
Meadowbank School 
Board of Trustees Meeting Minutes 

Wednesday 22nd November 2017, 7pm 

 
Present: Rachel Murdoch, Bronwyn Steptoe, Peter Ayson, David Fehl, Derek Phillips, Sarah Valentine,  
Anna Thorburn, Tim Traviss 
 
In Attendance (in part): Holly Tudor, Josie Marsic, Lizzie McLachlan, Anna Taylor, Matt Aukett  

  
Minute Secretary: Rachel Sutherland 
 
Apologies: Nil 
 

AGENDA ITEM 
PERSON TO 

ACTION 
BY 

DATE 

   
Adoption of Agenda 
The Agenda was adopted with the following additions: 

 Admin – Parent support and coordinator roles 

 Review – ERO 

 Admin – Excluded child 
 
It was noted that there has been a change in portfolios, with Sarah now looking after 
the Health and Safety portfolio, and Rachel looking after the Community portfolio.  
This change took effect on 1 November 2017.  All other portfolios remain the same. 
 

 

 

 

Declarations of Interest 
Derek advised that he will update his interests in the Interests Register which is 
saved in the Dropbox folder.  Each other member of the Board of Trustees confirmed 
that their interests are as recorded in the Interests Register.   
 

  

Minutes of Previous Meeting 
Moved by Anna that the minutes of the meeting of the Board of Trustees on 
Wednesday 25

th
 October 2017 be accepted as a true and correct record.  Seconded 

by Rachel, Passed. 

 

 

 

 

 

Strategic/Annual Plan 
No items for discussion. 

 

  

Principal’s Report 
The Report was taken as read.   It was noted that the new build is not likely to be 
completed for use until 2020.  Peter has investigated converting the existing boiler 
room and coal bunker (adjacent to the senior office) into an additional office space to 
resolve some of the current issues with the administration block. The boiler room and 
coal bunker are currently used for storage, but if these were converted into office 
space, the area could be used as an office for Steph (and the photocopier in the 
staffroom could be moved to Steph’s current office, which would provide much-
needed extra space in the staffroom), or the area could be used as offices for Moira 
and Matt (and Rooms 17-19 could be expanded).  Wilkinson Construction has 
provided an initial quote of $20-25k to convert this space into office space, and has 
confirmed that this work could be done by February 2018.  A firm quote is being 
obtained, and the Board agreed to discuss this matter again at the next meeting, as 
this decision will be dependent on the likely timing of the new build.  If the conversion 
does occur, it would be paid for by locally raised funds. 
 
Peter also noted that there has been good progress in ACCOS, with a change of 
direction and enthusiasm by those involved.  Leigh Duncan has made a tremendous 
start by chairing meetings of leaders from other schools.  

 

  

NAG 1:  Curriculum  
 
Melbourne Exchange Report 

 

 

 



Holly, Josie and Lizzie spoke to their Report and presented a slideshow on the 
recent Serpell exchange.  They outlined some of their learnings from the exchange, 
including the benefits of using a common language throughout every classroom and 
providing practical opportunities for students to work through the design process 
from planning to creating. They also noted the opportunity to explore creating and 
applying skills in Garden to Table such as researching recipes using ingredients 
based on previous recipes. 
Possible areas for improvement for the exchange include greater alignment of 
purpose for teachers between Serpell and Meadowbank, and ensuring equal 
numbers of Meadowbank students and Serpell students participate in the exchange.  
If there is insufficient interest at Serpell, then management may wish to consider 
involving an alternative school in the programme. 
 
Holly, Josie and Lizzie left the meeting. 
 
There was discussion regarding the benefits of continuing this exchange, and it was 
agreed that the Senior Management Team will consider the benefits of the exchange 
(for both students and staff), whether the exchange should be continued and, if not, 
what other options could be available.   
 
Robotics/Coding 
Matt and Anna spoke to their Report, and Anna provided a robotics demonstration 
and showed examples of coding.  During 2017, each year level from Years 3 to 6 
has had one full term doing coding and robotics, with each class having a 45 minute 
session once per week.  The feedback from both teachers and students has been 
overwhelmingly positive.   
 
The inclusion of Digital Technologies into the national curriculum document has 
reinforced the need to have a structured robotics and coding programme.  Based on 
the experience in 2017, management considers that expanding the scope, hours and 
equipment would be of benefit to students, so the resourcing has been doubled for 
2018 (Anna will be working two days/week).  The Senior Management Team is 
currently considering a range of expansion options, including increasing the number 
of hours for Years 3-6 students, or extending the programme to Years 1 and 2.  It 
was agreed that management should prepare a five year plan of how the programme 
will be implemented and rolled out.  The Board also noted that it would be great to 
have a presentation to the parent community to get them engaged in the programme 
as well. 
 
