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WELCOME

Welcome to Holbury Children’s Centre (
Kindergarten is the first step in your child’s formal education, and an exciting time for them.

Our most important aim is to cherish and nurture the development of your child’s self esteem and confidence. 
Throughout the year your child will grow socially, intellectually, creatively and physically. 
Holbury kindergarten supports the continuing growth of children's knowledge of themselves, their peers and their world.
Children are encouraged to develop their maximum potential in a friendly, caring, stimulating and educational environment.

The information contained in this booklet has been prepared to assist you in understanding how our kindergarten operates, and its purpose and commitment to family involvement and participation.

APPLYING FOR KINDERGARTEN 

All applications for 3 and 4 year old kinder must be made via the Whitehorse Preschool Association, who maintain a central application scheme.

Telephone:

9285 4854

Email:


info@wpsa.com.au
Website:

www.wpsa.com.au
· Enrolment forms are accepted for children from two years of age

· Enrolment applications close on 30 June each year

· Positions are allocated in the year before your child is due to attend kinder

· You will be contacted initially by your first preference kinder, at the end of July regarding a position for the coming year.

TEACHING STAFF

Teacher 
Alllison Hall, Bachelor of Education

Assistant Teachers
Janine Bekker, Diploma Early Childhood Education,  Certificate IV Training and Assessment
Linda Hallcroft, Diploma Early Childhood Education
TIMETABLE
Holbury offers one three year old group and one four year old group each year. 
Our three and four year old group each have a maximum enrolment of 22 children per session.

Our commitment to provide an exclusive group for your child allows us to focus on each individual child’s needs.
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	9.15am-2.15pm

4 year old kinder
	9.15am-2.15pm 

4 year old kinder
	9.15am -2.15pm
4 year old kinder
	9.15am-2.15pm

3 year old kinder
	Occasional care 9.15am-2.15pm

	
	
	
	
	


PUBLIC HOLIDAYS

The kinder will be closed on all public holidays observed in Victoria:
FEES 
2021 term fees for 4 year old kinder are completely subsidised by the State Government and kinder is therefore free for all families.*
Fees for 3 year old kinder are partially subsidised by the State Government and the fee we charge to parents is $100 per term. 

There are four terms per year.
If you are offered a place at Holbury kindergarten, *a $100 (non refundable) enrolment fee is required in 2020 to secure your child’s place for 2021. 
Term Dates 2021
	Term one
	Term two
	Term three
	Term four

	8 February-

1 April
	19 April – 

25 June
	12 July –

 17 September
	4 October –

 17 December


OUR EDUCATIONAL PROGRAM

PLAY AND LEARNING

Children learn and develop a diversity of skills through their involvement in play.  Play experiences are crucial for:

· [image: image7.wmf]The development of thinking skills

· Problem solving

· Pretending

· Inventing

· Imagining

· Expansion of knowledge and skills

· Development of positive attitudes about themselves, others and the environment

Activities are structured to the varying developmental level of each child.
The educational programs are developed by our fully qualified pre-school teacher and built on the needs of individual children, which at the same time acknowledges the interests of the group as a whole.

We will observe, monitor, assess and extend your child in all areas of their development, these include – intellectual, emotional, physical, language and social development.
All kindergartens in Australia are assessed on a set of National Quality Standards. 
Assessment of a kindergarten’s adherence to these standards is undertaken by ACEQA 
(Australian Children’s Education and Care Quality Authority) over a period of time, and subsequently a rating is awarded. 
Holbury was awarded a rating of “EXCEEDING National Quality Standards in 2018.
Both the three and four year old curriculum are guided by the Victorian Early Years Learning & Development Framework.  The aims of this framework are to extend and enrich children’s learning from birth to pre-school, including the transition to school. 
The framework underpins the philosophy and learning program at Holbury, acknowledging that children learn best in a dynamic and holistic environment 
There are five main learning outcomes associated with this framework:-
Children have a strong sense of identity.

Children are connected with and contribute to their world.

Children have a strong sense of wellbeing.

Children are confident and involved learners.

Children are effective communicators.

