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PRE-KINDERGARTEN WELCOMING LETTER 
 
Hello and welcome to Pre-Kindergarten.  This introductory booklet is designed 

to provide you with information about staff, programming, activities, 

philosophy, routines and other important aspects of your child’s time in Pre-

Kindergarten.  It is with the sharing of information that a mutual understanding 

and respect can develop. 

 

Your Educators 

 
Miss Stacey- Certified Supervisor 

 

 
 

 

 

 

 

 

 

Mr Pete- Educator 

 

 
 

 

 

 

 

 

Hello, my name is Stacey and I have been a part of the 

Benowa Hills family for six years. I’ve studied and completed 

my Diploma in Early Childhood Education and have previously 

worked in the toddler’s classrooms here at the Hills and 

absolutely loved it!  

I’m so excited to return and look forward to another great year 

learning and growing with your children! I have been working 

alongside children for the past ten years through childcare, 

babysitting and teaching dance. It is my aim to make each 

child’s experience here at Benowa Hills the best it can possibly 

be, by making children feel safe, secure and supported 

throughout all aspects of their development and growth. 
 

 

 
 

Dear families, my name is Pete and I am from South Africa.  I 

moved to Australia in 2019. I am currently studying a Diploma 

in Early Childhood Education.  

I have worked as a high school teacher and sports coach 

before moving over to Australia.  

I believe that children are unique in their own ways and it is 

my job to help them find out what makes them unique.   I 

absolutely love working with children as they always have fun 

and playful curveballs- ready to be thrown!  Being able to put 

a smile on children’s faces when they need it the most is what 

makes my job exciting and worthwhile. 

Outside of the kindy you will find me playing AFL on the 

weekend and enjoying some quality time with my family.  

I look forward to meeting you and your children for an exciting 

year filled with adventure and growth.    



General Comments 

We want your children to get the most from child care and to grow up as 

happy, caring and confident people. Our primary objective for the year is to 

build your child's self-confidence and self-esteem. In order for children to 

develop and grow they need to feel good about themselves and feel 

confident enough to attempt and experience new and different situations. 

Educational objectives can only be fulfilled when a child feels happy and 

secure whilst at the Centre. 

 

We feel every child is an individual and will be treated as such. Each child 

deserves the opportunity to fulfill their own needs and reach their full potential. 

We will offer support and encouragement so that learning is made fun and 

interesting to children. 

 

We invite diversity of culture and customs within our centre and ask for this 

information from families to extend our programs.  The educator’s role is one of 

a guide and a facilitator.  We are there to reinforce what the child is already 

doing and help give it meaning.  Our job is to support the individual child as 

they try and attempt new things and learn new ideas. 

 

We advocate on the children’s behalf and keep families and the community 

informed on any current issues relating to childcare and child development. 

 

Parent/Educator Communication 
Our aim is to foster positive relationships with you and your child. Strong 

partnerships with families contribute to the development and well-being of the 

child. Partnerships are strengthened when parents communicate their 

expectations, achievements and share any goals that they may have.  We 

value parent input very much.   

All learning stories tracking your child’s learning in the Senior kindy space will 

be available for you to view in their portfolio.  

 

Online Correspondence 
A daily blog is available for you which outlines the children’s day and talks 

about key experiences and interests that are emerging.   

The program is displayed daily on the class notice board as well as in the Xplor 

app  

so that you can talk to your child about the fun events that they have been 

involved in each day.  

 

Email/Xplor Comms 
We regularly use Comms in Xplor to keep in touch with families.   Please ensure 

that you keep your email details current in the Xplor app and also with our 

office.  When setting up your Xplor app, please ensure that you have opted to 



receive alerts so that you can receive important correspondence such as 

family fee statements, details of special events, room correspondence 

(including the daily blog and program) and any other information relevant to 

your child &/or family.  
 

Program Planning 
Pre-Kindergarten does not have a set curriculum.  Educators formulate their 

programs from their knowledge, experience, children’s interests and the Early 

Years Learning Framework.  The framework is based on Belonging, Being and 

Becoming – principles, practice and outcome that are essential to support and 

enhance our children’s learning.  
 

Children achieve success in many different ways and learn about their world 

through hands-on experience. The planning of the programs takes into 

consideration the needs of the children and parents of the Centre.  It fosters 

attitudes and skills thought necessary and desirable in our society.  It also caters 

for the individuality and uniqueness of each child.  Planning is done on a 

weekly basis with provisions to change it daily to accommodate the changing 

interests of our children and the extensions required to achieve a purposeful 

outcome.  Children are able to achieve at their own pace. 

