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We acknowledge the traditional custodians of this land on which we meet, work, learn and play, and pay 
respects to elders past, present and emerging.  

We thank Elder Colin Hunter for permission to use Wurrindgeri words, including wominjeka, Bunjil 

and Waa in our practice.  
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Welcome to Oakleigh Primary School Kindergarten for 2018  

The staff and subcommittee 

are delighted your family 

has chosen our kindergarten 

and we look forward to the 

year ahead together.  

The kindergarten is very 

much a part of the school 

and we welcome your 

family to the Oakleigh 

Primary School and 

Kindergarten community.  

This handbook provides 

information about starting 

kindergarten. It should 

answer most of your 

questions, but we welcome 

any other questions at any 

time.  

We encourage you to 

become involved in all 

aspects of your child’s 

kindergarten year.  

If you have any questions 

about your child’s 

development or the 

program, please feel free to 

speak to your child’s 

teacher.  

  



 

 

Contact Us  
 

Address:    20 Warrigal Road 

                  Oakleigh Vic 

                  3166 
 

 

Kindergarten phone:  9568 6315 
 
Email: 
              For general enquiries: kindergarten@oakleighps.vic.edu.au 

          For teacher enquiries:  

                  Orange Group:  pritchard-tiller.naomi.n@edumail.vic.gov.au 

                  Purple Group:   glenn-ward.simone.l@edumail.vic.gov.au 

         Green Group:   zajda.belinda.j@edumail.vic.gov.au 

                For administration enquiries: kinderadmin@oakleighps.vic.edu.au 

 

 

   

Please note that emails are only checked during work hours.   

mailto:kindergarten_orange@oakleihps.vic.edu.au
mailto:Kindergarten_purple@oakleighps.vic.edu.au
mailto:kindergarten_green@oakleighps.vic.edu.au
mailto:kinderadmin@oakleighps.vic.edu.au


 

 

Our Philosophy 

Oakleigh Primary School and Kindergarten 

and Out of School Hours Care community 

work collaboratively and share common 

goals, values and beliefs about the best way 

to support children and families on their 

educational path.  

We encourage respectful, collaborative 

relationships between children, families, the 

school, communities and educators, with our 

common focus being the child. We value an 

inclusive, supportive and caring environment 

where children, families and educators come 

together as a community of learners. We 

provide support to each child to promote 

their health and wellbeing through a spirit of 

warmth and respect underpinned by a 

commitment to social justice. 

We believe children’s learning and 

development is supported best through 

meaningful and engaged play based learning. 

We acknowledge and challenge children’s 

understanding of their world. 

We respect and celebrate the culture and 

diversity within our community and beyond. 

We support the individual needs of our 

children to develop the view that learning is 

fun, exploratory and exciting.  

We are committed to being environmentally 

responsible by encouraging and modeling 

sustainable practice. 



 

 

2018 Staff 
 

 

 

Educational Leader: Naomi Pritchard-Tiller 

 

Purple Group 

Teacher: Simone Glenn-Ward  

Educators: Yumi Oishi & Kerrie Sak 

 

Orange Group  

Teacher: Naomi Pritchard-Tiller 

Educators: Madhu Mukherjee & Saori Ryan Okada 

 

Green Group 

Teacher: Belinda Zajda  

Educator kanwal Farhan  

 

Administration 

Moira Philp  

Staffing  

We employ staff who are highly 

motivated, warm, and committed 

to high quality education.    

We have a part-time 

administration staff member who 

is responsible for fees and 

enrolments and a range of other 

administration tasks. 

For both four year old groups we 

have an Early Childhood 

Bachelor Teacher, Diploma and 

Certificate 3 staff members. 

Our three year old group has an 

Early Childhood Bachelor 

Teacher and Certificate 3 staff 

member. All our staff are 
certified supervisors.  

Our Educational Leader is the 

Nominated Supervisor.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Our Buddy Program 

The school and 
kindergarten work in 
close partnership to 
promote a sense of 
community and 
belonging. 

The school believes 
education is a shared 
responsibility and works 
in partnership with 
parents and children to 
promote a supportive, 
caring environment.  

The school and the 
community nurture and 
value the individual child 
whilst pursuing academic 
excellence and the 
development of a child’s 
full social, academic and 
emotional potential.  

School interaction 

Being part of the school 

community gives children 

chances to build positive 

relationships with older 

students and school staff. Our 

Buddy Program runs in the 

four year old groups.  

Each student is paired with an 

older student from the school. 

