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A Welcome Letter from the Principal. 
 

 

On behalf of the teachers, staff and School Council I am pleased to welcome you and your family to 

Kinglake West Primary School. Starting school is a major step for every child and we at Kinglake 

West Primary School are committed to working with you and your child to make school a happy, 

challenging and rewarding experience.  The teaching team and the School Council fully appreciate 

the responsibility we share with you in guiding and assisting your child as they grow, develop and 

achieve in their learning and as a citizen. 

 

I warmly invite you to become involved in your child’s education at Kinglake West and experience 

the community spirit that makes this school such a great place for children.  You will find that there 

are differences in the way schools are run today compared with the past and this booklet will 

introduce many of these changes to you. 

 

As opportunities arise for you to become involved in the school I sincerely invite you to join in and 

experience the satisfaction of being an active member of the school community. 

 

Children’s learning is best supported when good relationships exist between home and school. It is 

through the combined efforts of teachers and parents that children receive the best opportunity to 

develop and learn. The school’s curriculum and learning environment are designed to lead children 

forward to gain the skills, attitudes and knowledge needed to meet the demands of our ever-

changing society. 

 

Please feel free to contact me in regard to school questions and concerns that are of importance to 

you. 

 

Regards, 

 

 

 

Mark Portman. 

PRINCIPAL. 
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School Profile. 
 

Kinglake West Primary School has been serving its semi-rural community since 1896.  It is situated 

in (Kinglake West) a bushland community set high on the Great Dividing Range about 65 

kilometres north of Melbourne.  The occasional snowfall only adds to the beauty of the 

environment, which makes this a great place to bring up children. 

 

Our enrolment is approximately 180 children.  This is expected to remain fairly stable over the next 

few years.  While most children live in various parts of Kinglake West and Pheasant Creek, a 

significant number are drawn from surrounding districts. 

 

The children’s behaviour, sense of responsibility and friendship are positive features of Kinglake 

West Primary School.  Great emphasis is placed on caring for our students, staff and parents by: 

 

∗ Providing a friendly, secure and supportive, environment where each child is able to develop a 

positive sense of identity, self-esteem and achievement. 

 

∗ Encouraging parent and community involvement in the school’s daily operation. 

 

∗ Developing a climate of mutual respect, goodwill, trust and co-operation, and a desire to do the 

best for the children. 

 

∗ Facilitating strong friendships throughout the school by offering activity days and cross age 

tutoring programs, house sports and shared activity days. 

 

∗ Extending children’s individual potential by encouraging creativity, independence and initiative, 

in a challenging and rewarding environment. 

 

∗ Expecting each child to do his/her best and supporting them as they do it. 

 

∗ Ensuring that each child has the opportunity to develop his/her potential to the maximum. 

 

∗ Encouraging children to be innovative and adaptable in their learning, and to co-operate and 

work with others. 

 

While emphasis is placed on developing effective skill and a high level of achievement in literacy 

and numeracy, the comprehensive curriculum provides high quality programs covering the 8 Key 

Learning Areas of The Arts, English, Health and PE, Humanities, Languages, Mathematics, Science 

and Technologies interwoven throughout the curriculum with Critical and Creative Thinking 

capability, Ethical capability, Intercultural capability and Personal and Social capability.  There is a 

commitment to an integrated learning approach and inquiry learning. 
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Kinglake West Primary School supports all children with the following enrichment programs: 

 

 

• Dancing program, school musical and 

concert 

• Special assistance program in literacy 

and numeracy. 

• Swimming program • Life skills education 

• In-house performances • School Chaplain 

• Whole school Camp program  • School Psychologist 

• Inter-school sports • Speech Therapist 

• Information technology/computer 

education  

• Social Worker 

 

Kinglake West Primary School grounds provide an attractive and stimulating environment for the 

children.  Our school grounds include asphalt netball/basketball courts, a junior sports oval, a fun 

and fitness track, a variety of playground equipment, many trees and other grassed areas, attractive 

gardens and a magnificent oak tree. 

 

Our buildings include 8 permanent classrooms, administration area, outdoor learning areas, flexible 

classroom spaces and modern technologies, art room, library and a large multipurpose room.     

 

A Before and After School Care Program for children has been operated by the School Council 

since 1989. 

 

Our parent community is actively involved in the school’s life, and we enjoy tremendous co-

operation between parents, teachers, school council and children.  The staff leadership team and the 

school council operate in partnership in a democratic atmosphere, committed to consultation in the 

decision making process. 

 

The teaching staff form a cohesive, hard-working and dedicated team. They set high standards for 

themselves and for the children they teach.  The teachers are committed to their own professional 

development ensuring up to date and practical knowledge of improved teaching and learning 

strategies, and therefore the ongoing implementation of quality teaching practices and programs, 

which meet the needs of all children.  Their enthusiasm, humour, mutual support and dedication to 

the welfare and learning of the children help make Kinglake West a good place to work. 

 

Kinglake West Primary School is a school where each child is valued as an individual, with 

strengths to develop and challenges to overcome.  Each child is guided and encouraged to do their 

best, to pursue excellence in the academic, social and physical areas, and develop the personal skills 

needed to confidently take a worthwhile place in our ever-changing society.  This is, and will 

remain, our greatest challenge.  
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General Information  
 

Absences 

 

The Department of Education and Training (DET) requires parents or guardians to provide an 

explanation for the absence of any child who does not attend any school day.  Children should not 

be absent from school except for illness or extremely pressing family circumstances.  Class teachers 

are willing to provide work for a child who is away for an extended period e.g holidays.  

 

Admission Form 
 

All children new to the school must have an Official Admission Form.  There is certain emergency 

information which must be completed on the form, e.g. medical condition, friend or neighbour to 

contact in an emergency, etc.  All information on the forms remains in the school office under strict 

confidence. 

 

It is important that parents inform the school of any change of address, telephone number or 

emergency contacts so that we can keep our records up to date. 

 

Asthma and Anaphylaxis 
 

The incidence of asthma and anaphylaxis is increasing.  Parents of affected children must ensure 

that the school’s records contain details of medication and an official Management Plan.  This plan 

must be developed in consultation with a Medical Practitioner.  