 

Developmental Books 
A portfolio on your child is developed whilst at the Centre and is given the title, 

'Developmental Book'. It is the collaboration of us as education professionals, 

parents, and other community members offering information about your child 

to develop a profile about them. The documentation of your child playing in 

the childcare environment offers valuable insight into their interests, strengths, 

needs and abilities. This information is then utilized to implement activities 

specific to your child, which is then reflected in the weekly program. Recording 

information in such a manner can demonstrate how a child is progressing and 

allows us to set goals for them. These books are available for your perusal at 

any time and are referred to in parent interviews, held twice a year.  

 

 

Grievances 
 

Our goal at Benowa Hills Early Learning is to work as a team in communicating 

well with both staff and parents.  We believe in constructive criticism.  We feel 

that a problem shared is a problem halved. 

 

▪ Parents are encouraged to speak to the Certified Supervisor/s of Pre-

Kindergarten with any concerns. 

▪ Or you can speak to the Educational Leader/The Nominated Supervisor, 

Kylie Alldridge. 

 

 



Knowing Your 2 ½ - 3 ½  Year Old 
 

▪ 2 YEAR OLDS want to explore. Childcare provides them with 

opportunities to jump, run, climb, paint, feel and read. 

 

▪ 3 YEAR OLDS are starting to socialise. They learn to socialise through 

playing with one, two, or three children for short periods of time. The use 

of equipment such as the sandpit, blocks and dramatic play areas 

encourages group play. 

 

▪ We encourage 2 ½ - 3 ½  YEAR OLDS to use language to communicate. 

We provide short periods to listen to stories, sing songs, repeat rhymes 

and poems, and participate in group games. 

 

▪ We help 3 YEAR OLDS care for themselves. We encourage three year 

olds to feed themselves. Children often help by getting their own lunch 

boxes, putting their belongings away in their lockers, etc. 

 

▪ 3 YEAR OLDS should feel confident that adult support is always available. 

We realise that children of this age need lots of interaction with adults 

that can provide the security that parents provide at home. 

 
 
The Daily Routine 
 

A daily routine is essential. It offers security and stimulates independence when 

children are aware of what comes next. Young children feel more secure when 

they can predict the sequence of events and have some control over their 

day. A consistent schedule helps children build trust and feelings of well-being.  

 

A good schedule for your children offers a balance between the following type 

of activities and the following components: 

 

➢ Active and quiet times; 

➢ Large group activities, small group activities and time to play alone or with 

others; 

➢ The opportunity for free exploration of the room environment, social 

interaction with peers and adults; 

➢ Language growth in both areas of speaking and listening; 

➢ Both large and small motor development; 

➢ Toileting and rest times; 

➢ Snack times. 

 

It is important that your child arrives before 9am if possible, as this is the time 

that our day in Pre-Kindergarten begins.  If they arrive any later, they miss out 

on activities and experiences that they have a great interest in. 



Signing-In and Signing-Out 

Benowa Hills Early Learning Centre uses the Xplor tablet online attendance sign 

in system. 

Here, caregivers can sign children in and out using their smart phone devices 

or by entering their telephone number and a P.I.N number that they will have 

set up through the Xplor app.  

 

Signing in/out is available via a tablet in our front office area.  

Parents/guardians must complete the childcare sign in process for each 

booked day of care.  This process ensures the safety of children and is an 

auditable requirement for parents to receive Child Care Subsidy (CCS) 

If you have a regular authorised person to collect your child/ren, you will need 

to invite them as a hub guest via the Xplor app.  

 

Please note:  signing in and out must ONLY be performed by authorised 

caregivers and we ask that you refrain from allowing children to touch the 

tablets. 

 

Medication Forms  
If your child needs medication, a Medication Form must be completed on that 

day, with all the relevant information (time, dosage, etc.) and signed by you, 

the parent, before any medication can be administered.  These are kept on 

top of the lockers in the ‘Medication Book’, but feel free to ask staff to help you 

complete them if you have any concerns. 

 

ALL medication needs to be placed by the parent in the refrigerator 

in the Nominated Supervisor's office and the Medication Register 

(located on the fridge) completed.  If medication does not need to 

be refrigerated, then it is placed in the locked cupboards clearly 

labeled “Medication” in each room. 

 

NO MEDICATION WILL BE ADMINISTERED WITHOUT A MEDICATION FORM 

FILLED OUT BY THE PARENT.  ALL MEDICATION MUST HAVE A PHARMACY 

LABEL WITH YOUR CHILDS NAME AND PRESCRIBED DOSAGE ON IT.  

