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Contact Us 

Phoenix Kindergarten 

Phone: 03 5335 8459 

Mobile: 0457 809 020 

Internet: www.ecka.org.au 

Email: phoenix.kin@kindergarten.vic.gov.au 

  

Address     

32-48 Hertford St 

Phoenix VIC 3356 

P.O.Box 49 

Phoenix 3356 

 

Opening Hours     

Phoenix Kindergarten Operates: 

Monday to Friday  

8am to 4pm 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.ecka.org.au/
mailto:phoenix.kin@kindergarten.vic.gov.au
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Introduction  
 

The Staff of Phoenix Kindergarten and the Eureka Community Kindergarten Association (ECKA) 

welcome you and your child to Phoenix Kindergarten. 

 

The Kindergarten program at this early childhood education and care service is planned and delivered 

by a qualified Early Childhood Teacher and is eligible for funding from the Victorian Government. 

 

This information booklet has been complied so you may have a better understanding of your 

Kindergarten – the how’s and why’s of its operation. We hope your association with the Kindergarten 

will be a happy and rewarding one.  You will soon become aware that your Kindergarten is not just a 

centre that your child attends, but more so a unique combination of interested staff and parents, all 

working together with the common goal of producing happy, confident and well-adjusted children.  It 

is a place where you can share positive experiences with your child, his/her peers and their parents. 

 

Our Philosophy 

Phoenix Kindergarten is on Wadawurrung Land and we pay respect to the Traditional Owners and 

ongoing custodians of this land. We recognise the unique status of Aboriginal & Torres Strait Islander 

people as Australia’s First Peoples, and seek to enrich our whole community with an improved knowledge, 

understanding and appreciation of Koori history and culture.  
 

Phoenix Kindergarten is a special learning environment for young children and their families. Our 

kindergarten has a happy and relaxed atmosphere where all are welcomed. 
 

At PHOENIX KINDERGARTEN: - 

Children come first 

• High expectations are held for every child. 

• A sense of belonging is valued. 

• Individuality can shine. 

• Children of all abilities are treated equally and with respect. 

• Children are supported to build language and social skills. 

• Relationships are based on care and respect. 

Families 

• Develop secure and respectful relationships. 

• Positive partnerships. 

• Open communication. 

• We value families as the child’s first teacher. 

Learning Environment 

• Children are safe and supported. 

• Encourage a joy of lifelong learning.  

• Reflects individual interests and needs. 

• Positive attitudes to learning are nurtured. 



 
 

 

 

 

Outdoor play 

• Find meaningful ways to develop respect for, and connection with the natural environment. 

• Instil a sense of awe and wonder of their world.  

• Promote physical and mental wellbeing. 

To achieve this EDUCATORS will: - 

• Assess and support the individual learning, development and wellbeing of children   through 

positive and meaningful interaction, observation and individual goals. 

• Plan experiences and activities to support children to become lifelong learners. 

• Communicate openly and frequently with families about children’s learning and development. 

• Be approachable and professional. 

• Provide engaging and challenging play-based curriculum guided by the Early Years Learning & 

Development Framework, Victorian Early Years Learning & Development Framework and National 

Quality Standard. 

To achieve this the ENVIRONMENT will: - 

• Be safe, accessible and creative. 

• Be challenging and evolving. 

• Be welcoming and encourage the involvement of parents and community members. 

 

Our Team 
 

Staff 

Our team is made up of Bachelor and Diploma trained staff. 

 

Dianne Shaw –Teacher, Sebas Group 

Cate Cook –Teacher, Redan Group 

TBA – Teacher, 3 Year Old Group 

Mandy Mulheron – Educator 

Cathie Sheldon - Educator 

 

PINARC Additional Assistant 

PINARC support inclusion of children with disabilities in kindergarten programs. We may have a 

PINARC Support Worker from year to year. It depends if funding is approved. 