Asthma and Anaphylaxis plans need to be reviewed by a doctor every 12 months. The school 

requires a copy of all medical management plans at the beginning of every year. We recommend 

updating plans each January so that they last throughout the year. 

 

All student medication is stored in the First Aid Room.  

 

Appointments During School Hours 

 

If your child has an appointment during school hours, please collect him/her from the classroom 

after completing the early dismissal form at the office. 

 

Prior notification to the class teacher would be appreciated. 
 

Attendance 
 

In Victoria education is compulsory for children between the ages of five and sixteen years.  When 

children are enrolled it is expected they will attend school every day of each term.  All schools in 

Victoria record daily attendance. 
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Victorian Curriculum 

 

Victorian schools work to a set of guidelines based upon the Victorian Curriculum for schools, 

which outline what is crucial for all students to learn from Prep to Year 10. Schools use the 

Standards to plan their teaching and learning programs, including assessment and reporting of 

student progress.  

The Standards outline what is important for students to learn during their time at school.  

The Standards ensure that students continue learning traditional subjects such as English, 

mathematics, science, humanities, languages and the arts. Within these subjects, students develop 

the capabilities and knowledge that they need in life.  

The school report card shows how far your child has progressed during the year and compares their 

performance with the standards expected for students of their age.  

 

Bicycles 
 

A secure bike shed is provided for student use and 

is located beside our Multi-purpose room.  

Students are required by law to wear approved 

helmets when riding.  They are to be stored in their 

classroom 
 

Riding bicycles in the school grounds, borrowing 

or tampering with bicycles belonging to another 

student will be regarded as serious offences.  

Students are advised to leave all nonessential accessories at home. 
 

Book Club 

The school acts as an agent for Scholastic Book Club which offers a range of items at a reasonable 

price.  Information brochures are sent home and orders can be placed online several times a year.   

 

Classroom Helpers 
 

Being a classroom helper is a wonderful opportunity for parents to help out with the learning 

activities in the classroom.  Parents who want to be helpers and assist in the classroom are always 

welcome. 

Please speak to your child’s teacher if you would like to assist. 

All classroom helpers must have a current Working With Children card. 
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Contact Persons 

 

Principal   Mark Portman 

Business Manager   Kim Gheno 

Out of School Hours Care Coordinator   Jodie Purchall 

 

How to Contact the School. 

 

If you have a message or a problem PLEASE contact the principal.  He will endeavour to answer 

your question or arrange a suitable time to have a meeting with himself and/or the teacher. 

 

Our Phone Numbers are:  (03) 5786 5262 or (03) 5786 5034. 

Our Fax number is (03) 5786 5799. 

Our E-mail address is: kinglake.west.ps@edumail.vic.gov.au. 

Out of School Hours Care Phone Number: 0423521981 
 

Contacting the School 

 

Through the General Office: 

Messages may be left for teachers, or appointments may be made with the Principal, through the 

office.  Parents may phone 5786 5262 or directly approach the office. 

 

Urgent Messages Only: 

May be left for children at the office, (e.g. your car breaks down and you are unable to pick up your 

child).  To minimise disruption please ensure messages are for emergency reasons only. 

 

Through Your Child’s Teacher: 

Minor concerns such as lunch arrangements, money for excursions, reasons for absences, etc. can be 

directly related to the class teacher.  The best time to see the teacher is before 8.55a.m. and after 

3.30p.m. or you can make an appointment with the class teacher at an agreed time. It is not 

appropriate to speak to teachers during instruction time. 

 

All Major Concerns: 

Relating to teachers and pupils should go through the Principal. 
 

 

Curriculum/Professional Development Days 

 

Every primary school has been granted four Curriculum and Professional Development Days.  This 

time has been allocated to teachers for the purposes of in-service education, curriculum 

development and planning.  Children are not required to attend school on these days. 

 

A Curriculum day is the first day prior to school returning for the year with the others being 

approved by School Council and communicated, in advance, through the newsletter. 
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Democratic Principles 

 

The programs of and teaching practices in Kinglake West PS support and promote the principles 

and practice of Australian democracy and include a commitment to:  

• elected government,  

• the rule of law,  

• equal rights for all before the law,  

• freedom of religion,  

• freedom of speech and association and 

• the values of openness and tolerance. 

 

 

Emergency Details 
 

It is essential that the school can make contact with parents at all times as serious illness or 

accidents can occur whilst a child is at school.  Therefore it is essential for the school to have up to 

date medical and contact records.  Please complete and return the Medical Record form that will be 

sent home at the start of the school year.  Please contact the School if your child contracts a new 

medical condition (eg. Allergies, asthma, travel sickness, diabetics, epilepsy). 

 

IT IS VITAL THAT THIS IMFORMATION IS KEPT UP TO DATE. 

 

If changes of address, phone numbers, employment, etc. occur during the year, please notify us 

immediately in writing. 

 

Finding Out What’s Happening 

 
As a school we try very hard to make sure families know what is happening at the school.  We use 

several different ways to communicate with families. 

 

Newsletter 
 

“Wombat Whisper”. 
 

Every Monday the school publishes a newsletter.  The eldest child in the family takes this home. 

 

The newsletter contains all the information about what is happening in and around school so it is 

very important that you read it each week.  There may be forms included in the newsletter, which 

need to be completed by you and returned to school. 
 

Please make sure that you receive one each week, especially if your child is absent on Monday, we 

do send electronic copies on request.   
 

The newsletter is published on the Skoolbag app and on the school webpage with sections of the 

newsletter available on the school’s Facebook page. 
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Skoolbag App 

 
Lots of important announcements, forms, absence notifications, the newsletter and permission forms 

etc can be found and completed on the Skoolbag app on a smart phone or tablet.  

Qkr! App 

 

The Qkr!app (pronounced ‘quicker’) is an secure and easy way to order and pay for school items 

from your phone at a time and place that suits you. 

 

With Qkr! You can: 

• Order and pay for your child’s lunches, reducing the need to bring cash to school; 

• Pay for school fees, excursions, incursions, events and more 

 

Facebook 

 

The school operates 2 Facebook pages. The Open page contains some broad information and photos 

about the school and some of our special events. The Secure (closed group) Facebook page contains 

notifications and photos that can only be seen by current families and is a communication tool for 

the school to send out reminders and updates 

 

The Parents At West (PAW) also operate a Facebook page for sharing ideas, calling for volunteers, 

selling second hand uniform asking questions etc. This page runs under regulation but is not directly 

monitored by the school. 