We view our role within the kindergarten as both teachers and facilitators, providing a stimulating child-centred environment and interacting in a caring manner, to help guide, support and encourage children to understand more about themselves and the world around them. We aim to encourage and stimulate children to actively explore and to be directly involved with materials, equipment and people around them. Emphasis is placed on how a child manages a task or situation rather than what is produced.
BEGINNING KINDERGARTEN

ORIENTATION

To enable your child to make a smooth transition from home to kindergarten, sessions will run at reduced hours for the first few of weeks of the year. This allows us the opportunity to introduce the group, discuss the session’s format and get to know each child.  We try to make these early sessions as fun and easy as possible, ensuring the children look forward to coming back for more fun.

ARRIVAL AND DEPARTURE

As there is a considerable amount of preparation of activities before a session, we would appreciate that if you arrive early, you wait with your child at the front entry area (the attendance book area) 
until starting time.

Children must not be left alone or unsupervised, until the session starts.
It is important for the safety of your children that each child is escorted into the room.

At the end of the session it is important to be on time to ensure your child does not become anxious or insecure.  Please wait outside until we open the door so that we can ensure children exit safely.
A staff member will invite you to come inside when we are ready to dismiss the group. 
Late fees of $1 per minute apply to late collections.

SIGNING IN AND OUT

All parents are required to sign a daily attendance sheet.  The times of arrival and departure are also necessary; this is for evacuation purposes and a requirement of the Dept. Of Early Education and Child Development who audit our records on a regular basis.

We also need to know who will be collecting your child.  If there is a change to the designated person it is important that you ring Holbury and let us know before the end of the session. 
Only authorised people as per your enrolment form can collect you child.

SAYING GOODBYE

You are encouraged to say goodbye from the beginning.  Each child is different and some children may take longer to build confidence in new surroundings. 
 Please do not hesitate to speak to the teacher if either you or your child is concerned in any way.

When it is time to leave your child we suggest that you:

· Say goodbye

· Give your child a kiss and cuddle

· Reassure them that you will return to collect them

· Leave confidently

Once you have decided to leave you must follow through even if your child becomes upset.  
Rest assured that the staff will comfort and settle your child. 
Prolonging the leaving/separation process only prolongs the upset.
Never slip away without saying goodbye to your child.  Remember that every child is different and some require different separation methods.  
Please ring during the session if you are concerned about your child’s separation to alleviate your concern.

You can assist your child prior to commencing kinder to start learning at home about:

· Handling their own toileting

· Washing of hands

· Helping to pack away equipment

· Caring for own belongings

· Putting on shoes, coats and other clothing
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The more confidence your child has in his/her ability to manage such tasks, the more likely he/she will face other demands confidently.
Encourage your child by showing an interest in any work which is brought home.  Try saying “Tell me about this one” rather than “What is it?”

Give the painting and handywork a place of honour for a few days at least.  Please accept his/her performances for their intrinsic worth and not evaluate them by adult standards.

Encourage your child to talk about his/her experience but remember the most common answer to “What did you do today?” is “Nothing!”  By looking through the program information displayed at kinder, parents can ask relevant questions such as “Did you do a painting at the easel, play in the home corner or did you build with the blocks today?”
TOYS

Children may feel comfortable bringing in a special item or toy from home that makes them feel secure.  Naturally we understand this. We will support children to store their home item safely in their locker, once they have settled in to the kinder session.
WHAT TO BRING TO KINDER:
{PLEASE ENSURE EVERYTHING HAS YOUR CHILD’S NAME CLEARLY LABELLED}
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A  named bag    
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Snack and 

Water Bottle
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Plus lunch (4 year old kinder children)
A Sun Hat or

Beanie & Coat
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	A back pack or bag, large enough to take home art work from kinder and to bring personal belongings.
We encourage healthy eating habits and encourage the children to first eat sandwiches/rolls/wraps etc along with fruit and vegetables, prior to other lunchbox items.
Please check that food containers are ‘user friendly’ for children to open.

Holbury Children’s Centre has a “NO NUT” POLICY.  Please do not pack any food containing nuts, including peanut butter sandwiches, dips containing nuts, nutella spreads or nut muesli bars. Depending upon children enrolled, we may choose to prohibit other allergenic foods, and will advise you at the time.
Holbury  has a “Sun Smart” Policy, and we practice safe sun protection habits.  Children who forget their hat will only be permitted to play under the shaded areas. A beanie & coat should be sent on colder days.

