Foundation
Parent Handbook
Together we are committed to maximising the learning opportunities
for every student in every classroom.

Information for Foundation Parents – Eltham Primary School

Welcome to Eltham Primary School. It is a big decision to join a new school community but we know you have
made an excellent choice.
We hope your family grows to appreciate our school values, spirit and performance as thousands of other children
and parents have done for over 140 years.
Eltham Primary School was founded in 1856 on the current site. Our buildings have been refurbished over the last
five years. Our students are active learners in our well resourced school.
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Our Educative Purpose, Vision and Values were developed collaboratively between staff, students, parents and School
Council. Together we have created a vision of what we will provide for our community, and the attributes and behaviour
that will enable us to achieve this vision. A strong partnership between teachers and parents supports the growth of our
children’s knowledge and character.

We have the courage and confidence
to manage challenges and adversity.

We are actively connected to ourselves
and others and understand our local,
national and global place in the world.

We know, believe in and
stretch ourselves as learners.

Together we live the values of our school community.

Our Values

Our students will be life-ready. Our students will know themselves as learners who evolve in
and impact on a changing world. They will be optimistic and understand their choices to achieve
success and happiness in learning and life.

Together we are committed to maximising the learning
opportunities for every student in every classroom.

Our Educative Purpose

• Ensure children are ‘ready to learn’.

• Recognise the importance of building a positive and proactive partnership with staff and school community.

• Encourage and model optimism and healthy choices at home.

• Actively encourage and model connections with others in the community.

• Encourage their children to continue to question, reflect and wonder.

• Explore innovative solutions to problems with their children.

Together, parents will:

• Model and practise positive behaviour.

• Understand ‘one size does not fit all’ and differentiate based on evidence of student learning.

• Value innovation and creativity and the possibilities of digital technologies.

• Create opportunities for students to contribute sustainably to their local and global community and environment.

• Enable students to know themselves as learners.

• Foster a community of curiosity and challenge where staff continually develop their pedagogy.

• Encourage and support students to take risks and reflect on their choices.

• Build positive relationships with students, parents and the community.

• Explain and teach content in the curriculum in terms of life-readiness.

• Function as a professional learning community with high levels of collective efficacy.

Together, teachers will:

• Value diversity, inclusivity and actively participate in their local and global environment.

• Question, reflect and wonder.

• Learn about themselves as individuals.

• Understand how the curriculum will help them be life-ready.

• Learn how to deal with adversity, through resilience and making healthy choices.

• Combine their technological prowess with ingenuity, innovation and collaborative resolve.

• Be adaptive learners who are curious and creative having a desire to question and search for truth and meaning.

• Understand they have an important part to play in creating a sustainably viable world.

Together, students will:

We will learn together.

Our Vision

Before School Begins
Starting school is a very exciting milestone in your child’s life. We encourage you to visit the school on weekends or during the
holidays before school begins. It is helpful for your child to have the opportunity to explore and play on the equipment and to
become familiar with the layout of the school so that is a familiar place once the first day of school arrives.
Before school starts it is helpful if your child has opportunities to practise the following skills:
HELP YOUR CHILD TO:
§
§
§
§
§
§
§
§
§
§
§
§
§
§
§

recognise their name
know their full name and address
do up their own shoes (velcro shoes are fantastic!)
take off and put on their jumper
be independent when using the toilet
use tissues correctly
practise handling a lunch box
undo a lunch box
unwrap a food packet
open a drink bottle
peel a piece of fruit
be responsible for their belongings
be aware of your pick up routine
be aware of the school crossing areas
be stranger aware

Start of the Day
At the beginning of term one the Foundation students will line up on the junior basketball court when the first bells rings at
8:50am to enter their classrooms. They will walk with their teacher into their classroom to unpack their bags and get organised
for the day. We encourage parents to allow children to unpack their bags on their own to develop their confidence and
independence. Later in the term when the children are familiar with the routines they will come into the classroom on their own,
put their belongings away and return outside until the music plays.

