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WELCOME 

Welcome to Combined Preschools of Southern Grampians (CPSG).  We are thrilled you have chosen us to 
educate and care for your child, and we wish you a fantastic kindergarten experience. 

CPSG is the Approved Provider for your kindergarten.  As an Early Years Management Organisation (EYM), 
we: 

 provide service delivery according to our regulatory obligations, the policy framework, the EYM 
Kindergarten Operating Guidelines, The Kindergarten Funding Guide, the National Quality 
Framework and DET Funding and Service Agreements; 

 assume all the responsibilities of an Approved Provider as specified in the National Law and 
regulations;  

 establish and review effective governance practices that support professional leadership and 
management systems; and  

 contribute to policy development, sector planning, policy reform implementation and service 
design. 

CPSG is managed by a Board of Management, which is made 
up of a skills-based board and parent representatives from 
service Parent Advisory Groups.  

CPSG is the employer and manager of staff for the kindergartens.  We offer educational guidance and 
mentoring for staff in day-to-day operational roles, and on behalf of the services, CPSG works closely with 
funding bodies and stakeholders including the Department of Education and Training (DET), Southern 
Grampians Shire Council and the Australia Children’s Education and Care Quality Authority (ACECQA). 

Families play an important role in their child’s kindergarten and we encourage family involvement.  Families 
can become involved by assisting in the daily program, sharing their skills, providing feedback on the 
program, participating in fundraising or joining the Parent Advisory Group of the kindergarten your child 
attends. 

The kindergartens managed by CPSG include: 

 Branxholme Kindergarten  
 Cavendish Kindergarten 
 Church Hill Kindergarten 
 Coleraine & District Kindergarten 

 Dunkeld Kindergarten 
 Mitchell Park Kindergarten 
 North Hamilton Kindergarten 
 Penshurst Preschool 

If you have any queries or complaints, the staff or the Executive Officer are there to answer them. 

We aim for a happy and relaxed atmosphere while striving to cater for both the individual child and the 
group.  We look forward to your year with us.  

 

TRACEY GOULD 
Executive Officer 

The CPSG Board of Management meets 
on the 4th Tuesday of the month. 
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OUR MISSION 

To deliver the highest quality early childhood education and care to children and their families that reflects 
their individual communities.  Our role is to ensure the delivery of accessible, affordable, inclusive early 
childhood education. 

OUR VISION 

We encourage each kindergarten to develop and maintain an individual identity and educational program 
that reflects their community by: 

 being an organisation with strong governance foundations to provide seamless administration 
processes; 

 being an employer of choice, supporting staff to provide progressive, stimulating and nurturing 
educational programs that reflect best practice; and 

 building strong partnerships with families, services and stakeholders. 

OUR COMMITMENT TO CHILD SAFETY 

CPSG is committed to child safety. We want children to be safe, happy and empowered.  

We have a zero tolerance of child abuse. 

We understand our legal and moral obligations to manage concerns and report allegations, safety and 
wellbeing concerns to authorities. 

We are committed to the cultural safety of all children including Aboriginal children, children from culturally 
and/or linguistically diverse backgrounds, and to providing a safe environment for children with a disability. 

CPSG OFFICE 

Tracey Gould 
Executive Officer 
Tel: (03) 5579 5920 

Western AG Building 
236 Coleraine Road Hamilton  
(PO Box 458) 
Hamilton 3300 
Email:  tgould@cpsg.org.au 

Carolyn Desmond 
Finance Officer 
(Monday to Thursday) 
Tel: (03) 5579 5920 
 

Western AG Building 
236 Coleraine Road Hamilton  
(PO Box 458) 
Hamilton 3300 
Email: finance@cpsg.org.au 

Karen McAdam 
Enrolment Officer 
(Wednesday & Thursday) 
Tel: (03) 5579 5920 

Western AG Building 
236 Coleraine Road Hamilton  
(PO Box 458) 
Hamilton 3300 
Email: kmcadam@cpsg.org.au  
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OUR SERVICES 

 BRANXHOLME KINDERGARTEN 

Mc Nicol St, Branxholme 3302  
Tel: (03) 5519 0704 
Email: branxholme.kin@kindergarten.vic.gov.au  
Service Approval Number SE-00003566 

 CAVENDISH KINDERGARTEN 

Barker Street, Cavendish 3314 
Tel:  (03) 5574 2208 
Email: cavendish.kin@kindergarten.vic.gov.au 
Service Approval Number SE-00003973 

 CHURCH HILL KINDERGARTEN 

8 Clarke Street, Hamilton 3300 
Tel:  (03) 5572 1852 
Email: church.hill.kin@kindergarten.vic.gov.au 
Service Approval Number SE-00003172 

 COLERAINE & DISTRICT KINDERGARTEN 

Henty Street Coleraine 3315 
Tel:  (03) 5575 2359 
Email: coleraine.kin@kindergarten.vic.gov.au 
Service Approval Number SE-00003822 

 DUNKELD KINDERGARTEN  

68 Wills Street, Dunkeld 3294 
Tel:  (03)  5577 2348 / 0447 469 339 
Email: dunkeld.kin@kindergarten.vic.gov.au 
Service approval Number SE-00003484 

 MITCHELL PARK KINDERGARTEN 

1 Steele Road, Hamilton 3300 
Tel:  (03) 5572 2407 
Email: mitchell.park.kin@kindergarten.vic.gov.au 
Service approval Number SE-00003175 

 NORTH HAMILTON KINDERGARTEN 

134 Coleraine Road, Hamilton 3300 
Tel: (03) 5572 2740 
Email: hamiltion.north.kin@kindergarten.vic.gov.au 
Service approval Number SE-00003174 

 PENSHURST PRESCHOOL 

71a Watton Street, Penshurst 3289 
Tel:  (03) 5576 5298 
Email: penshurst.kin@kindergarten.vic.gov.au  
Service approval Number SE-00003485 
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NATIONAL QUALITY FRAMEWORKS AND ASSESSMENT 

All Kindergartens are rated against the National Quality Framework. 

