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Mount Lawley Primary School Board 

Minutes of Meeting 

1 June 2017 

 

 

Attendees 

Staff Members: 
Grace Adam (GA)  
Debbie Taylor (DT) 
  

Parent/Community Members: 
Steve Williams (SW) (Chair) 
Tim Dickie (TD)  
Mei-Ling Day (MD) 
David Abbott (DA) 
Alberto Tassone (AT) 
Mark Burns (MB) 
Cara Davis (CD) 
Gemma Scarparolo (GS) 

 

Co-opted non-voting members:  
None 

 

Observers:  
None 
 

Presenters/Others: 
Lisa Freegard, (LF) Corporate Services Manager  
Sandra Martin (SM, Vice Principal) 

 

1. Welcome and Apologies.  Actions 

 
The meeting was opened by SW at 7.00pm. Apologies were received 
from Cavelle Monck, Principal (CM), Amy Lander (AL) and Narrelle 
Thambipillai (NT).  
 

 

There being not less than 60% of members present in person, a 
quorum was formed.  The Agenda was confirmed.  

 

 

2. Disclosure of Interest Actions 

No conflicts of interest were disclosed. 
 

 

3. Information – Minutes of Previous Meeting Actions 

The meeting noted that the minutes of the Meeting on 11th May 2017 
had been approved as complete and accurate by circulation email. 

TD proposed the following changes to Board minutes and process: (1) 
minutes will not be circulated for comments and approval after the 
meeting but instead circulated with pre-reading and approved at next 
Board meeting; (2) minutes would take the form of a summary of the 
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discussion and decisions taken by the Board.   After some discussion, 
and an objection noted by DA, the Board agreed to proceed with these 
changes. 

 

4. Discussion - Action Register Actions 

TD presented the Action Register. It was agreed that the following 
Actions were completed and would be deleted: 2017/01, 2017/04. 

It was noted that all other Actions were on the Agenda to be 
discussed, or were not yet due. 

4. MLPS Board 

Action Register 1 June 2017.pdf
 

TD to add actions from 
meeting to Action Register. 

5. Principal’s Update Actions 

In CM’s absence SM gave the Principal’s update: 

- Staff performance management observations and feedback 
were underway; 

- A shortlist of 4 candidates for the Year 3 vacancy will be 
interviewed on Tuesday 6th June; 

- Winter sports were in full swing, with a high level of 
sportsmanship being displayed by all pupils taking part; 

- Teacher development session was held on STEM, including 
basic coding; 

- End of term reports are in progress and will be finalized by end 
of next week; 

- Year 6 is undertaking two fundraising events, with proceeds to 
go to Yr 6 Camp and a nominated charity; 

- An incursion by the Life Education van is scheduled for Week 
9 and will be visited by all students. Parents are also invited; 

- CM looked forward to providing the Board with an update 
following the Board induction sessions on 29/30 May. 

 

 

 
 

6. Decision – Proposed Changes to the Uniform/Dress 
Code 

Actions 

 

DA presented a marked-up version of the Uniform/Dress Code 
incorporating changes in respect of (1) hats to be worn all year as 
required; (2) references to Council amended to Board; and (3) updates 
from P&C relevant to uniform shop. 

6. Draft 

School_Dress_Code_Policy_Rev1.1_2017_5_19_DCA.pdf
 

DA noted that the Code referenced the School Sunsmart Policy which 
needed to be reviewed and updated by the School. The Board 
unanimously endorsed the revised Uniform/Dress Code and thanked 
DA and DT for their work in this item. 

 

 
CM – review and update 
Sunsmart Policy. 
 
DA to provide a clean 
electronic copy of the 
Uniform/Dress Code to TD 
for publication. 
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Mount Lawley Primary School Board 


Action Register 


 1 June 2017 


 


 


Action When Who Update 


2016/21 Provision of before and after school care – formation of 
sub-committee 


Term 1 2017 DA DA to organize first meeting. 
On Agenda. 


2016/24 All Board members to complete inductions During 2017 All Online modules, and session 
in May. On Agenda.  


2016/26 Board to develop strategies for issues identified in 
Parent Survey 


By end Term 2 2017 Principal Not due 


2017/01 Delivery & Performance Agreement - Chairman to liaise 
with Principal to sign DPA.  


30 June 2017 SW DPA signed - delete 


2017/02 Board Plan & Targets – SW to incorporate unto 
monitoring document 


For half year review 
– Term 3 


SW Not due. 


2017/03 Training – Board members to complete training modules 
(duplication of 2016/24 above) 


1June 2017 All Circulated to members – 
Members to confirm – on 
Agenda 


2017/04 Letter of Appreciation – agree template for future use, 
send to Sandra Parsons, Apple Stegner, Jarrod Hector.   


asap TD develop template from 
previous letters 


2017/05 Dress Code – Update to provide for the wearing of hats 
when outside all year round. 


1 June 2017 DA/DT DT/DT to present revised 
wording – on Agenda. 


2017/06 Police Clearance Check – All Board members to 
complete 


Before Term 3 All CM to circulate information – 
On Agenda 
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1.1 


Don Barba, Principal 


Endorsed by Council: 23 October 2014 


 


Cavelle Monck, Principal 


Endorsed by Board: 1 June 2017 


 


 
Revision Details 
 


REV BRIEF DESCRIPTION OF CHANGE 


1.0 First issue for use. Incorporates: Council resolutions from 2012; content from School Dress Code dated 2012 and 
Uniform Shop information on the school website. Addition of: uniform for pre-primary commencing 2015; information 
about managing non-compliance; clarification of inconsistencies in published information about uniform. Incorporates 
comments from community feedback and Council meeting 23 October 2014. 


1.1 Incorporates approved changes to students wearing hats at all times during the year when outside.  
Changes “Council” to “Board” after becoming an Independent Public School (IPS). 
Includes Leaver’s polo shirts for Year 6 students. 
Includes explanatory notes regarding possible Uniform Shop stock plans. 


 


SCHOOL DRESS CODE POLICY 


REVISION 1.1 
DATE June 2017  
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1   Introduction  


Mount Lawley Primary School supports a School Dress Code Policy and encourages 
wearing of the school uniform.  School dress requirements are tangible evidence of 
the standards expected of students. A school's dress requirements play an important 
role in promoting a positive image of the school and creating a sense of identity 
among students.  The benefits of dress requirements include: promoting safety of 
students through easier identification; keeping costs of clothing within reasonable 
limits for parents; and assisting students to learn the importance of appropriate 
presentation. Being suitably groomed is part of the process by which students learn to 
engage with the community. 


 


Parents are asked at the time of enrolment to take responsibility for outfitting their 
children according to the requirements. Enrolment is not conditional upon agreement. 
 
This Policy was developed in consultation with the school community.  It has been 
endorsed by the School Board and approved by the Principal. The Principal and staff 
shall be responsible for its implementation. The Principal may grant exemptions and 
impose sanctions as provided in Regulations 35 and 36 of the School Education 
Regulations 2000.  
 
The Principal, with the assistance of the School Board, shall ensure that this Policy is 
reviewed as required, but no less frequently than every 3 years.  Review of this Policy 
shall be conducted in consultation with the school community. 


