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Prep Handbook 

2019 Prep Teachers 
Miss Sharlene Dobby 

Mrs Eleni Skatharoudis & Ms Lauren Morgan 

Miss Emily Whitelaw 



Key Dates  

Prep students will commence of Wednesday 30th January, 2019. 

Students will attend four days per week (Monday, Tuesday, Thursday and Friday) from Monday 4th 

February – Friday 1st March, 2019. 

Prep students will then begin full five-day attendance from Monday 4th March.  

Term One 
2019 

Tuesday 29th January  Staff Curriculum Day 

Wednesday 30th January Prep students commence school – 8:50am – 

3:30pm. 

Wednesday 6th, 13th, 20th 

and 27th February 

Rest days – Scheduled Foundation Entry 

Assessments will occur on these days.  

Appointment times will be advised.  

Monday 4th March  Prep students begin full five day week 

Monday 11th March Labour Day Public Holiday 

Friday 5th April Last Day of Term One 

Students are dismissed at 2:30pm on this day 

 

Term Two 
2019 

Monday 23rd April – Friday 28th June  
Students are dismissed at 2:30pm on the last day of term 

 
Term Three 

2019 

Monday 15th July – Friday 20th September 

Students are dismissed at 2:30pm on the last day of term 
 

Term Four 

2019 

Monday 7th October – 20th December 

Students are dismissed at 1:30pm on the last day of the year 

 
 

Each year government schools are provided with four student-free days for professional 

development, school planning and administration, curriculum development, and student 

assessment and reporting purposes. The first day of Term One is a student-free day in all 
government schools to allow for appropriate planning to take place for the arrival of students. The 

remaining three student-free days are determined by each individual school. These dates will be 
available in the school newsletter, when approved by school council.  

 
 
 
 
 
 
 



What To Expect 
 
First Day of School  
The first day is an important day for your child. We will have a staggered start, which allows 
teachers to greet each student and their family and to show them around the classroom to get 
settled in.  
 
Students will find their bag box to put their bag away and their table where they can place their 
drink bottle. There will be activities around the room for the students to do. A staff member will 
ensure you have a family photo taken before you leave.  
 
Once you feel that your child is settled, you are able to leave. We ask that families leave the 
classrooms by 9:30am so we are able to begin our teaching for the day.  
 

At the end of the day, students can be collected from their classrooms at 3:30pm.  
 

Students will commence school at 8:50am from the second day.  
 

 

Morning Middle Afternoon 
 Settling in activities  

 Name games & songs 

 Drawing First Day picture 

 Story 

 Discuss Playground and 

Playground rules 

 Snack 

  

 Circle time – What I did at 

recess 

 School Tour 

 Classroom rules activity 

 Name games and getting to 

know you activities  

 Lunch 

 

 Developmental Play 

 Discussion about our day 

and what we will do 

tomorrow 

 Home Time 

 

 

 

What to Bring  
On the first day, your child will need to be in full school uniform and bring to school:  

 School bag clearly named.  

 Burwood Heights Primary School sun smart hat clearly named.  

 Brain food, snack and lunch, in clearly named containers.  

 Drink bottle clearly named.  

 Art smock  

 2x boxes of tissues 

Please note that Burwood Heights Primary School is a nit and nut-product free school. This includes 
Nutella.  

 
 
 
 



 
During The First Month  
You will quickly realise that your child is very tired after a day at school. We endeavour to organise 

the day’s activities to ensure students get their main block of learning done earlier in the day and 
they have time for less tiring activities in the afternoon. We allow them to rest, if needed, during 

our afternoon sessions.  
 
Students can come to school from 8:35am when there will be a teacher on duty in the playground. 
They will then enter their classroom at 8:50am. Before School Care is available to families from 
7:00am.  

 
Teachers are more than happy to speak with you before or after school if you need to give them 

any information or discuss some concerns.  
 