Consideration is given to 

home language and similar 

interests between the 

kindergarten and school 

student. Our Buddy Program 

helps the student to feel safe, 

welcomed and cared for 

within the school and 

kindergarten community. The 

relationships built with older 

student carry on in to Prep, 

giving a sense of security and 

belonging right from the first 

day of school. Our older 

students feel valued, needed 

and respected. 

Over the year the 

kindergarten works with 

school specialist staff, giving 

kindergarten children a 

chance to participate in music, 

art and sport. Our four year 

old groups also use the school 

library weekly to borrow 

books.  



 

 

Group 

Session 

Times   

Green  Purple  Orange  

Wednesday 

8.30am to 

11.00am 

Monday  

8.30am to 

3.15pm 

Tuesday 

8.30am to 

3.15pm 

 Wednesday 

11.15am to  

4.00pm  

Thursday 

12.30pm to 

4.00pm 

Friday 

1.30pm to 

4.00pm  
 

Thursday 

8.30am to  

12.00pm 

Friday  

8.30am to 

1.15pm  

    

 

 

We understand that sometimes unavoidable delays 
occur. Please aim to be at kindergarten for the 
beginning of each session, this way your child will be 
settled and ready to play and learn along with the 
other children. Arriving late can cause children 
anxiety and make it harder for them to settle and join 
in for the day.   

Term Dates 2018 

Term 1 

 29th Jan to 29th March 

Term 2  

 16th April to 29th June 

Term 3  

 16th July to 21st Sept 

Term 4  

 8th Oct to 21st Dec 

 

 

 



 

 

 

 

 

What to Expect  
 

Beginning kindergarten can 

be an exciting time for 

children and families. To 

make the experience an 

easy transition, talk about 

kindergarten in a positive 

and easy going way.  

During the first few 

sessions, take time to settle 

your child into the new 

environment. Once you 

have said goodbye, make a 

quick exit. Staff will contact 

you if there are any issues. 

We have found a gentle 

introduction to kindergarten 

works to encourage trusting 

relationships between staff 

and children. Week one is 

run with shorter sessions, 

giving the children the 

chance get used to the 

routine, children and staff. 

This builds confidence and 

allows staff the time to get 

to know each child. Please 

refer to the Important Dates 

document for details on 

your child’s times for the 

first week. 

 

 

 

Please name all 

of your child’s 

belongings. This 

includes  

 

  water bottles  

  lunch boxes 

  hats 

  all spare 
clothes 

  shoes  



 

 

What to 

bring: 
All children are 
asked to bring 
a named hand 
towel each 
session. This 
helps us work 
towards being 
environmental
ly sustainable 
as we keep our 
paper towel 
use down.  

 

 

 

Green Group  Purple Group  Orange Group  

Wednesday & 

Friday 

A piece of fruit  

A water bottle  

Monday  
Own morning 

snack 

Own lunch  

A piece of fruit or 

vegetable to share 

at afternoon snack 

Water bottle  

Tuesday 
Own morning 

snack 

Own lunch 

A piece of fruit or 

vegetable to share 

in the afternoon  

Water bottle  

Green Group runs 

for shorter 

sessions, so we 

only need a small 

fruit snack for this 

time.  
 

Please support our 

fruit or vegetable 

only snack time by 

providing a piece 

of fruit or 

vegetable that we 

will cut up and 

place on share 

plates for the 

children.  

Wednesday 
 

Lunch and a  

morning snack and 

a piece of fruit  

Water bottle  

Thursday 
 

Lunch and or a 

snack and a piece 

of fruit  

Water bottle  

 Thursday  
Snack and a 

water bottle 

Friday  
Own morning 

snack 

Lunch  

Water Bottle  

 



 

 

Clothing  

Please dress your child/ren in suitable clothing for a day of play! They 

will get dirty! Our kindergarten is play based, full of creative learning 

and outdoor play, including sand, mud, gardening. 

We suggest that your child is dressed in practical clothing ready to be 

engaged in climbing, digging, building, running, painting, riding bikes 

and generally being active.  

We run an indoor/outdoor program, and children spend a lot of time 

outdoors all year. This means in summer months they need a wide 

brimmed hat, no caps, as they do not offer enough sun protection. 

In cooler autumn and winter months children need layers they can 

get into and out of easily. We also suggest gumboots and rain coats 

and a beanie. We still go outdoors in cold weather and sometimes in 

light rain, so children need a range of suitable clothes.  

We have a limited supply of spare clothes. Your child may need to 

change into dry clothes due to mud/sand/water play, so we strongly 

suggest you provide a full named set of spare clothes each day your 

child is at kindergarten. This includes underpants and socks.  

