ELLIMINYT PRIMARY SCHOOL
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HANDBOOK
Elliminyt Primary School exists to enable our children to become responsible life-long learners.
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WELCOME TO 

ELLIMINYT PRIMARY SCHOOL
The teachers, non-teaching staff, students, parents and members of our community all work together to create a positive environment in which our students learn.  We continually strive to improve our achievements and are proud of the excellent reputation Elliminyt Primary School has.  We trust your stay with our school will be a pleasant one.
We have included information that will assist in making your family’s transition into our school a positive experience.  If you have any queries or are interested in any other school information such as school policies please contact us.

We look forward to having a happy and positive relationship with you and your child/ren.

STAFF LIST - 2007

Principal

   Mr John Angel – M.Ed.Admin., B.A., B.Bus., B.Ed., Grad.Dip.Ed.Admin., 

                                Dip.Arts (Admin)., T.P.T.C., Cert A.,  M.A.C.E.L.

General Office Staff

   Business Manager – Mrs Pam Neave 

   Clerical Assistant (0.4) - Mrs Megan Doolan

Assistant Principal

   Miss Jan Hayes – B.Ed. - Acting

Years 5-6  – Team Leader Mrs Sandra Gormley

   
Year 5-6G    
Mrs Sandra Gormley – Dip.T.(Prim),  Cert A.


Year 5-6H
Ms Sarah Handscomb – Dip.T.(Prim)., Grad Dip. Spec.Ed.  


Years 3-4  – Team Leader Miss Jan Hayes

   
Year 3-4J
Miss Jan Hayes – B.Ed.


Year 3

Mr Murray Howard – B.Ed.


Year 4

Mr Matthew Skewes – B.Eng., M.Sc., Dip.Ed.

Years Prep–2  – Team Leader Mrs Liz Walter

  
Year 2

Mrs Wendy Rushbrook- B,Ed., Dip.T.(Prim)., Cert 2 Accountancy.


Year 1-2
Mrs Liz Walter – T.I.T.C., Grad.Dip.Spec.Ed.


Year P-1
Miss Lyn Francis – Dip.T.(Prim)


Year P 
Mrs Kiralee Knight – B.Ed.

Specialist Staff:

Music/Drama 

Mr Phil Gray – B.A., B.Ed.

   
Reading Recovery 
Mrs Maree Daffy – Dip.T.(Prim)

   
Art/Craft 

Mrs Caroline McCallum – B.A.(Ed) Cert B.

Library Assistant:

Ms Jane Watts

Integration Aid

  Ms Jane Watts – Year 1

Mrs Fiona Wade – Prep

Mrs Marjorie Brown – Lunch time  

Computer Technician  

   TSI - Mr Damian Meade

Grounds/Maintenance

   Mr Ray Brown

Music: 

   Mrs Pam Radcliffe  - Piano

   Mr  David Latham - Guitar

ABSENCES
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If a child is absent, a note must be sent informing the school of the reason.  A phone message or oral explanation is acceptable.  This is a legal requirement, student achievement is influenced by continual absences or late arrival to class.  Regular absences will be followed up by the teacher or the Principal.  Absences are recorded on student reports.  No child may be taken from the school during the day without first notifying the office or obtaining permission from the Principal. 
ACCIDENT/ILLNESS

[image: image4.wmf]In the event of a serious accident or illness an ambulance will be called and parents notified via the information supplied on the Family Information Sheet.  Cost, if any, must be borne by the parents.  Sick children should not be sent to school.  If children become ill at school a parent or nominee will be contacted and asked to collect the child.  A number of staff have First Aid training.  The teacher must be informed in writing if your child is taking medication.  Please ensure the child’s name and details for administering the medication, including the dosage, is attached to the container.  
ALLERGIES
If your child is allergic to any medical substances which may be used at school, please notify the grade teacher in writing.  Allergies can include reactions to bandaids, Stingose, etc.