Punctuality
Children feel comfortable arriving on time. It is important they have the opportunity to say hello to friends and organise themselves
for the day before 9:00am. Being on time is a good habit to commence school with from day one. If your child arrives after
9:00am you must sign in at the office.

Eating and Playing Times
Foundation students eat their MUNCH AND CRUNCH, RECESS SNACK AND LUNCH in the classroom. They play in the designated
Foundation playground until the teachers feel they are confident enough to find their way around most of the school. There are
always teachers on yard duty and the Foundation teachers keep a very close eye on the children in the early days. Grade 6
buddies also play a very important role in this settling in period.
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Help! I Think My Question is Trivial!
Sometimes you just want to hear that your child is fitting in, not missing you too much and playing well with others. We understand
this and want to make sure that you feel comfortable about your child starting school. Please don’t think that any question is too
trivial. We warmly welcome any question that will help you feel comfortable. We are happy to chat informally to you outside of
student contact time (8:50am – 3:30pm), or feel free to make an appointment to speak to the teacher.

What My Child Will Need to Bring to School
1.
MUNCH AND CRUNCH, RECESS SNACK AND LUNCH
At 10:00am every day the children have Munch and Crunch. The snack must be fruit or vegetables and something they can
easily eat and is not too messy!
Recess Snack is at 11:00am and Lunch is at 1:30pm, so it is a good idea to pack them separately. It is helpful to tell your
child what you are giving them for recess snack and lunch.
Please check your child’s lunch box each night and adjust your expectations of how much food they need accordingly.
We encourage the students to keep a water bottle on their desks to sip at throughout the day.
*
*
*
*

No sharing of food permitted – to protect children with allergies.
No purchasing of food at canteen for friends.
NO NUTS please.
We encourage ‘Nude Food’ lunchboxes to minimise rubbish.

2.
SCHOOL UNIFORM
Children are required to wear the school uniform. Our school uniform supplier is Primary School Wear (PSW) located at Unit 4/5
Danaher Drive, South Morang – phone number (03) 9404-1711. Second hand uniform is available from the school, please see
office staff.
3.
SPARE UNDERWEAR
Please make sure your child has a spare pair of undies and socks in their bag.
4.
HAT AND SUNSCREEN SUNSMART POLICY
A wide-brimmed hat or legionnaire hat must be worn every day in Terms 1 and 4 (Hats away 1st May – Hats on 1st September.
New hats can be purchased from the school office at a cost of $15.00. We encourage the application of sunscreen and would
suggest a roll-on applicator that your child can apply themselves.
5.
ART SMOCK
A named waterproof smock is necessary for Art – you can purchase this from Kmart or Target.
6.
LIBRARY BAG
A named drawstring bag or reusuable cotton shopping bag that is big enough to fit a large picture book is needed for our weekly
school library session.
7.
TAKE HOME READER BAG
This can be purchased from the office at a cost of $10.00.
8.
CLEARLY NAMED ITEMS
Please ensure you name every piece of clothing, hats, lunch containers, drink bottles and school bag.

/Users/alexwarder/Documents/CLIENTS/ELTHAM PS/DESPATCH/Foundation Parent Handbook_2019.docx

4

Getting Involved – School Level
Some of your most important lifelong friends may be fellow school parents. All parents are encouraged to get involved in some
way in the school. Some people have more time than others but get involved where you can. There are a variety of options
available for parents to help. If your kids see you involved, they will feel positive about the school and its place in their lives.
School Council
Representatives nominations called for in March
Community Relations Sub Committee
New members are keenly sought for this Committee. This is a body, which provides invaluable support for the school through
such things as the involvement of parents in school activities and fundraising activities.
Parent Volunteers
Help in the Classroom Parent involvement in the classroom is rewarding, provides an insight into your child’s learning, and also
provides very valuable assistance for the teachers. There are many areas in which you can participate:
Reading
Help with Excursions
Repair of material and equipment
Library
SAKG
Working With Children Check
Talk to the Foundation teachers to discover how you can participate and what the time commitment might be. All parent helpers
are required to have a ‘Working with Children Check’ (WWCC) and forms are available at your local post office. It is recommended
that you apply for this over the summer holidays if you would like to start helping in Term Two as they can take a little while to
be processed. Please provide the Office with a copy once you have a WWCC as we keep this information on file.

