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WELCOME TO GORDON STREET PRE-SCHOOL!

Dear Parents and guardians,

We welcome you and your child to Gordon Street Pre-School. We trust that your child will feel happy and secure in our
Pre-School environment and be stimulated by the variety of activities and learning experiences we provide.

This booklet has been put together for your convenience. It contains important information to help you understand the
way your Pre-School operates and what is expected from you as a parent. Please read it carefully and put it somewhere
safe, so that you can readily refer to it.

For some children, the introduction to Pre-School is their first opportunity to socialise with a large group of their peers.
From the secure world of home, they step into a new environment where they begin to learn the fundamental rules of
COLLABORATIVE PLAY, preparing them for many of the challenges that lie ahead.

By parents, staff and children working together, we aim to make this time of transition a happy one.

IMPORTANT DATES 2022

STAGGERED SESSIONS – 3 YEAR OLD
Thursday  3rd February Meet and Greet You will be contacted by Michelle to schedule your

interview.
Parents attend with children.

Tuesday 8th February - Child’s Surname A-K session time is 9.15am – 10.15am
- Surname L-Z session time is 11.15am – 12.15pm
Parents attend with children.

Thursday 10th February - Child’s Surname A-K session time is 9.15am – 11.30am
- Surname L-Z session time is 12.00am – 2.15pm
Only children attend (bring snack & water bottle).

Normal session times begin from Tuesday 15th February (9.15am – 2.15pm) for all 3YO group
children (bring snack, lunch & water bottle).

STAGGERED SESSIONS – 4 YEAR OLD
Wednesday  2nd February Meet and Greet

- Child’s Surname A-K session time is 9.15am – 10.15am
- Surname L-Z session time is 11.15am – 12.15pm
Parents attend with children.

Friday 4th February - Child’s Surname A-K your session time is 9.15am – 11.30am
- Surname L-Z your session time is 12.00pm – 2.15pm
Only children attend (bring snack & water bottle).

Monday 7th February - All children attend 9.15am – 1.15pm (4 hrs)
Only children attend (bring snack, lunch & water bottle).

Normal session times begin from Wednesday 9th February (9.15am – 2.15pm) for all 4YO group
children (bring snack, lunch & water bottle).
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2022 TIMETABLE

3 Year Old 4 Year Old

MONDAY 9.15am - 2.15pm
TUESDAY 9.15am-2.15pm
WEDNESDAY 9.15am - 2.15pm
THURSDAY 9.15am-2.15pm
FRIDAY 9.15am - 2.15pm
No. of  Children 22 28
HOURS WEEKLY 10 15

2022 TERM DATES

Term 1: 28 January to 8 April Note: Children commence from 2 February
Term 2: 26 April – 24 June
Term 3: 11 July to 16 September
Term 4: 3 October to 20 December
Note: Last day for children: 3YO - 15 December, 4YO - 16 December due to clean up

2022 PUBLIC HOLIDAYS

Gordon Street Pre-School will be closed on the following dates and public holidays, that fall outside of the school
holidays;
Monday 14th March Labour Day
Friday 15th April Good Friday
Monday 18th April Easter Monday
Monday 25th April Anzac Day
Monday 13th June Queens Birthday
Friday 30th September Friday before AFL Grand Final
Tuesday 1st November Melbourne Cup Day

4



OUR STAFF

MARNI WIGHTMAN – DIRECTOR, EDUCATIONAL LEADER AND TEACHER 4 YEAR OLD

Early childhood education has been a big part of my life for many years.  My journey has taken many different paths - all
the while focused around the development of young children.

Gordon Street Pre-School has been my second home since 2013. It really is a special place where children can grow and
learn in a warm and friendly environment. I believe in building children’s confidence, developing imagination, social skills
and creativity, all in a place where they feel safe and secure. I particularly enjoy singing and dancing where the children
can express themselves freely using their voices and physical movements.
Our Kitchen Garden Program is also a passion of mine. I love helping the children learn about how to plant, care and cook
healthy foods. Our expansive garden enables us to plant a variety of fruits and vegetables and then prepare, cook and
enjoy meals together.

It is an absolute pleasure and very rewarding to come to kinder each day and help children develop essential life skills all
through the wonders of play & structured group times. I’m excited for the year ahead and look forward to meeting our
new families, and continuing to work alongside our existing families.

MICHELLE WILLIAMS – TEACHER 3 YEAR OLD

I joined Gordon Street Preschool in 2020 as the 3 year old group educator.  I have over 15 years experience as an
educator both in Melbourne and also in London and I have a special interest in working with children with additional
needs, I currently also work with Yooralla.  I live in Beaumaris with my husband and 3 children.

It is an absolute privilege to work with young children, to share in their education journey and to work in partnership with
their families.  Each child is an individual and my play based program is designed to nurture each child and ensure they
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feel safe and supported in the kindergarten environment. My objective is to guide them into the next stage of
development with growing confidence in themselves and an enthusiasm for continued lifelong learning.

I love to see the children’s curiosity and sense of wonder about the world around them. In the 3 year old program we love
to have fun with the children, following their interests, singing and dancing and enjoying their introduction into the
kindergarten years.