The National Quality Standard was informed by research about best practice and the way in which high 
quality education and care contributes to positive outcomes for children. It comprises quality areas, 
standards and elements.  

The seven quality areas in the National Quality Standard are: 

1. Educational program and practice 
2. Children’s health and safety 
3. Physical environment 
4. Staffing arrangements 
5. Relationships with children 
6. Collaborative partnerships with families and communities 
7. Leadership and service management. 

The National Quality Standard contains 18 standards with two or three standards in each quality area.  
Under these standards sit 58 elements that describe the outcomes that contribute to the standards being 
achieved. 

Each kindergarten will have an ongoing Quality Improvement Plan written in consultation with the parents 
and staff and this will be used as part of the Assessment by the Department. 

The Department of Education and Training (DET) carry out assessment and ratings of kindergartens against 
the Standards.  These outcomes are displayed at the kindergarten and published at www.mychild.gov.au or 
www.acecqa.gov.au.  

NATIONAL LAW & REGULATIONS 

The Education and Care Services National Regulations (National Regulations) support the National Law by 
providing detail on a range of operational requirements for an education and care service such as CPSG. 

The National Law and National Regulations outline the legal obligations of approved providers, nominated 
supervisors, and educators and outline the powers and functions of the state and territory regulatory 
authorities and ACECQA. 

FAMILY INVOLVEMENT 

We value the special relationship between you and your child – your home is your child’s first learning 
environment. Research has shown that children are happiest, participate more, and learn most effectively, 
when parents take an active interest in their child’s learning. 

Your contribution to the program is gratefully accepted, appreciated, and encouraged. By assisting, you have 
the opportunity to observe your child in a group setting and to gain greater insight into the kindergarten 
program. Your child will enjoy your company and sharing their special kinder experience with you. Additional 
assistance enables the staff to work more closely with individual children and small groups to offer a richer 
variety of experiences to all. 

Parents and families are also very welcome to contribute to the program with any particular skills or interest 
at any time.  Parents are encouraged to contribute with things such as cooking, playing instruments, 
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excursions, craft activities, talking to the children about a holiday and even speaking a second language for 
the children. 

We understand that each family can contribute at their own level depending on other commitments. 
However, your input, support and involvement can really make a difference. 

PARENT ADVISORY GROUPS 

Each Kindergarten is encouraged to have a Parent Advisory Group (PAG) that works in close partnership with 
the educators of each service, and the CPSG Executive team, to optimise the kindergarten program. We 
believe that the establishment of a PAG is an essential component of a high-quality early childhood service.  
The PAG represents the families and users of the kindergarten. They are not legal entities and as such, all 
activities of the PAG must be reported to CPSG and comply with CPSG policies and procedures. 

POLICIES 

A policy manual is available at each service for parents to view or you can request a policy be emailed from 
the CPSG website www.cpsg.org.au. Policies are updated in line with the Education and Care Services 
Regulations and National Law. 

CODE OF CONDUCT 

This CPSG Code of Conduct policy provides guidelines to enable CPSG to: 

 establish the expected standards of behaviour for the Approved Provider, Nominated Supervisor, 
staff, contractors, volunteers, students on placement, parents/guardians and visitors 

 create and maintain a child safe environment that reflects the philosophy, beliefs, objectives and 
values of Combined Preschools of Southern Grampians 

 promote desirable and appropriate behaviour; and 
 promote interactions at the service which are respectful, honest, courteous, sensitive, tactful and 

considerate. 

All parties accessing our services are expected to comply with this Code in relation to their interactions with 
one another at all times. 

PRIVACY STATEMENT 

Combined Preschools of Southern Grampians is committed to:   

 responsible and secure collection and handling of personal information  
 protecting the privacy of each individual's personal information   
 ensuring individuals are fully informed regarding the collection, storage, use, disclosure and disposal 

of their personal information, and their access to that information. 

The CPSG Privacy and Confidentiality Policy outlines the requirements for ensuring privacy and 
confidentiality are maintained around governance matters and information of educators, children and 
families. 
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CENTRALISED ENROLMENT 

CPSG provides a centralised enrolment system for the eight kindergartens it manages.    

To be eligible for kindergarten, your child must turn three or four years of age on or before 30 April of the 
year that they are to attend the program. 

Application forms and the latest enrolment information is available on the CPSG website www.cpsg.org.au 
or by emailing info@cpsg.org.au. 

Children may not attend our kindergartens if fees are not paid and the necessary paperwork is not complete. 
 

 

 

 

IMPORTANT DATES – 2021 

 Term Start date Finish date Closure days 
Term 1 27 January * 

 
1 April Mon 8 March – Labour Day 

Term 2 19 April 25 June Mon 14 June – Queen’s Birthday 
Term 3 12 July 17 September  
Term 4 4 October 17 December * Tues 2 November – Melbourne Cup Day 

 
The first day of Term 1 and the last day of Term 4 will be child free days to facilitate the preparation for the 
commencement and conclusion of the kindergarten year.* Your kindergarten will advise you of the actual 
start and finish day for your child, as this will vary from service to service, depending on days the program is 
delivered. 

 
KINDERGARTENS MAY BE CLOSED  

 If a qualified replacement teacher or educator is not available to maintain ratios (1:11) 
 Pre-planned Staff Professional Development Day 
 On all days declared Code Red in their fire district (Cavendish and Dunkeld Kindergartens only). 

 
INFORMATION ABOUT YOUR CHILD  

It is necessary to collect certain information about your child at the time of enrolment form. Education and 
Care Services National Regulations requires CPSG provide data about your child and family including name, 
address and date of birth. The provision of this data is a funding requirement. 