Initial Assessments
The Department of Education and Training requires that all Foundation children participate in the English Online Interview.
Children are also assessed to gather information about their numeracy understandings using the Mathematics Online Interview.
These Assessments assist teachers to gather information about the literacy and numeracy understandings your child has at the
beginning of Foundation. This information then allows teachers to begin planning the very best programs to cater for the needs
of your child.
Children will be assessed during weeks 2 to 5 of term one on Wednesdays when children are not required to be at school.
Appointment times can be made online – more information to follow.
If you have any questions regarding the assessments, please speak to one of the Foundation teachers.

Student Engagement and Wellbeing
Eltham Primary School believes that a School Wide Positive Behaviour Support framework (SWPBS) is the most appropriate
model to use with our students. We have agreed to collaborate and to consistently use this approach throughout the school. We
know that this multi-element approach will achieve positive outcomes for all students. We believe that our students respond best
to positive reinforcement. We have established a set of three (3) school values, We are Learners, We are Connected, We are
resilient that are elaborated into expected positive behaviours across a range of settings within the school within our school matrix.
These expected positive behaviours are reinforced to students through the specific teaching of new skills and preferred,
replacement and positive behaviours while responding effectively to problematic behaviours within a solution focused framework.
The emphasis is on encouraging and rewarding positive behaviours, while at the same time realigning students who exhibit
inappropriate behaviours. Processes and procedures will be reviewed regularly to evaluate their effectiveness in meeting our
goals. Comprehensive collection and evaluation of behaviour data will form the basis upon which any change and modification to
processes and procedures will take place.
All members of the school community have a right to feel safe, be treated with respect and given every opportunity to play and
work without interference. All members of the Eltham Primary School community are expected to respect individuality, diversity,
differences of opinion, rules and rights of others.
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Compass
Eltham Primary School use the software program COMPASS to efficiently manage a variety of administrative and learning tasks.
COMPASS is a tool used widely by a large number of schools and will greatly improve the administration, teaching, learning and
communication throughout the whole school community. Eltham Primary School uses the COMPASS platform to mark student
absences and to communicate with parents/guardians.
In the future, the Platform has the potential to:
* Generate Notices/Permission Forms
* Enhanced communication with parents regarding teaching and learning
* Collect and analyse student engagement and wellbeing data
* Set learning tasks
* Communicate upcoming school events using a calendar function.
Once your child starts school, you will be given a Username and Temporary Password. Once you have received this information
you can start using COMPASS. You are required to enter a student absence via our COMPASS system if your child is away ill,
medical appointment, parent choice or family holiday. This is a requirement of the Department of Education and Training Victoria
(DET).