 
2   Definitions 
In this Policy - 
 


 Dress Code means “A standard of presentation and items of clothing worn by 


students.  The Dress Code reflects school community standards and balances the 


rights of individual students with the best interests of the whole school 


community”. 


3   Dress Code Policy  


At Mount Lawley Primary School we believe that the School Dress Code will enhance 
our vision of Together - Learn, Respect, Inspire, Create, Celebrate through: 


 promoting a sense of belonging and pride in the school community; 


 giving the school a unique identity; 


 creating a sense of equity for the students; 


 being practical in its application to a wide range of physical activities and 


weather conditions; 


 being appropriate for both boys and girls offering a range of choices to suit 


activities; 


 ensuring students observe health, safety and decency standards; 


 eliminating competition for brand name, "fad" clothing and the wearing of 


inappropriate clothes and accessories; 


 eliminating wearing denim in accordance with Department of Education Policy; 


 enhancing the public image and status of the school; and  


 promoting the school’s SunSmart Policy. 


  



http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/dress-requirements-for-students.en?bbp.9.policyID=14559260&bbp.s=10&bbp.e=select&bbp.10.pane=0&bbp.v=1&bbp.i=d0.n.1&g11n.enc=UTF-8

http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/dress-requirements-for-students.en?bbp.9.policyID=14559260&bbp.s=10&bbp.e=select&bbp.10.pane=0&bbp.v=1&bbp.i=d0.n.1&g11n.enc=UTF-8

http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/dress-requirements-for-students.en?bbp.9.policyID=14559260&bbp.s=10&bbp.e=select&bbp.10.pane=0&bbp.v=1&bbp.i=d0.n.1&g11n.enc=UTF-8
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The School Dress Code seeks that students come to school in a neat and tidy 
manner.  To this end students are required to: 


 wear full school uniform and not just part of the uniform; 


 not wear nail polish, makeup or temporary tattoos; 


 ensure that shoulder length and longer hair is tied back; 


 ensure that hair is clean, brushed and kept off the face including fringes being 


out of eyes; and 


 not wear denim. 


In addition: 


 jumpers tied around the waist are not allowed; 


 extreme hairstyles including extreme colours, dyes or rinses are not allowed 


unless as part of school endorsed activity; and 


 dangly earrings, bracelets, rings, necklaces (if they present a safety risk to the 


student or other students) are not to be worn.  Children who wear these to 


school will be asked to remove them in the interest of safety and they will be 


returned to parents via the school office. 


3.1 Non–compliance with the School Dress Code  


 
Where a student’s presentation and/or clothing is not consistent with the School Dress 
Code, measures will be taken by the Principal and/or school staff. This will include 
contacting parents.   Sanctions are limited to one or both of the following actions only 
(Regulation 36(2)):  


 preventing the student from attending any activity in which the student would have 


been representing the school; or  


 preventing the student from attending or participating in any school activity which, in 


the opinion of the Principal, is not an essential part of the educational program.  


3.2 Uniform for Year 1 to Year 6  
 
Students can choose whether to wear summer, winter or sport uniforms at their discretion.  Obviously, 
the summer uniforms have been designed for warmer weather, the winter uniforms for colder weather 
and the sports uniforms for sports activities. 
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Summer: 
 
Girls: 


 Dress OR  


 Royal blue skort or royal blue shorts and royal blue polo shirt with crest 


 Leaver’s polo shirt (Year 6 only) 


 Hat 


Boys: 


 Royal blue shorts and royal blue polo shirt with crest 


 Leaver’s polo shirt (Year 6 only) 


 Hat 


 


Winter: 
 
Girls:  


 Royal blue V-neck windcheater with crest 


 Dress with navy blue tights or leggings OR 


 Royal blue jazz pants or cargo trousers 


 Royal blue polo shirt with crest 


 Leaver’s jacket/windcheater/polo shirt (Year 6 only) 


 Hat 


 


Boys: 


 Royal blue cargo trousers 


 Royal blue polo shirt with crest 


 Royal blue V-neck windcheater with crest 


 Leaver’s jacket/windcheater/polo shirt (Year 6 only) 


 Hat 


 


Footwear:  


 Sports shoes or black school shoes 


 White socks 


 Black or dark blue school sandals 


Sport  
The school has four faction colours:  blue, green, red and yellow. The uniform for sport 
and physical education lessons is:   


 Faction polo shirts with crest 


 Royal blue knit shorts or royal blue skort for girls OR 


 Royal blue sports pants 


 Royal blue and white sports jacket with crest 


Choir:  


 Royal blue polo shirt with crest with royal blue skort for girls or royal blue shorts for 


boys. 


 Short white socks and black shoes 


Hats:  
Royal blue bucket hat with crest.  Hats are to be worn at all times when students are 
outside. during 1 September to 31 May.  Hats are not required to be worn from 1 June to 
31 August, but students are encouraged to wear hats on any sunny day or high UV index 
day. 
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Finally, while the Uniform Shop provides the official uniform items, other commercially 
available products can be substituted provided they are a similar design and a good 
colour match.  All tops, shorts, skorts and pants are royal blue.  Please note that the 
Uniform Shop may, from time to time,  decide not to stock some items or some sizes due 
to financial considerations, for example a lack of demand, minimum order quantities or 
overall stock levels. 


 
 


3.3 Uniform for Pre-Primary  


The uniform for pre-primary is the same as for Year 1 to Year 5.  It is, however, expected 
that the Uniform Shop will be unable to provide the complete uniform range in small sizes.  
Currently, the P&C have advised that they expect to stock the following items in small 
(pre-primary) sizes: 
 
Summer: 


 Royal blue knit shorts and blue polo shirt with crest 


 Hat 


Winter:  


 Royal blue cargo trousers and blue polo shirt with crest 


 Royal blue V-neck windcheater with crest 


 Hat 
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4   References 
 


Department of Education: 
http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-
framework/policies/dress-requirements-for-students.en?cat-id=3458015#  
 


School Education Act 1999, sections 123 (1), (2)(a), 128, 135, 140(d)(i), (iii)  


School Education Regulations 2000, Regulations 33 to 36, 40-42  
 


School: 
SunSmart Policy 


 


Other:  


Equal Opportunity Act 1984 


 


Disability Discrimination Act, 1992 


Sex Discrimination Act, 1984   


Occupational Health and Safety Act, 2000  


Racial Discrimination Act, 1975  


 


Comment [d1]: The MLPS SunSmart 
Policy also needs to be corrected and 
revised.  It contains references to when 
hats (“hates”) are needed to be worn. 



http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/dress-requirements-for-students.en?cat-id=3458015

http://det.wa.edu.au/policies/detcms/policy-planning-and-accountability/policies-framework/policies/dress-requirements-for-students.en?cat-id=3458015

http://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_878_homepage.html

http://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_2033_homepage.html

http://www.schooljotter.com/files/mountL/About_Us/Policies/862_16_SunSmart_Policy.pdf

http://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_305_homepage.html

http://www.comlaw.gov.au/Details/C2010C00023

http://www.comlaw.gov.au/Details/C2010C00056

http://www.legislation.nsw.gov.au/maintop/view/inforce/act+40+2000+cd+0+N

http://www.comlaw.gov.au/Details/C2009C00388
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7.  Decision – Amended Terms of Reference Actions 

 

DA presented a marked-up version of the Board Terms of Reference 
with amendments to reflect requirements set out in the DPA and in 
the training modules. 