DAWN LA CAVA – CO EDUCATOR 4 YEAR OLD

I am a mother of two teenage children who also attended the kinder as “kinder kids”. I had the pleasure of working with
the children and their families at Gordon Street Pre-School since 2010 as the 3yr old and 4yr old Kindergarten
Co-educator. I also work part time as a Nanny for families in the Bayside area.

I’m blessed to be able to walk across the road, go to work and adore what I do! I love being involved with your little
treasures in every aspect, as they are inquisitive, social, creative and playful. There is much to learn from one another.

I believe that children come to Pre-School as strong, capable and resourceful learners who are constantly curious about
the world around them and as an educator I am committed to supporting every child’s planning and development. I feel
privileged to be sharing in your child’s development and embarking on this journey together with the families of Gordon
Street Pre-School.

TAHLI HOWARD – CO EDUCATOR 4 YEAR OLD

After having my son Kye, I started researching Early Childhood courses and enrolled in my Diploma. After working in the
industry I had really found my passion in working with children and allowing them to grow. 

I love all things creative and enjoy allowing the children to fully express themselves through different mediums. I find that
in allowing children to be the decision makers through their education, they are more engaged and excited to explore and
learn new things. The kindergarten age is such a beautiful age range to experience. I love this age, as the kids are just
starting to experiment with who they are, their likes and dislikes and their values. It's amazing to be able to nurture this
and watch them grow into confident small humans going into primary school.  
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This is my second year at Gordon Street and I couldn't be more excited to become a part of the family and build new
relationships with all the children this year. Hope to meet you all very soon! 

OLIVIA WIGHTMAN – CO EDUCATOR 3 YEAR OLD

I recently graduated from Gowrie Victoria with my Certificate III in Early Education and Care. Having been part of the
Gordon Street Community with my daughter, it is an honour to be back here as part of the education team.

I am passionate about early education and providing secure, respectful and reciprocal relationships with all children. I
believe if a child feels safe and nurtured the possibilities for fun, play and learning are endless.

Three year olds are a constant source of delight and wonder and each is unique in their own way. What a privilege it is to
watch them grow and to provide an inspiring environment in which they thrive.

RELIEF STAFF

We have a number of Relief Staff who have worked at Gordon Street Pre-School over the years, and will continue to
support the children when required.

Helen Rafael Educator

Amanda Krause Educator

Jodie Pease Co Educator
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OUR PHILOSOPHY

At Gordon Street Pre-School we acknowledge the Boon Wurrung people of the Kulin Nation who are the traditional
custodians of the land. We respect and celebrate our Indigenous heritage. We lay the foundations for a meaningful
understanding of Aboriginal and Torres Strait Islander people and their culture by embedding their culture in every area
of our program. We believe in creating a connection with country and aim to live and learn sustainably.

At Gordon Street Pre-School we believe:

● that children learn most effectively through a meaningful play-based program that is developmentally and age
appropriate, based on the Victorian Early Years Learning and Development Framework’s Practice Principles and
Learning Outcomes.

● that all children who come to Gordon Street Pre-School have a right to feel safe and be safe. The welfare of the
children in our care will always be our first priority and we have a zero-tolerance approach to child abuse.

● in giving children a sense of ownership of the program; each child is naturally curious and learns through trial
and error. We therefore focus on open-ended activities where the children can freely investigate, explore, take
risks and challenge themselves.

● in the importance of developing communication skills at a young age and understand that children express
themselves creatively in many ways.

● that families are the most important source of information regarding their children’s lives and that our
relationship with each family is the cornerstone of our practice. We encourage families to get involved with their
child’s learning journey and we work as a team to ensure the best outcomes for the child.

● in respecting and appreciating each other and the environment, by encouraging children to respect nature and
understand the importance of sustainability. We encourage them to explore their outdoor environments and
discuss the interrelationship of the land and its animals and people.

At Gordon Street Pre-School we celebrate diversity. We are committed to the inclusion of all children in all ways of
learning, embracing their strengths, abilities, culture, gender and family structure. Gordon Street Pre-School is committed
to the principles of cultural safety and inclusion of Aboriginal children, children belonging to a culturally and/or
linguistically diverse background, and children with disability, and we recognise that these principles support the safety of
all children.
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CHILD SAFETY
Gordon St Pre-School is committed to child safety and has a zero tolerance approach to child abuse.
Gordon Street Pre-School is bound by the Child Safe Standards and the Reportable Conduct Scheme,
overseen and monitored by the Commission for Children and Young People. The Child Safe Standards
provide a framework for organisations to develop policies, procedures and strategies that embed a
culture of child safety into everyday thinking and practice. The Reportable Conduct Scheme is focussed
on worker and volunteer conduct and how organisations investigate and respond to suspected child
abuse. The scheme aims to improve organisational responses to suspected child abuse.
More information about Gordon Street Pre-School’s obligations, including mandatory reporting
requirements, can be found on the Commission for Children and Young People’s website:
https://ccyp.vic.gov.au/

PRE-SCHOOL CURRICULUM

VICTORIAN EARLY YEARS LEARNING AND DEVELOPMENT FRAMEWORK “V.E.Y.L.F” (2009)

We teach in accordance with The Victorian Framework.  During the period from birth to eight years, children experience
more rapid brain development and acquire more skills and knowledge than in any other period in their lives.
By the time they enter school, children have already developed key communication, learning and thinking skills; learned
to build and maintain relationships; and formed a strong sense of their own identity. These skills and knowledge are the
foundation for learning at school, and for lifelong learning.