APPOINTMENTS

Communication between parents/guardians and the school is encouraged.  If you have any concerns please don’t hesitate to contact us.  The office staff will always ask what your concern is so they can direct you to the most suitable person.  In most cases an appointment will be made at a convenient time, teachers are not available for consultation during class time or rostered yard duty/bus duty times etc.  Having an arranged appointment time ensures that they are free to fully concentrate on the issue you wish to discuss with them.  
[image: image5.wmf]ART SMOCK
It is wise for children to have a smock for art work.  An old shirt is ideal or you 
could buy one.  Please ensure they are named. 
ASSEMBLIES
We have school assemblies on Monday mornings at 9 a.m.  Students are involved in running assemblies.  Parents, family members and interested community members are most welcome to attend.  Student of the Week awards as well as community awards are presented at the assemblies. 
ASTHMA
Parents are to notify teachers if their child is asthmatic.  Children who use puffers need to bring their own to school.  Parents are required to complete a School Asthma Management Plan and Medication Approval form at the beginning of the year and these must be updated when there are changes to treatment.

[image: image6.wmf]BANK ACCOUNTS (STUDENTS)
All Prep children are given an information pack supplied by the Commonwealth Bank.  New students to our school can use their bank accounts from their previous school.  Bank day is TUESDAY.  We receive commission from the Commonwealth Bank for deposits made through our school. 
BIKE EDUCATION
[image: image7.wmf]All children from years 3 to 6 complete a bike safety and education program.  It involves a safety check of their bikes, theory and skill practice.  Selected students participate in the annual Bike Ed Challenge. 
BULLYING
We do not tolerate bullying or harassment in any form.  All staff are committed to ensuring a safe and caring environment which promotes personal growth and positive self esteem for all students.  Policies are in place to address bullying and inappropriate behaviour.  Children are encouraged to speak to the yard duty or class teacher if they feel intimidated, bullied or unsafe.  Parental concerns regarding bullying should be directed to the classroom teacher or Principal.

BUS TRAVEL
[image: image8.wmf]A Town Bus collects and returns town children daily for a charge payable to the driver.  This bus leaves the school soon after 3.30 p.m.  A number of country buses service the rural areas around the school. Children are able to use these services if they live more than 4.8 k.m. from the school or the nearest bus stop.  Further details are available from the Principal.

Children ARE NOT permitted (under any circumstances) to alter their normal travel arrangements.  School buses CANNOT be used by non-bus travellers. Children living more than 4.8kms from the nearest bus stop or from the school and are not serviced by the bus system may be entitled to financial reimbursement.  Contact the school for more details.  

CAMPS
The school has a camps policy which aims to involve students from grades 3 to 6 in an on-going sequential program.  All details with regard to particular camps are made available to parents prior to the commencement of each program.  

CASUAL REPLACEMENT TEACHERS (CRT)
When your child’s teacher is absent a casual replacement teacher will be employed to teach the class.  

CHAIR BAGS FOR PREPS

A chair bag for Preps can be purchased from the front office, supplied through the Parents and Friends.  The bag is hung over the back of the student’s chair and is used to store books etc.  
CLASSROOMS
Students are not permitted to enter classrooms unless a teacher is present.
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COMPLAINTS
Parents are asked to come directly to the school with any complaints they may have. It is better to share any concerns with the Principal and/or the class teacher at an early stage.  Many misunderstandings can be addressed if parents approach the school with their concern.

CULTURAL VISITS

[image: image10.wmf]Cultural visits are organised four times a year.  We invite performers to come to the school to save us the expense and time of travelling to Geelong or Melbourne for these events, such as the Opera.   We try to keep the costs to a minimum and interest high.  It is usually one visit per term.   
CUSTODY RESTRICTIONS
It is vital that we are informed of any custody or access restrictions.  Copies of any such orders must be given to the school.

DAMAGE TO THE SCHOOL
Accidents that cause damage to the school property happen and are part of school life.  However, if a child causes wilful damage to school property then it is appropriate for the school to request the costs of repair or replacement of that equipment.

DETENTION
Students may be given detention for inappropriate behaviour.  Parents are asked to support the school in this matter.  Students may be detained for half of recess or the lunch break without parent permission.  

