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Acknowledgement of Traditional Owners 

 
We would like to acknowledge and pay respects to the Wurundjeri people, 

the Traditional Custodians of the land on which our preschool resides.  
 

We would like to pay respects to their Elders, past, present and emerging, 
and acknowledge all Aboriginal and Torres Strait Islanders past, present 

and emerging. 
 
 
 
 

PHILOSOPHY OF 
MACEDON RANGES MONTESSORI 

PRE-SCHOOL 
 
 

At Macedon Ranges Montessori Pre-School we pride ourselves in creating 
a partnership with families in celebrating and nurturing each child's intrinsic 
desire to learn, develop and grow. We aim to provide an experience that 
develops children's self-esteem allowing them to realise their full potential 

and to be caring members of the family and the community. This is 
achieved through supportive relationships, joyful learning and meaningful 

work within a Montessori environment. 
 

Macedon Ranges Montessori Pre-School is committed to the education, 
care, safety, protection and wellbeing of children and upholds the values 

of equity and inclusion in all areas of the program. 

 
Three components of the Montessori philosophy which we emphasise are: 

Ø Follow the child 
Ø Teach me how to do it myself 
Ø Freedom through discipline 
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MACEDON RANGES MONTESSORI PRE-SCHOOL 2020 CALENDAR 

 

TERM 1 (28 January – 26 March) 

JANUARY 28 Tuesday Staff Commence 
 29 Wednesday Returning Pre-School Children Commence 
    
FEBRUARY   3 Monday New Children Commence on scheduled days  
 16 Sunday Family BBQ 
    
MARCH 9 Monday Labour Day Holiday 
 26 Thursday Picnic Lunch at Kinder  

Last Day of Term 1 
    

TERM 2 (14 April – 25 June) 

APRIL 13  Monday Easter Monday 
 14 Tuesday Term 2 Commences 
    
JUNE 8 Monday Queen’s Birthday Holiday 
 24 Wednesday Picnic Lunch at Kinder 
 25 Thursday Last day of Term 2  
 30 Tuesday  Closing Day for 2021 Enrolments 
    

TERM 3 (13 July – 17 September) 

JULY 13 Monday Term 3 Commences 
    
SEPTEMBER 15 Tuesday Picnic Lunch at Kinder 
 17 Thursday Last day of Term 3 
    

TERM 4 (5 October – 17 December) 

OCTOBER 5 Monday Term 4 commences 
 17 Saturday Pre-School Fete 
 27 Tuesday AGM – commencing 7.30pm 
    
NOVEMBER 3 Tuesday Melbourne Cup - Public Holiday  
    
DECEMBER 7 Monday End of Year Concert –Blue/Yellow 
 9 Wednesday End of Year Concert –Green/Red 
 16 Wednesday Last Session for Children-12.30pm finish 
 17 Thursday Clean Up Day – Staff only 

 
 

Dates for Professional Development Days and Professional Photographer  
are yet to be confirmed. 
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THE MONTESSORI PHILOSOPHY 

 

Introduction 

Dr. Montessori observed children and developed an education system for children of 3 to 12 years of age; 
this is divided into three cycles: 
 

Cycle 1 Children aged 3-6 years 
Cycle 2 Children aged 6-9 years 
Cycle 3 Children aged 9-12 years 

 
At the Macedon Ranges Montessori Pre-school we offer the Cycle 1 program for children three to six years of 
age. 
 

Mental Development 

As there are certain sensitive periods, which emerge for every child (but not necessarily at the same age), we 
find that good mental processes are developed in children by early training of the senses in discrimination, 
comparison and classification techniques.  A child will learn most effectively through interaction with the 
environment.  At times there may be periods when there seems to be 'no growth'.  After these times, an 
'expansion of understanding' may occur because of invisible internal growth. 
 

Self Discipline 

Adult control is minimised because the goal is to assist the child to come to an inner discipline.  This will not 
develop without deliberate direction and encouragement.   Freedom is not lack of direction; liberty is not 
license.  Keeping in mind that freedom can be frightening, it is necessary to help a child learn to cope with it. 
 The Director will interrupt unruly or disruptive behaviour. 
 

A Child's Rights 

A child must be taught how to live with freedom by careful use of its principles day by day: therefore a child's 
personality and innate sense of self worth must be respected and nurtured at all times.  This same 
consideration the child learns to accord to others, both peers and adults.  Freedom is not the starting point, it 
is the goal. 
 

The Montessori Director 

In several ways the Director in a Montessori classroom differs from a more traditional teacher by never 
interfering unless behaviour is counterproductive, by continual observation and record keeping.  The Director 
helps structure the progress of a child according to their ability and need.  However, the Director does not 
abandon the child to his own devices, but provides emotional support, answers to questions, and a control 
for unruly behaviour as well as a role model of respect and courtesy. 
 

The Montessori System of Education 

Dr. Maria Montessori who was the first female medical graduate in Italy developed the Montessori System of 
Education.  Learning is based on the use of specially designed materials which: 
 

- Are aesthetically appealing and challenging 
-  Are self-correcting 
- Introduce only one new stimulus at a time 
- Are sequenced from concrete to abstract 
- Are sequenced from simple to complex 
- Are designed to enable the child to learn specific skills and concepts 

 
The Montessori classroom at pre-school, primary and secondary level is not only a place for individual 
learning, it is a vibrant community of children, where the child learns to interact socially in a variety of ways.  
The age and gender mix comprising of three-year range approximates a family grouping.   
 