It identifies five Early Years Learning and Development Outcomes for all children:
• Children have a strong sense of identity
• Children are connected with and contribute to their world
• Children have a strong sense of wellbeing
• Children are confident and involved learners
• Children are effective communicators

The Victorian Framework describes each of these Outcomes for children from birth to eight years, linking the learning
outcomes from the Early Years Learning Framework for Australia to the Victorian Essential Learning Standards (VELS)
Levels 1 and 2. The Outcomes provide a shared language for all early childhood professionals and families to use when
planning for children’s learning and development.

The Victorian Framework identifies eight Practice Principles for Learning and Development, which describe the most
effective ways for early childhood professionals to work together and with children and families to facilitate learning and
development. These principles are based on the pedagogy of the Early Years Learning Framework for Australia and the
Prep to Year 12 Principles of Learning and Teaching, and on the latest international evidence about the best way to
support children’s learning. In addition, the Victorian Framework emphasises the importance of supporting the transition
of children and families as they move within and across services throughout the early childhood period.
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NATIONAL QUALITY FRAMEWORK

This framework is the result of an agreement between all Australian governments to work
together to provide better educational and developmental outcomes for children using education
and care services. It raises quality and drives continuous improvement and consistency. It applies
to most long day care, family day care, kindergarten and outside school hours care services.

As a result the pre-school has a working document that shows our strengths and what we think are our areas for
improvement. This is called our “Quality Improvement Plan” or “QIP”. We will always be asking parents how we can

improve our program as we seek to continuously improve our service.

We were assessed in 2015 by the Department of Education and Training as to how we perform against the National
Quality Framework. This involved an assessor spending a day observing our preschool in session. We are so pleased to
advise we received an “Exceeding” rating for our assessment. This rating aims to help promote transparency and
accountability and help parents assess the quality of education and care services available.

YOUR CHILD’S PROGRESS

The time your child will spend at Pre-School is an important stepping stone for his/her educational future. Developmental
progress is therefore carefully monitored under all five learning outcomes in the Victorian Early Years Learning and
Development Framework.

Individual records are kept by both three and four year old educators and you are invited to access these by appointment
at any time.

All parents will have the opportunity to have a parent - educator interview mid-year. You can also discuss the progress of
your child with their educator during your parent duty session, and you can contact the Pre-School to arrange an
appointment if you wish to discuss your child’s progress outside of these times.

If you have any queries or concerns about your child, please speak to the educator as soon as possible.
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OUR EDUCATORS’ RESPONSIBILITIES

Each Educator’s priority is to plan an interesting and enjoyable program for the children. This involves working with the
children both individually and as a group. Parent involvement in the program is important. Educators also assist parents
with any queries or concerns that they may have.

Educators perform many administrative tasks that include writing reports, organising incursions, accommodating visitors,
ordering supplies, liaising with the Committee of Management and carrying out other tasks as they arise.

Educators need to maintain their expertise by keeping in touch with the teaching field as a whole. This involves attending
regular Educators’ meetings, professional seminars and workshops throughout the year.

THE ROLE OF OUR CO-EDUCATORS

Co-workers support and nurture children as they develop socially, emotionally, physically and cognitively.

PREPARATION SESSIONS

Sessions without children are provided each week for the Educators to develop their programs, maintain children’s
individual records, prepare materials, attend meetings and organise equipment and supplies for the Pre-School.

THE PROGRAM

Each fortnight, a program is developed to meet the children’s needs and interests, as follows:

● Provides for all areas of a child's development: social, emotional, physical and cognitive.
● Is based on staff observations and records of each child's special interests and developmental progress.
● Emphasises learning as an interactive process. Staff prepare the environment, indoors and out, for children to learn through

active exploration and interaction with adults, other children and materials.
● Provides materials and experiences which are relevant to the children's lives.
● Meets the needs of children who exhibit skills and interests outside the normal developmental range.
● Presents challenges as staff provide a variety of activities and materials, and increase the difficulty and complexity as

children's understanding and skills develop.
● Provides time for children to explore through active involvement and stimulation for thinking, through questions and

suggestions by staff.
● Presents multicultural equipment and materials.
● Provides a balance of active movement and rest throughout the day. The pace of the day will vary, depending on the length

of time children attend, but the timetable is flexible and the children are never rushed.
● Emphasises the value of outdoor play and uses the playground as an extension of the indoor play areas where children can

practise gross and fine motor skills, and social and cognitive skills with freedom not always possible indoors.

Learning experiences are planned to match each child's developing abilities and to challenge the child's interest and understanding.
Children's play - child-initiated - child-directed - staff-supported play - is an essential component of our program.

Parents are invited to provide comments and feedback on our program.

SIMPLE RULES FOR THE CHILDREN

Throughout the year, the staff will encourage children to adopt some simple rules:

● Always walk inside
● Respect equipment
● Flush the toilet
● Respect others
● Take turns
● Listen to others
● Wash and dry hands before snacks, cooking and after going to the toilet
● Respect the environment
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ENVIRONMENT AND SUSTAINABILITY

Sustainability is emphasised significantly and is a high priority within the program. Children are encouraged to participate
in and be mindful of efforts to ensure our environment is cared for through various centre practices. We work together as
a community, supporting sustainability, by recycling, reusing and participating in regular discussions.

