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Welcome to St. Paul’s Lutheran Kindergarten.  We hope that you and your child will have a happy and rewarding year 
with us, gaining new experiences, learning new skills and making new friends. 

This booklet has been prepared so parents/caregivers can gain an insight into our kindergarten, its operation, your 
child’s needs and what contributions you can make to the running of the kindergarten.  Please read the following 
information carefully and keep this booklet for future reference. 

OUR TEAM 
Service Leader Lisa Sadler 
Assistant Service Leader & Educational Leader Jess Armistead 
Lorikeets Early Childhood Teacher (ECT) Lynda Lehmann 
Lorikeets Educator Miranda Beck 
Lorikeets Educator Amanda Barry 
Rosellas Early Childhood Teacher (ECT) Kate Sharp 
Rosellas Educator Rachael Oliver 
Rosellas Educator Nicole McFarlane 
Honeyeaters Early Childhood Teacher (ECT) Claire Tilley 
Honeyeaters Educator Bree Trevean 
Honeyeaters Educator Rachael Oliver 
Owls Early Childhood Teacher (ECT) Emily van der Vlist 
Owls Educator Georgie Bentley 
Fairywrens Early Childhood Teacher (ECT) Jess Woodman 
Fairywrens Educator Eb Tippett 
Fairywrens Educator Georgie Bentley 
Robins Early Childhood Teacher (ECT) Caroline Giblin 
Robins Educator Jan Pepper 
Robins Educator Tanna Murrells 
After Kinder Care Co-ordinator Tanna Murrells 
After Kinder Care Educator Jan Pepper 

TERM DATES
Term 1 Tuesday 28th January – Friday 4th April 
Term 2 Tuesday 22nd April – Friday 4th July 
Term 3 Monday 21st July – Friday 19th September (**Monday 21st July is a child free day) 
Term 4 Monday 6th October – Thursday 18th December 

Kinder is CLOSED on victorian school holidays and public holidays & Geelong Show Day. We are open on Melbourne & 
Geelong Cup days. 
**Professional development day – we will be holding a training day for our team on the first day of Term 3, kinder is 
closed– Monday 21st July. 



2025 TIMETABLE

 
 

 
 
 
 
 
 

 
 

 

TWO YEARS BEFORE SCHOOL (THREE-YEAR-OLD KINDERGARTEN) 

Fairywrens   
Wednesday  
8:45am - 4.15pm 
7.5hr session 

 
Friday 
8:45am - 4.15pm 
7.5hr session 

Owls 
Monday  
8.30am – 1.30pm 
5hr session 
 

Tuesday  
8.30am – 1.30pm 
5hr session 
 

 

Thursday 
8.30am – 1.30pm 
5hr session 
 

 

Robins 
Monday 
8:15am—3.45pm 
7.5hr session 

 
Wednesday 
8:15am—3.45pm 
7.5hr session 

  

ONE YEAR BEFORE SCHOOL (FOUR-YEAR-OLD KINDERGARTEN) 

Honeyeaters 
Monday  
9am – 12pm  
3hr session 
Bush Kinder 

Tuesday 
8am – 2pm  
6hr session 

 
Thursday  
8am – 2pm 
6hr session 

 

Lorikeets  

Tuesday 
8.15am – 2.15pm 
6hr session 
 

 

Thursday  
8.15am – 2.15pm 
6hr session 
 

Friday 
9am-12pm 
3hr session 
Bush Kinder  

Rosellas   
Wednesday 
8:30am—4pm 
7.5hr session 

 
Friday 
8:30am—4pm 
7.5hr session 

After Kinder 
Care (AKC) 

 

End of session – 
5.30pm 
 
Available for 
Lorikeets & 
Honeyeaters 

 

End of session – 
5.30pm 
 
Available for 
Lorikeets & 
Honeyeaters 

 



THE KINDERGARTEN PROGRAM 
 
The kindergarten year is an essential part of a child’s early development and learning. Through the 
experiences they participate in, children will form basic attitudes, skills and knowledge on which they will 
build throughout their lives. 
 