 

If your child has a known allergy, we ask that you provide the office 

AND educators with an Action Plan devised by the child’s respective 

medical practitioner.  This will be displayed in an effort to minimize any 

harm to the child in the unlikely event that they are exposed to their 

known allergens.  

 

NO MEDICATION IS TO BE LEFT IN THE CHILDREN'S BAGS, this includes asthma 

puffers, etc., as it a danger to other children at the Centre. 

 



Sick and Away Days 
When your child is not feeling well, it is best to keep them at home as they will 

only spread their germs and make others’ sick.  We are sure you would 

appreciate other parents doing the same. If your child is away, please ring and 

let us know as soon as possible, as there are a lot of parents waiting for make-

up days. 

 

Please also inform us if your child has had any type of illness, even over the 

weekend or non-kindy days, as we need to be aware of any possible infections 

within the room. This will help us to prevent the spread of illness to other 

children. 

 

If your child is away sick with a contagious illness, a Medical Clearance must 

be provided to staff before the child can return to the Centre.  Children who 

are away sick with vomiting or diarrhoea must not return to the Centre until 24 

hours after the illness has ceased.  Your co-operation in this matter is greatly 

appreciated and helps to keep our Centre and children healthy. 

 

Make-Up Days (MUD’s) 
If you are after a specific day for a make-up day, please notify the educators 

so we can check our diary and hopefully assist you.  If there is not a day 

available we can note your request and let you know as soon as a day 

becomes available.  

Please remember that Make-up days are a privilege and not a right. 

Unfortunately, we can not guarantee a make-up day. 

Families’ fees must be up to date for make-up days to be approved.  

 

Make-up days can not be used for consecutive days e.g. two Mondays in a 

row. Make-up days will only be given for a maximum of 20 days holiday per 

calendar year, priority will be given to those families whose permanent 

bookings fall on a public holiday. 

 

Incident Forms  
If your child has an incident or injures themselves throughout the day, an 

electronic incident form will be completed.  This will be completed by 

parent/guardian(s)at the centre, using a centre iPad.   This details the events 

which occurred, and the action taken. Parents are asked to sign these 

electronic forms as an acknowledgement that their child’s incident has been 

recorded and shared with them. 

 
Special Events 
Throughout the year we have numerous functions such as Mother’s Day, 

Father’s Day, Easter, Parent/Educator Interviews, Christmas Concerts, etc.  

These are designed for parents, children and educators to get together socially 



and professionally to enhance relationships and to create an understanding 

of each other’s roles in the lives of your children. The Pre-Kindergarten Room 

also participates in monthly educational shows (prices vary from $4.50).  The 

cost of these events will automatically be surcharged to your account, unless 

you advise us otherwise. 

 
Birthdays 
Birthdays are important, so we like to celebrate them.  Families are welcome 

to bring in cupcakes to share with friends.  Please ask your educators if there 

are any food allergies within the room that you will need to be mindful of.   

Providing a list of ingredients will ensure that educators can support children 

with food allergies, intolerances and preferences. 

 
Behaviour Guidance  
The word ‘discipline’ is derived from Latin, which means "to teach". Positive 

techniques are used to help young children learn appropriate behavior. Based 

on our knowledge of child development, we no longer think of discipline as 

punishment for 'being bad'. Children are not expected to immediately 

understand or immediately and fully comply with all the rules. Rather, they are 

reminded and redirected. We shall provide guidance that helps the child 

acquire a positive self-esteem. The following rules and standards will apply to 

our room. 

 

To prevent unacceptable behavior from occurring the staff will: 

 

1. Model appropriate behavior to the children; 

2. Arrange the classroom environment to enhance their learning and promote 

positive behaviour; 

3. Use descriptive praise when appropriate behaviour is occurring. E.g. “Look 

how many blocks you are packing away. Let's count how many you can 

carry.” 

 

When unacceptable behavior is about to occur, or is occurring, we will: 

1. Talk over the problems to resolve the conflict. Be at the child's level and 

establish eye contact. Speak clearly and directly. Tell the child what we 

saw, tell them what we expect them to do and what is appropriate. E.g. 

“When you throw sand you will have to leave the sandpit and choose 

something else to do, like riding a bike. Sand can go into other children's 

eyes and hurt them.” 

2. Redirect: Substituting a positive activity for a negative activity. 

3. Active Listening: to determine the underlying cause of the behaviour. 

4. Time out: separation from the group is used only when less intrusive methods 

have been tried and the behaviour of the child is dangerous to himself or 

the other children. Any separation from the group will always be within sight 



and hearing of the staff and the length of time will be related to the child's 

age and maturity, never to exceed ten minutes. 