7. MLPS BOARD 

TERMS OF REFERENCE v 1.3 Draft_rev1.pdf
 

Following some discussion on Parts 8.3 and 8.17 the Board 
unanimously endorsed the revised the Board Terms of Reference, 
and thanked DA for him work on this item. 

 

 

DA to provide a clean 

electronic copy of the TOR 
to TD for publication.  

8. Discussion – Update on Board Member Inductions Actions 

 

SW provided a brief verbal update on the IPS Board training 
workshop attended by SW, CM and LF on 29th and 30th May. SW 
noted that the workshop was of very high quality and was keen that 
themes and lessons were collected into an induction program for 
Board members, and he would work with CM to collate thoughts and 
feedback. This to include are oversight of student and staff surveys, 
amongst other things. 

 

Board members confirmed that they had completed the training 
modules 1-5. 

 
 
TD to update the Training 
Register. 
 
SW to work with CM to 
develop induction program 
based on workshop. 
 
CM to be asked to share 
workshop materials with 
Board.   
 

9. Information – Before & After School Care Sub 
Committee Update 

Actions 

 

DA (Sub-committee Chair) advised the Board that the Sub-
Committee had met last Friday, and referred the Board to the minutes 
circulated by email on 1/6/2017. SM ran through the history of before 
and after school care at MLPS and the current providers, and DA 
confirmed that the sub-committee was currently assessing options on 
the MLPS site and gathering information. Following some discussion 
on the possibility of purchasing the adjacent property currently on the 
market, SW agreed to liaise with CM to assess the level of interest in 
this course of action. DA & SW to update at the next board meeting. 

 

 
DA update Board at 3/8/17 
meeting; 
 
SW to discuss property 
purchase with CM. 
 

10. Information – National Police Clearance Checks Actions 

 

Members were progressing clearance checks, with no major issues 
reported.  

 

 

 

11. Discussion – Board Attendance at Morning Teas  Actions 

 

Date has been agreed as Friday 30th June, with both recesses to be 
attended by Board members who are able, with a low-key approach. 
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1 Name of Board 
 


The name of the Board is Mount Lawley Primary School Board. 
 


2 Definitions 


In these rules, unless the contrary intention appears- 
 


• “Annual public meeting” is the annual meeting in which the Board presents to 
the school community an annual report based on the Board’s functions. 


• “Terms of Reference” means these rules that will apply to the Board and 
members.  


• "Board" means the Board referred to in rule 1, and is a Council for the school 
for the purposes of SEA s.125.1 


• ”Director General2” means the chief executive officer of the Department of 
Education as defined in SEA s.229. 


• “Ordinary meeting" means a meeting held by determination of the Board  


• “Parent” in relation to a child, means a person who at law has responsibility –  
o For the long term care, welfare and development of the child; or 
o For the day to day care, welfare and development of the child  


• “PCA” means Parliamentary Commissioner Act 1971.  


• “Minister” means a body corporate with the name “Minister for Education”  


• “SEA” means School Education Act 1999.  


• “SER” means School Education Regulations 2000. 


• “Special meeting” means a meeting of the Board called for by written notice to 
the chairperson by parents of students at the school for a specific purpose. 


• “Student” means a person who is enrolled at the school.  
  


3 Purpose of the Board 


 
3.1  


The Board is formed with the fundamental purpose of enabling parents, members 
of the community and members of staff to engage in activities that are in the best 
interests of students and will enhance the education provided by the school.  


                                                     
1 The requirement under SEA for public schools to have a school Council for the school applies to all 
public schools including those designated by the Education Department as “independent public 
schools”.  “Board” is merely a term used by the Education Department for school councils of 
Independent Public Schools. 
2 All but one of the functions of the Director General mentioned henceforth have been delegated from 
the Director General to the Deputy Director General, Schools, under the current delegation instruments. 
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4 Functions of the Board 


 
The Board has the following functions: 


 
4.1 


To take part in: 
a) establishing and reviewing from time to time, the school’s objectives, 


priorities and general policy directions; 
b) the planning of financial arrangements necessary to fund those 


objectives, priorities and directions;3 
c) evaluating the school’s performance in achieving them; and 
d) formulating codes of conduct for students at the school. 


4.2 
With the approval of the Director General, to take part in the selection of, but not 
the appointment of, the school principal or any other member of the teaching 
staff.   


 
4.3 


To consider whether to approve: 
a) of a charge or contribution determined by the principal for the provision 


of certain materials, services and facilities; 
b) of the costs determined by the principal to be paid for participation in 


an extra cost optional component of the school’s educational program; 
c) of the items determined by the principal to be supplied by a student for 


the student’s personal use in the school’s educational program; and 
d) of an agreement or arrangement for advertising or sponsorship in 


relation to a government school. 
 
4.4 


To determine in consultation with students, their parents and staff a dress code 
for students when they are attending or representing the school. 


 
4.5 


To provide advice to the principal of the school on: 
a) a general policy concerning the use in school activities of prayers, 


songs and material based on religious, spiritual or moral values being 
used in a school activity as part of religious education; and 


b) allowing time for the special religious education of students in the 
school, but the total number of hours so allowed in a school year is not 
to exceed 40. 


 
4.6 


To promote the school in the community. 
 


                                                     
3 The principal submits the school’s budget to the Board for consideration, endorsement and inclusion in 
the school development plan. Endorsement from the school Board must be obtained for any major 
revision to the budget, which has an impact on the original programs and priorities (Section 5.1.4 
Department of Education’s Financial Management in Schools Finance and Accounting policy) 
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5 Limits of Functions 


 
5.1 


The Board cannot: 
a) intervene in the control or management of a school; 
b) intervene in the educational instruction of students; 
c) exercise authority over teaching staff or other persons employed at the school; or 
d) intervene in the management or operation of a school fund. 


 
5.2 


The Board is not permitted to borrow money, or obtain funds for the school. 
 
5.3 


The Director General may give directions in writing to a Board with respect to the 
performance of its functions, either generally or in relation to a particular matter, and the 
Board is to give effect to any such direction. 
 


6 Qualifications for membership of the Board 


 
6.1 


Membership of the Board will be drawn from the following categories: 
a) parents of students at the school; 
b) members of the general community; 
c) staff of the school; and 
d) the principal is automatically a member of the Board.  


 


• This does not include co-opted non-voting members. 


• Members of the Board may not appoint an alternate.  See below re: principal. 


• Transfer or delegation of functions of principal:  If all the functions and duties of the principal have been 


transferred or delegated to another person temporarily (e.g. an acting principal) then that person may attend as the 


principal and vote.  The person will provide to the Secretary before the meeting evidence of such transfer or 


delegation. 