DISCIPLINE
Student discipline at Elliminyt Primary School aims to promote a safe and harmonious teaching and learning environment for students.  The Discipline Policy is regularly reviewed.
Children have the right to:

· be safe

· be treated with respect, kindness and fairness

· work and play without intimidation

· [image: image11.wmf]receive high quality and meaningful education

Children are responsible for:

· their own actions

· obeying school rules

· setting a good example

· being punctual and co-operative

· respecting the rights and property of others

· maintaining school dress standards

· treating others with courtesy and empathy

· taking pride in their personal achievements and school work.
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DISMISSAL
School is dismissed at 3.30 pm.  At the end of terms 1, 2 and 3, dismissal is at 
2.30 p.m.  Usually at the end of term 4 dismissal is at normal time – 3.30 p.m.

DISPLAN
We have developed a DISPLAN to be enforced in case of emergencies.  It is reviewed regularly.  Fire emergency procedures are practised regularly. 

DONATIONS
Requests for donated items such as magazines, containers etc are placed in the weekly newsletters.  Please contact your child’s teacher or the art teacher if you have any items that you think may be useful.  
EDUCATION MAINTENANCE ALLOWANCE

[image: image13.wmf]The EMA is provided to assist families with the costs of educating their children.  School levies, uniforms, excursions etc may be funded using the EMA.  To claim you must hold a current Centrelink Pensioner Card or Health Card or a Veteran Affairs (TPI) Card or be a foster parent.  The card must be valid on the first day of school to claim the first instalment and the first day of term 3 to claim the second instalment.    Applications must be made through the school your child attends.  For further details please contact the Business Manager.

ENROLMENT
When enrolling for the first time you must supply the following:

1. Birth Certificate

2. School Entry Immunisation Certificate

3. Enrolment Form – which includes permission forms for Head Lice Checks, local excursions, Religious Education etc.
[image: image14.wmf]EXCURSIONS
There are single day events, where classes are taken outside the school so that children can have access to experiences that are not available within the school.  Often these excursions relate directly to a topic or theme that is taking place within the classroom.  At times parental involvement/assistance is requested.  If you are experiencing financial difficulties when payment is due for excursions, please contact the Business Manager.  We can usually solve the problem together so all children get to experience the educational value of excursions.

GAMES/TOYS
Games (digital, hand held) and toys are not permitted at school.  They cause disruption to classes, and if lost, cause distress to the child.

FAMILY INFORMATION SHEETS

At the beginning of each year parents are asked to fill in an Annual Family Information Sheet.  It is very important to have up to date information such as telephone numbers, work/home addresses, medical information etc.; these are essential in case of accident or illness.  If any details change during the year please let the school know.

FIRST AID
[image: image15.wmf]First aid is administered by staff for minor problems (cuts etc).  If an injury requires medical treatment we first try to contact the parent/guardian, then the emergency contacts.  If we are unable to contact anyone, the child is taken to the doctor.  Parents are liable for any medical expenses e.g. ambulance, xrays etc. 
HATS
In terms 1 and 4 it is compulsory for students to wear a hat.  It must be a broad rimmed hat.  Prep students are supplied with their first hat.  If it is misplaced parents must purchase a new one. 
HEADLICE
Currently we have trained parent volunteers who regularly check students’ hair.  (A permission slip allowing volunteer parents to check your child/ren is included on the student enrolment form.)  Parents/guardians are asked to be vigilant in checking their child/ren’s hair.   Infected students are excluded until appropriate treatment has commenced.  Once treated students may return to school.

ILLNESS
The best place for an ill child is home.  If a child becomes ill at school and the parents/guardian cannot be contacted, the emergency contact will be notified.  

IMMUNISATION 
An immunisation certificate must be provided for every child upon enrolment.  

INTERNET
[image: image16.wmf]Students are allowed to use the internet under direct supervision of the teacher.  Students and parents must sign a Student Code of Conduct for internet use.

[image: image17.wmf]LIBRARY
Children are encouraged to borrow books from our school’s computerised, well equipped library.  Books can be borrowed for a 2 week period, children are able to borrow during their library periods.  To encourage children to care for and remember to return their library books we suggest you either make your child a draw string bag from waterproof materials or purchase a library bag with the school’s logo.  Please put your child’s name on the bag.  Due to the high expense involved in replacing books, children who lose books may be asked to meet the cost of replacement.