At St Paul’s Kindergarten our most important goal is to help your children become enthusiastic learners not 
just at kindergarten but in every aspect of their lives.  We try to encourage the children to be creative 
explorers who think their own thoughts and are not afraid to try out their ideas.  We aim to help to develop a 
positive sense of themselves which will help them throughout their lives. 
At kindergarten we cater for the individual needs and interests of each child, allowing them to learn at their 
own pace and in ways that are best for them.  Your child may not come home every day with a painting, 
drawing or pasting, but they will have been busy working at something else such as blocks, reading, puzzles or 
dramatic play. 
 
A Church representative from St Paul’s Lutheran Church visit the children weekly and share with them a 
simple message from the bible, a prayer and a song.  We practise the song throughout the term and sing it at 
the Church for Kids service, held a couple of times a year, on a Sunday at the church. 
 
Learning journals are kept on all the children, recording the progress of each child in the different areas of 
development.  These records are confidential and can only be viewed by the teacher or parents of the child 
concerned.  Please ask to see and discuss these at any time, by appointment. 
We also use a program at kinder called Storypark, which enables us to record the children’s progress in real 
time and parents have online access to these observations (notified by email) whenever they choose. More 
about this system will be explained to you at the start of your child’s kinder journey. 

 
 

 
 
 
 



Our programs are based on the five outcomes outlined in the National Early Years Framework. These 
outcomes are Identity, Community, Wellbeing, Learning and Communication. 
 
Everything we plan for the children, our selection of toys and materials, the way we organise their play areas 
and the way we talk to the children is all designed to ultimately achieve these goals. “Play” will be the major 
means through which all these goals will be achieved.  Play has been recognised as being the most significant 
means through which children learn because: 
 

• It is a natural and spontaneous activity of children 
• It is an enjoyable way for children to learn 
• It allows for children’s differences and encourages an individual approach 
• It encourages children to learn through trial and error and experimentation 

 
 
 

 
 
 
 
 
BUSH KINDER 
In 2025 St. Paul’s Lutheran Kindergarten will be running a Bush Kinder program in Term 2 and 3 for Four-year-
old Kindergarten. 
A separate Bush Kinder handbook will be provided for more detail about this program.  
Important note – all Honeyeaters and Lorikeets families are required to volunteer as a helper for at least two 
Bush Kinder sessions (one per term). Without family volunteers the program cannot run. 
 

FEES 
 

There are NO Term fees for the 2025 kindergarten year. The only fees charged will be for four-year-old 
kindergarten children accessing After Kinder Care (AKC) or for excursions/special events. 
 
Fees Policy - https://www.stpaulskinder.com.au/wp-content/uploads/2024/07/7.03FV-Fees-Kindergarten-
Free-Kinder.pdf 
 

https://www.stpaulskinder.com.au/wp-content/uploads/2024/07/7.03FV-Fees-Kindergarten-Free-Kinder.pdf
https://www.stpaulskinder.com.au/wp-content/uploads/2024/07/7.03FV-Fees-Kindergarten-Free-Kinder.pdf


Working Bee Levy - The $75 working bee fee will be reimbursed after your family attends a working bee 
throughout the year. We ask that all families attend one Working Bee per year to help with maintaining the 
kindergarten grounds and odd jobs around the service to help keep costs down. 
 

AFTER KINDER CARE (AKC) 
 

 Terms and Conditions 
• Positions are limited and will be filled on a first come, first served basis. 
• Fees – Permanent AKC positions: $30 per child per session (These are booked for the full year unless specified). 

            Casual AKC positions: $40 per child per session.  
This is a sessional fee and does not change according to the time you pick your child up.  

• Charges – Permanent positions: are charged prior to each term starting. Each term’s fees must be 
received in full prior to the term commencing. For children enrolled after the commencement of a 
term, a pro rata invoice will be issued and must be paid in full within 14 days of the child’s 
commencement in AKC. 

              Casual positions: these are added to your account as they are used, invoices/statements will be          
              emailed throughout the term for payment within 14 days.  

• Casual bookings – booking requests need to be emailed to akc@stpaulskinder.com.au by Friday of the 
week before to ensure enough time to confirm the request. In extenuating circumstances last minute 
bookings can be made however AKC staff are not onsite until 1.30pm. Permanent bookings have 
priority over casual bookings. 