Our Day 
8:50am School begins  

8:50 – 10:40am  Morning learning session 

10:40am* Students eat snack 

11:00am Recess outside play 

11:30 – 1:20pm Middle learning session 

1:20pm* Students eat lunch 

1:40pm-2:30pm Lunch outside play 

2:30-3:30pm Afternoon learning session 

3:30pm Dismissal  

* eating times will be reduced as the year goes on 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Prep Curriculum 
All teaching programs at Burwood Heights Primary School are based on the Victorian Curriculum F-

10. The curriculum is the common set of knowledge and skills required by students for life-long 
learning, social development and active and informed citizenship.  

 
Prep (Foundation) students will be taught, assessed and reported on the following areas: 
 
English: 

 Reading & Viewing 

 Writing 
 Speaking and Listening 

 
Mathematics: 

 Number & Algebra 
 Measurement & Geometry 

 Statistics & Probability 
 

Capabilities: 
 Critical and Creative Thinking 

 Ethical Capability 

 Intercultural Capability 

 Personal and Social Capability 

 
Specialist Subjects: 

 Technology (digital & design) 
 Arts (visual & music) 

 Health & Physical Education 

 Language other than English (French) 

 Science 
A detailed specialist timetable for your child’s class will be sent home in the first week of school.  

 
Write to Read 
The Write to Read program is a multi-sensory literacy program that teaches children the skills that 

they need in order to successfully and confidently learn to read and write. The programs teaches 
them to literally decode the English language using both their visual and auditory senses. It is 
based on the understanding that the 26 letters of the English alphabet actually make 70 different 
sounds or phonograms (phonics).  
 
In Prep, the structure of the program is as follows: 
Term 1: All single letter phonograms are introduced. 
Term 2: Two- Five letter phonograms are introduced. 
Term 3 & 4: The formal spelling lessons commence. 
 
Students are not only taught the phonetic sounds of the phonograms, but they are explicitly 

taught how to write each phonogram. At Burwood Heights, students write in print, not Victorian 
Cursive.  

 



 
Unit of Inquiry 
The six inquiry units that the Prep students will be exploring are: 

Transdisciplinary Theme  Central Idea 
Who we are Every day we learn more about who we are and what we can 

do. 
 

Where we are in place and 

time 

A community is made up of people and places, and the tools 

they use.  
 

How we express ourselves Stories have characters, settings and plots and have similar 
themes. 
 

How the world works The Earth’s natural cycles affect every day life. 
 

How we organise ourselves People recognise important events through celebrations and 

traditions.  
 

Sharing the planet Animals have features and needs that help them to survive.  
 

At the beginning of each inquiry, information will be sent home with more information about each 
unit and asking for any ‘experts’ in that area that would come and share their knowledge and/or 
experiences with the students. 
 

 
Child Safety- Daniel Morcombe Child Safety Curriculum 
(Child Safe Standard 7) 

The Daniel Morcombe Child Safety Curriculum has been developed to support schools’ delivery of 
key safety messages to students in Prep to Year 9. Through a series of lessons, students will learn 
how to recognise, react and report when they are unsafe or find themselves in si tuations that can 

have a significant detrimental effect on their physical, psychological or emotional wellbeing.  
 

A detailed letter will go home to parents prior to the unit to inform parents/ carers of the specific 
content we will be covering. We encourage you to talk to your child about what they are learning 

in class. 

 
 
 
 
 
 
 
 
 
 



Interviews and Student Assessments  
Prep teachers will hold interviews in the second week of school. This provides you with an 

opportunity to tell us more about your child, discuss how they are settling into school and ask any 
questions you may have.  
 
In December 2018, you will receive your child’s class placement, their commencement time for 
the first day (Wednesday 30th January, 2019) and assessment date and time for the mandatory 
‘English Online Interview’ and the ‘Mathematics Online Interview’.  
 
This assessment will then be used to assist in planning programs to cater for the learning needs of 
every student. The assessment sessions are designed to be a positive experience for the students 
and will involve aspects of English and Mathematics.  
 