Please clearly name all your child’s clothing. As you can 

imagine with over 20 children in each kindergarten group, it 

can be hard to return items if they are not clearly named.  

What to pack  

Each child should bring a 
backpack with enough room 
to fit their lunchbox, drink 
bottle, spare clothes and hat. 
The backpack should allow 
children to be able to 
pack/unpack independently.  

 

Warm lunches 

If you would like your child to 
have warm food for lunch, 
please send it in a thermos, as 
we do not have the facilities to 
re-heat food.  

 

Food items needing 

cooling. 

Dairy, sushi and other foods 
that need to be kept cool can 
be placed in the kitchen fridge 
in a named lunch box, or kept 
in your child’s bag with 
icepacks. 

 

Water only  

Please support our water only 
policy by only providing water 
for your child to drink while at 
kindergarten.  

 

 

 

NO NUTS!  

We are a NUT AWARE 
kindergarten so please do 
not include any nut products 
in your child’s lunch box e.g. 
peanut butter, nutella, whole 
nuts, baked goods, muesli 
bars containing nut, etc. 



 

 

SUN SCREEN   

You are welcome to 
apply sunscreen to your 
child before coming to 
kindergarten; 
alternatively we will 
apply sunscreen (either 
provided by the 
kindergarten or provided 
for your own child) to 
your child when going 
out to play. 

On full day sessions staff 
will re-apply sunscreen to 
all children. 

 

HATS  
We ask that only broad 
brimmed or legionnaire 
style hats be worn by 
children while at 
kindergarten.  

 

If a child only has a cap, 
they will be asked to 
choose a spare broad 
brimmed hat to wear for 
the day.  

 

 

  

 

 

THANK YOU! 

To help model sun sense, 
we also ask that family 
members wear hats 
when they are in the 
kinder for roistered 
parent participation and 
excursions.  

 

 

Sunsmart  
Our kindergarten is a Sun 

Smart centre, so the children 

and staff are required to wear 

a wide brimmed or 

legionnaire style hat from the 

start of January to the end of 

April, and then again from the 

beginning of September to 

the end of December.  

Children are required to wear 

loose-fitting clothing that 

covers as much skin as 

possible. Tops with elbow-

length sleeves, and if 

possible, collars and knee-

length or longer style shorts 

and skirts are best.  

    

  

  



 

 

Arrival and Departure  

 

Please sign your child in to the Attendance Book on arrival at the start 

of the session and sign out again at pick up at the completion of the 

session. Always write the full name of the person collecting your child 

each day, that is, their first and last name.  

Please tell the teacher if someone else is collecting your child from 

kindergarten and ensure the appropriate authorisation is in place 

prior to this. Children can only be placed in the care of people listed 

on the confidential details form. (Please keep this up to date by 

informing your teacher of any changes). 

When you are participating as a parent helper, please sign yourself in 

and out of the visitor book (located in main foyer) plus any siblings 

who are also in attendance at the kindergarten.  

Please be on time when collecting your child. If you do get held up, 

please give us a call so we can reassure your child, advising us when 

you will arrive. If we do not receive notification of a late pick up, or no 

one arrives to collect your child or we cannot contact any authority to 

collect your child, then our Procedures for Late Collection of Children 

will be enacted.  This procedure is outlined in the Delivery and 

Collection of Children Policy available on the website.  

 

 

Gate Code  

We have the security gate 
and code to keep the 
children safe within the 
kindergarten grounds. We 
ask that only people 
regularly collecting your 
child be given the gate 
code. The gate code is 
confidential. 

Please do not let the 
kindergarten children, older 
siblings or school children 
know the code. 

Please do not ask your child 
to press the code number 
or lift them up to press the 
gate code.  

Please do not compromise 
the safety of the 
kindergarten children by 
letting other people know 
the code. 

Please do not allow your 
children to hang, climb or 
swing on the kindergarten 
gate, as this can break the 
gate.  

Please do not let children 
other than those you are 
collecting or dropping off 
in or out of the gate.  

 

Parking  

Parking is available in the 
car park off Drummond 
Street. The kindergarten 
can then be accessed via 
a gate next to the tennis 
courts.  

 



 

 

Appointments with 

teachers.  

Open communication is 

encouraged at all times. 

Please feel free to chat 

with the teacher if you 

have any queries. Bear in 

mind however, that 

session times, particularly 

the start and end times 

are usually very difficult 

for teachers to be able to 

have longer discussions.  

If you require time to 

discuss your matter, 

please make an 

appointment outside of 

session times.  