 

Website 

The school’s website contains information, policies and forms and is an easy way to find 

information. Our website address is www.kinglakewestps.vic.edu.au 

 

Graduation 

 

To mark the very special event of leaving primary school, Year 6 students participate in a 

graduation ceremony in late December. 

 

Illness/Medicines  
 

Students should remain at home if they are ill.  A child who is ill cannot cope with school activities 

and they may infect others.  The school has neither the personnel nor facilities to cater for sick 

students.  If your child contracts an infectious disease it is wise to visit your family doctor.  You 

must also notify the school and seek advice on exclusion requirement. 

 

When a course of medicine must be taken by a child at school, it is imperative that such medication 

be clearly labelled with the child’s name, the dosage and time of administration noted.  A 

covering letter authorising the teacher to administer the medication must be signed and dated by the 

parent and the medication sent to the school with the child.  
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Illness at School 

 

The school has a small room, commonly called the Sick Bay, which has a bed, basin and is stocked 

with some basic medical supplies.  

 

If your child has a minor accident, the duty teacher or class teacher will attend to him/her, and you 

will be informed. 

 

If a child is ill enough to have to go home, every endeavour is made to contact his/her parents.  

 

Every care is taken with children, but if they are not well in the morning please keep them home. 

 

Instructions for the administration of medicine/tablets etc are to be put in writing by the parent and 

delivered to the classroom teacher by an adult. 
 

Infectious Diseases 

 

Under the Health Act children area required to present an immunization certificate at primary school 

entry. 

 

The aim of the legislation is to encourage parents to have their children immunised against 

diphtheria, tetanus, poliomyelitis, measles and mumps before school entry. 

 

In the event of an outbreak of any of these diseases, any child not immunised will be excluded from 

school for the prescribed period. 

 

Please notify the school immediately if your child has an infectious disease, e.g. measles, ring 

worm, head lice.  The Department of Education and Training Regulations govern the time for which 

a child suffering from an infectious disease must be excluded from school. 

 

Measles Until at least five days from the appearance of rash, or until receipt of 

a medical certificate of recovery from infection. 

Rubella (German Measles) Until fully recovered or at least five days after onset of rash. 

Whooping Cough Until two weeks after the onset of illness and until receipt of a 

medical certificate of recovery from infection. 

Ringworm Until appropriate treatment has commenced, supported when 

requested by a medical certificate. 

Pediculosis (Head Lice)  Until appropriate treatment has commenced, supported when 

requested by a medical certificate 

Impetigo (School Sores) Until sores have fully healed. The child may be allowed to return 

earlier provided that appropriate treatment has commenced, and that 

sores on exposed surfaces (such as scalp, face, hands or legs) are 

properly covered with occlusive dressings. 

Diphtheria   Until receipt of a medical certificate of recovery from infection. 

Meningococcal Infection Until receipt of a medical certificate of recovery from infection 

Chickenpox Until fully recovered or at least one week after the eruption first 

appears. 

Certain diseases such as Hepatitis and Pediculosis must be reported to the school immediately 
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Head Lice (Pediculosis) 

 

Unfortunately, some students contract head lice.  As head lice is a very contagious condition, it is 

important that parents immediately treat their child’s hair.  

 

To try and keep the school free of head lice please read the following carefully: 

 

“The insects are 2mm long and lay their eggs (nits) on hair close to the scalp, particularly at the 

back of the neck and behind the ears.  Eggs are about 1mm in length and are cemented to the hair.  

Egg cases that remain once the lice have hatched are dull white and generally found on shafts of hair 

further than 1 cm from the scalp”. 

 

The health commission recommends the following: 

 

1.  The parents must be made aware of the responsibility to regularly check their own children for 

infestation.  If head lice or nits are found, parents should immediately seek treatment, and notify 

the head of the school. 

 

2.   The head of the school, upon being told of infestation of a school child, should use available 

communication, eg. a newsletter, to alert parents, particularly those of other children in the same 

class. 

 

The school has a group of trained parents who are able to identify headlice, we ask all parents to 

complete the permission form allowing children to be inspected by their volunteers. 

 

Children identified with headlice need to be treated then inspected at the school prior to returning. 

________________________________________________________________________________ 

 

IT IS YOUR RESPONSIBILITY TO REGULARLY CHECK YOUR CHILD 
 

 

School Medical Service 

 

During Preps, the School Medical Service will test the children.  This covers sight, hearing and 

general health.  This is a valuable, free service and appointments can be made for you to discuss any 

problems.  Teachers also have the opportunity to refer children to be tested if we feel they might 

have sight, hearing or other problems that are affecting their progress at school. 

 

The children may have a dental check up, with the opportunity of appointments with the School 

Dental Service if it is in the area. 

 

You will receive notification when these opportunities arise. 
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Program for Students with Disability 

 
The Program for Students with Disability at Kinglake West Primary School aims to meet the special 

needs of students with a disability. 
 

An individual program is devised for every student designated as having a disability or impairment.  

Regular support meetings are held with the student, parent and teacher to make sure that the 

student’s needs are met and progress is monitored. 

 

Supports from outside the school are also available.  For example; speech therapist, social worker 

and educational psychologists. 

 

 

Out of School Hours Care Program (The Greenhouse) 
 

Before and After School Care is provided for school children on the school premises. 

 

The hours for this daily program are: 

 

7.00 - 8.45 am and 3.30 - 6.00 pm. 

 

The program offers a safe and stimulating environment for your children.  The children are involved 

in varied activities such as Art/Craft, Games and Sport.   

 

The before school program offers breakfast and activities. After school the children are given an 

afternoon snack including sandwiches and a drink.   Families wishing to register and book can pick 

up an enrolment form, along with an information book related to the program, from the school 

office. 

 

Full day childcare can be available on Curriculum Days by arrangement and if numbers permit. 

 

The childcare program caters for working parents with many children regularly attending.  Casual 

and emergency attendance is available to all. 