• Cancellations – Must be made in writing via email.  
Permanent bookings: require cancellation two weeks prior to the term starting. (Permanent bookings are 
paid a term in advance and partial refunds are not offered if you wish to cancel mid-term). 
Casual bookings: require one weeks’ notice to cancel. 

• The AKC program will run until 5.30pm Tuesday and Thursday. 
• AKC is not eligible for Childcare Care Subsidy. 
• AKC will run during term time ONLY and is for children attending four-year-old kindergarten in 

Lorikeets or Honeyeaters. There is no Holiday Program offered at our service.  
• AKC is only available at the end of the 6-hour sessions your child attends.  
• Students will be required to bring an extra snack box with them on days they are attending AKC, to 

ensure they have enough to eat for the afternoon. There will be a SNACK TUB to put this is at drop off 
in the morning. 

 
WHAT TO BRING TO KINDERGARTEN 

 
In your child’s kindergarten bag should be: 
 

• A complete change of clothing including socks – even if your child has not 
had a toilet accident recently, we often need to change clothes due to 
overzealous hand washing or water play. 

• A waterproof or plastic bag for wet clothing. 
• A ‘nude food’ lunch box containing a healthy morning snack, lunch and 

afternoon snack (for longer sessions) and drink bottle containing water- 
clearly named.  

mailto:akc@stpaulskinder.com.au


• A jacket, particularly in Terms 2 & 3. 
• A roll on sunscreen to be kept at kinder clearly named. 
• A bag / satchel that can fit copious amount of art and craft masterpieces that 

your child will bring home – this will lessen the juggling act you may have to 
perform on your way to the car! 

• All bags, clothing and footwear must be clearly named. 
 

Please do not allow your children to bring toys or special treasures from home to kindergarten. These can be 
easily lost or broken causing a great deal of distress to the children. We have a Show and Tell day where 
children can bring something special from home to share with their friends. However, if your child wishes to 
bring something that is relevant to our current topic of discussion or extra special, they are welcome to do so 
but must hand it to staff upon arrival. 
 

MORNING TEA AND LUNCH 
 

Each child is asked to bring to each session a ‘nude food’ lunchbox containing a healthy snack and/or lunch. 
Below, as stated in our Nutrition and Food Policy is a list of some of the acceptable foods, to use as a guide: 

 
Fresh fruit of any sort Dried fruit of any sort 
Vegetables of any sort Yoghurt 
Sandwiches or rolls with healthy filling Meat 
Dry cracker biscuits Popcorn and rice cakes 
Cheese Cereals 

 
Nude Food 
St Paul’s Kindergarten are working on helping and improving the environment by introducing Nude Food. 
 
‘Nude Food’ is food that comes to kinder without disposable packaging – extra plastic bags, paper bags, 
wrappings, plastic water bottles or cling wraps. 
Nude Food is a fantastic opportunity to educate children about how their actions can impact the 
environment and their health. Focussing on the positive message of ‘nude food = a healthy body + a healthy 
planet’, we want children to be empowered to choose healthy, rubbish free food for their lunches and 
snacks 
The full Nutrition and Food Policy is available in our policy folder, kept in the foyer of the kindergarten. 
 

Please bring a drink bottle containing water only to kinder. If they don’t bring one, your child will be 
provided with water to drink. 
 

All perishable foods such as yoghurt, unprocessed cheese and meats must be in the lunchbox along with an 
ice brick to keep the temperature down or alternatively your child may place the perishable items in our 
fridge.  This also applies to sandwiches with meat fillings. 
 

**We ask parents not to send children to kinder with snacks or lunch that contain peanut or nut products 
i.e. peanuts, peanut butter, Nutella or chocolate nut spreads, or chocolate covered peanuts / biscuits 
containing nuts, or any prepacked snack that may have had contact with nut by products. We cannot 
assume our children will only eat what is in their own lunch box.  If a child with a peanut allergy holds hands 
with a child that has peanut products on their hands or accidentally swap food, then these children could 
suffer a severe anaphylactic reaction which could result in death. 



Children who have special dietary requirements for health or medical reason will have their needs made 
known to everyone responsible for preparing or serving food to them.  Where a child is excluded from eating 
certain foods for religious or cultural reason, the parents’ wishes will be respected and conveyed to the 
relevant people. 
 