Families must ensure that the kindergarten has current contact and personal information regarding address, 
telephone numbers both home & mobile and emergency numbers. If there is an emergency, it is vital that 
you or your nominated emergency person can be contacted. Please advise the educators in writing 
immediately of any changes so that they can update your personal information on file at the kindergarten. It 
is a regulatory requirement that a copy of any Court orders, parenting orders and parenting plans are 
provided to the educators.  

CPSG reserves the right to make program changes due to enrolment 
numbers, regulations, legislation and viability. 
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THE EDUCATIONAL PROGRAM 

Early Childhood is a vital time for learning, and kindergarten is the first step in your child’s formal education 
journey. 

Our educational programs are guided by the Victorian Early Years Learning and Development Framework 
(VEYLDF), the National Quality Standards and current best practice in Early Childhood Education.  

We recognise that play is essential for children’s learning and aim to provide a rich and stimulating learning 
environment and a mix of child-led experiences and intentional teaching. Through play and other 
opportunities children learn to make sense of and construct ideas about the social and natural world – the 
people, places, objects and experiences they encounter every day.  

This VEYLDF has 5 learning outcomes, which are listed below;  

1. Children have a strong sense of identity 
2. Children are connected with and contribute to their world 
3. Children have a strong sense of wellbeing 
4. Children are confident and involved learners 
5. Children are effective communicators 

Children’s strengths, culture, experiences, and interests are used as the basis for 
further learning.  

Educators continually observe and assess children’s knowledge, understandings, skills and capabilities, to 
plan experiences and teaching strategies to promote new learning and development. 

The program is constantly evolving.  Current group goals and planned experiences are on display at your 
kindergarten, however, are extended and adapted each session.  Our programs and environments are 
flexible to make the most of spontaneous learning opportunities and build on children’s interests, 
interactions and play. 

YOUR CHILD’S LEARNING GOALS 

Your child’s current learning goals and progress in relation to the five Learning Outcomes can be discussed 
with your Early Childhood Teacher at any time. Please make an appointment. 

AN INCLUSIVE ENVIRONMENT FOR ALL 

All children are supported to fully engage in our programs. Our learning environments, staff and interactions 
are carefully planned and adapted to be accessible, relevant, and inclusive for all. 

We actively teach children to develop inclusive practices and enjoy rich and successful relationships with 
others. 

Government funding may be sought to support children with additional needs through the employment of 
extra staff. This increases the staff to child ratio to support and enhance the participation of all children. 

Kindergartens that have Koorie children enrolled will be supported by a Koorie Preschool Assistant (KPSA).  
Our KPSA, Macalia Rose, works out of Winda-Mara Aboriginal Corporation and will work with services to 
enhance the access and participation of Koorie children in kindergarten programs; promote and assist in the 
delivery of kindergarten programs that are inclusive of Koorie children; support the attendance of Koorie 
children who are enrolled in kindergarten programs; and encourage the involvement and participation of 
Koorie parents, families and carers in the development of kindergarten programs. 
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CHILDREN’S WORK 

Children have a very busy day at kindergarten and are engaged and involved in a wide range of learning 
experiences. Because we focus on the process and experience rather than a product, your child may not 
have something physical (like a painting) to bring home. Asking the right questions e.g. ” what did you do 
outside today?” or “what books did you read, songs did you sing?” or even “what did you play with?”, etc., 
may prompt your child to share some of their important learning. 

It is also important to remember that often children are playing alongside others, rather than with them, 
particularly younger children, and depending on their individual stage of development. 

Educators will work to make children’s learning visible to families, however, if you have any questions about 
how children learn through play please ask.  

Play is children’s work. 

QUALIFIED STAFF 

Each Kindergarten is staffed by an appropriately qualified teacher who is employed by CPSG. A qualified 
early childhood educator is also employed to work with the children as planned by the teacher. 

There may also be extra educators for additional needs children employed through the Kindergarten 
Inclusion Support Funding (KIS). KIS educators are managed by Gateways not CPSG.  

From time to time we may have students who are on placement while studying for an early childhood 
qualification.  We also accept students on work experience. 

STARTING THE KINDERGARTEN YEAR 

(Any variation to the below information will be provided to you at by the individual kindergarten). 

Children accessing funded kindergarten are offered 15 hours of kindergarten from the beginning of Term 1.  
We appreciate that each child has individual needs, and in consultation with families, teachers will decide 
the most appropriate way for each child to settle into the kindergarten environment.  The hours at the 
beginning of Term 1 may be varied to accommodate a child’s individual needs and circumstances. 

SAYING GOODBYE 

When your child first starts kindergarten, separation anxiety can sometimes be an issue. Here are some tips 
which may help smooth the transition: 

 Our Educators are experts at helping children to settle into the new environment and committed to 
supporting this transition, please ask for help if you need it. 

 The more positive you are about the process, the more positive your child will be. 
 It is important to develop a plan and be consistent if your child is having trouble separating. 
 Your child needs to learn that you will go, but then you will come back, so saying goodbye when you 

leave is really important (even if it is hard).  Please don’t be tempted to sneak off if they are busy as 
this often makes separation harder next time. 

 It helps to develop a routine, e.g. “I will come in and read one book with you then we will wave 
goodbye at the door”, etc.  

 Please talk to your child’s teacher if you would like support to establish a positive goodbye routine.  
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WHAT TO BRING TO KINDERGARTEN? 

 A named kindergarten bag large enough for your child to take their work home. 
 A named broad brimmed or legionnaires sun hat which is required for outdoor play (please refer to 

the CPSG Sun Protection Policy). 
 A complete set of spare clothes, clearly labelled with your child’s name (to be kept in your child’s 

bag). 
 Your child’s healthy snacks, lunch and a water bottle (see Food at kindergarten below).  Children will 

have plenty of opportunity to refill their water bottle throughout the day. 
 A warm coat/hat for outdoor play during Terms 2 and 3. 
 Individually named sunscreen if your child has a sensitivity. 