Fee Payments
Annual Parent Contribution
Parents are asked to make a small financial contribution at the start of each year. This is used to fund teaching materials and
ground maintenance. If you are finding it difficult to make the payment, please contact the Principal to confidentially discuss
payment options.
As you will discover, the school and staff do an incredible job with the resources they are given. The State Government provides
our school with two sources of funding. The first is a quarterly grant which pays for our operating costs (telephone, electricity,
gas, postage, fire services etc.) and the other is a student allowance which varies depending upon the child’s grade level.
This allowance does not adequately cover your child’s educational expenses. Therefore each year parents are asked to make a
contribution towards educational expenses, grounds maintenance, and computing facilities.
The amount is set each year by School Council after the School Budget is finalised for the following year. You will receive a letter
explaining the way the school is funded and the cost structure for this year.
Excursions
Any excursions involving your child require written approval from a parent or guardian. A general approval is obtained for walking
excursions within the school neighbourhood, while a notice is handed to the students or put on COMPASS in advance for travel
on public transport, buses etc. Copies are available at the front office.
Bringing Money and Notices
We encourage students to be responsible for taking home and returning notices etc. These notices are kept safest in your child’s
‘notices folder’ which will be provided at the beginning of the year. Please encourage your child to take care of this folder as we
only provide one. Payments can be made by either cash, cheque or credit card (over $20), but the preferred method of
payment is BPay. Parents have a unique BPay Identifier which enables all families to pay via BPay. If you do not know your
BPay number, please do not hesitate to contact the school.
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Required Forms
You may feel that there are lots of forms to complete when your child starts school. These are a necessary chore and ensure that
your child is protected and that staff are enabled to adequately help you child if required.
Enrolment Forms
Most parents will have already completed an official enrolment form for their child. If you have not done so yet, proof of your
child’s age (birth certificate or passport), as well as an immunisation status certificate must be shown before enrolling.
Consent Forms (Start of the Year)
At the start of the year you will receive consent forms that covers: Use of student images; volunteers, local excursions, medical
attention; voluntary financial contributions; parent volunteers course and internet code of practice. These forms must be signed
and returned to the office at your earliest convenience.

Enjoying a Genuine Educational Partnership
The active support and involvement of parents across the curriculum is vital for the educational growth of your child.
Research shows that the better the bridge between home and school, the better the education. We look forward to our partnership
with you, and hope that you will become involved in the life of the school. This partnership is one that is unique.
Please read the EPS newsletter which is distributed electronically and check the website www.elthamps.vic.edu.au and share
the information with your child. It is a great way of knowing what’s on and how you can be involved. Please note our website is
currently under review and construction with an anticipated completion date early 2018.

Health
Health
During the first year at school, childhood infections are common. Infections spread quickly at school. If your child is sick or has
been experiencing vomiting/diarrhoea 24 hours prior to school, he/she should be kept at home. Your child must be kept home if
he/she is suffering from one of the infectious diseases identified by the Education Department. A separate listing of the relevant
diseases is available at: http://www.education.vic.gov.au/school/principals/spag/health/Pages/infectiousdiseases.aspx
Please call the office if you are unsure.
Head Lice
Head Lice are common to all schools and do not indicate that the child’s head is dirty. Checking by the Health Department has
ceased so parents need to check regularly for head lice. If you find any eggs or lice in your child’s hair, please treat the lice
immediately and let your class teacher know so we can inform other class members to be extra vigilant about checking.
Asthma, Allergies and Anaphylaxis
If your child suffers from an allergy, anaphylaxis or asthma; please see the office for the required medical form to complete by
yourselves and your doctor. An Action Plan must be filled out by your GP and given to the school along with any necessary
medication from day one. The school must have direct access to any medicine your child needs.
Immunisation Details
It is mandatory for all enrolled students to provide the office with a record of their immunisation status certificate. Parents or
guardians must provide an immunisation status certificate to the school regardless of whether the child is or is not immunised.
The immunisation status certificate can be obtained from the local municipal council, Australian Childhood Immunisation Register
or your General Practitioner.
First Aid
Qualified first aid staff will look after children injured at school and all accidents are recorded. If need be, you will be notified by
phone of any first aid treatment. Please ensure that the school has up-to-date emergency contact telephone numbers at all times,
especially after moving house, changing jobs or mobile phones.
School Exclusion Table – Infectious Diseases
The School Exclusion Table can be found at the following website – Table is also attached.
https://www2.health.vic.gov.au/public-health/infectious-diseases/school-exclusion/school-exclusion-table
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Minimum Period of Exclusion from Primary Schools and Children's Services Centres for Infectious Diseases Cases and Contacts
Public Health and Wellbeing Regulations 2009 — Schedule 7
In this Schedule, medical certificate means a certificate of a registered medical practitioner.
A person in charge of a primary school or children's services centre must not allow a child to attend the primary school or children's services
centre for the period or in the circumstances:
•
•

specified in column 2 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 1 of the Table in Schedule 7; or
specified in column 3 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 1 of the Table in Schedule 7.