LOST PROPERY
All property should be clearly marked with the child’s name.  All named items are returned to the students.  All unclaimed items are kept in the sick bay.  At the end of each term the lost property is donated to charitable organisation or sold as secondhand uniforms. 
LUNCHES
Monday - Thursday

Lunches are available from the Elliminyt Mini Mart (phone 5231 5104) across the street from the school.  These must be ordered on forms available from the shop prior to school each morning.  These lunches are then delivered to the school by the Mini Mart staff.  

[image: image18.wmf]Friday

The Parents & Friends Association offers canteen each Friday. Price lists are given out at the start of each year. Parents and friends of students are encouraged to put their name on the canteen roster.  Families are urged to support our canteen on Fridays.  

MOBILE PHONES
Students are not permitted to bring mobile phones to school.
MONEY
[image: image19.wmf]On occasions you will be requested to send money to school with your child for things such as uniforms, swimming, excursions, cultural visits etc.  Please ensure that money is sent in a sealed envelope that is clearly marked with the child’s name, grade and what the money is for.  
MUSIC (Private Lessons)
We currently have piano and guitar lessons available during school hours.  It is a private arrangement organised with the tutors.  Students are withdrawn from class on a weekly basis.  

NEWSLETTERS
[image: image20.wmf]The school newsletter, “The Elly News” will be sent home with the eldest child in the family each Wednesday.  This is the major form of regular communication between the school and the community.  All notices, items of interest, coming events etc. are printed in the newsletter.    
PARENTAL INVOLVEMENT

We encourage parents to participate and become involved in school activities.  
Parents currently help the school:

· [image: image21.wmf]in the classroom hearing individual students read

· by taking small groups for activities in P.E., swimming, reading, & Bike Ed.

· by being on the canteen roster for Friday lunches

· by assisting on excursions, camps and other outdoor activities

· by becoming a member of Parents and Friends or School Council

The service given by parents is greatly appreciated by the children and staff.
PARENTS & FRIENDS ASSOCIATION
[image: image22.wmf]The Parents’ and Friends’ Association is a group of parents who meet each month. All parents are most welcome to attend. Office bearers are elected in December, so please do not avoid attending for fear of being given an active role.

Fundraising is conducted throughout the year with various events. These include canteen on Fridays, hot dog and sausage sizzle days for the children (usually during terms 2&3), annual events such as the Mothers’ and Fathers’ Day stalls, as well as raffles. We usually have a major fundraiser, which in the past has taken the form of a Chocolate Drive, or a Ladies/Families film night. 
Members of the Parents’ and Friends’, (and the larger school community, by participating and supporting the fundraiser), have enhanced the quality of school life enjoyed by our children.

PREP TIMES
[image: image23.wmf]Jan 30th
Pupil Free Day

Jan 31st  

9.00 - 2.00 (Students Begin) 
Feb 1st-3rd
9.00 – 2.00
Feb 6th 
9.00 – 3.30

(No Prep classes on Wednesdays during February)

All Prep children are special.  Their first year at school is all important and can set the tone for the rest of their school life.  Prep year is preparation for what is really the first year at school - Year 1.  Parents of Preps are encouraged to become involved with their children’s education at school and at home.  During the first school week, the Preps will be dismissed at 2.00pm.  From the second week, children will attend school normal hours on Monday, Tuesday, Thursday and Friday.  Prep children are not required at school on Wednesdays during February.

RELIGIOUS EDUCATION

Approved instructors provide religious education for half an hour each week.  The extent of this service depends upon the availability of instructors.  An agreed syllabus is provided by the Council for Christian Education in Schools (CCES) and is completely non-sectarian.  Student enrolment forms contain a section for approval to participate in R.E.  
SCHOOL COUNCIL
Elliminyt Primary School Council is composed of parents and staff.  Eight are parent members elected by the parents at the school, three are staff members, elected by DE&T parents and staff of the school,  2 community persons (not employees of DE&T) are co-opted by the Council and the Principal is a member ex-officio.  
School council is responsible for 

· developing educational policies

· maintaining and improving the school’s physical facilities

· budget planning

· use of the school’s grounds and buildings

· as a liaison between staff and the school community.

[image: image24.wmf]
SCHOOL CROSSING

The School Crossing over Main Street is controlled by a School Crossing Supervisor from 8.20 a.m. to 9.00 a.m. and from 3.25 p.m. to 3.50 p.m. daily.  Children must use this crossing when it is under the control of the Supervisor. 