Staff aim to raise awareness of the importance of healthy eating and a healthy lifestyle. Our vegetable garden gives the
children the opportunity to plant, nurture, harvest and enjoy cooking and tasting experiences.

Gordon Street Pre-School has introduced the concept of “nude food” supporting our efforts to reduce landfill.  Natural
foods are encouraged. Please support our endeavours to create a healthier environment.

GORDON STREET KITCHEN GARDEN PROGRAM

The purpose of the Kitchen Garden Program is to introduce pleasurable food education to children during their learning
years, in order to form positive food habits for life. Pleasurable food education emphasises the flavour as well as the
health benefits of fresh, seasonal and delicious food. The children have the opportunity to plant, nurture and grow
seasonal fruit and vegetables in the Pre-School’s vegetable garden. Then with the guidance of the educators and parent
volunteers have the opportunity to cook a dish from what they have grown. It is expected that each child will cook once
per term.

INCURSIONS & EXCURSIONS

We will have wonderful incursions for all groups and two excursions for the 4 year old group, including our much loved
Farm excursion. These will vary from year to year depending on the children’s interests. There is no extra cost for these,
therefore if your child cannot attend there will be no refund given. Permission slips will need to be completed by parents
for excursions, and a risk assessment will be completed prior for viewing upon request.
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ARRIVALS AND DEPARTURES

Please ensure that you sign your child IN when you arrive at Pre-School, and that you sign OUT as you leave. To comply
with the Department of Education and Training regulations, we must have an accurate record of all present at Pre-School
during each session. Everyone can then be accounted for in the event of an emergency situation.

On arrival, wait with your child until a staff member greets you at the door. At the end of the session, children will be
dismissed by the staff into your care. It is important that a staff member is aware of both your arrival and departure.

Children must be signed in and out and accompanied by a responsible adult that is authorised to collect your child,
before and after the session. Ensure that all those authorised to collect your child from Pre-School, such as friends and
carers, are listed on your child’s enrolment form.
Remember: Staff can refuse to release your child unless they have written authority. Refer to our “Delivery and
Collection of Children” Policy.

Please make staff aware of any special custody/access arrangements for your child (copies of any documentation
regarding custody/access of your child will be required). If during the year there are any changes to the above
arrangements, please notify the staff in writing.

SETTLING YOUR CHILD INTO PRE-SCHOOL

If possible, plan your time so that you don’t have to rush to Pre-School. Take a minute or two to talk to the Educator and
to look at what your child is doing. Pass on to the Educator anything that has happened on the previous day which has
been of importance to the child.

Feel free to visit and observe, even if it is not your day for duty. When collecting your child, show an interest in what your
child wants to share with you about his/her day at Pre-School.

Most children feel comfortable in the Pre-School environment. However, it is natural for your child to sometimes feel
uneasy about mum or dad leaving, or joining a large group of children. Children react in many different ways. If your child
is having separation problems, the staff will assist you and recommend how long you should stay with them, if it will be of
benefit to your child. When it is time to say goodbye to your child, do so promptly, telling your child you will be back to
pick him/her up soon. Never slip away without saying goodbye.

WHAT TO BRING

Kindergarten bag
Each child must bring along a named bag or backpack suitable for storing belongings and to carry home art-work. Please
keep a change of clothes in your child’s bag, including underwear, shorts and t-shirt etc. Please ensure all of your child’s
belongings are clearly marked with his/her name. Ideal sized backpack is 45cm x 30cm.

Nutrition – snacks and water
Parents in 4 year old group are asked to provide their child with a snack and healthy lunch in a named lunch box. Please
also bring a named water bottle.
Parents in 3 year old group are asked to provide their child with a snack and healthy lunch in a named lunch box. Please
also bring a named water bottle.

We promote healthy eating choices. Please avoid unhealthy snacks such as chips, lollies, sweet biscuits etc.

We are a NUT FREE zone and in light of an increasing number of children with life threatening allergies, we ask that no
nuts or nut products come into the Pre-School (including peanut butter and Nutella sandwiches).

Children will be encouraged to use their drink bottles during the session to stay well hydrated. Their drink bottles should
only contain water (no milk or cordial).

Lunch boxes will be kept in your child’s indoor locker until snack and lunch time. If something in the lunch-box needs to
be kept cool please include an ice-pack in the lunch box.
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WASTE

We encourage our children to have positive environmental habits. The Pre-School has a strong preference for
rubbish-free snacks, lunches and drinks – in other words, ‘nude food’. All items coming to Pre-School should be in
reusable, refillable containers. Please avoid packaged items, eg: squeezie yoghurt packs and cling wrap.

SHOW & SHARE

Children are encouraged NOT to bring toys to Pre-School. We do, however, often ask for items of interest relating to the
program. The Show and Share Box is introduced in the 4 year old program during Term 2.

CLOTHING

It is important to dress your child in comfortable, sensible clothing that allows them to run, climb and take part in messy
play. Although we do provide smocks for messy activities, the best clothes your child can wear are old, comfortable
clothes that they can manage themselves. Strong shoes or sandals that fasten or tie to provide secure motor control are
essential. Please, no thongs, crocs or long dresses as they are dangerous when climbing. Please ensure clothing is clearly
labelled with your child’s name.