5. Persistent unacceptable behaviour will be recorded, dated and initialed by 

the staff. Staff shall develop a program and plan to meet the child's needs 

in consultation with you the parents. When necessary we will contact the 

appropriate professional for support and guidance. All action taken will be 

with your consent and approval. 

 

Remember Kindy needs to be a place where all children feel safe and secure, 

so we try to do everything we can to promote co-operative pro-social 

behaviour amongst children. 

 
Pre-Kindergarten Room Values 
In Pre-Kindergarten we will be promoting a kind, gentle and respectful 

environment for both the children and the staff. Over the year we will be 

learning that our Pre-Kindergarten friends are people we love and people we 

need to be gentle with.  We want to provide your children with an environment 

that is safe, fun and a happy place to come to.  In order for us to provide this 

to your children, there will be Pre-Kindergarten  

Room Values which we will teach to your children during group time activities.  

To begin with the rules will be simple and easy for the children to follow.  As the 

year progresses and your children develop we will review the room rules.  Our 

rules will be as follows: 

 

• Respect for yourself 

• Respect for your environment  

• Respect to others 

 

Saying Goodbye – Some Helpful Hints 
Give yourself some extra time so that you can settle your child in.  Allow time 

so that your child can show you things and places that interest them.  An 

unhurried walk through the playroom or an inspection of a new piece of 

outdoor equipment with your child will show them that you are interested in 

the things that they do when you’re not there.  If you are in a rush, your child 

will feel this and may become anxious. 

 

Develop a routine; this helps in offering your child reassurance through their 

ability to understand the sequence of events.  Don’t prolong the farewell.  Say, 

“I’m going now; I’ll be back at ___pm.”  Give them a kiss and a hug and then 

leave. 

 

If your child is upset at separation, tell them you love them and will pick them 

up later and get a teacher to help you.  Children build up a sense of security 

and trust if you come back at the time you stated.  Don’t sneak out and 

disappear.  This will only increase your child’s separation anxiety and 



consequently they will become less reluctant to let you out of their sight – even 

at home. 

 

The only way to develop trust is to speak positively about the days coming 

events and when you arrive to take your child home, show appreciation for 

anything they have to show you and ask them about their day, consistently 

repeating the experience of positive separation and reunion. 

 

Remember we are here to help, let us know when you are about to leave so 

we can be ready to help you and offer your child a little extra support when 

needed.  Ring us throughout the day if you are concerned with how your child 

has settled in. 

 

We look forward to caring for your child and hope they enjoy their experience 

with us.  We thank you for your support and trust in allowing us the opportunity 

to care for your child. 

Please bring a family photo to display on our wall. 
 

Daily Requirements       
What to Bring Each Day 

 

▪ One fitted cot sized sheet. Please make sure that it is clearly labelled and 

taken home daily. 

▪ A change of NAMED clothes (including underwear and socks- 2 or 3 sets if 

toilet training). 

▪ Please note that the Pre-Kindergarten room does have nappy changing 

facilities.   

▪ A NAMED drink bottle, to go in the fridge and to be taken home each day 

to be cleaned and re-filled. 

 

Please label every item, including food (use masking tape or texta to write 

name).  If items are misplaced, we can only return them when we know who 

they belong to!   

 

 

What to Bring at the Beginning of the Year 

 

▪ 2 boxes of tissues 

▪ 1 packet of either A4 or A3 coloured or white paper 

▪ 1 packet of textas/crayons 

▪ A scrapbook 

 

Notice Board 
The notice board has important information on it so please read the notices 

and keep up to date.  The area near the lockers is also used for conveying 

important information such as up-and- coming events, health issues etc. The 



Pre-Kindergarten Program will also be located on the notice board for your 

perusal.  Policies will be displayed in a folder for your convenience.  If you need 

a copy of any of these please do not hesitate to ask. 

 

Email/Xplor account 
We regularly use email to keep in touch with families.  Please ensure you keep 

your email details current with our office and notify us of any changes to ensure 

you receive our regular correspondence such as Parent Newsletters, Fee 

statements, details of special events, room correspondence and other 

information relevant to your child & family. 

 

Similarly, parents can use the Xplor platform to share information with 

educators by adding memos and/or photos that they wish to share, to the 

‘moments’ tab.  
 

Food Requirements 
Meals at Benowa Hills Early Learning Centre are prepared fresh on site every 

day by our own chef.  The vegan menu is designed by a qualified naturopath 

and nutritionist with the focus on providing the best, most wholesome, 

nutritionally balanced, home cooked meals, all made with love.  