CHILDREN’S BIRTHDAYS 
 

Children’s birthdays will be celebrated at kinder on, or the first kinder day after their actual 
birthday. The celebration will involve lighting candles on a pretend cake and the birthday 
child will “blow them out”. We will also provide the children an opportunity to share a 

special stamp of sticker with their peers. Due to council food handling regulations, we are not allowed to let 
children bring cakes prepared at home. Please do not bring goodie/party bags in for your child to give out, 
rest assured your child’s special day will be celebrated the kinder way!  
 

CLOTHING 
 

Please send your children to kindergarten in sensible play clothes that are easily cleaned. Although smocks are 
available to be used at kindergarten for water play, painting etc., they are not used in the sand pit and other 
areas. Your child may therefore come home rather dirty at times. If children are dressed in their good clothes, 
they may not relax and take advantage of the activities because they may worry about getting dirty. Clothes 
which children can manage themselves are best i.e. trousers they can easily pull down when going to the 
toilet. This will help promote your child’s independence. Please ensure your child’s name is clearly marked on 
all articles of clothing, those left at the kinder will be donated to the Salvation Army or similar charity at the 
end of the kindergarten year. 
Emergency clothing is available for unforeseen accidents but please place a complete change of clothes in 
your child’s bag.  
 
Provide children with footwear which is suitable for active outdoor play. Thongs, scuffs or shoes with large 
heels are not allowed at kindergarten as they create a danger to active, climbing children who could slip and 
fall because of the lack of grip and stability these shoes offer.   
 
The kindergarten supplies a SunSmart hat for each child that will remain at kinder for the year. We are an 
approved SUNSMART CENTRE and adopt the policy of NO HAT – NO OUTDOOR PLAY.  
It is important to dress children appropriately for weather conditions as we continue to go outdoors on most 
days.  All parents are responsible for their child’s protection against sun exposure.  This requires adequate 
application of sunscreen and a hat prior to the commencement of every kindergarten session when the UV 
level is three or above, generally from September to April.  
Parents are also asked to wear a hat from September to April when they are on duty. 
  
 

ARRIVALS, DEPATURES AND LATE COLLECTION 
 
Arrival / Departure of child/children         
• The person delivering the child/children must be over sixteen (16) years of age. 
• The person picking up the child must be authorised to do so on the child’s enrolment form, if this person is 

someone other than the child’s parent or guardian.  



• Please call if you are going to be late to pick up your child due to unavoidable circumstances or if a person 
other than those authorised on the enrolment forms is to collect the child/children.  

• Please have authorised persons who are not known by staff bring photo identification for staff to sight 
prior to the child leaving in their care. 

• Parent/guardian must remain with the child/children until the beginning of the session. 
• Parent/guardian must ensure that the child/children are safely inside the building and encouraged to put 

their own bag in their locker box in the front foyer. 
• Children MUST be signed in and out on Xplor by a parent/guardian/caregiver. This is a legal 

requirement. 
• Please adhere to session start times as much as possible, as it can be disruptive to the program if children 

arrive late. 
• Parent/guardian is to collect child/children promptly at the conclusion of the session.   
 
It is important that parents get a chance to speak to each other and get to know one another; however, it is 
best to do this outside the classroom so as not to disturb any activities that may be going on.  
         

 
PLEASE MAKE SURE ALL THE GATES AND DOORS ARE KEPT SHUT AT ALL TIMES AND PLEASE DO NOT ALLOW 
YOUR CHILDREN TO CLIMB OR SWING ON THEM 
 
WE ALSO ASK THAT YOU OBSERVE A ‘WALKING PACE’ SPEED LIMIT IN THE 
CARPARK 
 
Late Collection 

 

If a parent/guardian is consistently late in collecting their child with no reasonable explanation, a late fee will 
be applied as follows; 
• A late collection fee will be charged at a rate of $20 if the child is collected within the first 15 minutes, and 

an additional $1 per minute thereafter. 
• Continual late collection of a child/children will result in the Service Leader reporting the incident to the 

Early Childhood Manager to address the problem. 
 

NOTICES 
 

PLEASE KEEP AN EYE OUT ON STORYPARK for notices/newsletters/important 
dates. 
 