 

 

Parents at West (PAW) 
 

 This group meets at school throughout the year.  It provides all parents 

with a chance to meet others, make new friends, have some morning tea, 

discuss programs and activities with teachers and other parents and help 

out with our many special activities at school.  The PAW members have 

helped children in their class rooms make Mothers’ and Fathers’ Day gifts, 

organised sausage sizzles, held cake stalls, fundraising drives, and special 

morning and afternoon teas. 

  
 



 

16 

Parent/Teacher Meetings 
 

An essential part of the school year is the Parent/Teacher Meetings.  These are designed for the 

mutual benefit of both parents and teachers, to give each the opportunity to know the other and thus 

be able to help students in the most effective way. 

 

The dates of meetings are published in the school newsletters, which all parents receive.  Special 

notices requesting interviews are sent home at each level before the meetings take place.   

 

Parents are free to contact the school any time to make an appointment to discuss their child’s 

progress. 

 

Payments to the School 
 

The available methods of payment at KWPS are:  

1. Telephone the school office with your credit card details.  

2. Come into the school office and pay by cash, credit card or EFTPOS.  

3. Pay online with BPay. BPay details are on your family statement.  

4. Pay with a credit card online through the Qkr! App.  

5. You may choose to send cash or credit card details to school with your child, however we cannot 

accept any responsibility for the safety of these methods of payment.  

6.  Direct deposit into the school account. Please ensure details of payment are included. 

 

When sending any form of payment to school with your child, please make sure it is carefully sealed 

in an envelope and clearly labelled with your child's full name, their class, the amount of money and 

the purpose of the payment.  

 

Safety 

 

For the safety of your child it is desirable for him/her to know the following facts. 

 

• His/her name, address and telephone number. 

• The most direct and safe way to and from school. 

• The correct way to cross a road and use the school crossing. 

• To REFUSE rides or interactions with strangers. 

• Not to bring dangerous articles to school. 

• Not to throw sticks, stones or other harmful objects. 

• Not to leave the school grounds without permission from a teacher and 

• To be courteous and considerate towards others. 
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Staff Car Park 
 

The area is for authorised vehicles only.  Please note, the Staff Car Park MUST NOT be used as a 

drop off or collection point at any time. The safety of our children is everyone’s responsibility.   

 

School Hours 

 

Session 1    8.55 am to 11.00 am.   

MORNING RECESS    11.00 am to 11.30 am.   

Session 2    11.30 am to 1.30 pm.                                           

LUNCH TIME   1.30 pm to 2.30 pm  

Session 3    2.30 pm to 3.30 pm. 

 

 

 

School Uniform 
 

School uniform is compulsory and must be worn at school and on excursions. 
 

School uniform is ordered online at http://RHSport.com.au   Postage to the school is free. 
 

The uniform consists of:   

T-shirts, polo shirts, bomber jackets, windcheaters and rugby tops - navy with the school emblem, a 

wombat, in white. Matching navy track pants and navy shorts. Tunics and rain jackets are also 

available. In suitable weather children can wear a navy and white check dress. 

 

School Hats - Navy blue bucket hat or a broad-brimmed hat with the white emblem are available 

and a broad brimmed, bucket style or legionnaire cap must be warn in terms 1 and 4.   
 

House colour t-shirts are available through a special order at the start of a year. These t-shirts can be 

worn on sports days and special house days.  
 

Items are ordered directly from Ross Haywood Sports and can be delivered to home or school. 

Children need to wear suitable, comfortable and serviceable clothes to school.  SUCH ITEMS AS  

THONGS, SINGLETS AND DANGLING EAR RINGS ARE NOT SUITABLE FOR SCHOOL. 
 

As physical fitness is encouraged in the children they do need appropriate clothing and footwear.   

Gumboots and slippers are also a good idea for the winter months. 

 

Lost Property 

 

All clothing, drink bottles, lunch boxes, school bags, etc. should be clearly labelled with your 

child’s name.  It is very helpful if bags and lunch boxes, are labelled on the outside, since many 

children often have identical belongings. 
 

Any lost property will be sorted and returned to your child providing it is clearly named.  
 

Second hand clothing sales are held regularly at the school. 
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Student Banking  

The student banking program at KWPS operates through the Commonwealth Bank. Student 

banking day is Tuesday. There is an exciting Rewards Program designed to encourage students to 

make regular savings. Information on how to join the program is available from the office.  

SunSmart 
 

Kinglake West Primary School is a SunSmart school and students are encouraged to be protected 

from skin damage. This is done by encouraging students to wear school-approved sunhats, which 

protect the face, neck and ears, particularly in Terms 1 and 4 when the school has policy of "NO 

HAT - NO PLAY". Those students not wearing a hat at this time will sit in a designated shaded 

area. 

 

SPF30+ broad spectrum, water resistant sunscreen will be available in the classrooms for children’s 

use. 

 

Transport 
 

The Education Department does provide a bus service to and from school for those children who 

live more than 4.6 kilometres from school and provided there is a sufficient number of children to 

warrant the service. This service picks children up along National Park Road and also from 

Flowerdale.  If you require more information, please see the Principal.  There will be costs involved 

in using the school bus, if Kinglake West Primary School is NOT the closest school to your home.  

Please discuss this with the Principal. 

 

Times:  Morning:   Departs corner of National Park Road and Pine Ridge  

Road at approximately 8.20 am. 

 

  Afternoon: Leaves school at 3.40 pm. 

 

Map of Parking.       
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United Fuel Discount Card 
 

United fuel provide a fundraising opportunity for our school through a discount card. Each time you 

fill up with fuel at United, show your card and YOU receive a 2cents per litre discount and United 

donate 2 cents per litre to the school. To apply for a card visit 

http://new.unitedpetroleum.com.au/up-schools/ 

 

We encourage parents, friends, family, neighbours and everyone to save money at United whilst 

helping the school. 

 

Working Bees 
 

Working Bees are organised by the School Council 

throughout the year to help maintain a functional, safe and 

attractive school environment.  They can only operate 

effectively with the willing support of the school 

community.  Working Bees are advertised through the 

school newsletter. 
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Day To Day Routine. 
 