The older children will teach the younger ones and learn much from the experience while the younger 
children are inspired to more advanced work at an individual rate, unhindered by competition and 
encouraged by co-operation.  The Director is a guide or facilitator whose task it is to support the child in the  
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process of self-development.  The teacher is foremost an observer, unobtrusively yet carefully monitoring 
each child's development, recognising and interpreting each child's needs.  The teacher provides the link 
between the child and the prepared environment, introducing the child to each piece of equipment when 
he/she is ready. 
 

Cycle One (Pre-School) 

Upon entrance to the Cycle one the child spends a lot of time on practical life activities, doing things that 
they see their parents doing at home.  These activities form a bridge between home and school.  Activities 
such as peeling vegetables, cleaning shoes, pouring water to marked levels etc. fulfil the child's desire to seek 
order and independence as well as supporting the development of fine motor skills needed to advance to 
the more complex Montessori equipment and training.  The children are free to engage themselves in 
activities that interest them.  They can work by themselves or with a friend or a group of friends.  They can 
spend as much time as needed in any activity.  The practical life materials involve the children in precise 
movements which challenge them to concentrate to work at their own pace uninterrupted and to complete 
a cycle of work which typically results in a feeling of satisfaction and confidence.  The child then moves on to 
the sensorial equipment, which is designed to perfect coordination and to train the child to discriminate, 
order and classify.  Sensorial equipment such as the pink tower and colour tablets educate and refine the 
senses and prepare the child for later work.  When the child is ready the academic equipment is introduced 
such as sandpaper letters and movable alphabet for literacy, number rods, golden beads for numeracy, and 
maps for geography and so on. 
 
 

CENTRE STAFF 
 
The Pre-School employs three Educational Staff members two of these are Early Childhood Teachers, one of 
whom is a Montessori Director and a Co-Educator. We also have an Administrative officer who handles fee 
and invoicing.  
 
The Educational Leader, is directly responsible for the implementation of the Educational Program. 
 
The Teaching Staff work together in providing an Individual Educational program based on the individual 
needs and interest of the child within the Montessori philosophy. 
 

Centre Hours - During School terms.  
8.00am – 4.00pm Monday to Thursday.  
(Closed on Fridays and School Holidays) 
 
Office Hours: 8:00-9:00am & 3:00-4:00pm Monday to Thursday. 
Teaching Hours: 9:00am-3:00pm Monday to Thursday. 
 
Office Phone No.:  03 5428 6376 
Emergency Mobile:  0447 733 481 
 
 
Centre Director (Early Childhood Teacher) – Maria Cope 
Direct Email: director@macedonrangesmontessori.com.au 
 
Educational Leader (Early Childhood Teacher/Montessori Director) – Janette Patterson 
Direct Email: director@macedonrangesmontessori.com.au 
 
Administration Officer- Jane Collett 
Direct Email: admin@macedonrangesmontessori.com.au 
 
Should you have an enquiry please contact us during our office hours via email or via phone during office 
hours. Our staff will get back to you at their earliest convenience as they will be with the children during 
teaching hours.  
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MANAGEMENT OF THE PRE-SCHOOL 

 
1. The Pre-School is an incorporated association. 
 
2. The pre-school is licensed by the Department of Education & Training (DET)to operate as a registered 

pre-school service.  The association is responsible to the department for compliance with all relevant 
regulations and standards.  The committee of management Executive members act as the Approved 
Provider for the service.  The responsibility for the day-to-day operation of our service is delegated by 
the Approved Provider to a Nominated Supervisor.  At this time, the Nominated Supervisor is the 
Centre Director and Early Childhood Teacher, Maria Cope.  The DET provides a portion of the pre-
schools funding which dependant on the number of Year Before School (YBS) children enrolled in the 
pre-school. 

 
3. The objectives of the Association as set out in the constitution are as follows: 
 

(1) To contribute to the education facilities of the State of Victoria by establishing and 
maintaining pre-schools and schools (hereinafter collectively referred to as "schools") using 
Montessori methods and other methods similar thereto and training centres for the 
dissemination of such methods of the highest standard. 

 
(2) To provide schools with environments that will: 

(a) develop in each child a positive attitude towards education 
(b) assist each child in building a habit of concentration 
(c) foster in each child an abiding curiosity 
(d) develop habits of initiative and persistence in each child 
(e) foster inner security and a sense of order in each child 
(f) help each child develop their sensory-motor skills 
(g) sharpen the ability of each child to discriminate and judge 
(h) help each child develop socially 
(i) help each child develop their, creative intelligence and imagination. 

 
(3) To strive for cooperation between teachers, educators, parents and children and to provide 

social opportunities for close relationships to be formed between teachers, pupils and parents 
and to invite parents to assist on special occasions. 

 
(4) To apply the latest findings from education, psychology and related fields to the improvement 

of learning within the schools in any manner that is appropriate to a Montessori school. 
 

(5) To stimulate public interest in Montessori education and modern approaches to learning. 
 

(6) To use the school as a demonstration centre for Montessori educational practices and other 
educational innovations. 

 
(7) To undertake any activities which further these objectives. 
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COMMITTEE STRUCTURE 

 
The affairs of the Association are managed by a Parent Committee of Management. These positions are 
elected at the Annual General Meeting.  
 