 

Professional Development 

All staff complete professional development throughout the year, covering a variety of topics. We 

close the centre for two child-free days to allow staff to attend conferences and other training events. 
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Early Childhood Programs 
 

Our Kindergarten Program 

The programs are developed by the whole team of Educators with the Educational Leader guidance. 

They reflect the individual needs of each child, as well as the whole group. The programs are guided 

by our Kindergarten Philosophy, Victorian Early Years Learning & Development Framework and Being, 

Belonging and Becoming as required by the National Quality Standards. 

 

Our programs reflect the importance of play-based learning offering a wide range of play experiences 

to all children and encourage children to make choices about their play and extend on abilities, 

experience, interest and all areas of development. 

 

 

 

 

 

 

 

 

 

 

Educators regularly record individual written observations on all children which allow us to use in 

conjunction with parent input and children’s interests to set learning goals for each child to achieve 

thorough play and exploration. 

 

Discussing your Child’s Progress 

As you will soon notice, the start and end of sessions are very busy times for staff.  We are unable to 

spend long periods of time chatting to parents.  However it is very helpful if you let us know of any 

important information that may have impact on your child’s day at kinder.  If you have any questions 

or wish to discuss your child’s progress at kinder please arrange a suitable time with the teacher.  

 

Story park 
Phoenix kindergarten uses an online platform ‘Story Park’ for sharing group and individual planning, 

community announcements and parent communication. It is also the preferred way of communicating 

with families letting you know what is coming up, displaying the child’s learning through stories, 

photos and videos, working together to best support the child’s learning. It is also a great way for 

families to invite other family member to the child’s file to see the photos and what they are up to. 

This is free for families and can be accessed by website or App with a smart phone.  

Play is a context of learning that; 

 

 Allows for the expression of personality and uniqueness 

 Enhances dispositions such as curiosity and creativity 

 Enables children to make connections between prior experiences and new learning 

 Assists children to develop relationships and concepts 

 Stimulates a sense of well being 
 

Belonging, Being & Becoming – the EYLF for Australia, 2009, pg 9 



 
 

 

Our Daily Routines 
 

Meals 

We participate in the Smiles 4 Miles program which promotes healthy eating/lifestyles and oral health 

in young children. 

 

Smiles 4 Miles is an initiative of Dental Health Services Victoria working in partnership with local 

organisations to improve the oral health of the youngest children in the community. The program is 

based on the World Health Organisation’s Health Promoting Schools Framework and is implemented 

through early childhood services such as kindergartens and child care services. 

 

There are three key messages promoted through the Smiles 4 Miles program: 

Drink Well – tap water is preferred drink, limit sugary and fizzy drinks and plain milk is preferred flavour. 

Eat Well – enjoy a variety of nutritious foods, limit sugary foods especially between meals and enjoy 

healthy snakes. 

Clean Well – brush twice a day with a low fluoride (children’s) toothpaste, encourage flossing and 

develop good oral hygiene practices at an early age. 

 

We encourage children to make healthy food choices, therefore we prefer the following foods 

not to come into kinder: 

 LCM’s, Nutragrain bars, Milo bars, roll ups or other high fat/sugar bars 

 Chips, chocolate, lollies, sweet biscuits, fruit looking lollies 

 Cordial, soft drink, juice and flavoured milk 

 

We are a NUT FREE kindergarten. Anaphylaxis is a term used to describe a severe allergy and can 

be a life threatening to children, so please remember this when packing your child’s lunch box not 

to include: 

 Nutella or Hazelnut spreads, peanut butter, or any other nut products. 

 

Meal times 

We run a progressive morning snack to allow for children to continue their play and eat when they are 

hungry. Additionally the 4 year old groups have lunch together as a group at approximately 1pm.  

 

Unfortunately we cannot heat meals for the children due to OH&S and we do not have the correct 

equipment or Food Handlers certificates. 

 

Special Dietary Requirements 

Please ensure that staff are aware of your child’s special dietary requirements. Although you provide 

your own food, we often have birthday cakes and party food for to celebrate different occasions. If we 

know we can discuss alternatives so your child does not miss out. 
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Toileting 

We encourage the children at kindergarten to toilet independently. However, pack spare clothing as 

toileting accidents do happen. If your child is not ready to toilet independently, please provide spare 

nappies/pull-ups. The kindergarten has nappy changing facilities available. 