Anna and Matt left the meeting. 
 

 

NAG 2:  Review 

2018 Governance Focus 
Following the seminar that she recently attended, Anna noted the importance of 
good Health and Safety practices, and emphasised the need to be aware of stress-
related issues in the education sector.  The other issue that needs to be considered 
with the various property projects being undertaken is contractor Health and Safety.  
Anna will collate the information she received from the seminar and circulate to the 
other Board members for discussion at the February 2018 meeting.   
 
Strategic Plan 
Peter noted that the Senior Management Team is finalising the Strategic Plan (they 
are currently working on the student achievement goal), and this will be presented at 
the December meeting. The School is continuing to work with Jacque Allen for 
another year and the focus will be on Student Agency.   
 
Club Meadowbank Policy Review 
As the Club Meadowbank policies are not covered by School Docs, the Club 
Meadowbank Policy & Procedures Manual should be reviewed every three years.  
Tim and Anna will review and report back at the next meeting. 
 

 
 
Anna 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tim / Anna 

 

 

 



ERO 
ERO will be visiting the School in April 2018 (between Easter and the end of Term 
1).  Peter and Anna will attend a presentation about the ERO review on 7 December.  
Peter will discuss the ERO review with the Senior Management Team tomorrow. 
 

  

School Docs Term 4 Reviews 

 Privacy – There was discussion regarding the safeguards that are in place to 
protect personal information contained in student folders in the classrooms 
(as not all of these are kept in locked filing cabinets).  The Board asked 
management to consider how this information could be stored more securely 
without creating unnecessary burdens on teachers.  It was noted that the 
policy should be amended by deleting the words “and lockable filing 
cabinets”, and the last sentence regarding volunteers and third party 
contractors signing confidentiality agreements should also be deleted.  Peter 
to provide these changes to School Docs.   

 Salary Units – There were no comments on the Salary Units policy. 

 Classroom Release Time – There were no comments on the Classroom 
Release Time policy. 

Anna noted that a parent (who has experience in policy work) has also reviewed the 
policies under review this term and noted that she was impressed with the policies, 
and had no suggested changes. 

 
Peter / Bronwyn 

 

NAG 3: Personnel 

Staff report 
Bronwyn provided an update on staff.  She noted that Katie Weir (Year 2) had her 
baby early one month early (before she started her maternity leave).  Appropriate 
cover has been arranged for her class.   
Bronwyn added that planning meetings for 2018 have started and the appraisal 
process for all staff is underway and will be completed by the end of week 8. 
 

 
 
 
 

 

NAG 4(a): Finance  

October Accounts 
The October Accounts were taken as read.  Derek noted that it was a break even 
month.  He observed that there are $200,000 of creditors, which is particularly high 
because there are expenses such as the junior playground to pay for.   
Costs have been managed very well across the board this year.  The Board noted 
the requirement to make the 2017 Annual Report available to the public on an 
internet site maintained by or on behalf of the Board, and agreed to ensure this 
requirement is complied with.  Derek to attend to this prior to May 2018.   
 
2018 Budget Draft 2 
Peter provided the latest draft of the budget to the Board.  The draft budget includes 
significant extra staffing expenditure of $289k, and provides for a surplus of $66k.  
The Board noted Steph’s contribution in preparing the Club Meadowbank budget.     
 
Grant Application Resolution:   
That the Meadowbank School Board of Trustees approves the application to 
community grants organisations to support the following: 
● to assist low income families in equity funding for trips and activities 

● playground developments 

 

 
 

 

 

 

 

 
Derek 

 

 

 

 

 

 

 

 
 

 

 

NAG 4(b): Property 

BOT Relocatable 
David noted that the Portacom will be arriving on 2 December.  There have been no 
further updates from the Ministry on the new classroom/administration block.   

 
 
 
 
 
 

 

NAG 5: Health & Safety 

Health & Safety Report 
Peter noted that there has been an increase in the number of students who have 
broken bones over the last month.  There will be a lockdown practice next week, and 
Peter confirmed that staff will be informed in advance.   
It was noted that a couple of staff have hurt their ankles on the drain outside rooms 
30 and 31 over the last year.  There was discussion about ways that this hazard can 
be addressed, and Peter will look into options, including painting around it so staff 

 
 
 
 
 
 
 
Peter 

 



are aware that the surface is uneven.  
 
Swimming Pool Risk Management and Safety Assessment 
Each year the caretaker must ensure that a full risk management and safety 
assessment of the pool compound is completed and reported to the Board.  To date 
this has not been received by the Board. Peter to remind Ken to provide this to the 
Board before the pool is used. 
 