We use an online program called Storypark. Each child has their own profile 
and families can logon and view their child’s learning journey from a 
computer or device. 
 

Individual notices and newsletters will be placed on Storypark. Please check your account frequently and read 
all notices carefully so nothing gets missed.  
Please inform us if you do not read English. We will be happy to go through newsletters and notices with you. 

 



St Paul’s Lutheran Kindergarten has a Facebook page. Please ‘Like’ our page for notices and updates, and the 
odd anecdotal story. 
 
Newsletters 
These are provided regularly to help make you aware of the programs we are running and ways in which you 
can help. 
 

SPECIAL REQUIREMENTS 
 

Languages/Translations – if you require translation of documents or during conversations, please do not 
hesitate to let us know. It is important to us that you receive and understand all information we provide. 
 
Religious / Cultural - if you belong to a specific group that requires special considerations for food or festivals, 
please let the teachers know. 
 

Medical – if your child has a medical condition or is receiving specialist therapy e.g. speech, OT – please let us 
know so that we can ensure they have the support they require. 

 
WAYS IN WHICH FAMILIES CAN HELP 

 
Families play a vital role in the lives of young children. They possess valuable information about their child’s 
abilities, interests, likes, dislikes and needs.  We hope that parents or family members will be able to join in 
and be involved in many different aspects of the program.  The following are ways in which parents can 
become involved. 
 
Kindergarten Helper – families are encouraged to come along as a helper during sessions for as little or long 
as they can. This is an enjoyable time for both the child and parents/family members. The children love it 
when someone special comes to kinder to spend time with them. Some ways in which you could help during 
the session may include: 

• Exploring and interacting with the children 
• Folding paintings and placing them in the locker boxes 
• Writing names on artwork if the children cannot do it themselves. 
• Reading children a story 
• Helping children with puzzles 
• Helping pack away outdoor area  
• Helping clear and wipe table at the end of the indoor session 
• Supervising hand washing 
• Assisting at snack and lunch time 

 
Your attendance is highly valued and a key element to the smooth running of the kindergarten. We 
understand that due to various commitments some parents are unable to attend, instead please consider 
asking a grandparent, relative or close family friend to come in your place.  If you are unable to attend please 
swap with someone else or let us know in advance rather than leave us with nobody. Siblings are most 
welcome on these days but please remember they are the responsibility of the parents not the staff.  
*NB Bush Kinder REQUIRES 2 helpers for each session. 
 



Special Skills – You may have a particular talent or special skills which we may be able to utilise within the 
kindergarten program or that you may like to share with the children. These may include things such as 
playing the guitar or keyboard, carpentry, gardening, sewing, singing, cooking, pottery, etc. We welcome 
these contributions and extend an open invitation to spend time at the kindergarten. 
 
Excursions/Incursions - Excursions are an important part of the kindergarten program and provide children 
with new learning experiences. Attending as a helper is always appreciated and ensures that we have a safe 
ratio of adults to children. 
 
Reusable Materials – As you may be aware, we use an incredible amount of reusable materials. During the 
year we will ask you to save a variety of things, much of your rubbish can be used in many ways by young 
children. Please tell us if you have any contacts at factories or different suppliers who may be able to give us 
off-cuts, cardboards etc. 

 
POLICIES AND PROCEDURES 

 
As per early childhood regulations St Paul’s has in-depth policies and procedures available via our website and 
in the service foyer. 
We regularly review our policies and parents are encouraged to provide feedback during the review period. 
 

GOVERNANCE 
 

The Approved Provider of St Paul’s Lutheran Kindergarten is Lutheran Education of Victoria, New South Wales 
and Tasmania (LEVNT). LEVNT receives the Victorian Kindergarten Funding on behalf of St Paul’s and 

communicates with Australian Children’s Education and Care Quality Authority (ACECQA) to ensure that 
Kindergarten meets all requirements to maintain its Service Approval. 