 

 

Email 

You can email individual group 

teachers on the email address 

provided on the contact page.  

 

Please bear in mind staff only 

check these emails during their 

regular work hours.  

 

Communication  

We provide relevant 

information, updates and 

notifications via our online 

newsletter, notices in pockets, 

emails and the smartphone 

app, Flexibuzz.   

Flexibuzz can be downloaded 

free from app stores. When 

downloaded, search Oakleigh 

Kindergarten, then add the 

relevant group for your child 

as well as the general group.  

Please remember to collect 

information from your child’s 

kindergarten pockets on a 

regular basis.   

All matters relating to children 

are kept confidential and only 

discussed with the parents of 

the child. Please remember to 

observe this confidentiality at 

all times at the centre while 

you are in attendance. 

Privacy and confidentiality 

Our Privacy and 

Confidentiality Policy 

(available on our website) 

outlines the responsibilities of 

staff and families in the kinder 

community to respect the 

privacy and confidentiality of 

other staff and families.  This 

includes ensuring that all 

information you discover 

about other children and 

families or staff at the Service 

will not be discussed outside 

of the Service without the 

knowledge/permission of the 

affected individual(s) and/or 

their parent/guardian. 

Ensure all information that 

you discover about other 

children and families or staff 

at the Kindergarten will not be 

discussed or disseminated 

through social media such as 

Facebook. The later also 

includes photos/videos of 

other children and families at 

the kindergarten.  DO NOT 

post these photos on social 

media sites if they contain 

children other than your 

own.  If families disregard the 

kindergarten’s stance on 

social media we will be 

required to introduce a policy 

prohibiting families from 

taking photos and videos at 

kindergarten.  



 

 

Family Involvement  - The Stay and Play Roster  

Participating in your child’s session is a wonderful way to see your 

child and their group in action. A roster will be available for each 

term. All family members, including extended family, are welcome. 

What’s involved in family Stay and Play? 

Often the most important part will be to join in with your child’s day. 

Spend time with your child, engaging in the learning and play with 

them. Let your child lead the way.  

When needed, you will be asked to help with a range of tasks such as 

cutting fruit, wiping down tables, sweeping, helping to pack up and 

general tidying. Siblings are welcome to attend however their care is 

the responsibility of the parent.  

Group Representatives 

Parents and carers can nominate to be a Group Representative for 
their child’s kinder year. Up to two Group Representatives will be 
assigned to each group at the kinder. Each Group Representative will 
automatically be a member of the Parent Advisory Group (PAG).  

 

The role of the Group Representative is to; 

 be a member of the Parent Advisory Group (PAG) 

 act as a liaison between the teacher and parents/carers 

 act as a liaison between kinder groups  

 organise fundraising activities and events  

 organise parent/carer assistance in the group as required  

 encourage members of their group to attend and participate 
in kinder events  

 welcome new families to the kinder.  
 

Fundraising  

Fundraising is an important 
addition to the 
kindergarten’s income each 
year.   

Kindergarten fees and 
government funding go 
towards the everyday 
running of a kindergarten. It 
is only through fundraising 
and grants that our 
kindergarten can provide the 
extras or take on major 
works like our beautiful 
garden.  

You are encouraged to 
contribute your time in 
whatever way suits you.  This 
may include putting your 
hand up to help out with a 
particular fundraising activity 
or responding to requests for 
donations for certain 
Information will be sent via 
Flexibuzz.  

 

Laundry  

Kindergarten is messy! 
We will often have 
washing such as smocks 
and tea towels. Your help 
in washing these items 
for us is greatly 
appreciated.  

 

Parent Advisory 

Group (PAG)  
Is made up of the Group Reps 
the PAG provides feedback on 
operational matters affecting 
kinder families. Eg Setting of 
fees, timetabling, building 
upgrades, policies Members 
also respond to general group 
concerns or uncertainties. 



 

 

  

Community Room  

The Community Room is the 
room to your right when you 
first enter the kindergarten 
building. It contains a 
reference library, large table 
and chairs, a comfortable 
lounge, children’s toys and has 
heating and cooling.  

All are welcome to use the 
Community Room when it is 
open.  It can be accessed and 
used before and after 
scheduled kindergarten drop 
off and pick up times while 
staff are in the building.  

You can browse the books in 
the reference library. This 
library covers many topics that 
are relevant to early childhood 
development, behaviour, 
additional needs, health and 
nutrition, multicultural titles 
and some books for families to 
enjoy with their children. 

Please fill in the log book in 
the cabinet if you borrow a 
book. 