Contact information for the Committee: 

 
Executive members: committeemrmp@outlook.com 
 
Sue Segar  0409 143 754 
Jemma Caleo  0412 660 955 
Meryn Ellis  0405 121 158 
  
General Members: 
 
Anthony Caleo 
Allison Irvine 
Rebecca Gibson 
Sam Forrest 
Farrah Maskell 
Kathryn Brodie 
Cara Oliver 
 
Parent Participation 

Is essential at this level to support the vision of Montessori, to provide a back-up system for the Centre Director 
and staff, to help provide the necessary funds to enable the Pre-school to survive, to attract enrolments for 
future years and to ensure that the day to day running of the Pre-school is smooth. 
 
It is expected that committee members attend a minimum of 6 meetings in the year. 
 

Committee Meetings 

Are usually held in the small room at the Centre during session times.  Any parents wishing to attend the 
meeting are welcome to book their pre-school child in for an extended day so that they can participate in 
the meeting.  This is essential as staff must maintain required staff:child ratios at all times.  The Annual General 
Meeting (AGM) is scheduled during the evening. 
 
 
Schedule of Committee meetings commencing at 9:15am in the small room of the centre or as advised  
 

February Tuesday 18 August Tuesday 18 
March Wednesday 18 September Wednesday 16 
April Monday 20 (evening) October  Monday 19 (evening) 
May Tuesday 19 October    AGM Tuesday 27 (evening)  
June Wednesday 17 November Tuesday 17 
July Monday 20 (evening) December Wednesday 9 

 

Agenda 

An agenda is followed at the meetings, so if you wish a particular item to be brought up, please ensure you 
contact the President to have the item included. 
 

Committee Procedure Manual 

A Committee Procedure Manual has been set up to clarify the jobs of each committee member and the 
function of sub-committees etc.  A copy of this manual is available for perusal in the office. 
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Centre Director/Educational Leader 

The Centre Director provides a monthly report including focus areas for the centre and enrolment figures.  
The Education Leader provides a report at the end of Terms 1-3 and at the AGM to provide an Educational 
report to the Committee of Management. 
 
 

COMMUNICATION 
 
Communication is an extremely vital component to the successful operation, management and general 
harmony of the Pre-school.  Our main forms of Communication are  

• via EMAIL  
• hard copy information provided via our COMMUNICATION POCKETS in the foyer. Please check these 

regularly. 
• through our COMMUNICATION BOOK on the Sign in table for incidental daily updates 
• LANDLINE PHONE (please note that this is only answered during the day if one of our staff members is 

rostered for their administrative time. 03 5428 6376 
• EMERGENCEY MOBILE PHONE available for parent and carer use only. 0447 733 481 Text any time. 

Calls from 8.55 until 3.15pm daily. 
 

Facebook 

Montessori Pre-school Macedon Ranges has a public Facebook page where we display events, 
fundraising efforts, promote local events, children in the learning environment, incursions, excursions, 
artwork, photos and any other interesting occurrences that may be associated with the pre-school. 

• We would encourage you to LIKE our facebook page here: 
https://www.facebook.com/MacedonRangesMontessori/ 

Your child’s photo may appear on this page, but only after permission is sought from you to use each 
photo that is posted. If you agree to have the photo posted on our Facebook page, then your child’s 
photo will be seen by members of the public outside pre-school community.  

The Classroom 

The Centre Director and Educational Leader are directly responsible for the running of the classroom, 
including the application of additional extracurricular activities. 
 

The Grounds 

The Pre-school has the responsibility of the upkeep of the grounds and equipment on it.   

The Shire looks after the large areas of grass beyond the Pre-school. 

 
Casual Use Afternoons or Additional Days (vacancies permitting). 

There may be times when you need an additional afternoon or an extra day in the week for your child to 
attend.  This can be particularly helpful when you have an appointment etc.  This can also be valuable when 
trialling longer days if you are unsure if your child is ready for the challenge of the added time. Casual 
afternoons or days are available at times with vacancies.  
Please email director@macedonrangesmontessori.com.au to book additional time.  The Director will confirm 
if this time is available.  
Cost:  Afternoon $25 or Full Day $60 

 

Policy 

The committee operates the pre-school with reference to a number of specific policies.  All matters relating 
to policy should be directed to the committee, preferably in writing. 

Please remember, effective communication is the best policy.   

Please direct any queries to the relevant person. 
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Payments  

Fee Payments are to be made via EFT. Cash can be deposited directly into our account at any Westpac 
Branch using the Account details listed on the invoice. 
Cash is acceptable for Fundraising purposes and should be placed in an envelope clearly marked with the 
purpose for the money and your child’s name.  Named envelopes should be placed in the Fees Letterbox 
next to the main entrance door in the foyer.  

 

Insurance 

The Pre-school holds a Public Liability Policy.  It is the parents' responsibility to ensure that their child is covered 
by appropriate medical and hospital insurance.  Responsibility will not be taken for the children outside of 
Pre-school hours. 
 
 

FUNDRAISING 
 
A fundraising sub-committee is established at the start of each year and decides on a program of fundraising 
activities, which are offered throughout the year.  Participation in these initiatives will benefit our Pre-School, 
raising funds for new equipment and facilities. 
 
Our Annual Fete is Saturday October 17 from 10am till 2.00pm.  
This is the main event on our Calendar so please keep this date free. 
 
 

GENERAL INFORMATION 
 

General Guidelines 

Government regulations require that adults in charge of a child or children note the time of arrival and 
departure on the sign in/out books provided.  It is also a requirement that parents/guardians are to sign their 
full name in the book, not initials.  Please list the name of the person to collect not their relationship to the 
child i.e. Susan Jones not Mum or Nanna. The staff are not responsible for children in the grounds outside 
logged times. 
 