 

Our Procedures and Practices. 
 

Immunisation 

In an effort to improve childhood immunisation rates, the Victorian Government has amended the 
Public Health and Wellbeing Act 2008. The amendments mean that early childhood education and 
care services cannot confirm enrolment of a child unless the parent/carer has provided 
documentation that shows the child: 
• is fully vaccinated for their age, or; 
• is on a recognised catch-up schedule if their child has fallen behind with their vaccinations; or 
• has a medical reason not to be vaccinated.  

 

Asthma 

Asthma in young children is one of the most common causes of hospital admission and visits to the 

doctor in this age group. If your child suffers from Asthma you must provide an up-to-date Asthma 

Management Plan from your GP. This management plan authorises staff to administer Asthma 

Medication to your child for the stated signs and symptoms. Your child’s Asthma medication must 

either stay at kindergarten or accompany your child on each visit and given to staff each day. 

 

Anaphylaxis 

Anaphylaxis is a term used to describe a severe allergy and can be a life threatening to children and 

adults. If your child suffers from anaphylactic reactions you must provide kindergarten with an 

Anaphylaxis Action Plan supplies by your GP prior to starting kindergarten and their medication 

accompanying them each day. By signing the Anaphylaxis Action Plan you are authorising staff to 

administer your child’s medication, according to the plan. 

 

Accidents and Emergencies 

We planned our environment to ensure the safety of all children; however, accidents and incidents 

occur. We have an Accident and Injury folder located in the office to record all relevant information 

surrounding the accident it injury that may occur while participating in the program. 

 

The report will record the nature of the injury, time, and date, what action was taken and then signed 

by a staff member. On arrival you will be told about the injury or you may be notified by telephone 

depending on the injury.  

 

Emergency Procedures 



 
 

All staff practise the Emergency Evacuation Procedures each term. The procedure and map is on each 

exit door of the kindergarten 

 

Illness and Infectious Diseases 

We ask families to play an active role in minimising the spread of illnesses in the kindergarten by 

ensuring that you notify us when your child is ill or diagnosed with an infectious disease. If your child 

has an illness that makes him/her so uncomfortable that they are unable to participate in the day’s 

program, both indoors and outdoors, they should not be attending kindergarten.  

 

In the case of infectious diseases, the period of exclusion will be in accordance with the “Recommended 

Minimum Periods of Exclusion from School, Pre-School and Child Care Centres for Cases of Contact 

with Infectious Diseases” (see list in foyer). 

 

You should have arrangements in place for your child to be picked up from the kindergarten if he/she 

fall ill suddenly. In event of sudden illness, you or your listed emergency contacts will be contacted 

immediately. 

 

Medication 

If your child requires medication whilst they are at kindergarten, you will need to fill out the medication 

book. You will need to write your child’s name, name of medication, time and date of last dosage, when 

the next dosage is due and your signature. Medication will only be given if it is a prescribed medication 

with your child’s name labelled on it from a pharmacist, in date and has parent consent. Medication 

should be given to staff on arrival and placed in the medication box or fridge. 

 

General Practices 
 

Helping Your Child Settle in 

 Talk to your child about Kindergarten. Drive past and point it out. Use the Educators names; 

Dianne, Cate, Jo, Mandy or Shauna. Let children know staff are there to help them. Discuss the routine 

and what is expected of them. 

 Practice opening lunchboxes and containers. Try snack foods at home to make sure your child 

likes them. 

 Have shorter sessions if you feel your child is tired or not yet ready for the longer days. 
 Help your child to put their bags away and settle on the mat. 

 Stay with your child until you feel they are settled and ready to say goodbye. 
 Always say goodbye to your child. Leaving when they are not looking can be very distressing 

for young children. 

 Ask about their day and remember lots more happens at kindergarten than artwork. 
 Take time to meet other parents and children so you can know your child’s friends. 