FOOD AT KINDERGARTEN 

CPSG is committed to: 

 promoting nutritious food and eating habits that will contribute to healthy growth and development 
in children 

 providing a safe, supportive and social environment in which children can enjoy eating 
 consulting and working collaboratively with families regarding their child’s nutrition and dietary 

requirements, including responding appropriately to food allergies and recognising cultural and 
religious practices and lifestyle choices 

 ensuring that food and drink items provided by the service are consistent with national and state 
guidelines and recommendations 

 providing children and families with opportunities to learn about food, nutrition, oral health and 
healthy lifestyles 

 ensuring adequate health and hygiene procedures, including safe practices for handling, preparing, 
storing and serving food 

Parents/guardians are responsible for: 

 complying with the requirements of CPSG’s Nutrition and Active Play Policy 
 providing details of specific nutritional/dietary requirements, including the need to accommodate 

cultural or religious practices or food allergies, on their child’s enrolment form, and discussing these 
with your child’s teacher prior to the child’s commencement at the service, and if requirements 
change over time (refer to Anaphylaxis Policy, Asthma Policy and Diabetes Policy) 

 communicating regularly with educators/staff regarding children’s specific nutritional requirements 
and dietary needs, including food preferences 

 encouraging their child/ren to drink an adequate amount of water (preferably tap water) 
 providing healthy, nutritious food for snacks/meals, including fruits and vegetables where applicable 
 providing healthy, nutritious food, including fruits or vegetables for sharing at morning or afternoon 

tea, where applicable 
 providing nutritious food and drinks for celebrations, fundraising activities and service events, 

consistent with service policy 
 

FOOD ALLERGIES AT KINDER 

Anaphylaxis is a severe and potentially life-threatening allergic reaction, often a result of food allergies. 

Your kindergarten will let you know if there is a child enrolled who is at risk of Anaphylaxis and any foods 
they may be allergic to. 
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In accordance with the CPSG Anaphylaxis Policy, risk minimisation strategies are developed and 
implemented to reduce potential exposure to known allergens, including food. This will require removing, as 
far as is practicable, major allergen sources from the service.  

Families are responsible for adhering to all requirements regarding any food allergies as outlined in the CPSG 
policies. 

RECOMMENDATIONS FOR IN THE LUNCHBOX 

At kinder we are aiming for the best-case scenario in terms of food and drink. Kindergarten is an excellent 
place for children to learn, with their peers about nutrition and reinforce healthy eating habits that will 
support their wellbeing and ability to learn. 

Each service will have a different routine regarding meal and snack times, however here is a general 
guideline of what to bring: 

Fruit time/Morning snack: One or two pieces of fresh fruit or vegetables eg. carrot/celery sticks etc.  

Lunch:  Sandwich/wrap/roll/rice cakes with healthy filling, dry biscuits, cheese, 
yoghurt, more fruit/vegies 

Afternoon tea: (If applicable for your service): Fruit, dry bikkies, vegies and dip, cheese, 
yoghurt. dried fruit etc. 

Please no chocolates, chips or lollies as we aim to establish good nutritional habits.  

If you are worried your child may be hungry, packing an extra sandwich is a simple and filling solution. 

Children’s food should be placed in in insulated lunchbox.  Please label your child’s snack and lunch boxes 
with their name and pack a cool pack in the lunchbox if food requires refrigeration. 

WATER 

Children have access to water throughout the session whether it is from a water container with cups 
provided by the kindergarten, or their own drink bottle.   

Water is the only drink to be provided in drink bottles. 

Please ensure your child’s drink bottle is clearly named and is one they can open and close independently. 

FOOD TO BE AVOIDED 

We prefer that children do not bring “sometimes” food to kindergarten.  These are foods and drinks that are 
high in fat, sugar and salt, and contain minimal vitamins, minerals or fibres.  Examples of sometimes foods 
are: 

 Nutella/chocolate spread or hundred and thousand sandwiches 
 Sweet biscuits, cakes, slices 
 Chocolate or lollies of any kind 
 Fruit roll-ups and chews 
 Lollies 
 Muesli bars with chocolate/ yoghurt that are high is sugar-eg. LCM’s etc 
 Juice or soft drink 
 Packets of chips 
 Flavoured sweet popcorn 
 Any other junk food 
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SMILES 4 MILES PROGRAM 

Smiles 4 Miles is an initiative of Dental Health Services Victoria (DHSV) which aims to improve the oral health 
of children and their families. All CPSG services actively participate in the Smile 4 Miles program promoting: 

 

Drink well  

 

Tap water is the preferred drink  

 

Limit sugary drinks (especially between meals)  

 

Choose plain milk over flavoured  

 

Eat well  
 

Enjoy a wide variety of nutritious foods every day from the five food groups  

 

Limit foods containing added sugars  

 

Healthy meals and snacks are important for healthy teeth  

 

Clean well  
 

Brush teeth and along the gum line twice a day  

 

Children should use a low-fluoride children's toothpaste from 18 months until they turn 
six  

 

Don't wait for a problem. A child should see a health professional (Maternal and Child 
Health Nurse, Dentist, Oral Health Therapist, Dental Therapist or General Practitioner) 
by the age of two for an oral health check  

 

An oral health professional will discuss a child's risk level and how frequently they need 
to visit for an oral health check  

 

CLOTHING FOR KINDER 

Please send your child to kindergarten in clothes that will allow freedom of movement, are comfortable, are 
easy for your child to manage on his/her own, and that can stand up to a fair bit of dirt and grime. 

Summer: Sun smart clothing must be worn by children and staff when outside. Cool, loose fitting 
clothing that covers as much skin as possible is recommended. Please choose tops with 
elbow-length sleeves, higher necklines (or collars) and knee-length or longer style shorts and 
skirts for your child when possible. If a child is wearing a singlet top or shoestring dress, they 
will be asked to choose a t-shirt/shirt to wear over this before going outdoors. 