Arrival Routine 

Adults must ‘sign in’ their child on arrival and ‘sign out’ their child on departure in the daily attendance book 
in the foyer. 
 
Only those listed as “Authorised to Collect” on your child’s enrolment form will be able to collect your child.  If 
your child will be collected by someone other than a parent please ensure that they are listed.  From time to 
time you may find it helpful to update this information.  It is imperative that you notify the staff in advance if 
you have arranged for your child to be picked up by an adult unknown to the staff and photo identification 
must be produced when collecting.  Your child will not be allowed to leave with any person not listed as 
authorised to collect your child even if they are well known to the child. 
 It is the policy of this pre-school that children must be collected by a person 18 years of age or older. 
Please ensure children do not climb on fences or ride on gates as this can affect the locking mechanism.  
 
Sessions begin at 9.00 am.  On arrival please ensure that your child hangs their bag onto their hook and 
places their water bottle on the wooden table outside. Library bags & Sharing bags should be placed in your 
child’s tub.  This will reduce the need for the children to leave the classroom during session.  
 
Please allow your child to be greeted by a staff member on arrival.  Our sessions commence outside on all 
days however  feel free to enter the main room and share some time with your child once you come back 
into the playground please say your goodbye and leave the yard a soon as possible.   
 
Children should not be left in the foyer or playground without supervision. 
We understand that as families are travelling from various places so it is not always possible to arrive at 
9.00am.  Our sessions are organised to allow children to start the session outside to provide minimal disruption 
to the group. 
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Departure Routine 

The morning sessions finish at 12:30pm.  Please enter through the door at the end of the foyer (near the end 
sink).  A child will invite you into the room when we are ready.  Please come into the room so that you can 
easily be seen by the staff and your child and remember to check your child’s tub with them before leaving. 
 
The Extended day sessions finish at 3.00pm.  Please enter through the main door next to the sign in table.  The 
children are usually dismissed from the small room at this time.  Please feel free to enter the main room and 
wait until 3.00pm.    
 
Being collected on time fosters your child's sense of security.  If you are detained unavoidably, please ring our 
Emergency Contact Number 0447 733 481. 
 
If you need to collect your child early from the centre, please advise staff in our Communication Book on the 
sign in table. The book ensures or all staff are aware of any needed information. 
Please ensure that you still ‘Sign Out’ your child when leaving. 
 
If you are late to pick up your child, please note that staff will keep record of the time.  A ‘Late Fee’ may be 
enforced for those who do not advise that they will be late to pick up their child.  
 
If arrangements have been made for other adults to collect children, please ensure that this is clearly written 
onto the sign in book and Communication Book.   
 
If a child is not attending for any reason, please phone, email or text to advise. 
 
 

PRE-SCHOOL SESSION TIMES    
MONDAY TUESDAY WEDNESDAY THURSDAY 

Blue, Yellow & Red 
Groups 

Blue, Yellow & Green 
Groups 

Blue, Green & Red 
Groups 

Green, Red, & Yellow 
Groups 

    

9.00am - 12.30pm 9.00am - 12.30pm 9.00am - 12.30pm 9.00am - 12.30pm 
    

Extended Day Extended Day Extended Day Extended Day 

9.00am – 3.00pm 9.00am – 3.00pm 9.00am – 3.00pm 9.00am – 3.00pm 
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FEES AND CHARGES 

 
Year Before School (YBS) Funded Kindergarten 

• x2 Full Days: 9.00am - 3.00pm 
• x1 Morning session: 9.00am - 12.30pm 

Included in the fees are specialist classes & all associated materials, incursions and excursions, maintenance 
and cleaning expenses. 
Provision of fruit as rostered is required 
 

Year Before School x2 Full Days + x1 Morning x3 Full Days 
Fees per Term $965.00  

(equates to $96.50 per 15.5 hour week) 
$1101.00  
(equates to $110.10 per 18 hour week) 

 
 
3 year old Pre-kinder  

• x3 Morning sessions: 9.00am - 12.30pm 
Included in the fees are specialist classes & all associated materials, incursions and excursions, maintenance 
and cleaning expenses. 
Provision of fruit as rostered is required 
 

3 Year Old  x3 Mornings Extended Days 
Fees per Term $1265.00  

(equates to $126.50 per 10.5 hour week) 
Additional $136.00  
(Per Extended day) 

 
 
OTHER FEES 
Acceptance Fee: A $200 Acceptance Fee is required to be paid within 14 days of a 3 or 4 pre-school 
placements being accepted. The Acceptance Fee is non-refundable. 
 
PAYMENT OF FEES 
There are two options for payment of fees: 
Option 1: Payment for the full year by the beginning of Term 1 will receive a discount of %5. 
Option 2: By term. 
 
KINDERGARTEN FEE SUBSIDY 
The DET provides a Kindergarten fee subsidy to a parent/guardian or child who holds a current Health 
Care Card / Pensioner Concession Card /Visa 786 / Visa 785 and families with triplets / quadruplets 
attending a funded kindergarten program in the same year. The subsidy is paid to the kindergarten to 
directly reduce fees paid by families. To obtain this the supporting documentation (Health Care Card 
/Pensioner Concession Card/Visa 786/ Visa 785) must be sighted and a copy provided to the 
Administration Officer or Director at the start of each term, or the original or certified birth certificates 
triplets/quadruplets need to be provided to the Service. 
 