SUMMER
Sun Protection
Sun hat: It is Pre-School policy that every child must bring a sun hat in their bag year round. Educators will check the UV
index each day. If UV 3 or above hats will be worn and sunscreen applied every 2 hours.

Sunscreen: Please ensure that you apply sunscreen before you bring your child to Pre-School. According to kindergarten
regulations we need to reapply sunscreen during the session. We will need for parents to sign a permission form for this.
If your child has the need for a specific sunscreen due to allergies, please ensure it is included in your child’s pre-school
bag and advise the staff.  Please refer to our Sun Smart policy in this booklet.

Please ensure your child’s shoulders are covered, t-shirts provide much more protection than dresses or tops with
shoestring straps.

Pre-School tee shirts and hats with the Gordon Street Pre-School logo are available for purchase.

WINTER
Coats: These are necessary during the winter months, as we do try to get
outdoors unless the weather is inclement.

Footwear: If your child is wearing gumboots, please bring comfortable shoes
for indoor use.

14



BIRTHDAYS

The children love to celebrate birthdays, and we will celebrate each child’s birthday with songs and a special pretend
cake. We also have a special birthday chair. We request that you do not send any birthday treats to share with the group
please.

ILLNESS

Please keep your child at home if he/she is not feeling well or shows any signs of infectious illness including Covid 19.
Ring and inform the staff of the reason for your child’s absence. If your child becomes unwell whilst at Pre-School, we will
make all attempts to make your child comfortable and you will be notified immediately. In regard to infectious and
communicable diseases, a table is on display at the end of this book listing the current minimum periods of exclusion
from Children’s Services Centres. www2.health.vic.gov.au/public-health/infectious-diseases/school-exclusion
Additionally, all Covid-19 related requirements and directions are strictly adhered to. Our Covid safe plan and risk
assessment can be found near the sign in book at the front of the preschool.

IMMUNISATION

The Victorian Government has introduced “No Jab No Play” legislation into Parliament. This law came into effect from 1st

January 2016. From 1st January 2016 onwards parents/carers seeking to finalise enrolment for their child in kindergarten
will need to provide:

● A current Immunisation History Statement from the Australian Immunisation Register (AIR); AND

● The statement must show that the child is up to date with all vaccinations that are due for their age, or that they
are able to receive.

On 28 February 2018, the ‘No Jab, No Play’ legislation was amended to make it that an Immunisation History Statement
from the Australian Immunisation Register (AIR) is now the only form of documentation accepted for the purpose of
enrolling in an early childhood education and care service.

Previous forms of documentation, for example a letter from a GP or local council, are no longer accepted. 

LIBRARY

For children
As part of our 4 year old program, we will begin library in term 3. Each child will need to bring a large drawstring bag to
enable them to borrow a book from our collection.

For parents
A number of books and information leaflets are available for parents to borrow (in the white box labelled Parent Library
near the sign-in book) if they wish. These usually focus on children’s development in their early years. You are welcome to
donate any suitable book which you no longer use.
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DOGS

Dogs are not permitted inside the pre school, including inside the front or back yard. If you do have a dog with you when
you drop off or pick up your child from pre-school, please ensure your dog is secured on a leash, and not within close
proximity to the kindergarten entrance gate.

PARENT HELP

PROGRAM PARTICIPATION
Parent help is appreciated, and parents are always welcome to participate in the program.

You can help by sharing any special talent you may have, for example, music, storytelling, assisting with supervision on
excursions and sending along items relevant to the program. You may be employed in an area of community service that
can be shared with the children at a Pre-School session (e.g. nurse, fire person, police person). Alternatively, you may
wish to share some customs from your country of origin.

DUTY
We welcome and greatly value parent involvement at our service, all parent volunteers require a Working with Children
Check. It is free and is valid for 5 years. https://www.workingwithchildren.vic.gov.au/

During each session, extra help is needed to assist the staff and to carry out tasks around the Pre-School. Whilst on duty,
you will have the opportunity to watch your child at play and at work. You will also get the opportunity to discuss the
progress of your child with his/her Educator. We encourage you to read our Program book and to make comments in it.
You will be able to select your duty dates at the beginning of each term (parents may need to complete more than one
duty per term).

If you are unable to perform your duty on your nominated day, please swap with another parent in your group. Also, if a
parent on duty is absent and you have a few hours to spare, feel free to fill in – the staff really appreciate your help.

On the following page is a copy of our Parent Helper Briefing Sheet, which is always available for you to refer to at kinder.
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Gordon Street Pre-School - Parent Helper Briefing Sheet

Gordon Street Pre-School is very appreciative of all Parent Helpers who are willing to commit time to help during a Pre
School session.

Parent Helper Responsibilities:

● You must sign in and out using the visitor handbook located next to the sign in sheet.

● Parent helpers shall exercise mature judgment in supervising children and shall in all instances, respect each
child’s rights and privacy.

● It is essential that confidentiality is maintained. Parent helpers should only discuss any concerns directly and
exclusively with the supervising Teacher/Educators.