Winter: Provide a coat, gumboots and hat to keep the children warm so they can enjoy outside play 
during the colder months but please also send along a pair of safe shoes for inside. 

Safe footwear must be worn at all times - no thongs or open toed shoes please. 

Please also provide a labelled change of clothes (in a plastic bag) for those unexpected accidents and messy 
play. 
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Some of our kindergartens offer uniforms for purchase.  Please see individual services for information on 
this. 

OUR COMMITMENT TO EQUITY 

We are committed to equity and avoid practices that directly or indirectly contribute to gender inequality, 
prejudice and discrimination. 

MATERIALS AND EQUIPMENT 

Materials and equipment are selected to provide a stimulating environment for children. 

Children’s own toys are to be left at home, unless specially requested e.g. for a Teddy Bears Picnic or for 
Show and Tell, in order to avoid them becoming lost or broken.  War toys are not permitted in our 
kindergartens. 

SMOKE FREE ZONE 

Smoking is not permitted at the kindergarten or in the kindergarten grounds. 

CELEBRATIONS AT KINDER 

A special time can be set-aside during the kindergarten session to celebrate a birthday.  Please talk to the 
teacher regarding specific service procedures if you would like your child to celebrate his/her birthday at 
kindergarten.   

If you would like to share a special family or cultural celebration with the kinder, please also talk to your 
child’s teacher. 

SUN PROTECTION  

All CPSG kindergartens adhere to a Sun Protection Policy.  

This Sun Protection policy applies whenever the sun’s UV levels reach three or higher, the daily sun 
protection times. Whenever this occurs a combination of sun protection measures are implemented for all 
outdoor activities.  

 Hats: Children, staff and visitors must wear a wide brimmed or legionnaire style hat outside 

 Sunscreen: SPF 30 (or higher) broad-spectrum, water-resistant sunscreen will be applied, ideally 20 
minutes before going outside. Sunscreen will be reapplied every two hours, even when labelled 4 
hours water resistance. If your child is sensitive to the sunscreen provided by the kindergarten, 
please provide an alternative labelled sunscreen to keep at kinder. 
  

 Sun smart clothing must be worn by children and staff when outside. Cool, loose fitting clothing that 
covers as much skin as possible is recommended. Please choose tops with elbow-length sleeves, 
higher necklines (or collars) and knee-length or longer style shorts and skirts for your child when 
possible. If a child is wearing a singlet top or shoestring dress, they will be asked to choose a t-
shirt/shirt to wear over this before going outdoors. 
 

 Shade- children will be encouraged to choose and use available areas of shade when outside.  

Please note, NO HAT NO PLAY. 
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SUNSCREEN 

Sunscreen will be applied to your child on days when sun protection is required and reapplied every two 
hours when outside.  We also ask that you apply sunscreen to your child before arriving at the service in the 
morning. 

ARRIVAL AND DEPARTURE 

By regulations, parents are required to sign their children in and out of each session.  In 2021, this will be 
done electronically via our EnrolNow Sign In/Sign Out (SISO) system.   

Only nominated persons may collect children from the kindergarten (see CPSG’s Acceptance and Refusal of 
Authorisation Policy). 

Children should not arrive before the designated time, as this is important preparation time for staff. The 
same applies to collection at the end of the session. We ask that you please be prompt and ring if you are 
held up. Continued late pick up may incur a fee. 

CHILDRENS SAFETY 

The safety of children and their families when arriving and departing at services is extremely important, 
therefore CPSG has implemented the Delivery and Collection of Children policy. This policy guides staff in 
procedures around these times at kindergarten. Please assist with this by not letting any other child than 
your own in or out of gates. Your service will notify you around more specific measures around parking, etc.  

The CPSG Road Safety Education and Safe Road Transport policy aims to promote safe travel for children as 
pedestrians, cyclists or passengers in a vehicle and providing them with the opportunity to participate in 
road safety education to assist them in being and becoming safe and responsible road users. 

Children under seven years of age must be restrained in an approved child restraint or approved booster 
seat appropriately when travelling in a motor vehicle.  

No child should be left alone in a car even for a short period of time such as drop off or pick up at 
kindergarten.  

If you are unable to leave your car to drop off or collect your child, please call your service and they will be 
able to assist you at the time. 

BUS TRAVEL 

Rural kindergarten children, who have turned four years of age, may be able to travel to and/or from 
kindergarten on the local school bus, but only if space permits, they are able to travel independently and the 
service is able to safely support this. 

Please consult with your kindergarten teacher if you are wanting your child to access the School Bus 
Program. Bus travel for kindergarten children must be approved by the Principal in charge at the school and 
there are a number of procedures which must be followed as part of this program. 

With written authorisation from parents/guardians, Kindergarten Staff are able to collect children from the 
bus stop and sign them into the service or sign them out of the service and deliver them to the bus.  CPSG 
has a School Bus Travel Policy which outlines the responsibilities of parent/guardians and service staff. 
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EXCURSIONS & SPECIAL EVENTS 

Excursions and service events, including incursions (special visitors to the service) are sometimes planned to 
extend the educational program, further develop the current interests of children, and build connections 
within the local and wider community. Participating in their local communities strengthens children’s sense 
of identity and wellbeing. 

Written permission will be sought from parents/guardians for children to attend each excursion  

All excursions will comply with the Education and Care Services National Regulations 2011.  

The CPSG Excursion Policy details the key regulations and permission required from parent/guardians.   

Excursions often need parent/guardian volunteers to assist staff with the high level of safety and supervision 
required.  We would greatly appreciate your help on these days. Please note, younger siblings should not 
attend these events as they are designed specifically for the kindergarten group.  

ROUTINE EXCURSIONS  

These are outings that occur to the same experience several times throughout the year. They may include 
regular visits to the local school, walks in the local area or Bush Kinder at Dunkeld Kindergarten. Families give 
permission for these outings at enrolment time prior to your child commencing.  