EARLY START EDUCATION 
If your child is of Aboriginal heritage or if your child/family have been linked with Child First or child 
protection you may be eligible for Early Start Kindergarten.  ESK provides funding for 15 hours per week 
for 3 year old children and our centre provides the opportunity for this to occur in a multi aged (3-5yr 
old) setting. Please contact the Centre Director to discuss if you are eligible.  
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HEALTH AND HYGIENE 

 

Toilet Habits 

It is important that your child is instructed carefully in clean toilet habits, in particular flushing the toilet and 
washing their hands thoroughly with soap afterwards.  Clothing should allow the child to go to the toilet with 
minimal assistance. 

 

Clothing 

Please dress your child in comfortable clothing that both parents and child will not be concerned about 
getting dirty or stained.  Smocks are provided for activities however as the children are encouraged to dress 
themselves wherever possible it is not unusual to find that these can be accidentally put on inside out.  It is 
also advisable to send a complete change of clothes for emergencies. It is requested that all items brought 
to the centre be labelled clearly with your child’s name.  Please instruct your child on how to blow their nose 
and the use of tissue which should be discarded appropriately immediately after use. 

We teach children to cough into their elbows to reduce the spread of germs and would appreciate if this 
could be supported and modelled in the home as well.  

 

Uniforms 

Macedon Ranges Montessori Pre-School Sunhats, T. Shirts and Fleecy Jackets are now available from  

Beleza- School Uniforms 

42C Aitken St. Gisborne, 3437      phone 5428 1285. 

These will not be compulsory but can take the thought and time out of what to wear each day so may be 
worth considering. 

 

Footwear 

Please send your children in comfortable shoes that have covered toes. Crocs or thongs (or heel strapped 
thongs) are not safe footwear for the Pre-school. When it is  gumboot weather include a pair of slippers or 
something similar to wear in the classroom as boots are not always comfortable for indoor wear, especially 
when crossing legs. 

 

Absences/Illness 

Please do not send your child to Pre-school if 
i) your child is ill or has symptoms of a cold or illness i.e. a runny nose or temperature, etc. 
ii) your child has been diagnosed with either a contagious or infectious disease (see page 12). 
iii) you are in doubt at all as to whether the child is ill 

Remember a sick child does not feel like working, and it is also possible that you may pass illness onto other 
children and staff within the Pre-school. 
 

Notification of Absence 

Please notify the Pre-school of your child's absence due to illness or other circumstances.  This aids the Staff in 
organising the session or notifying other parents of contagious diseases, etc. 
 
 
Illness/Accident at Pre-School 

All emergency information on your child is kept on the Enrolment Form, together with details of any medical 
conditions or allergies.  It is the parents/guardians' responsibility to make sure the details are up to date. 
 
If a child becomes mildly unwell or suffers a minor accident appropriate first aid is given at the Pre-school. A 
record of the accident is kept and what first aid was dispensed.  Parents will be asked to sign this record upon 
collection of their child. Parents/guardians will be notified if it is necessary to have the child taken home. 
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If a child suffers a serious accident/illness at the Pre-school, a staff member will give help and remain with the 
child until appropriate assistance arrives.  Parents/guardians will be contacted immediately.  If this is not 
possible an emergency contact person listed on the Enrolment Form will be contacted. 
 
The Pre-school will seek medical, hospital or ambulance service assistance in case an emergency should 
arise.   
 
All medical costs, including ambulance, will be the parent's responsibility. 
 
 
 

IMMUNISATIONS 
 

An Up to date History Statement is to be provided to confirm placement. An Immunisation History 
Statement from the Australian Immunisation Register is the only acceptable documentation to confirm 
immunisation status. . 

From 1 November 2018, parents of children attending early childhood services are required to provide 
the service with evidence that their child continues to be up to date with immunisations while attending. 

An Immunisation History Statement from the Australian Immunisation Register is the only acceptable form 
of evidence. 

If there is a vaccine-preventable disease outbreak at the service, accurate and current evidence of 
immunisation enables us to work with health authorities to quickly identify children at risk (for example, 
children too young to be fully immunised against a disease) and take whatever action is required to 
protect public health.  

Parents/carers should provide us with up-to-date evidence of immunisation as soon as is practical after 
their child receives a vaccination, or in response to a request from us. 

Parents/carers only need to provide a new statement to the service when our current IHS is out of date. 

The quickest way to get your child’s statement is by using your Medicare online account through 
myGov or the Express Plus Medicare mobile app. 

Alternatively, you can call the AIR on 1800 653 809 to request your child’s statement be posted to 
you. It can take 14 days to arrive by post. 
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COMMUNICABLE DISEASES 

 
The Department of Human Services has strict rules about when a child may return to Pre-school after 
contracting infectious disease.  Children who suffer from and infectious disease will not be able to attend for 
the term of the risk period.  This period differs from each disease.  Please refer to the chart below. 
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DAY TO DAY RUNNING 

 

What to Bring 

It is advisable that each child has a bag of some description each day.  Coat hooks are provided to hang 
their bag/coat. When placing bags on hooks please encourage children to hang their bags on the lower 
hook.  This habit will ensure that when coats are brought in during the colder months it is easy to hang bag 
and coat on the same bracket. Please check your child’s bag at the end of each day. 
 
Please bring a clearly labelled Drink bottle every day and remember to take this home to be washed daily. 
 
It is also strongly recommended that a complete change of clothes is sent in the bag in the case of 
accidents/emergencies. Or a couple if you think your child may need it.   
 
Sun protection is an important part of our program. Until May 1, and from 1 September a hat which protects 
the neck, face and ears should be provided and SPF 30 broad spectrum water-resistant block out. (Please 
also refer to our Sun Smart Policy).  Please apply sunscreen at home in the morning, the children will reapply if 
we return outside later in the day.  
 