• Otherwise:  If the Principal is unable to attend a meeting, then he/she may appoint a non-voting alternate to attend in 


his/her place. 


 
6.2 


Staff who are also parents or community members will only serve on the Board in their 
capacity as a Department of Education employee. Such a person will only be on the Board in 
the category of staff membership. 
 
Staff are those holding contracts of employment with the school. “Staff”  is defined as a 
person listed on the school’s staffing list. NB: A relief teacher who occasionally works at the 
school on a casual basis (paid hourly) will not appear on the school’s staffing list. 
 
If a person who has a child enrolled at the school, who is also a relief teacher for the school, 
wishes to nominate for a parent position on the Board they should discuss their individual 
situation with the Principal prior to nominating.  Some issues that could be considered 
include whether the person works regularly at the school/is likely to act in a position, any 
potential for conflict of interest and the effect on the current composition of the Board, given 
that parents and community members must form a majority of members. 
 


Commented [d1]: Definition from Board training Module 2. 
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The parent/teacher, the Principal and the Board should be satisfied that there are no issues 
that are likely to impact on the person’s ability to represent the parent perspective before 
proceeding with a nomination. 
 
 


6.3 
The number of members of the Board will be thirteen. 
 


• This does not include co-opted non-voting members. 


 
6.4 


The Board will determine its composition: 
a) having regard to the nature of the student population of the school and the social, 


cultural, lingual, economic or geographic factors that may be relevant to the 
school; and 


b) having regard to the functions of the Board and any changes in those functions. 
 
6.5 


The composition of the Board will be: 
i. at least 7 and no more than 9 parents and members of the general community; 
ii. at least 2 and no more than 4 staff of the school in addition to the principal. 


 


• This does not include co-opted non-voting members. 


 
 
6.6 


Parents and members of the general community will form the majority of the members of the 
Board and at least one of this majority will be a parent member. 


 


• This does not include co-opted non-voting members. 


 
 
6.7 


The Board may co-opt a member of the local community to be a member of the Board for 
such period, or in relation to such matters, as determined by the Board where that person’s 
experience, skills or qualifications would enable him or her to make a contribution to the 
Board’s functions. 
 


• The co-opted non-voting (see 12.2) member is not a “member” for the purposes of composition of the Board, quorum and 


voting etc. 


 
6.8 


The Board may invite any other relevant person to attend meetings and to provide 
information. 
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7 Roles of Office Bearers 
 


7.1 
 Chairperson 
 The role of the chairperson is to:  


a) chair and convene Board meetings; 
b) provide leadership to the Board; 
c) manage the business of the Board;  
d) declare the result of decisions and motions; 
e) uphold Board decisions; 
f) work in partnership with the Principal; 
g) ensure the Board stays focused on supporting the school to achieve the best outcomes 


for students; 
h) prepare and present an annual report to members and the school community at annual 


public meetings; 
i) comply with any directions of the Board in relation to the venue and time of meeting and 


giving notice of the meeting; 
j) resolve disputes as required (refer to clause 14); 
k) facilitate mediation meetings as required; 
l) represent the school in the community and formal functions; and 
m) develop, publish and maintain an annual calendar of meetings. 


 


• There are no executive powers for the position of Chairperson, merely the administrative powers specifically mentioned in 


the Terms of Reference.  All decision-making power is reserved for the Board.  Accordingly, before signing any document 


in the capacity of Chairperson, the Chairperson should seek an appropriate decision from the Board.  It should also be 


specifically noted what exactly the Board decided in terms of receiving, noting, approving or endorsing a document so that 


there is clarity as to the Board’s involvement in each document. 


 


7.2 
Secretary  
The role of the secretary is to: 


a) co-ordinate the correspondence of the Board;  
b) ensure that full and correct minutes of the meetings and proceedings of the Board are 


kept in a minute book and are signed off by the chairperson after every meeting;  
c) serve formal notice to Board members and the community at the direction of the 


chairperson, for: 
i. ordinary, special and annual public meetings; and  
ii. motions;  


d) keep and maintain in an up to date condition a register of the members of the Board, 
their specific length of term of office, and their postal and residential addresses;  


e) keep a list of nominees of members of the general community that may be appointed to 
the Board in the category of general community membership; 


f) keep and maintain this Terms of Reference and have copies of this Terms of Reference 
available to all members; 


g) ensure every member has access to inspect the records and documents of the Board;  
h) have custody of all books, documents, records and registers of the Board; 
i) have custody of all other records held by the Board; 
j) table all correspondence in and out that has not yet been dealt with by the Board; 
k) maintain an attendance record of all members of the Board at Board meetings; 
l) keep a register of all Board member training completed; 
m) include each Board member’s Police Clearance Check criminal screening number on 


the Board Attendance & Training Register; and 
n) maintain a register of each Board member’s confirmation that they have read and  
   understood the Board Terms of Reference. 
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• There are no executive powers for the position of Secretary, merely the administrative powers specifically mentioned in 


the Terms of Reference.  All decision-making power is reserved for the Board.  Accordingly, before signing any document 


in the capacity of Secretary, the Secretary should seek an appropriate decision from the Board.  It should also be 


specifically noted what exactly the Board decided in terms of receiving, noting, approving or endorsing a document so that 


there is clarity as to the Board’s involvement in each document. 


• Open Minutes:  The Secretary will keep full and correct minutes of all open meetings and, in the case of parts of 


meetings closed in accordance with clause 13 of the Terms of Reference, the Secretary will record in the minutes of the 


meeting  the reason for the decision to close that part of meeting.  In the case of an entirely closed meeting in accordance 


with clause 13 of the Terms of Reference, the Secretary will prepare a minute recording the reason for the decision to 


close the meeting.  As soon as practicable after each meeting, the Secretary will email to each member of the Board a 


copy of the draft minutes requesting any comments.  If the minutes are not subject to comment after 7 days then the 


Secretary will publish the minutes on the Board area on the MLPS website.  If the minutes are subject to comment and 


those comments are unable to be resolved by email by all members of the Board present at that meeting, then the 


minutes will remain in draft form until the next meeting. 


• Closed Minutes:  The Secretary will keep separate full and correct minutes of all closed meeting and parts of meetings 


closed in accordance with clause 13 of the Terms of Reference. Minutes from closed meetings or parts of meetings will be 


circulated to attending Board members and confirmed as true and correct. They will be filed separately from open minutes 


and kept confidential subject to any member of the Board being entitled to view them. 


• Open Minutes for Closed Meetings or Parts of Meetings:  See 13.4. 


• Circulation of Notice of Meeting and Materials:  At least 7 days before each ordinary meeting (and at least 14 days 


before the annual public meeting), the Secretary (at the direction of the Chairperson) will email to each member of the 


Board a copy of: 


a. The notice of meeting setting out the business of the meeting, including any motions; 


b. The minutes of the previous meeting; 


c. Any correspondence received or sent not previously circulated; and 


d. Any other relevant materials not previously circulated 


Additional Material:  A member of the Board may request and the Secretary will promptly email to each member of the Board 
a copy of any relevant material omitted from the initial email containing the notice of meeting. 
Register of Members: Also a register of the Board members’ category and terms which should be published on the website 
for the school community. 
Terms of Reference: Also a copy on the School Board section of the MLPS website for school community. 