PRIVACY – PHOTOS AND VIDEO 

A Privacy and Confidentially policy has been developed for all our kindergartens and as a result, permission 
must be given by either the parent or guardian before cameras or videos are used.  If you have any concerns 
in this regard, please discuss this with your kindergarten teacher. 

SIBLINGS AT KINDER 

Siblings are welcome at the kindergarten, but please remember that they are the responsibility of the 
parents/guardians. The kindergarten is unable to accept responsibility for their safety.  

EMERGENCY MANAGEMENT PROCEDURES 

An Emergency Management Plan has been developed for each kindergarten for a variety of emergencies. It 
may require a lockdown, lockout or evacuation from the service. These are displayed at each kindergarten 
and drills are conducted regularly so all children are familiar with the procedures.  

Some of our services are on the Bushfire at Risk Register (BARR) which means they will be closed on CODE 
RED fire danger days. You will be informed by the service if this applies to your kindergarten. 

LAUNDRY 

Your kindergarten may ask you to help with washing of art smocks, hand towels or dress up clothes.  These 
items will be sent home with a different child each week.  Families are asked to wash and return the items 
ready for the first session of the following week.  Families may have the laundry two or three times during 
the year. 

GARDENING 

Some kindergartens rely on families to assist at working bees.  You will receive advance notice of any 
working bee at your kindergarten. 
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At working bees, parents perform general maintenance and cleaning tasks, ensuring the kindergarten is a 
clean and safe place for children, staff, parents and the community. Information regarding times and 
maintenance required is sent out to families throughout the year.   

We also appreciate assistance from families outside of working bee times. Please let us know if you are able 
to assist with maintenance and odd jobs at other times. Parent involvement and assistance is greatly 
appreciated. 

APPOINTMENTS WITH EDUCATORS 

We recognise family as the most influential factor in a child’s life and aim to work in partnership with you for 
the best interests of your child.  If you would like to know more about the kindergarten program or discuss 
any aspect of your child’s development or participation, please speak to your teacher so they can arrange a 
time to get together.   

During sessions times, all educators are required to ensure a high-quality program and supervision is 
maintained, particularly at delivery and collection times, so making a specific time to talk, outside of session 
times, is always helpful. 

HEALTH AND SAFETY 

NO JAB NO PLAY 

The Victorian Government introduced No Jab, No Play legislation into Parliament, which came into effect 
from 1 January 2016. 

All parents must supply at the time of enrolment: 

 A current Immunisation History Statement showing their child's vaccinations are up-to-date for their 
age according to the immunisation schedule (or lists which vaccines they have a medical 
contraindication to), OR 

 a completed Medicare Immunisation History Form IMMU13 as evidence their child is on a 
vaccination catch-up schedule. 

ASTHMA AND ANAPHYLAXIS 

All kindergartens are Asthma accredited and our staff all hold current Asthma First Aid and Anaphylaxis First 
Aid training.  If you have a child with asthma or who is at risk of anaphylaxis, the appropriate plans and 
procedures, according to the relevant CPSG policies, must be put in place before they can start kindergarten. 
Please talk to your child’s teacher on enrolment. If your child develops Asthma or Anaphylaxis throughout 
the year, you must inform service staff immediately so that appropriate procedures can be put in place. 

HEALTH 

If your child is unwell or injured at kindergarten, the staff will administer the appropriate first aid/care and 
contact parents/guardians if required. Children must be collected from the service as soon as possible if they 
are unwell or require medical care. 

Please do not send sick or unwell children to kindergarten (colds, conjunctivitis and skin infections included).  

If you have concerns about your child’s vision, hearing or speech, please discuss this with the teacher who 
can help identify and supply a contact for relevant therapists.  Dental and speech screening is usually offered 
early in the kindergarten year. 
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If any new medical conditions arise for your child during the year, please inform your kindergarten teacher 
as you will need to update your enrolment form information and we need to follow the appropriate 
procedures to ensure their safety and wellbeing. 

  

HYGIENE 

The topic of hygiene is an important one in early childhood settings to ensure the health and safety of 
children, families and staff.  Effective control measures around hygiene contributes to a safe, clean and 
hygienic learning environment (see CPSG’s Hygiene Policy). 

The implementation of appropriate hygiene and infection control procedures aims to break the cycle and 
prevent the spread of infections at every stage. The National Health and Medical Research Council (NHMRC) 
suggest that to reduce illness in education and care services, the three most effective methods of infection 
control are; effective hand washing, exclusion of sick children, staff and visitors and immunisation. 

Staff will measure and monitor your child’s temperature if they appear to be unwell. Permission for this is 
granted in your child’s enrolment form.  

MEDICATIONS 

Medication (including prescription, non-prescription, over-the-counter and homeopathic medications) must 
not be administered to a child at a service without the prior authorisation of a parent/guardian.  

Medications must be in date, labelled with the child’s full name and have a prescription label if it is a 
prescription medication. Medication must not be left in children’s bags and should be handed to staff on 
arrival.  Staff are unable to administer a medication that your child is having for the first time, e.g. the first 
dose of an antibiotic they have never had before, in case of allergic reaction.  

The administration of medication at our services will be guided by CPSG’s Administration of Medication 
policy. Staff will be able to guide you on the procedures required for the administration of medication if it is 
required by your child while in attendance.  
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INFECTIOUS DISEASES 

Victoria regulates to prevent the spread of infectious disease by requiring some children 
to temporarily stop attending primary school and children’s services such as childcare 
and kindergarten if their attendance will put them or others at risk of contracting or 
spreading an infectious disease. 

Primary schools and children’s services are settings where there can be an increased risk for transmission of 
certain infectious diseases. 

Exclusion of children with particular infections (known as cases) is the most important way to reduce 
transmission of infectious disease in these settings. In some limited circumstances, it is important to exclude 
children who have been exposed to particular infections (known as contacts). 