The person in charge of a primary school or children's services centre, when directed to do so by the Secretary, must ensure that a child enrolled
at the primary school or children's services centre who is not immunised against a vaccine preventable disease (VPD) specified by the Secretary
in that direction, does not attend the school or centre until the Secretary directs that such attendance can be resumed. (Note VPDs are marked
in the table with an asterisk (*). Contact the Department on 1300 651 160 for further advice about exclusion and these diseases.)

Condition

Exclusion of Cases

Exclusion of Contacts

Amoebiasis (Entamoeba
histolytica)

Exclude until there has not been a loose
bowel motion for 24 hours.

Not excluded.

Campylobacter

Exclude until there has not been a loose
bowel motion for 24 hours.

Not excluded.

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.

Conjunctivitis

Exclude until discharge from eyes has
ceased.

Not excluded.

Diarrhoea

Exclude until there has not been a loose
bowel motion for 24 hours.

Not excluded.

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
Secretary.

Hand, Foot and Mouth
disease

Exclude until all blisters have dried.

Not excluded.

Haemophilus influenzae
type b (Hib)

Exclude until at least 4 days of
appropriate antibiotic treatment has been
completed.

Not excluded.

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.

Hepatitis B

Exclusion is not necessary.

Not excluded.

Hepatitis C

Exclusion is not necessary.

Not excluded.

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.

Human immuno-deficiency
virus infection (HIV/AIDS)

Exclusion is not necessary.

Not excluded.
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Condition

Exclusion of Cases

Exclusion of Contacts

Impetigo

Exclude until appropriate treatment has
commenced. Sores on exposed surfaces
must be covered with a watertight
dressing.

Not excluded.

Influenza and influenza like
illnesses

Exclude until well.

Not excluded unless considered necessary by the Secretary.

Leprosy

Exclude until approval to return has been
given by the Secretary.

Not excluded.

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 their first contact with the
first case, or received NHIG within 144 hours of exposure, they
may return to the facility.

Meningitis (bacteria - other
than meningococcal
meningitis)

Exclude until well.

Not excluded.

Meningococcal
infection*

Exclude until adequate carrier eradication
therapy has been completed.

Not excluded if receiving carrier eradication therapy.

Mumps*

Exclude for 9 days or until swelling goes
down (whichever is sooner).

Not excluded.

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.

Poliomyelitis*

Exclude for at least 14 days from onset.
Re-admit after receiving medical
certificate of recovery.

Not excluded.

Ringworm, scabies,
pediculosis (head lice)

Exclude until the day after appropriate
treatment has commenced.

Not excluded.

Rubella (german measles)

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

Not excluded.

Salmonella, Shigella

Exclude until there has not been a loose
bowel motion for 24 hours.

Not excluded.

Severe Acute Respiratory
Syndrome (SARS)

Exclude until medical certificate of
recovery is produced.

Not excluded unless considered necessary by the Secretary.

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.

Tuberculosis

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

Not excluded.

Typhoid fever (including
paratyphoid fever)

Exclude until approval to return has been
given by the Secretary.

Not excluded unless considered necessary by the Secretary.

Verotoxin producing
Escherichia coli(VTEC)

Exclude if required by the Secretary and
only for the period specified by the
Secretary.

Not excluded.

Worms (Intestinal)

Exclude until there has not been a loose
bowel motion for 24 hours.

Not excluded.