 
 
 
 
 
Peter 

NAG 6: Administration  

School Name 
Peter advised that there has been a request from some staff for Meadowbank School 
to formally adopt a Maori name (Te Kura o Pourewa) in addition to the English name, 
and for the Maori name to appear on the school road signage and letterhead.  Peter 
has contacted 19 schools to see how many incorporate a Maori name, and only one 
school (Cornwall Park) advised that they have also adopted a Maori name.  Given 
the importance of this issue, the Board agreed that this decision should only be 
made following consultation with staff and the broader School community.  Such 
consultation should be meaningful (seeking detailed responses from staff and the 
community) and should not be rushed, so it was agreed that this will be undertaken 
in 2018.    
 
Parent support and coordinator roles 
Derek asked whether there is an opportunity for parents to support the School by 
coordinating groups (such as for sports events), in a similar way to the class 
coordinator role.  Following discussion, it was agreed that there are already 
opportunities for parents to do this. 

 
Fundraising Thermostat 
The fundraising thermostat signs are out of date and need to be taken down.  Peter 
to ask Ken to take the signs down. 
 

Excluded Child 
Peter has received a letter from the Principal of Ellerslie School advising that a child 
from Year 3 has been excluded from their school and they need to attempt to find a 
school placement for this child.  Peter has advised that Meadowbank School is 
unable to take this child as it does not accept applications from out of zone students.   
 
Support staff training 
Carlene, Steph, Pauline and Sheetal attended the receptionist training on 7 
November. There was discussion regarding the outcomes and development plans 
from the training, to ensure that the School gets good value from its investment in 
this programme.  Peter advised that these outcomes will be discussed as part of the 
appraisal cycle as well as on a day to day basis. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Peter 

 

NAG 7: School Charter    

Community 

Club Meadowbank 
The Report was taken as read.  The school holiday numbers appear to be trending 
up.  In order to meet the budget, overall bookings will need to raise next year, and 
Sheetal is working to increase the number of bookings that can be taken.   
 
The Board asked for the profit and loss from the holiday programme to be separated 
from the before/after school care.  Tim to ask Sheetal to provide this.  
 
Anna noted that she has prepared the draft Food Safety Act exemption, but Sheetal 
has spoken to the Ministry and because Club Meadowbank staff now serve muffins 
and nachos, this is “higher risk” so an exemption would not likely be granted.  In 
order to move this forward, Anna to ask Sheetal to find out what is required to 
register (both upfront and ongoing audit requirements), and the likely costs involved.  
Once this information is to hand, the Board will decide the best course of action. 
 
FOMS 
Rachel provided feedback from the most recent FOMS meeting and noted that Sarah 
McDonald is the new chair of FOMS.   

 
 
 
 
 
 
Tim 
 
 
Anna 

 



 

Community portfolio 
It was agreed that Sarah will continue to look after the Board Facebook posts and 
Sarah will provide drafts for comment to other members of the Board.  Other 
members of the Board are also encouraged to provide topics/draft posts.   
 
The Board newsletter will be sent out at the beginning of Term 1 and will include a 
feature on Tim.   

 

  

NAG 8: Analysis of Variance    

Correspondence 
Nil 

  

 

In-Committee Items 

1 item 

  

Meeting closed at 10.25 pm 
Next meeting: Wednesday 13th December 2017 at 7pm. 

  

 
Action points from meeting   

Organise health and safety risk assessment to be undertaken – Ken Hannon has not 
come back to Peter – Derek to follow up 

Derek  

Communication Plan Peter  

Food Safety Act requirements Anna/Sheetal  

Create timetable for BOT members to attend FOMS meetings in 2018. Rachel  

Consider why after school care numbers are declining/discuss with Sheetal Tim  

Send Exit interview email  Bronwyn  

Organise netting quotes for windows at back of covered court. David  

Review Club Meadowbank Policy and Procedure Manual Tim / Anna  

Cost of Lighting David  

Provide Health and Safety seminar materials on stress-related injuries and contractor 
Health and Safety (for February 2018 meeting) 

Anna  

Consider how personal information can be stored more securely Peter / Bronwyn  

Ensure Annual Report is published on website Derek  

Consider options regarding the drain outside Rooms 30 and 31 Peter  

Swimming pool risk management and safety assessment to be provided to Board 
before swimming pool is used 

Peter  

Consultation regarding school name   

Take the fundraising thermostat signs down Peter to ask Ken  

   

Ongoing   

Community Survey – Run the survey in Term 1 each year. Anna  

BOT PLD – ongoing All  

 