● Parent helpers should be willing to perform a wide range of tasks. This includes activities such as copying,
cutting, sorting, collating, cleaning, raking leaves, laminating, putting up or taking down artwork, and playing
directly with children. Each of these activities makes a contribution to the Pre-School. All are valuable to the
teachers, staff, and children.

● Teachers will provide written and/or oral directions for activities they want parent helpers to execute.

● Treat your child as you would every other child at the Pre-School. Too much interaction can be disruptive to your
child as well as his or her classmates.

● While it is acceptable to bring siblings to the parent helper session, it is the responsibility of the parent to
supervise the sibling at all times.

Rules to Follow:

1. Do not discipline the children, alert the teacher if discipline is required.

2. Children are not to share food they have brought in their lunch box. If this is witnessed please alert a teacher
immediately.

3. Teachers, not parent helpers are responsible for communication to parents.

4. Please write the children’s first name on their artwork. You can ask the child if they would like to write their
name first, you may need to write the correct spelling underneath if needed.

5. Please don’t complete any tasks, painting, drawing etc for the children as we are trying to encourage their
creativity and skills.

6. Please do not take photos of your child while you are on parent duty, in the interest of respecting the privacy of
all of the children at the Pre-School. If you would like photos taken of your child, please ask the educator or
co-educator, who will happily take photos for you on the Pre School’s ipad.
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PARENT HELPER SUGGESTED TASKS:

● File children’s completed artwork in the artwork box in the parent waiting area.

● Rake the tan bark from the synthetic turf.

● Use the outdoor vacuum to clear the leaves in the outside parent waiting area.

● Play outside games with the children: What’s the time Mr Wolf or Octopus etc.

LAUNDRY
Smocks, face washers, towels and/or dress-ups may be sent home at the end of each week. Parents will be asked to do
the washing approximately once a year if necessary.

WORKING BEES
Working Bees occur each term and we ask that at least one member of each family attends one of two scheduled working
bees each year. As we are a Community Kindergarten, we cannot maintain the grounds and surrounding areas without
participation from families. A non-refundable $100 maintenance levy will be charged with your child’s term 1 kinder fees,
this allows us to hire a gardener to tidy our grounds and carry out other maintenance tasks throughout the year.

FUNDRAISING

Fundraising is vital to enable us to maintain the standard of our premises, equipment
and resources. Income derived from fees and government subsidies does not cover
equipment purchases and replacements or building and grounds maintenance.
Therefore, when we purchase or replace any resources, we do so as a result of your
support.

Our Social/Fundraising Committee will choose various fundraising activities, including
a social event, which gives parents the opportunity to get to know other families in a
relaxed atmosphere. This is an important aspect of Pre-School life as we believe there
is a real need for parents to get together and be involved in their child’s first years of
education.

NOTICES AND PRE-SCHOOL NEWS

We use EDUCA as a general message board for Pre-School news. EDUCA is a safe online tool for educators to capture and
share children’s learning with families. With EDUCA, you can view updates about your child’s learning and progress, make
comments, leave feedback and communicate with teachers. New families to the Pre-School will be emailed an invitation
to join EDUCA, prior to the commencement of term 1.
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THE COMMITTEE OF MANAGEMENT

The Committee is made up of parents who volunteer their time to manage the Pre-School. This group is elected at the
Annual General Meeting each year.

The contributions made by Committee members are invaluable and the members derive a great sense of achievement
from the work they do. The Committee is structured in such a way that no job is too big for anyone. As can be seen by the
number of positions - many hands make light work. If you have any questions about the Committee of Management or
Committee positions, please email the President on president@gordonstreetpreschool.org.au

Executive Committee:
● President
● Vice President
● Treasurer
● Secretary

General Committee:
● Enrolment Coordinator
● Grants/Sponsorship Coordinator
● ICT Coordinator
● Marketing & Events Coordinator
● Fundraising Coordinator
● Maintenance Coordinator
● Fundraising Coordinator
● Communications Coordinator
● Assisting (non-Committee) roles

COMMITTEE MEETINGS

Meetings are held monthly and all parents are welcome to attend. The minutes of each meeting are kept in a folder near
the sign-in sheet, so that you may be kept informed of what is happening at Pre-School.
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ENROLMENTS

Gordon Street Pre-School is a member of Bayside City Council’s Central Registration System. Please contact our Enrolment
Coordinator or Bayside Council for further information.

4 YEAR OLD PROGRAM
Children must have turned four by 30 April in the year of attendance.

All places are offered subject to Government funding. Should the funding be substantially altered (either increased or
decreased), the Committee reserves the right to alter the number of places offered accordingly.

The Pre-School will maintain a maximum of 28 children per 4 year old group.

Fees and funding are currently based on fifteen hours of attendance per child each week.

3 YEAR OLD PROGRAM
Children must have turned three by 30 April in the year of attendance. Children cannot attend pre-school until they turn
3. Full term fees apply even if your child is unable to attend due to their age.

The Pre-School aims to maintain 22 children in the 3 year old group.

In 2022 the 3 year old program is partly Government funded for 5 hours per week. Fees are currently based on ten hours
of attendance per child each week. Children are entitled to one year of 3 year old program only due to funding
conditions.

FEES

Children are deemed to be enrolled at the Pre-School as long as current fees are paid. Fee collection is mandatory and
the Committee has the discretion to withdraw service for non-payment of fees.

