtain any 
recommendations on school photographers. 
 
Members also discussed the current booklist supplier arrangements.  Suzanne advised that the 
booklist provider had in the past been contracted to provide services for one year only.  However, 
the supplier used last has suggested that its contracted service period was in fact two years.  Karen 
and Sarah both agreed that the School Council had in the past reviewed the booklist provider 

 

Yearly overview planner to stay in its 
draft form and be completed in 
2020. 

Priority items for the rest of the year 
were identified.  

Last meeting of the year will be the 
Board’s Annual Public Meeting.  

 

Steven to contact other schools in 
the area to find out which school 
photographer they use. 

 

Suzanne to confirm booklist supplier 
arrangements. 
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annually.  Suzanne will clarify the booklist provider situation and inform the Board at its next 
meeting. 
 
Members agreed that the School Dress Code needed to be reviewed by the Board and that the 
Code should incorporate the Year 6 leavers’ shirts.  It was agreed that Term 4 (meeting 1) would be 
the meeting for its review.  Karen suggested that the Board should also try to review a school 
program.  Given its use and success in recent school assemblies, the ‘Talk-for-Writing’ program was 
identified as a good program to review/discuss first.  
 
The last meeting of the year will be the Board’s Annual Public Meeting.  It was agreed that this 
meeting should focus on the achievements of the Board and school.  

6. Other board documents – Member profiles and meeting procedures (Karen)  
 
Karen advised Members that the member profile document would be finalised once she received 
everyone’s information.  Sarah provided her answers to Karen at the meeting.  Adrian will provide 
his information and photo as soon as possible. 
 
Suzanne suggested that it would be useful to include for Parent Members the years that their 
children are in at school.  This information may assist and encourage other parents to engage with 
the Board.  All Members agreed that this was a good idea.  Karen will amend the document to 
include this information.  
 
Before finalising the document, Karen asked Members to consider the current elected terms of 
Members and whether any Members were open to adjusting their terms to start succession 
planning.  It was noted that all Members currently hold a 3-year term.  Members agreed to change 
the elected terms of Staff Members to provide for 1-year, 2-year and 3-year terms.  Such terms may 
provide greater opportunities for contracted staff at the school and will help with succession 
planning.  It was agreed that all Parent Members should remain on 3-year terms.  Karen will amend 
the terms of Staff Members as agreed (Melanie – 1 year, Laura – 2 years and Suzanne – 3 years).   
 
Karen presented the suggested meeting procedures flowchart document.  She noted that the 
timeframes were taken from the Board’s ToR.  Members agreed that the document provided a useful 
overview of the Board’s meeting procedures and should be published on the school’s website.   
The document was approved and Members agreed to review the procedures in Term 1, 2020. 

 

Meeting procedures document to be 
published on the school’s website. 

 

Adrian to provide his profile 
information and photo to Karen as 
soon as possible. 

 

Karen to finalise member profile 
document (with agreed changes) 
and meeting procedures document 
for publication on the school’s 
website. 

Karen to also upload the documents 
to Connect for the Board’s records. 
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7. Close and next meeting date (Karen) 

Members reviewed the outcomes and actions from the meeting. 

The following items were identified as priority items for the next meeting: 

 School photographer arrangements 

 Student booklist requirements and booklist supplier arrangements 

 School contributions and charges information 

 

Members agreed that the next meeting would be held in Week 7, with the date and time to be 
confirmed once Members had a chance to consider their availability for that week.   

Karen said she would post a discussion on Connect to confirm the availability of Members for 
Week 7.  This would also provide an opportunity for Members to test out Connect.   

 

Next meeting to occur in Week 7 of 
Term 3. 

 

Karen to ask Members to confirm 
their availability for a Week 7 
meeting.  Karen to do this through 
Connect.   

MEETING CLOSED: 8:34pm  

 

 