General School Routine 

 

Please note that school commences at 8.55 am each day.  Children should be in the school ground a 

little before this time.  On the other hand, if they arrive before 8.30am we recommend that they 

attend the Before and After School Care Program for their safety, warmth and supervision. A bag 

bell rings at 8.45am each morning to inform children that the classrooms are open for them to put 

their bags away and set themselves up for the day. We feel it is very important for your child to 

arrive at school in time to unpack their bag and catch their breath before the bell. Late children are 

often upset and take a while to settle in before they are ready to begin to learn. 

 

On Monday mornings we have a special assembly at which we raise the flag, say our school 

declaration and sing the National Anthem. 

 

From the time of the morning assembly bell until afternoon dismissal, the children are left in charge 

of the teachers.  Parents wishing to take the child from school during school hours should first see 

or write to the teacher. 

 

Children should leave the school grounds without delay after dismissal in the afternoon.  Parents 

who take children home are advised to time their arrival to coincide with dismissal times.  Please 

contact the school if circumstances arise which prevent you from collecting your child as arranged 

to avoid distress to your child. 

 

If your child has not been collected by 4.00 pm we will attempt to contact you and we will take your 

child to the Before and After School Care Centre in the school grounds. 
 

 

What to Bring 

 

During the school year your child will use a quantity of materials, such as paper, paint, crayons, 

pastels, pencils, paste and various materials for Art/Craft, Science and other subject areas.  In 

addition they will work from duplicated sheets, and will have the use of books, library books, and 

construction materials.  

 

A book list will be sent home in early November each year.  This will contain a list of materials 

your child will use in class during the following year.   

 

You will need to supply your child with 

 

 A school bag 

 A lunch box 
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Show and Tell/Current Affairs/News 

 

The children are encouraged to bring an item or some news to share with the grade.  We discourage 

toy guns, expensive toys and valuable items as they can end up lost or broken. 

 

From time to time your child may request to bring a new baby, a pet or a valuable item.  Please 

arrange this with the teacher and a time will be set aside. 

 

 

It’s Lunch Time 

 

Lunches are eaten in the classroom, under supervision of the teacher from 1.20 pm until 1.30 pm.  

Whilst the teacher will make every attempt to ensure your child eats their lunch it is difficult with 

20 children.  If you have concerns about lunch eating please discuss it with the teacher 
 

When children bring a cut lunch from home, please ensure the lunch bag or container is clearly 

labelled.  Chewing gum is not permitted within the school premises. It is advisable to have several 

"practice school lunches" at home before your child starts school. This will give experience in 

successfully handling a lunch box and drink. (Drink must be in a non-glass container). 
 

Play Lunch 

 

Young children use up a lot of energy at school, and need a mid-morning snack to keep them going. 

A separately packed piece of fruit for morning recess is a good idea for inclusion in your child's 

lunch box. At Pre-School the children had fruit for their morning break, and we plan to continue this 

healthy practice. 

 

Lunch Orders 

 

The canteen runs on Fridays.  Our school aims to provide students and staff with a variety of foods 

to satisfy their needs for adequate nutrition during the day. We ask parents to support our attempts 

to improve the variety and nutrient content of food offered to students by supervising their child’s 

choices to ensure a balanced selection.  Students having a lunch order need to bring snack for recess 

or have a separate snack order.   

The canteen is staffed by parent volunteers organised by our Canteen co-ordinators (also 

volunteers),on the job training is provided and all new volunteers are supported by experienced 

volunteers whilst they learn. Children whose parents volunteer get a free lunch order on the day they 

assist. 
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Books 

 

Your child will be bringing books home from two sources. 

 

1)  The Classroom. 

During the year, your child will bring home books to share with you.  Please help your child to be 

responsible for returning these books DAILY as they are often part of our classroom activities as 

well. 

 

2.  The School Library. 

Throughout the year the children will be encouraged to borrow from our school library during their 

library sessions and at other times.   

 

How Can I Be Involved In The School? 

 

We are fortunate at Kinglake West Primary School that parents actively support our school as it is 

only with us all working together that we can continue to grow as a community.  Here are some of 

the ways, which you can be involved. 

 

Helping your child at home 

 

The first way to be involved in your child’s education is to be involved in 

what your child does at school.  Ask if they have had a good day, about the 

work they have done, about their friends and about any visitors to the class.  

Look at any pieces of work they have brought home and ask them to tell 

you about them.  Praise and encouragement are most important.  Don’t 

forget, KEEP READING STORIES TO YOUR CHILD regularly, each 

evening if possible. 

 

Helping in the Classrooms 

 

Being a classroom helper is a wonderful opportunity for parents to help out with learning activities 

in the classroom.  Parents who want to be helpers and aides who assist in the classroom can do a 

training course at the school.  The program explores the kinds of activities helpers may be asked to 

assist with during their time in early years’ classrooms.  It is part of the Early Years Literacy 

Program 

 

• All classroom helpers are required to have a current working with children card 
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The School Canteen 

 

The canteen will operate on the basis of voluntary help. The overall management of the Canteen is 

the responsibility of the School Council advised by a Canteen Committee, which also assists with 

the day-to-day organisation.  

The Canteen aims to provide a financially self-sufficient service and nutritious lunches for pupils. 

All canteen profits are expended on school programs and resources.  

There is a continuing need for helpers, so if you are willing to assist, please contact the office.  

 

School Council 

 

Parents are an important component of School Council.  It comprises the Principal, 3 elected staff 

and 8 parents, with 2 co-opted members being available if special expertise is required.  School 

Council is responsible for much of the decision-making and policy formation in the school.  

Elections are held in March each year.  The meetings are open meetings so you are most welcome to 

attend.  School Council Meetings are detailed in the newsletter. 

 

The council has seven main sub-committees: Curriculum, Buildings and Grounds, Finance, 

Fundraising, Canteen, Parents At West (PAW) and Before and After School Care.  Being part of our 

School Council is an interesting way in which you can be involved and kept well informed about the 

school.  You will be notified of elections and meetings in the newsletter. 
 

Curriculum Committee 
 

This committee develops policies for each area of the curriculum and examines educational issues 

as they arise.   
 