 Arrive on time to collect your child. Children can become distressed quickly it they are left 

waiting. 
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What to Bring 

 A named back pack, big enough to hold children’s lunchbox, spare clothing and artwork. 

 Enough healthy snacks for morning snack and lunch times, healthy lunch and piece of fruit 

(placed in basket in foyer) to share for fruit time. Examples may include a sandwich, or small meal 

such as pasta salad and a healthy snack may be fresh fruit, dried fruit, rice crackers, cheese, yoghurt, 

dry biscuits, salad, kabana etc. 

 A complete change of clothes including underwear, socks, t-shirt, jumper and pants. Please 

name all clothing. 

 A named coat and beanie in colder months. 

 Slippers and gumboots in wet months to assist with keeping our carpets clean 

 

Arrivals and Departures   

On arrival at the kinder please ensure that you: 

 Place child’s name tag on a locker and place bag inside it.   

 Sign the Attendance book located in the foyer.  

 Say goodbye to your child (children become distressed if they realise you have gone without 

saying goodbye). Speak to staff if you think your child will have difficulty separating from you in the 

morning so we can work out an appropriate way to handle it. 

 If for any reason you need to drop your child off later or pick them up early please notify us. 

Also, please let us know if someone different will be collecting them and make sure that you have 

placed their name on your child’s enrolment form (children WILL NOT be released to persons 

unauthorised by parent/guardian). 

 Sign your child out when you collect them. 

 Collect any art work from the art box. 

 

Covid 19 

In the event of Covid – 19 restrictions being in place, and kindergartens still being allowed to operate, 

Phoenix kindergarten will follow social distancing and safety measures by  

- Not allowing any external visitors inside the premises unless necessary for the safety or 

development of a child.  

- Staff signing children in, and parents saying goodbyes at the main entrance 

- Communications will be primarily through Story Park. 

 

Behaviour and Guidance 

Educators will take a positive approach to behaviour management with the aim of children developing 

self-discipline, behaviour based on control of self and an understanding of other people’s needs, rights 

and feelings. 

Our guidelines: 

 Suggest alternate behaviour 

 Keep the child busy by re-directing to another experience 

 Talk to the child about feelings and consequences of their behaviour 



 
 

 Focus on the inappropriate behaviour not on the child 

 Use positive language 

 Staff will give consistent, clear and coordinated message to your child about their behavioural 

expectations. 

 Staff are familiar with stages of child development so they hold reasonable behavioural 

expectations. 

 Staff are aware of different parent behaviour expectations, as child rearing varies greatly from 

culture to culture, and family to family. 

 

Birthdays 

Your child’s birthday is a special celebration and if you desire, you can bring a birthday cake (cup cakes 

are easiest) along to share with the group. Please do not include any other party goods. To avoid hurt 

feelings we ask that birthday invitations be handed out discretely between adults or via the 

communication pockets in foyer.  

 

Clothing 

Children need clothes at kinder so they can explore, play more freely and not worry about getting them 

dirty or ruined. Please provide a spare change of clothes in your child’s bag including socks, underwear, 

t-shirt and a jumper. We only have a very small supply of spare cloths, so if your child does get dirty or 

wet and they do not have a spare change of clothes, parents will be called. We do not want your child 

being cold, wet or dirty.  

 

Children should not wear thongs or crocs as they are too dangerous for running and climbing activities. 

We encourage children to wear slippers inside and gumboots outside in winter to assist in keeping the 

carpet cleaner. 

 

Excursions and Incursions 

The children enjoy a wide range of excursions away from kindergarten and visitors to the kindergarten 

throughout the year. To ensure we can safely go on excursions we will require parents to come along 

and help supervise children.  

 

Lost Property 

We make every effort to ensure that children’s items go back into their lockers but unfortunately 

clothing and belongings are occasionally misplaced. 

You can assist by: 

 Naming all your child’s belongings and clothing. 

 Not allowing children to bring toys from home. 