We use the Community Room 
for the kindergarten group’s 
social catch ups or if you just 
want to have a chat with other 
parents, carers or guardians, or 
need to comfort small children 
or shelter from the weather. 
You are also welcome to use 
the adjoining kitchen to have  
water, a cup of tea or coffee. 

Bookings to use the room for a 
specific Oakleigh Primary 
School and Kindergarten 
community requirement can 
be made by contacting the 
Administration Officer. 

 

 

Illnesses, injuries, absences 

For the health and safety of 

your own child, other children 

and staff a sick child must be 

kept at home. 

If your child has required 

paracetamol for a fever then 

please keep them at home. 

If your child has vomiting or 

diarrhea then keep them at 

home for at least 48 hours 

after symptoms have finished. 

If they have an infectious 

illness please keep them at 

home until they are no longer 

infectious. If you are unsure of 

the exclusion period please 

contact staff for information, 

or your family doctor.  

If your child becomes ill at 

kindergarten you will be 

contacted to arrange for your 

child to be collected.  

Details of any injury/accident 

will be recorded on an 

accident/injury form.  This 

form must be signed by a 

parent/guardian at pickup.  

Please notify staff of allergies 

or illnesses that may require 

treatment whilst at 

kindergarten.  

Medication 

Staff must be notified if your 

child needs medication at 

kindergarten. You need to fill 

out details in the medication 

book daily. All medicines need 

to be clearly labelled and 

handed to appropriate staff. 

Any medication given to a 

child is done so with written 

authorisation.  

Please note paracetamol is 

not supplied by the 

kindergarten and that staff 

will not administer this to 

children.  

At no stage should any 

medication be left in your 

child’s bag. 

Absences 

Please notify staff if your 

child is going to be absent 

from kindergarten, either 

short term or long term due 

to illness or holidays. You 

can phone or e-mail the 



 

 

 
Fees  

Fees are due 2 weeks before the 

end of term, for the coming term 

(Term 1 fees are due in 

November of the year before 

you child starts). An invoice will 

be issued 2 weeks before the 

due date. Fees must be paid by 

direct deposit, credit card, 

cheque or cash either at the 

kindergarten (placed in the fee 

box in the foyer) or at the school 

office. If you have any 

payment difficulties or need a 

CCB receipt please contact the 

Administration Officer on 0488 

771 709.  

A Kindergarten Fee Subsidy is 

provided by the Department of 

Education for the funded (4yo) 

kindergarten program and 

enables eligible children to 

attend kindergarten free of 

charge or at a minimal cost.   

Families who may be eligible for 

the Kindergarten Fee Subsidy 

(four-year-old programs only) 

include those who are Health 

Care Card holders, Pensioner 

Concession Card holders or 

Asylum seekers on Bridging Visas 

A–E.   

Families are not liable for fees if 

they have provided a valid copy 

of their eligible card (4 yr kinder 

only). Please refer to the Fee 

Policy and statements for any 

further information. 

Unpaid Fees   

If fees are not paid by the due 

date and the Administration 

Officer has not been contacted 

regarding payment 

arrangements the following 

steps will be taken: 

 Fees not paid by the due date 

will incur a $20 late fee 

 

• A reminder invoice (including 

the $20 late fee) will be sent 

via e-mail to parents/guardians 

with a specified payment date, 

and will include information on 

a range of support options 

available for the family. 

 

• Where payment is still not 

received, a follow-up email 

and/or phone call will be made 

to discuss the range of support 

options available and establish 

a payment plan. 

 

• Continued non-payment may 

result in a letter notifying 

parents/guardians that the 

child’s place at the service may 

be withdrawn unless payment 

is made or a payment plan is 

entered into within a specified 

period of time. This letter will 

also include information on a 

range of support options 

available for the family.  

Policies  

The Kindergarten’s policies are 

located in a folder in the office. 

Please ask your teacher if you 

want to access this folder or 

require a copy of any of the 

policies. The folder must not be 

removed from this area. A 

number of our policies are also 

available on our website at 

http://oakleighps.vic.edu.au/kin

dergarten/new-and-events/ 

During the year the policies will 

be reviewed according to 

regulatory requirements.  Any 

policies impacting directly on 

kindergarten families will be 

taken to the Parent Advisory 

Group for their input. Once the 

policy has been reviewed and 

ratified by the School Council the 

updated policy will be available 

for reading and any changes 

advised in the newsletter.    

http://oakleighps.vic.edu.au/kindergarten/new-and-events/
http://oakleighps.vic.edu.au/kindergarten/new-and-events/