Buildings and Environment Committee 
 

This committee organises working bees, plans maintenance work and hires contractors to perform 

building, maintenance or grounds work at the school. 
 

Finance Committee 
 

This committee examines all spending, keeps a check of how budgets in all areas progressing, and 

prepares budgets for next year. 

 
 

School Council Activities 

 

So that excessive monetary contributions by parents can be avoided the School Council runs a 

variety of functions.  Some of these functions are for specific fund raising purposes and others are 

purely social events.  Join in and have some fun. 
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Curriculum 
 

The comprehensive curriculum provides high quality programs in - English, Mathematics, Science, 

Technology, Studies of Society and the Environment (SOSE), Arts, Health, Physical Education, and 

Languages Other Than English (LOTE).   

 

English 

 

In most instances, the two-hour block between 9.00 to 11.00am is devoted to English.  Within this 

time Reading, Spelling, Grammar, Writing, and Speaking and Listening programs are all taught.  

The Early Literacy approach to Reading and Writing is followed.  Literacy teaching in this is co-

ordinated and monitored by senior staff to ensure that the literacy development of each child is 

monitored and teaching and home reading programs are implemented successfully.  

 

Monitoring also ensures that each student achieves Statewide Literacy Benchmark performance. 

 

 

Reading Recovery 

 

What is Reading Recovery? 

 

Reading Recovery is a school based early intervention program developed to assist Year 1 students 

who require additional assistance with Reading and Writing.  This support is given 1:1 3-4 per week 

by a specially trained teacher.  Small group additional literacy support is also available for students 

in Prep – Year 6 who require some level of assistance..  

 

 

Mathematics  

 

In all Grades mathematics is taught in a Numeracy Block of one hour daily.  The Numeracy 

approach provides the children with many “hands on” practical experiences. 

 

Maths Intervention/Extension 

 

Maths Intervention/Extension is an early intervention program developed to assist children who will 

benefit from small group assistance and extension.  It is run by a specially trained teacher. 
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Library 

 

Reading and a love of literature are positively encouraged throughout the 

school.  It has a large supply of resources - books, charts and pictures, 

videotapes, audiotapes, and maps.  

 

Our library is computerised and all children quickly become competent in 

using the computer for research, to find a book or to borrow.  All children 

really enjoy coming to the library, browsing and borrowing.  

 

Art/Craft 

 

Our well-equipped art room offers scope for a wide range of activities.   

 

Appreciation of the children’s work is encouraged by displays in the classrooms, the art room and in 

the corridor. 

 

 

Swimming 

 

An intensive swimming program gives every child the opportunity to progress from learner to 

extremely competent in both swimming and survival skills. 

 

 

Outdoor Education and Camping Program 

 

Children in Prep participate in a school breakfast 

Children in Grade 1 participate in a school dinner 

Children in Grade 2 participate in a school sleepover with breakfast and dinner 

Children in Grades 3-4 participate in a 3-day camp each year.   

Children in Grades 5-6 participate in a 5-day camp each year. 

 

 

Computers (ICT) 

 

The school has a range of ICT equipment to enhance learning opportunities for 

all children.  These are; banks of computers, 3 full class sets of netbooks, 

iPads and all classes have interactive TV’s. Networking of the school is 

complete, and the Internet and multi-media programs are available in all 

classrooms.  A wide range of programs gives the children experience in word 

processing, problem solving, research, Email and Internet use in many 

curriculum areas. 
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Dance 

 

All children have the opportunity to learn to dance with a professional dancing teacher.  They learn 

a range of dances – hip hop, disco, ballroom, bush and folk dancing. 

 

 

LOTE 

 

The LOTE language at Kinglake West Primary School is Spanish. 

 

Physical Education Program 

 

Some special features of our Physical Education Program are Dancing, Cross Country Runs and Fun 

Runs, Aerobics and Athletics.  Children in Grade 4 – 6 take part in inter-school football, netball and 

rounders games 

 

Prep-Year 6 Buddy System 

 

A buddy system linking each prep child to a Year 6 student occurs to help with the kindergarten to 

prep transition. At the beginning of a school year the buddies meet. Especially in these first few 

weeks the older buddies provide valuable support for preps in the playground. Throughout the year 

the buddies meet regularly for formal activities within the classroom to strengthen the bond between 

them.  

 

Junior School Council (JSC) 
 

The Junior School Council is made up of children from every grade who are elected by their class.  

The JSC meet to discuss ideas that will make the school a more enjoyable place.  JSC complete 

fundraising events to raise funds if their ideas will cost money. 
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Values Program 
 

 

Our program teaches human values, sets boundaries for behaviours and creates a learning 

environment whereby full participation of the child is optimised.  By participating in this program, 

children obtain direct knowledge and experience of important values, which are fundamental in 

producing positive relationships and a positive environment for learning.  As a result, children are 

encouraged to reach their full potential. 

 

Practising these values at home and at school helps develop a sense of personal responsibility for 

the child’s own behaviour choices and act responsibly is the primary method in which children 

develop self-esteem, confidence and the ability to take risks. 

 

It is crucial in the development of a child’s character, self-worth and a positive learning 

environment that they: 

• Have suitable role models 

• Form positive values 

• Learn the ‘language of the values’ 

• Make conscious, responsible choices 

• Receive appropriate feedback from educators. 

 
The school values are: 

• Honesty 

• Everyone Matters 

• Always do your best 

• Respect 

• Teamwork 

 

Student Code of Conduct 
 

• Children attending our school are encouraged and expected to adopt behaviour consistent 

with the development of self-discipline, self-esteem, fairness, honesty and respect for the 

rights of others. 

 

• It is expected that children should be polite and courteous to each other, teachers and visitors 

at all times. 

 

• Everyone has the right to respect of his or her learning and leisure activities. 

 

• Children will be actively involved in the formation of a set of class rules, which support the 

Student Code of Conduct. 
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Assessment and Reporting 

 

Parents are encouraged to discuss any aspect of their child’s education with the teacher at any time.  

More formal sessions include: 

 

i)  Class information sessions in March. 

ii)  Written reports in June and December 

iii) Parent Teacher meeting End of Semester 1. 

 

Homework 

 

At Kinglake West Primary School there is an expectation that some 

homework will be completed each week.  The amount of time naturally 

varies from Prep to Grade 6. 