 
 
7.3 


A member may at any reasonable time inspect the books, documents, records and securities 
of the Board. Members may make a copy of or take an extract, but have no right to remove 
the books, documents, records or registers of the Board. 


 


• Subject to any external restriction, a member of the Board is entitled to request and receive any document received 


by another member of the Board on behalf of the Board or on behalf of a Board subcommittee. 
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8 Elections and appointment of members  


 
8.1 


Members of the Board are appointed for a term not exceeding three years.  The Secretary 
will keep a list of each board member and their specific length of term of office.   


 


• Terms:  A term will be for the maximum three years unless the Board otherwise decides on a lesser term. 


• For parent and staff members: Unless otherwise determined by the Board, terms will commence upon the following 1 


January. 


• For community members: Unless otherwise determined by the Board, terms will commence upon appointment. 


 
8.2 


Members may be reappointed for a further term once or more than once.  
 
8.3 


The Parents and Citizens’ Association (P&C) may nominate one of its members to be 
considered for membership of the Board in the membership category of parents or general 
community members as is relevant to the nominee.  That person is not the P&C 
representative on the board but a representative of either parents or the community. 


 


• If such nominee is a parent and a member of the general community then the Board may decide to appoint the 


nominee as a member of the general community or decide that the nominee go through the process for parents, in 


each case subject to there being a vacancy in the relevant category. 


 
8.4 


Any member appointed or elected to a casual vacancy on the Board will hold office for the 
residual period of the predecessor’s term of office. 


 


• Filling a casual vacancy for a parent or staff member involves the full nomination/election (if required) process. 


 
8.5 


The positions of chairperson and secretary are elected by and from its membership. 
 


• At the first Board meeting of the year, the Chairperson and Secretary stand down and their positions are vacated.  


Nominations for the two positions are called for by the principal from the current Board members.  Confirmation of the 


new Chairperson and Secretary requires an absolute majority of the Board (see 12.6).  If more than one member has 


been put forward and seconded then the position will be decided by a vote. Voting is to be secret and in writing.  The 


winner is the first past the post and no preferential voting is conducted. 


• In the absence of a Chairperson and Secretary, the Principal acts in those roles. 


• Requires an absolute majority.  See 12.5.  Each meeting of the Board will be chaired by the Chairperson or, in the 


Chairperson’s absence, the Secretary.  If neither is present and/or willing, then the meeting will elect a chairperson for 


the meeting. 


 
8.6 


The principal of the school will invite nominations from all persons in each category to fill 
vacancies in the Board membership. 
 


• Nominations: Nominations in writing for parent member, community member and staff member vacancies will be called for 


by publication in the school newsletter and also by email from the Principal as appropriate. 


• Time periods:  Nominations for parent member, community member and staff member vacancies will be open for at least 


two weeks.  Election period will commence as soon as practicable after the close of nominations and will be open for at 


least two weeks. 


• The Principal will advise each member of the Board of all nominations for parent member, community member and staff 
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member vacancies at the closing of the nomination period and also the outcome of any election. 


8.7 
If there are more nominees than places available on the Board: 


a) the principal will conduct an election to appoint parents and staff.  Voting is to be 
secret and in writing.  The winner is the first past the post and no preferential voting is 
conducted; and 


b) in the category ‘community members’ the choice of nominee will be decided by the 
Board rather than by election. 


 
8.8 


Only those people eligible for a staff member Board position are eligible to vote for 
representatives for that position. 
 
Only those people eligible for a parent member Board position are eligible to vote for 
representatives for that position. 


 
8.9 


Parent members are to be elected from and by parents.  Parents eligible to vote are: 
a) each parent whose name and address has been provided to the school, or  
b) if neither parent’s name and address has been so provided in relation to a particular 


student, each person who is responsible for the student. 
 


8.10 
Staff members are to be elected from and by the staff of the school.  Staff members who are 
eligible to vote are each person who is employed at the school under SEA s.235(1), and 
whose usual place of work is at the school. 
 


8.11 
Any member of the community considered having suitable qualifications or experience is 
eligible to be placed on a list of nominees for the community category of Board membership. 


There will not be an election to appoint community members.  The Board may appoint 
suitably qualified persons from the list of nominees by vote in a meeting. This vote requires 
an absolute majority of the Board, meaning a majority comprising enough of the current 
members of the Board for their number to be more than 50 per cent of the number of offices 
(whether vacant or not) of members of the Board (see 12.6) 


 
8.12 


There will not be an election to appoint co-opted members (see also 6.7).  The Board may 
appoint suitably qualified persons by vote in a meeting. This vote requires an absolute 
majority of the Board, meaning a majority comprising enough of the current members of the 
Board for their number to be more than 50 per cent of the number of offices (whether vacant 
or not) of members of the Board (see 12.6) 
 


8.13 
A person will not vote in respect of more than one category of membership of the Board. 


 
8.14 


Voting in Board elections will be secret and conducted in written form (as opposed to a show 
of hands). 


 
8.15 


The school principal is responsible for the proper conduct of all elections. 
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8.16 
A person who wishes to nominate to serve on the Board as either a parent member, 
community member or staff member will notify the school principal in writing by the due date 
in order to be considered.  The principal will keep a record of nominations received. 
 
The Principal will advise each member of the Board of all nominations for parent member, 
community member and staff member vacancies at the closing of the nomination period and 
also the outcome of any election. 


 
8.17 


The Principal will ensure the Board’s membership has undertaken Police Clearance Check 
criminal screening as required by Department of Education policy.   
 


• All new members MUST complete the screening (screen is mandated from Term 2, 2017 onwards). 


• Members who have been on the Board before that time DON’T have to complete the screen, but it is highly 


recommended. 


• Once the screen is submitted, the member will be sent a message via text as to whether they have been “cleared” 


(with a screening number) or “not cleared”; with a letter sent in the post a few days later. 


• The school/Board is not told who is cleared or not, however the Principal has access to the system to check if 


required. 


• Grounds for NOT being cleared are the selling of drugs and any incidents involving children. Fines (depending on 


what they are for, of course) and drink driving offences do not impact the results of the screen. 


• The secretary will include the screening number on the Board Attendance & Training Register. 
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9 Board meetings and proceedings 


 
9.1 


The Board must meet together to undertake Board functions for not less than eight ordinary 
meetings in each year (refer also to 8.5). 


 
9.2 


Ordinary Meetings 
“Ordinary meeting” means a meeting held by determination of the Board. 


 
9.3 


The chairperson will give to the school community not less than 7 days’ formal notice of an 
ordinary meeting. 


 
9.4 


The Board will determine that medium for formal notice as the school website. 
 


9.5 
Annual public meeting 


a) “Annual public meeting” is the meeting held once in every calendar year that is 
open to the public.  


b) An annual Board report will be presented at the meeting to advise the school 
community of the performance of the Board in relation to its functions since the 
previous annual public meeting. 


 
9.6 


The chairperson will give to all members and parents not less than 14 days’ formal notice of 
an annual public meeting. 