The English Online Interview that all Victoria students in Prep  participate in.  
The English Online Interview tasks include:  

• Oral Language  
• Phonemic Awareness (identifying sounds in words)  

• Reading text and Comprehension  

• Letter and Word Identification  

• Retell and Comprehension of a text  

• Writing task  
 
The Mathematics Online Interview. It consists of hands-on assessment tasks where students 
demonstrate mathematical understandings in the following areas:  

• Counting/Number  

• Time  

• Measurement  

• Shape and Pattern  
 
Your child will be working individually with a teacher during this time therefore only your child is 
required to attend the Wednesday assessment sessions. Students do not need to wear school 
uniform on this day. They may like to bring a snack and drink bottle to their session.  
 

Lunch Provision and Procedure  
Please provide your child with a snack for morning tea, lunch, and a drink bottle. Students may 
bring an extra piece of fruit to be eaten during class.  

 

Students eat their lunch in the classroom. They are given adequate time to eat their food. At the 

beginning of the year students will be given extra time to eat their snack and lunch. Teachers 
check what students have eaten before they put their lunch boxes away. If you have any concerns 

regarding the amount your child is eating at school, please speak with their teacher.  

 

Classroom Cuisine lunch orders are available on Mondays, Wednesdays, Thursdays and Fridays. 

Lunch orders can be purchased online at : www.classroomcuisine.com.au  Subway is available on 
Tuesdays. Order forms are available at the office and must be returned, along with the money on 

the Thursday prior to receiving lunch. Please note: Children with lunch orders require a separate 

snack to be brought from home for their morning tea.  

 

 

http://www.classroomcuisine.com.au/


Outdoor Play  
Prep students play in the Prep playground supervised by their classroom teacher or yard duty 

teachers, to ensure the safety and security of your child. Selected Grade Six students are given the 
role of Prep Playground monitors and are also available to assist students when necessary. For the 
first few weeks of school, the Prep teachers will walk students to and from the Prep playground.  
 

Buddy System  
In Term One all students are allocated a Middle School student as a buddy. Your child’s buddy will 
assist him/her to become familiar with the playground and general aspects of school life. Students 
are also involved in co-operative learning with their buddies throughout the year.  

 

Home Reading and Take Home Sight Word Box  
Students will begin the Home Reading Program towards the end of Term One. We like students to 
learn some phonics and sight words before they begin bringing their readers home. When the 

program begins, students will bring home a book each night. Their reader needs to be returned 
each day. We ask for parent volunteers to hear students read at school.  You will have the 

opportunity to put your name down for this during Parent/Teacher Interviews.  
 

Students will bring home a sight word ring with their readers which assists them to learn their 
sight words. You will receive more information about the Home Reading Program and Sight Word 

Rings during Term One.  
 

Show and Tell  
Each student will be allocated a Show and Tell day. Topics to share are directly related to our Unit 
of Inquiry, and encourages students to make personal connections with what they are learning in 
the unit. Further information will be distributed throughout the year at the beginning of each new 
Unit of Inquiry.  
 

Students will have the opportunity to bring in a ‘Me Bag’ in the first few weeks of school. This 
gives them the opportunity to share their interests and other information about themselves with 

their teacher and classmates. You will receive more information about this in the first week of 
school.  

 
Each class will have a ‘take home pet’ (a soft toy). Each student is allocated one week where they 

take the class pet home. We encourage students (and parents) to take this pet to different places 
you go. Students will write in the shared ‘Take home pet diary’ describing some of the fun things 

they did with our class pet. We encourage adding photos and drawings etc. of their time together. 
Students will then bring the pet back on an allocated day and share their experiences and diary 
entry with the rest of the class.  
 

 
 
 
 
 
 
 



Personal Belongings  
We do not discourage students from bringing personal belongings, however we are not able to 

take responsibility for these items. Please ensure that valuable and important items are not 
bought to school. We understand that students may like to bring a particular toy to school with 
them for comfort. We do ask that students place these items in their bags during learning time. 
The Department of Education and Training (DET) has asked schools to advise parents that the DET 
is not responsible for the loss of property brought to school by students and property is not 
insured.  
 

Labels 
Please ensure all of your child’s belongings are labelled. This includes school bag, lunch boxes, 
drink bottles, hats and all clothing (including socks and underwear). If something belonging to your 

child is missing, please check the classroom and lost property. Things may go missing for a few 
days but if they are named, they can be easily returned.  