 

We believe learning that occurs outside of school hours contributes to the 

growth and development of the child.  Homework may be linked to 

activities or skills initiated by the school or through child initiated 

activities. 

 

Activities and skills that you and your child should be involved in at home include: 

 

• Listening to children read. 

• Reading to your child - this is a very important strategy that will assist enormously in the 

development of the child’s reading abilities. 

• Completing work set at school. 

• Practising spelling words and mathematical tables. 

 

We expect that children would be involved in a set “homework” activity at least twice a week.  

Usually the homework expectation is conveyed to parents through class letters, information 

evenings, and class handbook or homework diaries. 

 



 

29 

Parents can help by:  

 

• Discussing with their child’s teacher ways of assisting and enhancing their child’s education 

through home learning activities. 

• Providing a warm, well lit area away from distractions - television and homework are not a good 

mix. 

• Being involved -let your child know that you are willing to help - perhaps by reading the work 

and making comments - but do not do the work. 

• Ask for your child’s personal best, nothing less. 

• Don’t argue - it is the child’s responsibility to complete the work on time. 

• Be careful when giving advice - it could differ from the teacher’s and be confusing. 

• Homework should not be used as punishment. 

• Above all, take an interest in your child’s work. 

 

Homework obligations need to take into consideration other demands on children’s time.  Many 

have outside school commitments, which assist in the total development of children, and homework 

for the sake of homework has no value at all. 

We do expect that set homework is completed at home on a regular basis. 
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Special Events 
 

Excursions 

 

Excursions are arranged as an integral part of the school curriculum.  These are designed to enhance 

learning and give the children opportunities to extend their experiences.  Children are expected to 

attend all excursions and therefore the appropriate forms need to be completed for each child for 

each excursion and returned to school promptly. 

 

If at some stage you experience some financial difficulty, your payment can be deferred to a later 

date or amounts can be paid off in instalments.  Please don’t hesitate to discuss this with the 

Principal so that something can be arranged and your child won’t miss out. 

 

In House Performances 

 

Throughout the year we have a number of cultural groups performing for the children at school.  

These provide the children with valuable experiences of music, theatre, dance, puppets etc.  These 

performances provide enrichment to the children’s total school program. 

 

Whole School Activity Days 

 

For a number of years, the school has held Whole School Activity Day, when the children invite 

their families and friends to the school.  We invite all families to attend these days and help make 

these days memorable for all of the children. 

 

School Concert and Musical 

 

Every second year we organise a school musical.  A special feature of this is that every child takes 

part.  On the alternative years we have a school dance where children can demonstrate the dances 

they have learned.  Our musical runs every even year and the dance is every odd year. 
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Especially for Preps  
 

A New Beginning 

 
Both parents and teachers are very aware that children beginning school are passing one of the most 

significant milestones they will meet.  This is their first major step away from family and towards 

independence.  This is a very happy and exciting time and parents should plan experiences to 

prepare children for school. 

 

There will be many new opportunities for learning and for discovery.  Of even more importance the 

children will be learning how to cope with living in a small society.  Learning in a world of change 

cannot be passive or over formal.  Your child will be in a stimulating environment that allows him 

to move, investigate and discuss. 

 

Perhaps you, as a parent, will feel that you have “lost” your child but this is the time when they need 

your confidence in them and your understanding.  You can share in your child’s growth through 

your interest in their school life, their reading, the work they bring home and through your visits to 

the school.  There are many demands to meet and your understanding and support as parents is an 

essential part of a successful school. 

 

We welcome you and your family to the school and sincerely hope that we will have your co-

operation in the coming years. 
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How do I choose a school for my child? 
 

It’s a good idea to start looking early by making contact with possible schools. Most schools will 

offer prospective parents and children a tour of the school including visits to some of the 

classrooms.  The member of staff who shows you around will discuss school programs and policies 

and answer any questions you may have. These visits help you to get a ‘feel’ for the atmosphere of 

the school and to find out how the school could cater for your child.   

 

To make your visits more focused, consider the following questions, and any others you may have, 

before contacting and visiting schools. 

 

What are your child’s needs and interests? 

Will the school be able to cater for them? 

Is the school reasonably close to home, work and/or other carers? 

What facilities does the school offer? 

Are you comfortable with the climate or ‘feel’ of the school? 

Would your child be happy there? 

Are staff supportive and welcoming? 

What are the school’s goals for students? 

What curriculum programs are offered? 

What are the policies on homework and discipline? 

What other services, such as after-school care programs, does the school offer? 

Does the school participate in local community events? 

What is the role of the parent associations and school councils? 

 

Most schools conduct a starting school program for students entering Prep. Students are usually 

invited to visit their new school in the year before starting Prep so that they can get to know the new 

environment.  They meet the teachers and find out about the exciting things that happen at school. 

This will probably be discussed during your initial visit.  It is important that you feel you can work 

together with the school you select to meet your child’s needs.  When parents feel positive about the 

school and participate in some way in their child’s education, the child is more likely to feel secure 

and happy at school and achieve better results. 
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How do I enrol my child at school? 
 

Children who will be 5 years old by the 30th April in their first school year are eligible for primary 

school enrolment.  Once you have chosen a school for your child, you will need to make contact and 

provide some basic information such as: 

 

 Evidence of child’s date of birth (Birth Certificate) 

 Names and addresses of child and parents or guardians 

 Home phone number, work phone number and mobile number (if appropriate) 

 Doctor’s name and phone number 

 Name and phone number of emergency 

 Contact person 

 Immunisation certificate 

 Health and welfare information about your child (e.g. asthma, diabetes, allergies, eyesight 

and hearing needs, custody arrangements, etc.) 

 Information about the languages your child speaks and hears to help the school support and 

build on your child’s knowledge. 

 

The school will provide you with the appropriate enrolment forms and will organise an interpreter, 

if required. 

Ask the school about the Educational Maintenance Allowance (EMA) which is available to 
eligible parents – usually those who hold a Health Care or Pension Card – to help with education costs. 

 

What sorts of things will my child be doing at school? 
 