 
9.7 


A special meeting: 
a) Is a meeting called for by families of students at the school for a particular 


purpose; 
b) will be held by determination of the Board; or 
c) will be called for by: 


i. at least 20 families of students at the school; or  
ii. at least half the number of families of students at the school, whichever is the 


lesser number of families, and 
iii. a formal notice to the chairperson, which will state the purpose for which the 


special meeting concerned is required; and be signed by the families who 
called for the special meeting. 


 
9.8 


The chairperson is not to convene a special meeting if the purposes of the proposed meeting 
are not relevant to the Board’s functions.   


 
9.9 


A special meeting is to deal only with matters relevant to the purposes set out in the notice 
received by the chairperson. 


 
9.10 


The chairperson will give to all members and the school community not less than 7 days’ 
formal notice of a special meeting. 
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9.11 
The chairperson will convene the special meeting within 30 days of receiving the request in 
writing. 
 


9.12 
The chairperson may, with the consent of a meeting at which a quorum is present, and must, 
if so directed by such a meeting, adjourn that meeting from time to time and from place to 
place. 


 
9.13 


No business will be transacted at an adjourned meeting other than business left unfinished or 
on the agenda at the time when the meeting was adjourned. 


 
9.14 


When a meeting is adjourned for a period of 30 days or more, the chairperson will give formal 
notice of the adjourned meeting as if that meeting were a fresh meeting. 


 
9.15 


The Board will agree on the manner that the secretary will communicate notice of ordinary, 
special and annual public meetings to members and the school community.  


 


• Email to Board members, publish on the School Board section of the MLPS website and include in the weekly school 


newsletter. 


 
9.16 


Meetings for the Board and the Parents and Citizens’ Association are to be held separately.  
 
 
9.17 


Subject to this Terms of Reference, the Board will determine its own procedures. ( 
Refer also to the Code of Conduct for Board Members (Appendix 1) and Code of Conduct for 
Observers (Appendix 2)). 


 
9.18 


The Board may change these Terms of Reference. 
 


9.19 
The Board may form subcommittees as required. 
 


• A subcommittee is a subgroup of the Board assigned to focus on a particular task or area and report back to the Board.  A 


subcommittee generally makes recommendations to the Board for decision.  When a subcommittee is formed the 


responsibilities of the subcommittee should be clearly indicated.  The Board may co-opt a person who is not on the Board 


to be on a subcommittee where the Board believes that the person’s background or expertise may be of benefit to the 


subcommittee. 
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10 Quorum at Board meetings 


 
10.1 


At a meeting 60 per cent of members present in person at a Board meeting constitute a 
quorum. 


 


• This does not include co-opted non-voting members.  60% x 13 = 7.8, therefore 8. 


 
10.2 


If within 30 minutes after the time specified for the holding of a meeting of which formal notice 
has been given: 


a) a quorum is not present, the meeting lapses and will be rescheduled; or 
b) otherwise than as a result of a request, notice or action, the meeting stands 


adjourned until such time as the Board agrees to reconvene the meeting.  
 


10.3 
If within 30 minutes of the time for the resumption of adjourned meeting a quorum is not 
present, the members who are present in person may nevertheless proceed with the 
business of the meeting as if a quorum were present. 


 


11 Motions at Board meetings 


 
11.1 


A motion may be moved by a member with full voting rights, and voted on by a member with 
full voting rights, at an ordinary meeting, special meeting, or annual public meeting. 
 


• All motions must be moved and seconded.  If no seconder is found, the motion lapses.  If the motion is oral, the 


Chairperson should restate the motion to ensure that all members of Board understand what they are being asked to vote 


on.  The Chairperson will allow discussion on the motion before moving to a vote. 


 
 
11.2 


The chairperson will be given at least 7 days’ notice of a motion to be proposed at a meeting. 
 
11.3 


The chairperson will give at least 5 days’ formal notice to members that a motion will be 
proposed at a meeting. 


 
11.4 


The Board will agree on the manner that the secretary will communicate notice of motions to 
members and the school community. 


 


• Email to members and publication on the School Board section of the MLPS website. 


 
11.5 


Where circumstances make it impractical for a decision to be made at a meeting, 
Board may make a decision as follows: 


a. The Secretary will email to each member of Board a proposed motion and 


any relevant material. 
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b. Each member of Board will respond to the Secretary (and copy all other members 


of Board) with their response. 


 


If the Secretary receives affirmative responses from members of Board totalling at least 
the number of members of Board required for a quorum, then the motion will be deemed 
to have been passed by Board.  Any motion passed in this manner will be noted at and 
recorded in the minutes of the next meeting. 
 


• At a meeting, 60 per cent of members present in person at a Board meeting constitute a quorum.  This does not include 


co-opted non-voting members.  60% x 13 = 7.8, therefore 8 affirmative votes are required to pass a motion out-of-session. 


 


12 Resolutions at Board meetings 


 
12.1 


Each Board member is entitled to one vote only. 
 


• The Chairperson does NOT have a casting vote.  See also 12.5. 


 
12.2 


A co-opted Board member is not entitled to a vote, and is not a full member of the Board. 
 
A co-opted member is appointed to the Board for a specific purpose or project. The term of 
the co-opted member is determined by the Board based on the length of the project. 


 
12.3 


Procedures for counting of votes will be show of hands or ballot as appropriate. 
 
 
 
 
12.4 


Voting on issues will be recorded in the minute book.  
 


• If a vote is unanimous, then the Secretary will record it as such.  If a vote is not unanimous, then the Secretary will record 


the number of votes for and against and any abstentions.  If requested by a member of Board, the Secretary will record 


how that member voted. 


 
12.5 


A decision of the Board will not take effect unless it has been made by an absolute majority. 
 


• See 12.6. 


 
12.6 


An absolute majority, in relation to a Board for a school, means a majority comprising enough 
of the current members of the Board for their number to be more than 50 per cent of the 
number of offices (whether vacant or not) of members of the Board.  


 


• This does not include co-opted non-voting members.  50% x 13 = 6.5, therefore 7 affirmative votes are required for an 
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absolute majority. 


 
12.7 


A motion put to the vote: 
a) may be moved and voted on at an ordinary, special or annual public meeting; and 
b) will be decided by an absolute majority of votes. 


 
12.8 


A motion which is passed will be declared by the Chairperson as a resolution.  
A declaration by the Chairperson is evidence of the fact. 
 


13 Closing an ordinary Board meeting to the public 


 
13.1 


Meetings of the Board are generally to be open to the public.  All Observers to Board 
meetings are requested to comply with the Observers Code of Conduct (Appendix 2).  A 
copy of this is to be provided by the secretary to all Observers prior to the meeting 
commencement. 


 
13.2 


The Board will not close to members of the public an annual public meeting or special 
meeting. 


