[LOGO]


[School Name] Board Minutes 
	Meeting Date: 
	[DD/MM/YYYY]

	Time: 
	[Scheduled start time to end time]

	Location: 
	[in person location] and/or [MS Teams link]


Attendees
	Position
	Name 
	Chair 

	Principal:
	
	N/A

	P&C Association member [if applicable] or parent member:
	
	

	Parent member:
	
	

	Parent or local community member [if applicable]:
	
	

	Staff member:
	
	N/A

	Staff member:
	
	N/A

	Student member [if applicable]:
	
	

	Student member [if applicable]:
	
	

	Appointed Member:
	
	

	Board Appointed Member [if applicable]:
	
	N/A

	Board Appointed Member [if applicable]:
	
	N/A

	Invited attendee:
	· [Name and agenda item]
	N/A

	Apologies:
	· [Name and position]
· [Name and position]
· [Name and position]
	


Conflict of Interest Disclosure
	Name
	Position
	Applicable agenda item
	Details of disclosure
	 Action taken to manage the conflict of interest

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





	
Item no.
	Topic
	Outcomes

	1
	Meeting opened
	[Time]

	2
	Acknowledgement of Country
	[Name] provided an acknowledgement of country for the meeting.

	3
	Minutes and Actions
	Minutes tabled for [date of previous meeting].
Review of open action items.

Decisions: 
· [Minutes accepted and to be signed by chairperson]
· [Action items agreed to be closed/modified]

	4
	Principal’s Report 

	[Report(s) to be attached to minutes]
Issues arising:
· …
· …
Action: [what, when, who, how]

	5
	Chairperson’s Report (Optional)
	[Report to be attached to minutes]
Issues arising:
· …
· …
Action: [what, when, who, how]

	6
	Strategic Matters
[Annual reports]
	[Papers to be attached to minutes]
Issues arising:
· …
· …
Action: [what, when, who, how]
Decision: [The Board endorsed/did not endorse…]

	7
	Finance and Resources
	[Report to be attached to minutes]
Issues arising:
· …
· …
Action: [what, when, who, how]

	8
	Student Outcomes and Data 
	[Report to be attached to minutes]
Issues arising:
· …
· …
Action: [what, when, who, how]

	9
	Community Engagement
	Issues arising:
· …
· …
Action: [what, when, who, how]

	10
	Other Business
	Issues arising:
· …
· …
Action: [what, when, who, how]

	11
	Other Business 
[staff, P&C, sub-committee)
	[Reports to be attached to minutes] 
· [Issue, action taken]
· [Issue, action taken]
Action: [what, when, who, how]
Decision: [The Board noted/endorsed/did not endorse…]

	12
	Correspondence in
	· [Type, sender’s name and position, date, topic]
· [Type, sender’s name and position, date, topic]
Action: [what, when, who, how]

	13
	Correspondence out
	· [Type, sender’s name and position, date, topic]
· [Type, sender’s name and position, date, topic]
Action: [if any - what, when, who, how]

	14
	Next meeting
	[DD/MM/YYYY, location and time]

	15
	Meeting closed
	[Time]



The School Board Calendar 2026 provides further information for activities throughout the year. 
 
2
In Confidence