 Making sure that what is in your child’s bag is actually your child’s. 

 Immediately returning items that don’t belong to your child. 

 Check the lost property basket located in the foyer. 
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Toys 

We encourage children to leave their toys at home rather than bring them to kindergarten.  

 

We understand that children do like to share certain things in their life and we encourage children to 

bring in these items. This can create a wonderful learning opportunity and experience for the whole 

group. Things to share could include a photo, something from the bush or beach, vegetables you have 

grown at home or a favourite bug. 

 

Parking 

We have our kinder carpark with limited amount of spaces. It does have a one car gate way so please 

be patient when trying to get though when another car is coming the other way. Additionally vision 

along the walking path is limited so please ensure you drive slowly to protect everyone in our 

surroundings. You can also park on the street in designated areas while adhering to parking rules 

around the school and kinder. Please also use the surrounding streets as well. 

 

It is very hectic time to get a park in the mornings. We do not mind children arriving late due to parking 

issues. 

 

Victorian law states that it is an offense to leave a child unattended in a car. We understand this may 

be difficult however we need everyone to follow this law.  

 

Positive Adult Behaviour at the kindergarten and surrounds 

As you are aware children watch the behavior of their parents and other adults, which provides us all 

with a wonderful opportunity to model the behavior we would like to see them follow. This is particularly 

important when we are trying to manage conflict in a way that sets a good example for our children.  

 

If at any time you are concerned about the actions or behaviors of a parent or other adult at the 

kindergarten please calmly approach a staff member with your concerns. The staff at the kinder will 

address the matter with that parent or other adult, or will contact ECKA management for support if 

needed. 

 

Siblings 

Parents are more than welcome to bring siblings into kinder when you come to help. It is important that 

you remember however that they are the responsibility of the parent/caregiver. The activities that we 

provide will not necessarily be suitable for younger children so you will also need to be aware of this if 

you do bring them in. You may also bring children to meetings that you may be a part of but again, it is 

important that the room is left as it is found.  The only time when we do not allow younger siblings to 

come is on excursions.  

 

 



 
 

 

Administration – Policies and Procedures 
 

Enrolments 

4 Year Old Group 

An eligible child will be at least 4 years of age on or before the 30th April in the year of attendance at 

kindergarten. Proof of age is essential before admission.  

3 Year Old Group 

An eligible child must be 3 years of age prior to their starting day. 

 

Orientation times are allocated for November. Parents will need to bring: 

 All completed enrolment forms which you received in October. 

 Immunisation History Statement – can be downloaded from Medicare website. 

 Health Care/Pension Cards. 

 Asthma Action Plan (is needed). 

 Medical Action Plan (if needed). 

 Allergy Action Plan (if needed). 

 Anaphylaxis Plan (if needed). 

 

Parent Teacher Meetings times are allocated in the first week of term one for each family. This is to 

follow up on information we may need to start the year. 

 

Parents are requested to notify the Kindergarten when any of this information changes 

throughout the year. 

 

Record Keeping 

We ask you to ensure that your child’s information is up-to-date throughout the year. Please let staff 

know if any of the following information changes: 

 You child’s diet. 

 Allergies. 

 Changes of address and phone numbers. 

 Immunisation dates. 

 Change to work phone numbers. 

 Change to emergency contacts. 

 

Security 

The room door of each kindergarten room will be locked during each session for the safety of the 

children. People who come to kindergarten during session time will be required to ring the door bell 

and a staff member will answer it as soon as possible. 

 

Any unknown people who come to kindergarten to collect a child (with parent/guardian consent) will 

be asked for photo identification to enable staff to confirm who they are. Parents will be called by staff 

if a person who is not authorised to collect their child arrives at the kindergarten 
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Gate 

The gate is to remain closed at all times. Only let your child out of the gate. Please do not allow 

children to climb or swing on the gate. 

 

 

 

Thank you for choosing Phoenix Kindergarten. The kindergarten year is a very special and rewarding 

year. We hope you and your child/ren enjoy the journey 

 