During winter, and other cold days a warm hat and a named coat should be provided and taken home 
every day. Please bring them along even if it doesn’t seem cold when you leave home. 
 
It is important to ensure your children are dressed according to the weather.  Every child well enough to 
attend Pre-school is considered well enough to participate in outdoor activities. 

 

Individual Tubs 

Named individual tubs are provided within the classroom, for the children’s work.  Please ensure these are 
checked daily. 
 

Share and Tell 

A regular part of the Pre-school program involves children bringing things of interest from home to show the 
other children.  This gives your child the opportunity to express themselves to others, and to inform the group.  
Children are keen to participate and parents are asked to help their child to find items of nature to bring, e.g. 
a bird's nest, an interesting rock.  Each child will be allocated a specific day for Share and Tell. 
Occasionally, children will receive a present, which is very special to them which they would also like to 
share.  Photos or pamphlets from about what you did over the weekend can also be particularly interesting.   

 
Birthday Invitations 

The handing out of birthday invitations by the children may cause disappointment to those who do not 
receive one.  We ask that these are posted into parent communication pockets or handed directly to the 
parents. 

 

Birthday Treats 

If you wish your child to celebrate his/her birthday with the other children please send a small sheet of stickers 
or a small box of sultanas for each child.  Your child will enjoy offering these to the children as part of the 
Birthday Ceremony.  Please book in a time as we get closer to the date.  You are most welcome to attend 
the celebration.  
 

Food 

Please do not send any food for the children to eat during the session time unless they are attending the 
extended day session (9.00am -3.00pm) where lunch will be required.  Fruit is provided and children should be 
encouraged to eat an adequate meal before they come to Pre-school. 
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EXTRA CURRICULAR ACTIVITIES 

 

Library Day 

Children will be given a named library bag at the beginning of the year and are encouraged to borrow 
books each week.    Remember to send your child's bag on their specified Library Day and take time to read 
the book with your child at home during the week.  If a library book is lost parents are asked to buy a 
replacement.   
 

German 

As part of the program the children will be learning German.  These sessions will include learning the numbers 
1-20, colours, parts of the body, greetings and number of songs. 
 

Resources 

If you have a particular interest or skill or have access to useful art and craft materials, please let us know as 
the children will enjoy having you come in and share these with the children. 
 
 

WHAT'S WHAT 
 

Notice Board 
Please make sure you regularly check the notice board. 
 

Each Term 

You will be provided with an “Important Term Dates Notice” to keep you informed of upcoming events 
and a fruit/Laundry roster. 
 

Every Fortnight (Thursday) 

You will be provided with a fortnightly preview highlighting the important events of the upcoming 
fortngiht including fruit and laundry roster information. 
 

Each Month ….. 

You will be provided with the ‘Month that was…….’ Newsletter to inform you of what has been 
happening with the educational program over the month and what is to come. 
 
Copies of these can also be found in the foyer 

 

Parents Library/Montessori Information 

There are library books and brochures are available on the far bench of the foyer (near the sink), which cover 
the Montessori Philosophy and related topics and are available for parents to borrow.  Please write the book 
title and date in the book provided and observe the time limits so that everyone can have an opportunity to 
borrow. 
 

Parent Teacher Discussion Sessions 
The Centre Director and the Education Leader are available for discussions regarding your child's progress.  
Discussion times are available at the end of each month or feel free to arrange another time with the 
Teachers. 
 
A Schedule of dates and times for each month can be found on the sign in desk early in the year.  
Written reports are only provided when children are transitioning into school. 
 

Centre Tours 

If you know of anyone who would like to view the centre in operation, please ask them to contact the 
Director to arrange a time to do so. 
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DUTY GUIDELINES 

 

Fruit & Laundry 

Each Family is rostered to bring fruit & wash laundry for the Preschool children.  Most people are required 
to do this two days each term.  The roster is kept on the notice board, and distributed to all parents at the 
commencement or prior to each term via email. 
 

Laundry 

Laundry is rostered on the same day as fruit.  So when you bring in your bag of fruit there will be a plastic tub 
of washing at the ‘Swap Point’.  This is at the bench on the far end of the foyer.  

Bathroom towels are to be washed in hot water with laundry detergent and dried in the sun or on the hot 
cycle in the dryer. The plastic tub should be wiped with detergent or bleach prior to replacing clean towels.  
Please fold towels in half so they are ready for use.  

Any Additional washing (if needed) such as cloths, tea towels, smocks etc. should be washed separately to 
the bathroom cloths on a normal wash cycle and returned in the bag provided.  

If this could be returned as soon as possible after collection it would be helpful as our towel supply is limited.  
 

Fruit 

Preparation of fruit is done by the children with staff every morning as part of the Educational Program 
however please rinse fruit before leaving at the centre.  Please send approximately 16-18 pieces of fruit. 
This is based on Apple/orange sized fruit so a punnet would be regarded as 4 pieces and smaller stoned 
fruits 3 fruits as I piece. 
 

If for some reason you are unable to send fruit (& cover laundry) on the day please arrange a swap with 
another parent.    

A fruit bag will be placed in your communication pocket the week prior to duty.  For your convenience a 
copy is on constant display on the foyer noticeboard.  