Fees are reviewed on an annual basis, or as required by the Committee. A non-refundable deposit/holding fee of $50 per
child shall be paid upon confirming acceptance of a place offered.

Incursion/excursion levies are included in term fees.

A non-refundable $100 maintenance levy will be charged with your child’s term 1 kinder fees, this allows us to hire a
gardener to tidy our grounds and carry out other maintenance tasks throughout the year. Working Bees occur each term
and we ask that at least one member of each family attends one of two scheduled working bees each year. As we are a
Community Kindergarten, we cannot maintain the grounds and surrounding areas without participation from families.

Fees for 2022:
● 3 year old program - $590 per term
● 4 year old program - $740 per term
● Enrolment Fee (paid upon enrolment) - $100

* This fee secures a child's place at Gordon Street Pre-School and is payable on acceptance of enrolment. This

payment is not refundable and is not deducted from Term Fees.

● Maintenance Levy (due with the 1st term fees/non refundable) - $100

● Late Fee (if fees are paid past due date) - $10 per week
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Payment of fees for 2022

Invoices will be issued with the time frame below and must be paid by the due date.

Term 1 fees will be issued in November of the previous year and will be due by 12th November 2021.

Term 1 due 12th November 2021
Term 2 due 15th April  2022
Term 3 due 1st July 2022
Term 4 due 23rd September 2022

Parents looking for alternative arrangements should contact the Compliance Coordinator, email details below. Formal
requests should be made in writing and will be treated confidentially.

Fee subsidies (ie reduced fees) are available for eligible families that have any of the following cards, visas or documents.

· Health Care Card holders
· Pensioner Concession Card holders
· Department of Veterans’ Affairs Gold Card holders
· Temporary Protection/Humanitarian Visas 447, 451, 785 or 786
· Asylum seekers on Bridging Visas A–F
· Refugee and Special Humanitarian Visa 200–217
· Resolution of Status (RoS) visa, Class CD, subclass 851
· Aboriginal or Torres Strait Islander children
· triplets or quadruplets attending a funded kindergarten program in the same year.

If any of the above applies to you please contact the Compliance Coordinator who will issue you with a revised fee
invoice. Supporting documentation (i.e. your health care card) must be sighted by a staff/committee member at the
Pre-School upon commencement of the program. If the card expires during the year a copy of your new card must be
given to staff/committee in order to keep receiving the reduced fees.

Compliance Coordinator: compliance@gordonstreetpreschool.org.au

EMERGENCY/EVACUATION

The Pre-School is well equipped in the case of emergency. As per kindergarten regulations we need to practise our
evacuation procedures once per term. You will be advised of this mock evacuation prior to it occurring. In the practice
evacuation we will walk up McNamara Street to our assembly point in Weatherall Road out the front of the shops.

DISCLOSURE OF PERSONAL AND HEALTH INFORMATION

Gordon Street Pre-School is provided funding by the Department of Education and Training for the delivery of services. As
part of the service agreement that governs the terms of this funding, the Pre-School is required to collect, use and
disclose personal and health information to the department when complying with its obligations under the Health
Records Act 2001 (Vic) and Privacy and Data Protection Act2014.
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POLICIES AND PROCEDURES

To comply with government regulations, the Pre-School has a number of policies in place. They include:

● Acceptance and Refusal of Authorisation
● Administration of First Aid
● Anaphylaxis
● Asthma
● Child Safe Environment
● Child Safe (Formerly Child Protection)
● Curriculum Development
● Dealing with Infectious Disease
● Dealing with Medical Conditions
● Delivery and Collection of Children
● Diabetes
● Emergency and Evacuation
● Epilepsy
● Excursions and Service Events
● Hygiene
● Incident, Injury, Trauma and Illness
● Inclusion and Equity
● Nutrition and Active Play
● Relaxation and Sleep
● Sun Protection
● Supervision of Children
● Water Safety
● Occupational Health and Safety
● Code of Conduct for Parents/Volunteers
● Determining Responsible Person
● Participation of Volunteers and Students
● Staffing
● Interaction with Children
● Information, Communication and Technology
● Enrolment and Orientation
● Fees
● Governance of Management of the Service
● Complaints and Grievances
● Privacy and Confidentiality
● Road Safety and Safe Transport
● Environmental Sustainability

Additionally, all Covid-19 related requirements and directions are strictly adhered to, with documentation maintained by
the Compliance Coordinator and President.

We recommend that parents acquaint themselves with the Policies and Procedures folder for further clarification on any
matter. A summary folder can be found near the sign in book at the front of the pre school and on our website. The
Committee also welcomes your feedback, comments and suggestions regarding the content of these policies. Such
feedback should be directed to our President, preferably in writing (to facilitate follow up).