Sunscreen should be applied before coming to kinder.  
Please do not send your child to kinder in clothes that they are not allowed to get dirty.  Comfortable and easy play clothes that are suitable for a lot of physical activity are the best.  We provide smocks for messy play, however things can still get dirty.  Please do not send your child in thongs or high heels as they can be dangerous when climbing and running.  Each child should bring a complete change of clothes.

FOOD ALLERGIES
Please notify the staff of your child has an intolerance or allergy to particular foods or drinks, or if you do not want your child to eat certain foods. Children with a diagnosed food allergy and/or anaphylaxis are not permitted to attend without a written allergy/anaphylaxis management plan and prescribed medication (ie.epipen) with original label intact.

Children with food allergies will not be given birthday treats brought into the centre by other children.  You will be requested to supply a suitable alternative for these times.




	PARENT INVOLVEMENT

Whilst we understand the constraints on working parents, our doors are always open to those who wish to spend some time. Your assistance is greatly appreciated and needed.

KINDER DUTY ROSTER

Kinder duty provides parents with an opportunity to spend time with their child and other classmates.
A roster of available kinder duty dates and times will be on display for you to add your name. 
Kinder duty is offered on Tuesday/Wednesday/Thursday of most weeks, in terms two and three.
Parents/guardians are welcome to list their name when convenient

Kinder duty mostly involves:

· Spending time with your child and other children

· Being involved in the learning activities 

· Taking part in daily play and routines
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Siblings are welcome, as long as they do not disrupt the program.  However, please remember that they are your responsibility to supervise. 

LAUNDRY ROSTER

Approximately twice a year, you will be asked to take home the children’s smocks and hand towels to wash.  

WORKING BEES

This centre relies on the involvement of its families to help maintain a safe and clean environment for the children.  Working bees are held twice a year and any help from parents is greatly appreciated.

SHARING TALENTS

We invite parents with particular skills or talents to share these with the children.  We also have a 'friends of the Holbury Patch' group which helps us maintain our front garden, if you have an interest in gardening.

COMMITTEE

The Centre is managed by a committee of management, made up of volunteer parents elected annually at the Annual General Meeting in November.  Committee meetings are held once a month, in the evening, at the centre.  All families are welcomed to attend these meetings however, prior advisement to the Secretary is required as confidential information in relation to the operation of the centre is discussed from time to time.  Please see the centre director for more details.

SOCIAL FUNCTIONS

During the year a number of social and fundraising activities are held.  These occasions offer a great opportunity to meet other families in the Holbury community, and everyone is encouraged to participate.

POLICIES & PROCEDURES

Holbury has a complete set of centre operational policies, which have been recommended by the peak industry organisation, “Early Learning Association of Australia” and adopted by the committee of management.  These policies are continually reviewed, and approved by the committee of management every two years.

     Our operational policies apply to parents, staff and committee of management and include 

Children's health, delivery & collection of children, enrolment process, fees, grievance, hygiene & food safety, illness, accident & emergency care,  inclusive care & education,  sun smart,  parent access & involvement.
Copies of any of these policies can be obtained from the director, or our website.
COMMUNICATION

Open communication between parents and staff is essential.  In the event of a significant change such as divorce, separation, illness or death, new baby, moving house etc. it is important that the staff are made aware so that they can help your child cope with the changes and be prepared for any change in behavior.

 Information with regards to family issues and personal lives will always be managed confidentially.   

Please remember – If you have any concerns about your child, we are always there to help or advise you.  You will understand however, that if the matter is going to take some time to discuss it is advisable to arrange with the teacher a convenient time (when she is not teaching the children).  Some other avenues of communication available include:

NEWSLETTER
A Holbury newsletter is published quarterly to keep parents informed of upcoming events, centre matters, recent program happenings, and articles of interest.

NOTICES HOME
Notices are an important way in which the teachers and the committee communicate with the parents.  Please take the time to read the notices as they contain important information regarding the children’s program, incursions, social events and fundraising activities. Each child has a named ‘notices pocket’ hanging near the front door.

NOTICEBOARD
Information about Holbury and the local community is regularly posted on the notice board at the front entrance area.

WEBSITE
Regular updates and photos are posted on our website www.holbury.org.au
EMAIL
You can choose to provide your email address on your child’s enrolment form to allow us to email you newsletters and term invoices.