 
 
 

EXCURSIONS 
 
The Pre-school may attend excursions during the year to venues that keep in line with the children’s interests 
or to visit our local community. On any excursion the Pre-school children are supervised by the Teachers and 
parents who have been asked to supervise on the day.  Parents may be needed to assist with children’s care 
and safety and to meet the supervision ratio requirements as outlined in the risk assessment for the Excursion.  
This is a regulatory requirement for any excursion outside the centre fence line.  An annual signed permission 
will be required for excursions within the local township and notification of excursion dates via the Preview.   
It is the policy of the Centre that all parents assisting must hold a current Working with Children Card.   
 
Applications for Working with Children Cards can now be done on line at  
www.justive.vic.gov.au/workingwithchildren 
 
INCURSIONS/EXCURSIONS will be organised during the year and are an inclusive component of the pre-school 
curriculum.  All Costs are included in tuition fees 
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FUNGI - AMANITA PHALLOIDES 

 

 
CAUTION                     FUNGI - AMANITA PHALLOIDES:               CAUTION 

 
(Known as DEATH CAP - ANGEL OF DEATH) 

 
It has been discovered that within the Pre-school grounds we have a very rare and extremely toxic form 
of fungi growing.   The mushroom is called Amanita Phalloides (also known as the Death Cap or Angel 
of Death). 
 
This particular form of fungi takes approximately 70-80 years to appear, and only grows within the 
bounds of Oak and Beech tree roots of the same age. 
 
The mushroom has an olive to yellowish green cap and a bulbous base.  The gills are white in colour.  
(See Notice next to sign in table for further information and pictures).  They tend to appear after warm 
wet weather mostly in the months of Nov- April, but also appear in spring. 
 
There is no real way of eradicating the fungi because it lives on the tree's roots and thus killing one 
would kill the other, so short of destroying the large Oak Tree in the school, there is no way of eliminating 
the fungi. 
 
We can only minimise its existence by daily searches during the most likely periods of occurrence. 
 
ANY MUSHROOMS FOUND must be removed using disposable gloves, and placed in a sealed plastic 
bag along with the gloves and placed into the garbage bin outside. 
 
This mushroom is extremely dangerous especially to young children as mortality is closely correlated with 
the amount ingested and body weight.  Therefore, we would suggest that parents stress to their 
child/children the importance of not touching fungi of any kind. 
 
Since early treatment is of the utmost importance, any child suspected of eating even the smallest 
amount of the mushroom must be treated as a medical emergency. 
 
 
Of course every effort will be made to ensure that these mushrooms are removed as soon as they 
appear (if they appear) to avoid their exposure to children.   
 
 
We do not wish to alarm parents, but feel the need to make all parents aware of their possible 
existence.  For further information, please feel free to ask to view the file on the fungus.  Information is 
available for you to read on the foyer noticeboard next to the double doors.  
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HEALTHY EATING POLICY 

 

Purpose 

• During early childhood food habits are developed which may be retained throughout life. 

• Good nutrition is important for every child’s short and long term health. 

• Poor nutrition may be a source of poor attention span and a reduced ability to learn. 

• Consequently an important part of this Preschool program is to educate children and their 
parents or guardians about healthy foods/drink and healthy eating habits. 

Procedures 

• All parents who are providing children with lunches are asked to keep high sugar and high fat 
foods to a minimum. 

• Staff will incorporate healthy food and drink posters, stories and discussions with the preschool 
program. 

• Water to drink is made accessible and available at all times 

 

To help to reduce the risk to children who may be at risk of Anaphylaxis or adverse reactions please 
provide foods which do not contain nuts or whole egg (whole boiled egg, mashed egg 

sandwishes or quiches) in lunches.  Thank you. 

 

Nutritional Guidelines With The Preschool. 

 ü  Breads and cereals O  High sugar, fat, salt foods e.g. 
  Vegetables  honey, jam, chocolate spreads, 
  Fruit  cream filled biscuits, cakes, 
  Meat or meat alternative  pastries, chocolate bars, lollies, 
  Dairy  potato chips, soft drinks, cordials 
  Water 
   
A simple lunch containing a sandwich/wrap containing meat/cheese/vegetable, some yoghurt or 
cheese (including soybased) and a piece of fruit together with water from your child’s drink bottle will 
cover all of the above food groups 
 

Review 

This policy will be reviewed annually and may change due to individual allergies. 
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SUNSMART SUN PROTECTION POLICY 

 
Our Centre’s Sun Protection Policy has been developed to ensure that all children attending this Centre are 
protected from potential skin damage caused by the sun’s harmful ultraviolet (UV) radiation.  This policy will 
be implemented from the start of September through to the end of April. 
 

Exposure to UV radiation from the sun causes sunburn, long-term skin damage and increases the risk of skin 
cancer.  UV radiation levels begin to rise early in September and stay high until the end of April, so skin should 
be protected throughout this period, not just during summer.  Sunburn can occur on bright sunny days as well 
as cool or cloudy days. 

A AS PART OF GENERAL SUNSMART STRATEGIES: 
 

1. The Preschool requires children to wear hats that protect their face, neck and ears, i.e. legionnaire 
or broad-brimmed hats and protective clothing whenever they are outside.  Baseball caps are 
not suitable. ), 

2. SPF 30 or greater broad spectrum, and water resistant Sun block for your child to wear outside 
while playing.  Sunhat and sunscreen are both to remain at Preschool in your child’s tub during 
Term 1 & 4. Please ensure that both Sunscreen and Sunhat are clearly labelled with your child’s 
name. 
 

3. The Preschool recommends loose fitting clothing that protects as much of children’s skin as 
possible during outdoor play.  Shirts that cover the shoulders and have collars and sleeves that are 
at least elbow length, and longer style shorts and skirts are most suitable. 