 
13.3 


The Board may decide to close an ordinary meeting or part of an ordinary meeting if it deals 
with any of the following: 
 


a) a matter affecting a person who is employed at the school; 
b) the personal affairs of any person; 
c) a contract entered into, or which may be entered into, by the Board and which 


relates to a matter to be discussed at the meeting; 
d) legal advice obtained, or which may be obtained, by the Board and which relates 


to a matter to be discussed at the meeting; 
e) a matter that if disclosed, would reveal: 


i. information that has a commercial value to a person and that is held by, or is 
about, a person other than the Board; or 


ii. information about the business, professional, commercial or financial affairs 
of a person and that is held by, or is about, a person other than the Board; 
and 


f) information which is the subject of a direction given under PCA s.23(1)(a). 
13.4 


A decision to close an ordinary meeting or part of an ordinary meeting and the reason for the 
decision are to be recorded in the minutes of the meeting. 


 


• The open minutes should also disclose, where possible, brief outline of discussions (without disclosing the matters 


referred to in 13.3) and any decisions reached during the closed parts of meetings. 
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14 Disputes and Mediation 


 
14.1 


The grievance procedure set out in this rule applies to disputes under these rules between: 
a) a Board member and another member;  
b) a Board member and the principal of the school;  
c) a Board member and the chairperson; or 
d) a Board member and co-opted members. 


 
14.2 


The parties to the dispute should meet and discuss the matter in dispute, and, if possible, 
resolve the dispute within 14 days after the dispute comes to the attention of all parties.  


 
14.3 


If the parties are unable to resolve the dispute at the meeting, a meeting may be held in the 
presence of a mediator.  


 
14.4 


The mediator will be- 
 


a) a person chosen by agreement between the parties; or 
b) in the absence of agreement- 


i. in the case of a dispute between a Board member and another Board 
member, a person appointed by the chairperson of the Board (excepting 
when the dispute includes the chairperson); 


ii. in the case of a dispute between a Board member and the chairperson of 
the Board, a person who is a mediator appointed to, or employed with, a 
not for profit organisation; and 


iii. in the case of a dispute between a Board member or relevant non-member 
and the Board, a person who is a mediator appointed to, or employed with, 
a not for profit organisation. 


 
14.5 


A member of the Board can be a mediator. 
 
14.6 


The mediator cannot be a member who is a party to the dispute. 
 
14.7 


The mediator, in conducting the mediation, will- 
a) give the parties to the mediation process every opportunity to be heard; 
b) allow due consideration by all parties of any written statement submitted by 


any party; and 
c) ensure that natural justice is accorded to the parties to the dispute throughout 


the mediation process. 
14.8 


The mediator will not determine the dispute. 
 
14.9 


The mediation will be confidential and without prejudice.   
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14.10 
If the mediation process does not result in the dispute being resolved, the parties may seek 
advice from the Regional Executive Director. 


 


15 Cessation or termination of membership of the Board 


 
15.1 


The office of a member of the Board becomes a casual vacancy if the member: 
a) becomes ineligible to hold office as a member; 
b) resigns by written notice delivered to the Board; or 
c) is removed from office by the Director General. 


 
15.2 


The Board may remove a person as a member of the Board on the grounds that the person: 
a) has neglected his or her duty as a member; 
b) has misbehaved or is incompetent; 
c) is suffering from mental or physical incapacity, other than temporary illness, 


impairing the performance of his or her function as a member; or has been 
absent, without leave or reasonable excuse, from three consecutive meetings of 
which the member has had notice. 


 
15.3 


The Board will not remove a person as a member unless the person has been given a 
reasonable opportunity to show that he or she should not be removed from office. 
 


15.4 
A decision of the Board to remove a person from office is to be made by resolution of a 
majority comprising enough of the members for their number to be at least two thirds of the 
number of offices, whether vacant or not, of members of the Board. 


 


• 2/3 x 13 = 8.67 therefore 9 affirmative votes are required to remove a person as a member of the Board.  The person 


being voted on to be removed may vote. 
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APPENDIX 1 – CODE OF CONDUCT FOR BOARD MEMBERS 


The primary consideration is that the school’s values are in the best interests of students. 


The Board abides by all the relevant legislation and industrial agreements. The Board is 
accountable to both its local school community and the Director General or delegate. 


The Board encourages members to behave in a civil and respectful manner, avoiding 
discrimination, harassment and bullying. 


The underlying principles of the Board’s code of conduct include the promotion of: 


• respectful partnerships; 


• clear and honest two-way communication; 


• transparent processes; 


• democratic, informed decision making; and 


• personal and professional integrity. 


Conflict between Board members is dealt with respectfully and fairly and in a manner that 
reflects the principles of natural justice. 


Board members must declare any actual or reasonably perceived conflicts of interest when they 
arise. Board members who have declared a conflict of interest are not entitled to vote on that 
issue. 
 


A widely used definition is: "A conflict of interest is a set of circumstances that creates a risk that professional judgment or 


actions regarding a primary interest will be unduly influenced by a secondary interest." Primary interest refers to the principal 


goals of the profession or activity, such as the protection of clients, the health of patients, the integrity of research, and the 


duties of public office. Secondary interest includes not only financial gain but also such motives as the desire for professional 


advancement and the wish to do favours for family and friends, but conflict of interest rules usually focus on financial 


relationships because they are relatively more objective, fungible, and quantifiable. The secondary interests are not treated 


as wrong in themselves, but become objectionable when they are believed to have greater weight than the primary interests. 


The conflict in a conflict of interest exists whether or not a particular individual is actually influenced by the secondary interest.  


It exists if the circumstances are reasonably believed (on the basis of past experience and objective evidence) to create a r isk 


that decisions may be unduly influenced by secondary interests. 


Board members are expected to represent the school community. Members do not represent 
one viewpoint or the view of an individual.  Board members therefore regularly seek the views 
and opinions of the whole school community, especially when policies are being developed. 


Board members respect the need for confidentiality and privacy with regard to sensitive matters 
that might arise at Board meetings, especially where there are matters of a personal nature 
relating to staff, students or parents. 


The Board is not an appropriate forum for the discussion of individual school staff, students, 
parents or other members of the school community. 


A Board member who is approached by a parent with a concern relating to an individual is in a 
privileged position and is expected to treat such discussion with discretion, protecting the 
confidentiality and privacy of the people involved.  If the issue relates to an operational matter of 
the school, the parent should be encouraged to speak with the principal or classroom teacher. 


If the issue relates to a school policy or procedure, it is put on the agenda and approached in a 
generic sense to protect the privacy of individuals involved. 
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The Board “speaks as one voice” in the public arena once a decision has been made.  Any 
member of the Board making comment about a Board decision must clearly state what the Board 
decision was.  Nothing prevents a member of the Board from expressing his or her personal 
opinion on a matter provided that the Board decision is clearly communicated. 
 
Board Members need to be careful when speaking in public that they clearly explain if they are 
expressing a personal opinion or if they are expressing a view of the Board. 
 
Board members are expected to actively participate in sub-committees and meetings as the need 
arises. 
 
Board Members are expected to attend all meetings of the Board.  If this is not possible then an 
apology (with reason) should be provided as soon as possible before the Board meeting to the 
Secretary and Chairperson.  As a guideline, members who have not attended, or are unable to 
attend, at least 75% of Board meetings in a calendar year should reconsider their commitment to 
the Board and whether it is appropriate for them to stay on the Board. 
 