  
 

School Library 
Your child will visit the Library once a week on a designated day and are encouraged to borrow 

picture story books to take home. Your child will be provided with a library bag to keep the books 
clean and safe. We ask that all books are returned in your child’s library bag, two weeks later, on 

their designated library day. Parents/ carers will be required to pay for any lost or damaged books.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Parental Involvement 
We encourage parents to be involved in the school community. There are many opportunities to 

assist, some of which are: 

 Home reading 
 Production costumes –sewing 

 Parent Dance 

 School Council 

 Junior School Sports 

 Swimming 

 Mother’s/ Father’s Day Stalls  
If you would like to volunteer in any school event, please see the administration staff. All 
volunteers must go through an induction and have a Working with Children’s check (see below).  
 

Working with Children’s Checks (WWC) 
“The Victorian Government has a checking system that will affect many adults who work or 
volunteers with children under 18 years of age. This check helps protect children from sexual or 

physical harm by checking a person’s criminal history for serious sexual, serious violence or serious 
drug offences and findings from certain professional disciplinary bodies such as the Victorian 

Institute of Teaching. The WWC Check creates a mandatory minimum standard for a range of 
child-related industries.” (WWC Application Form).  

 
As a volunteer working with children across a range of school activities, you are required to apply 

for the WWC Check at an Australian Post outlet. There is no charge for volunteers to have the 

check conducted.  
 

Child Safety Standards 
Burwood Heights Primary School and Kindergarten is committed to child safety and establishing 
and maintaining child safe and child friendly environments, where all children feel valued and safe; 
including Aboriginal and Torres Strait Islander children, children from culturally and/or 
linguistically diverse backgrounds, children with disabilities and vulnerable children. We have zero 
tolerance of child abuse, and all allegations and safety concerns are treated very seriously and 

consistently through our strict policies and procedures. We make every effort to support all 
children, staff, parents and guardians, volunteers and community members in upholding our 
shared commitment to child safety. 
 
Standard 1: Strategies to embed an organisational culture of child safety 
Standard 2: A child safety policy or a statement of commitment to child safety 
Standard 3: Developing a Child Safety Code of Conduct 
Standard 4: Screening, supervision, training and other human resource practices that reduce the 
risk of child abuse 
Standard 5: Procedures for responding to and reporting suspected child abuse 
Standard 6: Strategies to identify and reduce or remove risks of child abuse 
Standard 7: Strategies to promote child participation and empowerment 
 

Our Child Safe Policy, Code of Conduct and other resources related to the standards are available 

on our website: http://burwoodhps.vic.edu.au/page/224/Child-Safety- or you can ask for copies at 

the office. 

http://burwoodhps.vic.edu.au/page/224/Child-Safety-


Things you can do to help your child feel ready for 

school 

Over the Summer Holidays 

 Purchase your child’s school uniform including a hat and a bag . 

 Purchase black runners or black school shoes- no open toed shoes. 

 Purchase a lunch box and water bottle (let your child choose one they can open 

themselves). 

 Take your child shopping to purchase a key ring that will help them easily identify their 

school bag. 

 Have a picnic and practise unwrapping a sandwich and/ or opening containers. 

 If your son is starting school, practise using a urinal.  

 Write your child’s name clearly on all his/ her belongings and get him/her to practise 

identifying his/ her name. 

 

At the start of the school year 
 Lay out your child’s clothes ready for the first day of school . 

 Help your child to pack his/ her school bag. 

 Pack a spare pair of named underwear and socks and let your child know where these are 

located in their school bag. 

 Talk positively about school with your child. 

 Take lots of photos. 

 

The first few weeks of school 
 Your child’s teacher will provide a timetable with weekly specialists such as Physical 

Education, French, Art etc.  

 Remember that children are often very tired in the first few weeks of school. Your child 

needs LOTS of sleep. 

 Give your child a healthy breakfast every morning. 

 Try to make sure your child knows if they are going to After Care and who will be picking 

them up from the program. 

 Try to establish morning routines. 

 

 

 

 