SCHOOL HOURS
[image: image25.wmf]

[image: image3]
It is vital that children arrive at school ready to start at 9 a.m.  All necessary instructions are usually given at the start of the first lesson.  If your child is continually late they miss the most important time of the day.
[image: image26.wmf]SOCIAL SERVICE
Children are encouraged to take part in charitable and fundraising activities within reason.  The teacher in charge of social service activities in conjunction with representatives from our senior grades decides on the distribution of funds. 
SUPERVISION BEFORE AND AFTER SCHOOL
[image: image27.wmf]Staff are rostered to supervise children from 8.45 a.m. each school morning. After school a rostered teacher supervises students who travel by bus until they board their designated bus. The Slater Street entrances will be supervised until 3.45 p.m. 

[image: image28.wmf]It is important to note that outside these designated times supervision and/or the collection of students is the responsibility of the parent/guardian. Students should exit the school ground promptly after they are dismissed at the end of the day.

School exit and entry points
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All students should exit the school from either the Main Street or  the Slater Street entrances. 

Any student crossing Main Road must use the supervised crossing and obey the crossing supervisor’s instructions. Those crossing Slater Street should use the designated crossing after making sure that the road is clear.

Parent pick up points

Parents should pick their children from the Slater Street side of the school, always obeying parking regulations, speed limits and other traffic controls. This will help to create a safe environment at the exits to the school and ensure respect is shown to neighbours who live close to the school.

Teachers rostered to supervise children, especially before and after school, play an important role in keeping your child safe. Teachers are not available for consultation during their rostered times of duty. If you need to speak with child’s teacher, please arrange another time to do so when they are free to fully concentrate on the issue you wish to discuss with them.

TERM DATES
2007
[image: image30.wmf]Term 1                 30th January – 30th March

Term 2
16th April – 29th June

Term 3
16th July – 21st September

Term 4 
8th October – 21st December

2008
Term 1
29th January – 20th March

Term 2
7th April - 27th June

Term 3
14th July – 19th September

Term 4
6th October – 19th December
UNIFORMS
School uniform is compulsory at Elliminyt Primary School.  Items of clothing may be purchased through the school or from local stores as parents prefer.  The windcheaters and polo tops will be screen printed with our logo or sew-on cloth badges can be purchased from the office. The uniform can be viewed at the school.  All items of clothing should be clearly named. 
Girls

· Blue and white checked dress

· [image: image31.wmf]Navy blue shorts or culottes (not sports shorts)

· Navy blue track suit with school logo (no stripes or designs)

· T-shirt, polo shirt or skivvy – sky blue, white or navy.

· Navy tunic or kilt – navy tights.

· Navy blue windcheater, cardigan or jumper (school logo only)

· Appropriate socks – white or blue

Boys

· Navy shorts or trousers (no sport shorts)

· Sky blue, navy or white T-shirt, polo or skivvy.

· Navy blue track suits with school logo (no stripes or designs)

· Navy windcheater or jumper (school logo only)

· Appropriate socks – white or blue.

[image: image32.png]


Footwear for Boys and Girls

· Black shoes or boots preferred (dark brown as an option)

· Black sandals with covered in toe (dark brown as an option)

· Black or white SPORT SHOES
Sports Uniform

· Navy shorts any style 

· T-shirt in House colour or School colour.

Bags

· School bags are available from the school.
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Headgear

· Navy hats – slouch or legionnaire (compulsory terms 1 & 4)  

· Navy beanies (terms 2 & 3 optional)

· No baseball caps allowed at any time.

Jewellery

Stud earrings worn in the ears, plus watches, are the only acceptable jewellery.
VISITORS
For safety issues the school needs to know of all visitors including parents/guardians who come to the school during regular school hours.  They must register at the office before they enter the classrooms and sign out before they leave.
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1st session : 	  9.00 -  11.00


Recess :	11.00 – 11.20


2nd session :      	11.20 -  12.20


Children eat lunch in their classroom from 12.20 to 12.30.


Lunch :                   12.30 – 1.15


3rd session : 	1.15 -  2.15


Recess :	2.15 – 2.30


4th session :	2.30 -  3.30
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