We ask families whose children have dietary requirements, or alternatively 

families who would like to opt for their child(ren) to have the protein menu 

option, to inform office staff in order to ensure that this request is noted and 

shared accordingly.  

 

Our Kindy Kitchen philosophy includes:  

▪ Selecting locally grown produce to reduce ‘food miles’ 

▪ Using fresh, minimally processed and minimally packaged foods 

▪ Using organic foods as a priority but not a necessity 

▪ Incorporating sustainable protein sources such as beans, lentils, chickpeas 

and chicken 

▪ Choosing sustainable seafood (www.marineconservation.org.au) 

▪ Choosing to use no artificial anything – including colours, flavours and 

preservatives 

▪ Conserving water in food preparation 

▪ Using environmentally sustainable and safe tableware 

▪ Raising awareness amongst children and parents of the importance of 

eating healthily and consciously, especially in the younger years as this is 

where food habits are formed for life. 



Please do not send nuts, popcorn or foods containing egg as these items can 

be a choking hazard and due to allergies, we ask you to refrain from sending 

such foods. 

 

Drink Bottles should be named and placed in the fridge or drinks trolley 

every day. They should also be taken home at the end of every day and 

cleaned to prevent mould growing. Water will be available to the 

children during the day and they will have access to the bubbler when 

outside.  

 

 

Lost Property 
All unnamed lost property will be put in the Lost Property Box located near the 

lockers.  Please name all items to prevent this from happening. 

 
 

On Arrival at Kindy 
When bringing your child in each morning, please do not let them run around 

the room or hallways. While they are with you, encourage them to put their 

belongings away, make sure they are wearing a hat, shirts/clothes with sleeves 

(no singlets) and apply sunscreen before bringing them outside. We would like 

all Pre-Kindergarten children to be SUN SMART. 

 
 

Lockers 
 

Individual lockers are not allocated, the children are free to use any locker 

they choose.  However, please make sure your child’s locker is completely 

cleared out at the end of each day.  Thank you. 

 
 

Personal Toys 
Please refrain from bringing your child's personal toys to kindy, as this may upset 

your child if they are lost or broken.  Comforters for rest time are welcome. 

 
 

Shoe Shelf & Hat Basket 
The Shoe Shelf & Hat Basket are both located in the Pre-Kindergarten Room, 

where children will be encouraged to place their shoes/hats when they are 

taken off. This helps to prevent lost items. 

 
 

 
  



 



 



 



 



 
 

 



Daily Checklist 

 

• Have you communicated your needs or your child’s needs to the 

educators of your child’s room? 

• Have you signed your child in for the day? 

• Have you completed the day sheet for your child? 

• Have you checked your child’s communication folder? 

• Are your fees up to date? 

• Are your family details up to date? 

• Does your child have everything that he/she will need for the day? 

• Have you read the notice board? 

• Did you say goodbye to your child? 

• Did you sign your child out for the day? 

• Did you speak to your child’s educators about his/her day? 

• Did you check your child’s portfolio this week? 

• Does your child have an injury, if so then please write in the incident, 

injury trauma book. 

 

 

 

 

 

 

 

 

 

 

 

 

 



  
 

Your Child's First Day 
 

INDIVIDUAL CHILD PROFILE 
 

Child’s Name: D.O.B.: Gender: 

Parent’s Name/s:   

Sibling’s Name/s:  

Family’s Cultural/Ethnic 

Heritage: 

 

Family’s Special Customs or 

Traditions: 

 

 

 

Language/s Spoken at Home:  

If child has English as their 

second language, please list 

the following key words in your 

language. 

Food: 

Drink: 

Toilet: 

What interests, talents, cultural 

abilities do you have that may 

be relevant to our program? 

 

What interests does your child 

have? 

 

 

 

 

What has your child recently 

achieved? i.e. greets others, 

makes bed, etc. 

 

What would you like your child 

to achieve in the next 6 

months? 

 

 

 

Does your child have any 

speech problems, hearing 

difficulties or behavioural 

problems? 

Yes/No 

Details: 

Special circumstances or 

considerations that we should 

know about: 

 

 



Does your child have any fears. 

i.e. storms, water, balloons? 

Yes/No 

Details: 

 

Does your child separate 

easily? 

 

 

 

 

Is your child toilet trained? 

 

 

Does your child have a 

comforter? i.e. a blanket or 

special toy? 

 

 

Any other comments: 

 

 

 

 

Thank you for taking the time to fill in this profile. 
 

 

 

 

 