This document is available online at http://ideas.health.vic.gov.au/guidelines/school-exclusion-table.asp
Reproduced courtesy Department of Health, Victoria.
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Eltham Primary School
Welcome to OSHClub - your Before & After School Care Program provider.
OSHClub provides the highest quality Before School Care, After School Care, Pupil Free Day Care and Holiday Programs for
Primary and Preschool aged children.
We pride ourselves on providing children with a fun experience that they will enjoy. From exciting activities and healthy,
nutritious snacks to caring, motivated staff, the program meets all your children’s needs.
Program Contact Number

0448 973 515

Head Office Number

(03) 8564 9000 (8:00 AM to 6:00 PM Mon-Fri)

Operating Times
Before School Care

7:00 AM to 8:45 AM

After School Care

3:30 PM to 6:15 PM

Holiday Program

Please check online for your nearest program

Cost
Before School Care from $1.65 to $5.00 per child per session (full fee $10.00)
After School Care from $1.74 to $7.00 per child per session (full fee $14.00)
(fees subject to change)

Most families are eligible for Child Care Benefit (CCB) and the 50% Child Care Rebate (CCR).
The full fee applies for families who do not apply for and are not eligible for CCB and the CCR. All fees are approximate only.
Late pick up fees of $2.00 per minute per child apply. Prices may change at any time. Casual bookings made within 24 Hours
incur an extra charge of $3.30 per session for Before and After Care. A late booking fee of $10.00 applies to all Holiday
Program Bookings made 5 working days of a session.

What happens?
Loads of fun activities for all ages including art/craft, games, sports, drama, board games and fun with friends.

What to bring

Make sure you wear or bring appropriate clothing including a hat (Terms 1 & 4)
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How to book
An OSHClub online enrolment form must be completed. Enrol online at www.oshclub.com.au. Once enrolled with OSHClub,
log into your account and select to place either a permanent or casual booking.

How to pay
Fees can be paid by Credit Card (VISA or MasterCard) or by direct debit from your nominated bank account. Your account
will be automatically charged every 2 weeks for your attendance fees. Usage statements will be available online. A
late/penalty fee of $9.90 will be charged to your credit card or bank account if a transaction is declined.
If you have questions regarding your account please contact your dedicated Account Manager via the details below:
Account Manager

Direct Phone

Email

Georgia Ginis

(03) 8564 9025

georgia@oshclub.com.au

Cancellations
OSHClub requires 24 hrs' notice for cancellation of a booking or a medical certificate in the case of illness. If you provide
either of these, you will receive a credit on any out of pocket charges you incur. Credits will equal the full fees less your CCB.
How to cancel a booking
• Online (preferred method) – login to your account at www.oshclub.com.au and remove or change your booking. These
changes take effect immediately.
• SMS – 0421 268 989 (SMS charges apply). This can take up to 24 hours to process.
Include the following details to ensure your request can be processed:
Child’s name e.g. Scott & Katie Smith
Service e.g. Example Primary School
Session & Date you wish to cancel e.g. After Care on 15 Aug 2016

OSHClub Staff
OSHClub programs are staffed by qualified and experienced Coordinators who have Working with Children checks.
Coordinators are trained in First Aid, CPR, Asthma and Anaphylaxis.

Policies
Please refer to our policy document at the service to view our admission and enrolment requirements, fee payment
procedures, employment of staff procedures, programming procedures, behaviour management procedures, delivery and
collection procedures for children, dealing with illness and emergency care, infectious disease, complaints and anaphylaxis
management policy.

Complaints
Any complaints or concerns regarding this service should be directed to the program Coordinator, or by contacting the
OSHClub Head Office via email admin@oshclub.com.au or on (03) 8564 9000.
If you are unhappy with the way your complaint or issue was handled, please contact the Department of Education & Training,
Level 3, 295 Springvale Road, GLEN WAVERLEY VIC 3150. Phone 1300 651 940 or email emr.qar@edumail.vic.gov.au.
This program is provided and operated by OSHClub Pty Ltd in collaboration with the school. Mr S. Bull and Mr J Bruce are the representatives and licensees of this corporation.
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