 
St Paul’s has a Community Advisory Group (CAG). The CAG is responsible for fundraising and projects around 
the service. They focus on building community and giving our community a voice in the activities of LEVNT. 
The CAG will also be the local voice back to LEVNT to ensure St Paul’s continues to serve our community. CAG 
meetings will include updates on programs, church collaboration projects and fundraising/project planning. 
CAG meetings are held in the evening, twice a term. Being on the CAG is not only a great way to make new 
friends it is also a valuable insight into how the kindergarten runs and how decisions are made with regard to 
the education of your children.  Without the help of parent volunteers, the kindergarten may not run as 
smoothly and efficiently as possible. 
 
Complaints – if you have any complaints that you feel you are unable to speak to the staff about, we have a 
complaints policy which is available for all parents to read.  This will help you ascertain the correct way to 
proceed with your complaint. This policy is on our website or policy folder which is located in the foyer of the 
kindergarten. 
 
NO SMOKING/VAPING 
 

The kindergarten is committed to minimising the hazards and risks to the children and staff at the 
kindergarten. According to the Children’s Services Regulations, the proprietor must ensure that no person is 



permitted to smoke/vape while preparing food for the consumption of children or whilst in the presence of 
children. 
This policy applies to any person on kindergarten premises, any person on kinder duty and any person 
attending excursions. 
This policy covers all kindergarten buildings and grounds and whilst attending excursions or functions. 
People that agree to help at kinder should be aware that they are there for the children and smoking/vaping is 
not acceptable during this time.  
People that agree to help the teacher during excursions are required to stay with the children at all times to 
ensure adequate safety and an adult/child ratio, therefore smoking/vaping is not permitted. 
If you find that you cannot abide by these rules, please do not volunteer to help on excursions or at kinder. 
Anyone not complying with these rules will be fined $50.00 and must be aware that they are breaching the 
Regulations and putting the children’s health and safety at risk. 
 

PETS AT KINDERGARTEN 
 

The kindergarten recognises the educational value for young children learning about and handling animals, 
birds and fish. The kindergarten is committed to minimising the hazards and risks to the children and staff at 
the kindergarten by animals, birds and fish. The teacher must be consulted about bringing animals to 
kindergarten and have the discretion to say ‘NO’. 

Animals must: 
• Be in a suitable cage or carrier – which is kept in a clean and sanitary condition. 
• Dogs must be on a leash.  
• Have current vaccinations.  
• Be free of fleas and parasites. 
• Have been wormed within the last 3 months. 

 

Children must: 
• Observe hand washing practices immediately after handling any pet.   

 

If you have walked your dog to kinder, please leave it tied up outside the kindergarten grounds away from 
the gates and cars. At no time must dogs be brought on to the kindergarten premises without prior 
approval 

 
 
 
 
 

 



OUR SERVICE PHILOSOPHY 
__________________________________________________________________________________________ 
 

 
St. Paul’s Lutheran Kindergarten offer a caring and welcoming community where children freely engage and 

grow through play based learning in a child safe environment. We are part of the Lutheran Church of 
Australia, and are guided by Christian values of kindness, empathy, understanding, forgiveness, acceptance 

and respect. 
 

We believe that play is essential to a child’s wellbeing, development and learning. We value the voice of the 
children, along with their families, and encourage their contribution to our programs. 

 
Our educators recognise and respect each child, their needs and interests, allowing them to learn and develop 

at their own pace. We hold a shared vision to provide opportunities for children to establish meaningful 
relationships, to encourage playfulness and to support social and emotional development. We understand 

that engagement, taking risks, persistence and repetition are important for growth, resilience and 
empowerment. 

 
We acknowledge wellbeing is enriched, uncovered and discovered in the outdoors and within our Australian 

environment. We recognise and respect the Wadawurrung people as the traditional custodians of the land on 
which we learn and play. We are committed to expanding our connection and understanding of local First 

Nations Peoples. 
 

St Paul’s Lutheran Kindergarten is committed to the ongoing safety and wellbeing of all children. Our 
kindergarten is respectful and inclusive of all cultures and beliefs and we welcome everyone to become part 

of and share in our community. 
 
 

__________________________________________________________________________________________ 
 
 

This philosophy was produced in collaboration with the St Paul’s community including – our staff team, the 
Community Advisory Group, LEVNT (approved provider), parents and families, St Paul’s Lutheran Church 

members. 
 
 
 
 
 
 
 

 
 