You can make general enquiries to the Holbury office at janine@holbury.com.au
Please telephone for urgent or important messages. 

ILLNESS/ACCIDENTS

[image: image6.wmf]ILLNESS
If your child becomes sick at kinder the staff will contact you to collect your child.  Parents are requested to keep their children home when ill, as staff are unable to provide the level of care required to ensure the comfort and wellbeing of a sick child.  We must also consider the health of the other children and staff.  Please keep your child at home until completely well.  Children are required to stay home from kinder in the event of any of the following in the past 48 hours: vomiting, high temperature, diarrhoea or commencement of antibiotic medication.

CONTAGIOUS DISEASES

If your child contracts or is in contact with an infectious disease, please notify Holbury immediately. 

ACCIDENTS

Accidents, bumps and scrapes are part of kindergarten life.  Although we provide a safe environment for the children, occasionally accidents do happen.  If your child is hurt during the session you will be notified by the teacher at the end of the session and asked to read and sign an accident report form.  

In the case of a more serious accident the staff are first aid trained and will follow the Illness & Emergency Procedure Policy, and parents or the nominated emergency contact person will be telephoned immediately.                        

MEDICATION

If your child requires medication during the session please inform the staff and enter the details in the medication book.  No medication can be given to your child without your written authorisation.  Prescribed medication will only be given if prescribed in the child's name.  All medication must be brought to the centre in the original bottle, with the name of the child clearly displayed, the dosage and frequency of administration labeled by the dispensing pharmacist.

All medication must be handed directly to staff and never left in a child's bag.

Children with diagnosed asthma are not permitted to attend without a written asthma management plan and any prescribed medication, with original label intact.

GENERAL INFORMATION

ABSENCES

We are required to keep a record of attendance.  If your child is absent for any reason please advise by phone.

BIRTHDAYS








Your child’s birthday is a special time and we like to acknowledge this and make that day a special day.  You are invited to bring treats for the children in your group, however, we are bound by strict food handling regulations and suggest individual treats such as cupcakes or freddo frogs.  Please check the number of children in your group. 

If you are planning a party for home there is never any obligation to invite the whole group.  Please place the invitations in a named envelope and hand them to a staff member.  These will be placed discreetly into the communication pockets.

CHANGE OF ADDRESS

It is the parent/care giver’s responsibility to notify the Centre immediately of any changes of address and or phone numbers.  This includes changes in place of employment.  As you will appreciate, it is crucial that you can be contacted in an emergency.

CUSTODY AND ACCESS
If a parent/care giver is experiencing problems associated with custody and access, please discuss this with your child’s teacher.  A copy of the current custody order is required for our file, plus any other court orders.

HYGIENE

[image: image10.wmf]Children are taught and encouraged to follow basic hygiene practices.

Hand washing occurs after toileting, blowing nose, messy play, before eating and cooking activities.

PHOTOGRAPHS
No outside agency or individual will be permitted to photograph the children without parental consent.  From time to time staff like to photograph the children engaging in activities to enhance, highlight or complement their program.  These photos are the property of the Holbury Children’s Centre and may be used in some publications or advertising.  If for any reason you do not wish your child to be photographed, please notify the staff.

SAFETY
Please remember to close the door each time you enter and leave the centre.  Also be aware of other children slipping out with you, and ensure your child is settled inside when you depart.  This is particularly important early in the year before the children have learnt the routine of the program.

SCHOOL READINESS
State Government policy allows for one year of funded 4 year old Pre-School before children attend school.  Parents are asked to give careful consideration as to when their child will begin 4 year old kindergarten as it may not be possible to obtain a second year of funding to attend 4 year old kinder again.

If you have any concerns about your child’s readiness for school, please contact the teacher to arrange a time to discuss this.  

TOILETING

Staff will be encouraging all children to use the small toilets in the bathroom.  Children can often have toileting accidents when they come to kinder as they become very involved in what they are doing and often leave going to the toilet to the last minute.  We understand that children master toilet training at different ages and it is not a prerequisite for attendance. 

However, we would prefer that children who are not toilet trained come in pull-ups so that they can be encouraged to try too!  Please send along spare pull-ups or undies for those still learning.
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