In the early years (Prep – Year 4), the emphasis is on establishing literacy and numeracy skills and 

understandings, giving children the confidence to learn and to participate in everyday life.  The early 

years classroom is an exciting and stimulating place where your child will be challenged and 

supported during a range of activities. Time each day will be devoted to literacy and numeracy.  As 

part of the whole class your child will read big books, learn about writing stories and solve 

mathematical problems with the teacher. At other times he or she will spend time working in small 

groups on special literacy and numeracy tasks with the teacher or independently with other children.  

Classrooms are generally child-friendly places with colourful displays of children’s work, learning 

materials and books, computers, construction materials and art supplies – all of which children find 

inviting and stimulating. 
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How can I continue to support my child’s learning? 

 

Research indicates that when teachers and parents work together as co-educators of children, home 

and school experiences are acknowledged and built upon for further success in learning.  Our school 

is very keen to develop strong home-school partnerships with parents and teachers working together 

as a team in the best interests of the child. As part of the Early Years Strategy, we have developed a 

Parent Participation Plan to provide ways for you to participate in your child’s education. The 

school will let you know about these opportunities. 

The Early Years Strategy is the Victorian  

Preparation for School 
 

During the weeks before school begins, you can help your child by training him/her in habits that 

will be necessary for him when he comes to school. 

 

For example: 

• To fasten and unfasten their coat, shoes etc. 

• To attend to themself in the toilet and wash their hands afterwards 

• To recognise their name and belongings. 

• To repeat their name in an audible voice. 

 

Talk with your child so the he understands such things as: 

• Food and drink are only consumed at morning tea and lunchtime. 

• To obey instructions and directions etc. 

 

Daily Preparation 

 

Your child is ready for school if he/she: 

• Has had a good night’s sleep. 

• Is clean and comfortably dresses 

• Has had a good breakfast 

• Is leaving home in a happy state of 

mind. 

• Has a clean handkerchief or tissues. 

• Has been to the toilet. 

 

You can encourage children to help themselves by teaching them to: 

• Care for their own property. 

• Dress and undress themselves 

• Tie their own shoelaces (if possible) 

• Help in simple tasks. 

• Put away toys and tools  

• Employ good eating habits 

• Keeps nose clean 

• Manage in the toilet 

• Wash themselves 

• Listen carefully 

• Follow simple instructions 

• Obey promptly 

• Speak politely 

• Care for school property 
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The First Day 
 

 

On commencement day your child will require his/her school bag, play lunch, lunch and a drink.  

Please bring your child to the room.  Find their name tag on the board inside the room, pin it on and 

introduce the child to the teacher, SETTLE YOUR CHILD IN THEIR CHARGE AND LEAVE 

THE CLASS ROOM. School adjustment is easier for the child and the class after the parents 

leave. 

 

We have found this procedure is most effective in ensuring a successful start to your child’s school 

life.  However, we are flexible - alternative arrangements can be made with your child’s teacher. 

 

You are then invited into the staff room for a cup of tea or coffee with other parents. 

 

During the first day your child will be involved in a variety of activities and will have some work to 

take home to show you. 

 

 

Lunch Time 

 

Lunches are eaten in the classroom or outside in pleasant weather under supervision of the teacher 

from 1.15 pm to 1.30 pm. 

 

Most children bring something to eat at morning recess.  For a few weeks it is easier for the child to 

bring a cut lunch from home, rather than a lunch order.  Wholemeal bread, salads, cheese and fruit 

are preferable to biscuits and sweets. 

 

When children bring a cut lunch from home, please ensure the lunch bag or container is clearly 

labelled. Chewing gum is not permitted within the school premises. It is advisable to have several 

"practice school lunches" at home before your child starts school. This will give experience in 

successfully handling a lunch box and drink. (Drink must be in a non-glass container). 

 

Please ensure the amount of food your child has is adequate but not excessive as children are 

encouraged to eat ALL of their lunch. 

 

Where is that Jumper ? 

 

If you wish any of your child’s lost belongings to be returned, PLEASE LABEL THEM.  Often 

young children don’t recognise their own belongings, which makes returning unmarked items 

almost impossible. 
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Something to think about 
 

Children grow at different rates. 
 

In any Prep class some children will be able to say “yellow” while others call it “lellow”.  Some 

children will be able to tie up their shoelaces, other will not.  Some children will be able to skip, 

others will just hop along awkwardly. 

 

Given encouragement, opportunity and time, most children master basic skills of speech, movement 

and formal learning.  Parents can provide encouragement and opportunities for learning experiences 

but need to wait while the child takes the time needed to master a skill. 

 

School expects that our youngest students have a wide range of skills and abilities and they plan a 

variety of activities to take this into account. 
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ADVANCE AUSTRALIA FAIR 
 

 

 Australians all let us rejoice,  

For we are young and free;  

We’ve golden soil and wealth for toil;  

Our home is girt by sea;  

Our land abounds in nature’s gifts  

Of beauty rich and rare;  

In history’s page, let every stage  

Advance Australia Fair.  

In joyful strains then let us sing,  

Advance Australia Fair.  

Beneath our radiant Southern Cross  

We’ll toil with hearts and hands;  

To make this Commonwealth of ours  

Renowned of all the lands;  

For those who’ve come across the seas  

We’ve boundless plains to share;  

With courage let us all combine  

To Advance Australia Fair.  

In joyful strains then let us sing,  

Advance Australia Fair. 
   . 

Our School Pledge 

  
I am proud to be an Australian and a member of the Kinglake 

West community.  I will try to do my best for my country, my 

school, my family and myself.  
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Children learn what they live 

 

If children live with criticism,  

they learn to condemn. 
 

If children live with hostility, 

they learn to fight. 
 

If children live with ridicule, 

they learn to be shy. 
 

If children live with shame, 

they learn to feel guilty. 
 

If children live with tolerance, 

they learn to be patient. 
 

If children live with encouragement, 

they learn confidence. 
 

If children live with praise, 

they learn to appreciate. 
 

If children live with fairness, 

they learn justice. 
 

If children live with security, 

they learn to have faith. 
 

If children live with approval, 

they learn to like themselves. 
 

If children live with acceptance and friendship, 

they learn to find love in the world. 
    

Dorothy Law Nolte                          