4. Children will be encouraged to use available areas of shade under the large Oak Tree for outdoor 
play activity during September to April. 

5. Children who forget a hat may wear a spare hat although some children find that not having their 
own item can be very stressful. 

6. On the rare occasion where a child forgets their sunscreen we can supply this however only where 
your child is able to use the generic brand provided.   

 

Most UV radiation that reaches the earth’s surface does so during the four-hour period in the middle of the 
day when the sun is directly overhead.  This occurs from 10 am to 2 pm, or from 11 am to 3 pm during daylight 
saving 

 

1. Staff will act as role models by: 
• wearing sun protective hats and clothing outdoors 
• using SPF 30+ sunscreen 
• seeking shade whenever possible 

2. Parents are asked to provide a named roll on SPF 30+, broad-spectrum, water-resistant sunscreen. 

3. Learning about skin and ways to protect skin from the sun will be incorporated into planned 
experiences. 

4. The Sun Protection Policy will be reinforced in a positive way through parent newsletters, notice 
boards and meetings. 

5. Management and staff will monitor and evaluate the effectiveness of the Sun Protection Policy each 
year and revise the policy as required. 
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BUSHFIRE PLAN 

 
The Department of Education and Training (DET) has recently announced that government schools and 
children’s services that have been identified as being a high fire risk will close on a day declared as a 
Code Red Fire Danger Rating Day.  
 

This Centre is listed on the Bushfire At Risk Register (BARR). 
 
Parents will be alerted of fire danger rating via radio or television announcements.  Depending on these 
ratings, please follow the table below regarding closure of the Macedon Ranges Montessori Preschool. 
 
• In addition where practicable, parents may be notified to confirm that the preschool will be closed. 
• A notice, stating closure of the preschool, will be displayed at the centre on day of Code Red Fire 

Rating. 
 
If you have any queries about this arrangement, please do not hesitate to contact the preschool on 5428 
6376. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fire Drills are practices each term covering both lock out and lock in drills over the course of the year. 
 
An SMS text message is included in the Emergency management practice in term 1 only to check our 
communication system. 
 
 

It is important to note that in the event of a Bush Fire and the children are required (as advised by 
emergency services) to be relocated from the Centre this will be done in Staff and/or Committee private 
vehicles.  Parents will be advised of relocation point when we have this information.  
 
Please give serious consideration to your Fire plan in the event that you will need to collect your child 
urgently in this situation or/if you would prefer not to send your child or reduce their hours of attendance 
on days of Total Fire Ban or Extreme Conditions.   
 
 
 
 
 
 
 
 
 
 

RATING ACTION 

HIGH NORMAL SESSIONS 

VERY HIGH NORMAL SESSIONS 

SEVERE /  
TOTAL FIRE BAN 

NORMAL SESSIONS 

EXTREME NORMAL SESSIONS 

CODE RED CLOSED 
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CENTRE POLICY LISTING & POLICY MANUAL LOCATION 

 
This Centre abides by the Education and Care Services National Act and the Education 

and Care Services National Regulations. 
 

Current copies of these can be can be sourced at: 
http://acecqa.gov.au/national-regulations 

http://acecqa.gov.au/National-Law 
 
Polices listed below are also available in hard copy for access at all times in the Foyer area of the 
Macedon Ranges Montessori Preschool. 
 

Quality Area 1 - Education program and Practice 

Curriculum Development Policy- 2019 

Inclusion and Equity Policy (v2) - 2018 

 

Quality Area 2 - Children’s Health and Safety 

Asthma Policy (v3) - 2019 

Acceptance and Refusal of Authorisations policy 2017 

Administration of First Aid Policy – 2019 

Administration of Medication Policy 2019 

Anaphylaxis Policy 2019 

Child Safe Environment Policy 9 (V5) 2018 

Diabetes Policy - 2019 

Dealing with Infectious Diseases Policy (v4) - 2018 

Dealing with Medical Conditions Policy (v4) - 2019 

Delivery and Collection of Children Policy (v3)-2019 

Emergency and Evacuation Policy 2018 

Emergency Management Plan 2017/18 

Epilepsy policy (v3)-2019 

Excursion and Special Events Policy 2019 

Food Safety Policy 2019 

Hygiene Policy 2019 

Incident, Injury Trauma and Illness Policy (v2)-2019 

Nutrition, Oral health and Active Play Policy 2018 

Relaxation and Sleep Policy (v3)-2018 

Supervision of Children Policy – 2018 

Sun Protection Policy 2018 

Water Safety policy - 2018 

 

 



2020 HANDBOOK 

Revised: February 2020  Page 24 

 

Quality Area 3 – Physical Environment 

Environmental Sustainability Policy (v2)-2018 

Occupational Health and Safety policy (v2)-2017  

 

Quality Area 4 – Staffing Arrangements  

Code of Conduct Policy 2017 

Determining Responsible Person Policy 2018 

Staffing Policy- 2018 

Participation of Volunteers and Students policy 2018 

 

Quality Area 5 – Relationships with children 

 Interaction with Children Policy (v2) - 2018 

 

Quality Area 6 – Collaborative Partnerships with Families and Communities 

Enrolment and Orientation Policy 2019 

 

Quality Area 7 – Leadership and Service Management 

Complaints and Grievances Policy (v2) 2019 

Fees policy 2018 

Financial Controls Policy 2019 

Governance and Management of the Service policy 2017 

Privacy and Confidentiality Policy (v3) -2018 

Information and Communication Technology (ICT) Policy 2018 
 