PROCEDURE FOR DEALING WITH INFECTIOUS DISEASES 

If your child has an infectious disease, please phone the kindergarten so that the teacher can notify other 
parents.  Please see CPSG’s Dealing with Infectious Diseases policy, for further information. 

If you are unsure if your child may be infectious, please speak to your kindergarten teacher before your child 
returns to the service. 

The Public Health and Wellbeing Act 2019 contains several statutory obligations relating to primary schools 
and children’s services exclusions for infectious diseases.  Please refer to the exclusion table to see when 
children recovering from particular illnesses are able to return to kinder. 

HEAD LICE 

Head lice is a common problem and is easily treated.  If your child has had head lice, please let the staff 
know as soon as possible and speak to your Pharmacist regarding recommended treatment methods. 

Children with head lice cannot return to the service until they have been treated with a recommended 
product. It is important that this treatment is then repeated six days later.  

Staff will check children’s hair, when possible, if they are itching or if head lice has been present in the group. 

Families will also be notified should a case of head lice be known.  

SCHOOL READINESS 

Being ready for school is very much an individual thing.  It does not occur at the same age and time for all 
children. As we cannot force children to learn, we must be sure they are ready and motivated to tackle it 
themselves. Your child’s teacher will have an excellent understanding of how they manage in a group 
educational setting and of their overall development and will discuss any issues around school readiness 
with you in the first ½ of the year.  

If you have any doubts or concerns yourself about your child being ready for school please discuss this with 
your teacher as early in the year as possible. We would like your child’s transition to school start in the 
education process to be a happy and confident one.  

TRANSITION LEARNING AND DEVELOPMENT STATEMENT 

In Term 4, teachers will prepare a transition statement for those children transitioning to school.  You will be 
asked to complete the family section. 
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The Transition Learning and Development Statement (‘the Statement’) supports the consistent transfer of 
information, irrespective of the school a child is going to.  It provides an opportunity for children, their 
families and the professionals working with them to contribute and have their views reflected in it. 

The information in the Statement summarises the strengths of a child’s learning and development as they 
enter school, identifies their individual approaches to learning and interests, and indicates how the child can 
be supported to continue learning. 

The statement provides information to families about children’s learning and development in an early 
childhood setting. 

The information in the Statement helps Foundation teachers to get to know the children entering their 
classes before they start; and to plan for each child’s learning and development when they start school. 

SECOND YEAR OF KINDERGARTEN FUNDING (FOUR-YEAR-OLD PROGRAM) 

A second year of funded kindergarten may be considered when a child shows delays in key outcomes of 
learning and development. 

Your child is eligible for a second year of funded kindergarten if: 

 your child’s teacher has found they have development delays in at least two key areas of learning 
and development; and 

 your child will have better outcomes at kindergarten rather than going to school. 

To determine that a child is eligible to access a second funded year of kindergarten, your child’s teacher will 
work in collaboration with you to develop a Term 3 plan for learning and development.  This plan is then 
reviewed towards the end of Term 3.  If the Term 3 plan goals have not been achieved, the teacher will lead 
a discussion with you to determine whether a second year of kindergarten or transition to school will 
achieve better outcomes for your child.  A review of the Term 3 plan for learning and development will 
inform the decision about whether the child should transition to school or attend a second year of 
kindergarten. 

SCHOOL READINESS FUNDING (SRF) 

Extra support is provided to kindergartens to help children get the most out of their learning.   

School Readiness Funding is a permanent and ongoing part of the Victorian kindergarten funding model. It 
funds programs and supports that builds the capacity of kindergarten services, educators and families to 
support children's learning and development outcomes. 

The amount of School Readiness Funding each service receives is based on the level of need of children 
enrolled at the service. This is informed by parental occupation and education data (Student Family 
Occupation and Education data or SFOE) as this is considered an accurate predictor of educational 
disadvantage. 

OTHER ORGANISATIONS 

CPSG services work closely with a variety of organisations throughout the year to assist with providing high 
quality early childhood programs and services for both children and families. Below is a brief description of 
some organisations that you may hear about or staff may mention as a useful resource to make your child’s 
time at kindergarten one that develops your child’s learning journey further.  
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PRESCHOOL FIELD OFFICER (PSFO) 

The PSFO program provides kindergarten services with practical advice, support and professional services to 
enhance service capacity to provide for the access and participation of children with additional needs. The 
PSFO’s role is to support early childhood teachers and educators to build their skills, knowledge and confidence 
to plan for and include all children.  

The PSFO program defines children with additional needs as children in a funded kindergarten program, 
presenting with developmental concerns. Developmental concerns may be associated with any areas of a 
children’s development, from language delays or behaviours of concern through to children with multiple 
disabilities. 

STEPPING STONES 

The OzChild’s Stepping Stones to School program is an early intervention program which supports school-
readiness for children and their families through collaboration with schools and early years services.  

Should you be referred to Stepping Stones by your kindergarten teacher, a Stepping Stones to School 
Facilitator will work with you to prepare your child’s transition to kindergarten and primary school while 
helping to build your child’s skills for kindergarten and school.  Support may be provided through home visits 
and activities, providing advice on your child’s learning, connecting you with health services, assisting with 
the enrolment process and building relationships with educators, all in a culturally safe way. 

COMMUNICATION 

Regular, clear and consistent communication is essential for building a strong partnership between parents 
and educators to support your child on their kindergarten journey. 

 Please do not hesitate to speak to the kindergarten teacher if anything is worrying you or your child, no 
matter how big or small.  If you feel something has happened at home that may affect your child’s behaviour 
(e.g. death or absence), please let your educators know at the start of the day. Kindergartens will 
communicate with you in a variety of ways: 

 Email  
 Social media apps (such as private Facebook or Messenger groups, WhatsApp) 
 Newsletters 
 Discussions 
 Kindergarten noticeboards 
 Parent information evenings 

As you can appreciate, the beginning and end of the sessions are busy times for children, parents and staff, 
but staff do like to make themselves available for a chat if they can. If you would like more of a chat with the 
teacher before or after the session, please ask. 