Most up to date policies can be found on our website at:
https://www.gordonstreetpreschool.org.au/parent-info-and-policies
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DEPARTMENT OF HEALTH & HUMAN SERVICES EXCLUSION TABLE

Schedule 7

Column 1
Number

Column 2
Conditions

Column 3
Exclusion of cases

Column 4
Exclusion of Contacts

1

Chickenpox Exclude until all blisters have dried.  This is usually
at least 5 days after the rash appears in
unimmunised children, but may be less in
previously immunised children

Any child with an immune deficiency (for example,
leukaemia) or receiving chemotherapy should be
excluded for their own protection.
Otherwise not excluded

2 Conjunctivitis Exclude until discharge from eyes has ceased Not excluded

3 Cytomegalovirus (CMV)
infection

Exclusion is not necessary Not excluded

4 Diarrhoeal illness* Exclude until there has not been vomiting or a
loose bowel motion for 24 hours

Not excluded

5

Diphtheria Exclude until medical certificate of recovery is
received following at least two negative throat
swabs, the first not less than 24 hours after
finishing a course of antibiotics and the other
48 hours later

Exclude family/household contacts until cleared
to return by the Chief Health Officer

6
Glandular fever
(Epstein-Barr Virus
infection)

Exclusion is not necessary Not excluded

7 Hand, Foot and Mouth
disease

Exclude until all blisters have dried Not excluded

8 Haemophilus influenzae
type b (Hib)

Exclude until 48 hours after initiation of effective
therapy

Not excluded

9
Hepatitis A Exclude until a medical certificate of recovery is

received, but not before 7 days after the onset of
jaundice or illness

Not excluded

10 Hepatitis B Exclusion is not necessary Not excluded
11 Hepatitis C Exclusion is not necessary Not excluded

12

Herpes (cold sores) Young children unable to comply with good
hygiene practices should be excluded while the
lesion is weeping.  Lesions to be covered by
dressing, where possible

Not excluded

13
Human
immuno-deficiency virus
infection (HIV)

Exclusion is not necessary Not excluded

14
Impetigo Exclude until appropriate treatment has

commenced. Sores on exposed surfaces must be
covered with a watertight dressing

Not excluded

15
Influenza and influenza
like illnesses

Exclude until well Not excluded unless considered necessary
by the Chief Health Officer

16 Leprosy Exclude until approval to return has been given by
the Chief Health Officer

Not excluded

17

Measles
Exclude for at least 4 days after onset of
rash

Immunised contacts not excluded.
Unimmunised contacts should be excluded
until 14 days after the first day of appearance
of rash in the last case.
If unimmunised contacts are vaccinated within
72 hours of exposure with any infectious case,
or received Normal Human Immunoglobulin
(NHIG) within 144 hours of exposure of any
infectious case, they may return to the facility

18

Meningitis (bacterial
—other than
meningococcal
meningitis)

Exclude until well Not excluded

19 Meningococcal infection Exclude until adequate carrier eradication therapy
has been completed

Not excluded if receiving carrier eradication therapy

20 Mumps Exclude for 5 days or until swelling goes down
(whichever is sooner)

Not excluded

21 Molluscum contagiosum Exclusion is not necessary Not excluded
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Pertussis (Whooping
cough)

Exclude the child for 21 days after the onset of
cough or until they have completed 5 days of a
course of antibiotic treatment

Contacts aged less than 7 years in the same
room as the case who have not received three
effective doses of pertussis vaccine should be
excluded for 14 days after the last exposure to
the infectious case, or until they have taken 5
days of a course of effective antibiotic treatment

23 Poliovirus infection Exclude for at least 14 days from onset.  Readmit
after receiving medical certificate of recovery

Not excluded

24 Ringworm, scabies,
pediculosis (head lice)

Exclude until the day after appropriate treatment
has commenced

Not excluded

25 Rubella (German
measles)

Exclude until fully recovered or for at least four
days after the onset of rash

Not excluded

26 Severe Acute Respiratory
Syndrome (SARS)

Exclude until medical certificate of recovery is
produced

Not excluded unless considered necessary by
the Chief Health Officer

27
Shiga toxin or Verotoxin
producing Escherichia
coli (STEC or VTEC)

Exclude if required by the Chief Health Officer and
only for the period specified by the Chief Health
Officer

Not excluded

28
Streptococcal infection
(including scarlet fever)

Exclude until the child has received antibiotic
treatment for at least 24 hours and the child feels
well

Not excluded

29
Tuberculosis (excluding
latent tuberculosis)

Exclude until receipt of a medical certificate from
the treating physician stating that the child is not
considered to be infectious

Not excluded

30
Typhoid fever (including
paratyphoid fever)

Exclude until approval to return has been given by
the Chief Health Officer

Not excluded unless considered necessary by
the Chief Health Officer

Regulation 111
A person in charge of a primary school, education and care service premises or children’s services centre must not allow a
child to attend the primary school, education and care service premises or children’s services centre for the period or in the
circumstances:
* specified in column 3 of the Table in Schedule 7 if the person in charge has been informed that the child is infected with an
infectious disease listed in column 2 of that Table; or
* specified in column 4 of the Table in Schedule 7 if the person in charge has been informed that the child has been in
contact with a person who is infected with an infectious disease listed in column 2 of that Table.
*Diarrhoeal illness includes instances where certain pathogens are identified including Amebiasis (Entamoeba histolytica),
Campylobacter spp., Salmonella spp., Shigella spp. and intestinal worms, but is not limited to infection with these
pathogens.

Further information
Please contact the Communicable Disease Prevention and Control Section on 1300 651 160 or visit:

www2.health.vic.gov.au/public-health/infectious-diseases/school-exclusion

Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne. © State of Victoria, Department of
Health and Human Services December 2019.
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