The attendance record of all members of the Board will be presented by the secretary at all 
Board meetings and a summarised version will be included in the annual Board report. 
 
All Board members will be provided with a copy of the current version of the Board’s Terms of 
Reference and are required to confirm in writing to the secretary that they have read and 
understood the document.  If any Board member requires any clarification they can raise 
questions with the Board. 
 
Board Members are expected to attend free Board training offered by the Department of 
Education from time to time. 
 
The secretary will keep a register of all Board member training completed as well as a register 
of each Board member’s confirmation that they have read and understood the Board Terms of 
Reference.  
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APPENDIX 2 – CODE OF CONDUCT FOR BOARD OBSERVERS 


 


The Mount Lawley Primary School Board is comprised of the School Principal, parents, staff and 
community members.  The Board has various functions set out in clause 4 of this Terms of 
Reference including establishing and reviewing the school’s objectives, priorities and general 
policy directions and promoting the school in the community. 


 


Parents and interested community members are welcome to attend all meetings except where 
the meeting has been designated as ‘closed’ in accordance with clause 13 of the Board’s Terms 
of Reference.  


 
Parents and interested community members are also welcome to submit in writing at least 14 
days prior to a Board meeting any questions or issues relevant to the Board’s functions (as set 
out in clause 4 of the Board’s Terms of Reference) and the Board will address those questions or 
issues at the meeting.  
 
All observers are expected to read, understand and comply with the following requirements: 
 
Observers are expected to respect the need for confidentiality and privacy with regard to 
sensitive matters that might arise at Board meetings. 
 
The Board may decide that a part or parts of a meeting (other than an annual public meeting or 
special meeting) are to be ‘closed’.  Observers will be asked to vacate the meeting room for the 
duration of all ‘closed’ discussion items. 
 
If during discussions at an ordinary meeting, the information presented or substance of the 
discussions becomes ‘sensitive’ then any Board member may, through the Chairperson, request 
that the remaining discussion on that item be ‘closed’ in accordance with clause 13 of the 
Board’s Terms of Reference.  If the Board decides to close that part of the meeting, Observers 
will be asked to vacate the meeting room for the duration of the remaining discussion. 
 
If Observers are or become aware of ‘sensitive’ matters being discussed in or immediately prior 
to a ‘closed’ part of a Board meeting they must not discuss these matters with anyone. 


 


If during a meeting an Observer wishes to discuss any part of the meeting, this should be raised 
directly through the Chairperson.  If the Board considers it appropriate, the Observer is entitled to 
express their views or ask their question(s). 
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12. Discussion – Letter of Appreciation Template Actions 

 

TD presented a draft Template. Agreed to amend so letter was 
addressed to relevant member of staff.  TD to liaise with CM to 
progress. 

12. MLPS Board 

Letter of Acknowledgement - Template.pdf
 

 

TD to progress with CM. 

13. Information – Finance Committee Update Actions 

 

LF presented the Finance update.  

13. Finance Report - 

01 June 2017.pdf
 

Water Leak: LF working with DoE’s Building Management &  

Works Department and sub-contractor Programmed.  The issue has 
been identified as a leak at the meter, and further investigation (by 
digging up) will be conducted to confirm. LF continues to manage as 
an operational matter. 

Laptops: LF noted that P&C funding for new laptops may not be 
required if school opts to lease machines.  LF currently assessing 
options.  

Photocopiers: 2 new copiers have been purchased. 

Korean Language Funding: received from Korean government as part 
of 3-year package agreed in 2015. 

 

 

14. Information – Report from P&C Representative Actions 

 
Nothing to report. 

 

 

15.  Information – Attendance & Training Register Actions 

 
The Attendance and Training Registers were included in the Board 
pack. TD will update with Police Clearance Certificate numbers as 
received from Board members. 

15. MLPS Board 

Attendance and Training Register June 17.pdf 

 

TD to update Training 
Register with Police Cert 
Clearance numbers. 

16.  Information - Correspondence  

 
TD confirmed that no correspondence had been received. 

 

 

17. Other Business Actions 

 

There being no other business, SW closed the meeting at 8.15pm 

 

 
Next meeting:        Thursday 3rd August 2017, 7.00pm, MLPS Staff Room 




Mount Lawley Primary School Board 


 


 
 
 


Ms Cavelle Monck 


Principal 


Mount Lawley Primary School 


92 Second Avenue 


Mount Lawley 


WA 6050 


 


[DATE] 


 


Dear Cavelle,  


The MLPS School Board would like to acknowledge the contribution made by [NAME] 
following the recent announcement that they would be leaving Mount Lawley Primary 
School.  


[Principal to provide some commentary along the lines of “ NAME’s strong interest in 
information technology, and dedication the school’s sporting life will be missed” ] 


The Board would like to express thanks and appreciation for the many hours and efforts put 
into MLPS and its community. The Board wishes [NAME] happiness and good health for the 
future. 


 


 


Yours sincerely 


 


 


Steve Williams 
Chairman 
MLPS Board 
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Mount Lawley Primary School Board 


Attendance & Training Register 2017  
 


 


Last Update: 25 May 2017 


 Term 1 Term 2 Term 3 Term 4  
 Meeting 1 


(Week 3) 
Meeting 2 
(Week 7) 


Meeting 1 
(Week 3) 


Meeting 2 
(Week 6) 


Meeting 1  
(Week 3) 


Meeting 2  
(Week 6) 


Meeting 1 
(Week 3) 


Meeting 2 
 (Week 8) 


SUMMARY 


 Date:   
16 Feb 2017 


Date:   
16 Mar 2017 


Date:   
11 May 2017 


Date:   
1 Jun 2017 


Date:   
3 Aug 2017 


Date:   
24 Aug 2017 


Date:   
26 Oct 2017 


Date:   
23 Nov 2017 


 


ATTENDANCE 
Parent Board Member 


Mei Ling Day YES YES YES       


Amy Lander YES YES YES       


Gemma Scarparolo APOLOGY APOLOGY YES       


Tim Dickie YES YES YES       


Cara Davies   YES       


Mark Burns   YES       


Staff  Board Member 


Principal YES YES YES       


Debbie Taylor YES YES YES       


Grace Adam YES YES YES       


Narrelle Thambipillai YES YES APOLOGY       


Community Board Member 


Steve Williams YES (APP) YES APOLOGY       


David Abbott YES YES (APP) YES       


Alberto Tassone YES (APP) YES YES       


APP = Appointed/elected/confirmed at this meeting  


 


 


 


 







Mount Lawley Primary School Board 


Attendance & Training Register 2017  
 


 


Last Update: 25 May 2017 


TRAINING 
Parent Board Member 


Mei Ling Day  


Amy Lander  


Gemma Scarparolo  


Tim Dickie  


Cara Davies  


Mark Burns Independent Public Schools Board Training – Modules 1 - 5 


Staff Board Member 


Principal  


Debbie Taylor  


Grace Adam  


Narrelle Thambipillai  


Community Board Member 


Steve Williams  


David Abbott  


Alberto Tassone  
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