From time to time, you will also be emailed directly from CPSG.   

 
NOTICEBOARDS 

Many things go on at kindergarten and lots of information will be shared.  Kindergartens will often place 
important information on the noticeboard or near the sign-in book, as well as written notices that will be 
sent home with your child.  
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WEBPAGE AND FACEBOOK 

The CPSG website includes information about CPSG itself, the Board of Management, each kindergarten, as 
well as information relevant to our families www.cpsg.org.au. 

CPSG also operates a Facebook page which is available at https://www.facebook.com/cpsg6/ 

USER SURVEYS 

As part of our licensing agreement, CPSG will send out a user survey each year.  We request that all parents 
complete these.  We use an online survey tool, with hard copies also available. 
 
The surveys are an important method of identifying quality aspects of our services, acknowledge individual 
and group contributions, improve communication, strengthen involvement, and identifying areas for 
improvement. 
 
You will also receive an annual survey from DET (generally during Term 3), with results compared with services 
across the State.  
 

COMPLAINTS AND FEEDBACK 

If you have a concern or complaint about any aspect of the care, the program or facilities at your 
kindergarten, please make a time to speak to the early childhood teacher. 

If you are still concerned after speaking to the teacher, or you do not feel comfortable discussing the 
concern with the teacher, please contact the Executive Officer at CPSG on (03) 5579 5920.  The Executive 
Officer’s role is to resolve any issues that may arise.  If the issue is serious, where it may affect the health 
and safety of the children at a kindergarten, CPSG is required to inform the Department of Education and 
Training.  This includes where this is a contravention of the Education and Care Services National 
Regulations. 

Formal complaints are also shared with the CPSG Board of Management to ensure they have been addressed 
and dealt with in a prompt confidential manner. 

DEPARTMENT OF EDUCATION AND TRAINING 
South Western Victorian Region 
75 High Street 
GEELONG  VIC   3220 
Tel:   (03) 5215 5136 
Email: bsw.qar@edumail.vic.gov.au  

FEE INFORMATION FOR FAMILIES 

The Department of Education and Training (DET) provides per child funding as a contribution towards the 
cost of providing a kindergarten program.  CPSG meets the balance of costs through charging fees.  From 
2021, funding will be provided for both three and four-year-old children. 

DET also provides a Kindergarten Fee Subsidy that enables children from eligible families to attend a 
kindergarten program free of charge, or at a minimal cost.  DET also provides funding to assist eligible three- 
year-old Aboriginal and Torres Strait Islander children and children known to Child Protection, to access 
kindergarten and pre-kindergarten programs (Early Start Kindergarten). 
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Kindergarten fees are compulsory and must be paid in advance of the term commencement.  CPSG provides 
a range of support options to parents/guardians experiencing difficulty with payment of fees (see the CPSG 
Fees Policy for further information). 

HOW FEES ARE SET 

As part of the budget development process, the CPSG Board sets fees each year for the programs offered by 
CPSG kindergartens, taking into consideration: 

 the financial viability of CPSG kindergartens 
 the level of government funding provided for the program, including the per capita funding and 

Kindergarten Fee Subsidy 
 the availability of other income sources, such as grants 
 the fees charged by similar kindergartens in the area 
 the capacity of parents/guardians to pay fees 
 reasonable expenditure in meeting agreed program quality and standards. 

PAYMENT OF FEES 

Fees will be issued 8-10 weeks prior to the commencement of each kindergarten term and must be paid 
before your child can attend. 

Families with children enrolling after the commencement of a term will be invoiced on a pro rata basis for 
that term. 

Receipts will be issued when payment is made. 

Kindergarten fees are payable directly to CPSG.  Please do not make payments at the kindergarten. 

If you are experiencing difficulty paying fees, or you would like further information, please contact the 
Finance & Enrolment Officer on (03) 5579 5920 or by emailing finance@cpsg.org.au.  

REFUND OF FEES 

If a family becomes eligible for the Kindergarten Fee Subsidy during a term, a full refund of the applicable 
term’s fees will be provided when evidence of this eligibility is provided to CPSG. 

There will be no refund of fees in the following circumstances: 

 a child’s short-term illness 
 public holidays 
 family holiday during operational times 
 closure of the service for one or more days when a qualified educator is absent and a qualified 

reliever is not available 
 closure of the service for staff training days 
 closure of the service due to extreme and unavoidable circumstances (CODE RED days as an 

example); or 
 withdrawal of a child during term unless exceptional circumstances apply. 

OVERDUE FEES 

If fees are not paid by the due date, a reminder will be sent to parents/guardians.  Where payment is still not 
received within a further two weeks, CPSG will contact families to discuss payment options. 
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KINDERGARTEN FUNDRAISING 

Kindergartens may hold a variety of fundraising events throughout the kindergarten year. These events are 
planned by the service’s Parent Advisory Group. Fundraising events at your kindergarten are not 
compulsory. Families who wish to contribute may and funds raised may go towards initiatives such as buying 
new playground equipment, or investing in activities that benefit the entire organisation such as training to 
support the educators. 

Each service will have different processes for the collection of fundraising monies such as raffle money or 
extra activities such as picture plates, etc. When giving money to your kindergarten, please ensure you place 
it in an envelope with your name, amount and what the money is for, clearly labelled on the envelope.  It 
would be appreciated if the correct amount is enclosed, as change is not kept on the premises.  

Some services do not accept cash to be given at a kindergarten. Instead you will be required to direct deposit 
any fundraising monies into a CPSG account. Your service will be able to give instructions on this process if 
required.  

 

 

 

 

We are looking forward to sharing this special time with your child and family at a CPSG kindergarten. 
If you have any questions regarding the information contained within this handbook, please contact the 

CPSG office on (03) 5579 5920 or email info@cpsg.org.au. 

 

 

 

 

 

 


