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PRINCIPAL’S MESSAGE 

 
 
I extend to all children and their parents a very warm welcome to 

Macedon Primary School - a school of which we are all very proud.   

 
Our school motto is   CARING, LEARNING, SHARING 

 
I can assure you that your children will be educated in a caring, 

stimulating, friendly and supportive environment.   

 
To maintain such a climate, it is imperative that you as parents, and 

we as teachers work together to provide the best education possible 

for your children. 

 
Such an aim can only be fulfilled if there is a very high level of 

parental involvement.  We therefore look forward to your valuable 

support in making our school an educationally exciting and positive 

learning community. 

 

The staff of this school will do their best to guide your children to 

reach their full potential in all areas.  If you have any queries or 

concerns please see your child’s teacher or me, as communication is 

the key to a strong home/school partnership.   

 

Finally, may I wish you and your children satisfaction and success 

in the school years ahead at Macedon Primary School. 

 

 

 

 

David Twite 
Principal 
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INTRODUCTION 
 
Macedon Primary School is located in the foothills of Mount Macedon, 60 kilometres north-west of 
Melbourne and 8 kilometres from Gisborne. It serves the semi-rural community of Macedon.  
Established in 1869, the school maintains a current enrolment of around 250 students mainly drawn 
from the local area and the area south of Woodend. Macedon is a middle class community and there 
is limited mobility of students during the year.  
 
The school was rebuilt in 2003 incorporating part of the original building. Currently the school has 
eleven classrooms, a library and a multipurpose room. The administration unit and the multi-
purpose room are located in the re-furbished original building. The building beside the netball court 
comprises an art room, canteen and multipurpose room. This building was completed in 2011 and 
was named The John Curtin Building after the late Prime Minister who was educated here at the 
turn of the 20th century.  
 
The school buildings are set in well maintained, landscaped, native gardens.  The spacious grounds 
include Middle Gully Reserve, a unique feature of the school, providing an extensive area dedicated 
to outdoor and environmental learning experiences.  This area also forms an important part of the 
school's excellent graded camping program.  
 
The development of the outdoor playground equipment provides the children with exciting areas for 
active recreation, as well as many quiet areas in the school grounds for more passive recreation.  In 
addition the school maintains a five hectare pine plantation nearby which provides further 
enrichment for our students and a financial resource for the school.  The school has been a proud 
winner of the State Garden Award on many occasions.  
 
Students share a warm and trusting relationship with a dedicated teaching staff, consisting of eleven 
full time and five part time teachers, and four Education Support Officers. Parental participation is 
encouraged and welcomed in all aspects of the school's operation.  A Student Council provides 
opportunity for the students to participate in the school's decision making process.  
 
We are a KidsMatter school, where we promote positive mental health and wellbeing through whole 
school initiatives, including weekly lessons which explicitly teach social and emotional learning to all 
students. 
 
The school motto, “Caring, Learning, Sharing”, encapsulates the ethos of the school community and 
the following School Purpose Statement underpins the strategic direction and decisions that are 
made to improve the School as a learning community. 
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SCHOOL PURPOSE & VALUES STATEMENT 
 
The school motto, “Caring, Learning, Sharing”, encapsulates the ethos of the school community and 
the following School Purpose Statement underpins the strategic direction and decisions that are 
made to improve the School as a learning community: 
 
School Purpose Statement 

 To provide comprehensive and innovative programs to enable our children to reach their full 

potential and to equip them with the skills and knowledge to become lifelong learners.  

 To develop in children a sense of resilience and the ability to value themselves and others. 

 To encourage the qualities of initiative, persistence and excellence to be successful in an 
ever changing world. 

 
School Values 
The following school values outline the behaviours and attitude we hope to see in all members of 
the school community to foster the ideal learning environment for the students: 

 Respect:  Showing care for yourself, others, property and the environment 

 Responsibility:  Being accountable for your words and actions 

 Creativity:  Producing original ideas and using your imagination 

 Integrity:  Being honest, sincere and trustworthy  

 Teamwork:  Working together and learning collaboratively 

 

 

CURRICULUM 
 
AusVELS is the Foundation to Year 10 curriculum in Victoria that provides a set of prescribed content 
and common achievement standards, which all government schools use to plan student learning 
programs, assess student progress and report to parents. Macedon Primary staff work 
collaboratively in their teams to plan and deliver units of work using AusVELS as the framework. 
Other local programs are designed and implemented to add further enrichment to the core 
curriculum (AusVELS). 

AusVELS incorporates the Australian Curriculum Foundation to Year 10 for English, Mathematics, 
History and Science domains within the curriculum framework first developed for the Victorian 
Essential Learning Standards (VELS). In 2016/17 there will be a transition to the revised ‘Victorian 
Curriculum’ after a recent review by the State Government under the ‘Education State’ reforms 
announced in late 2015. 

More information can be obtained from the VCAA, ACARA and DET websites using the following 
links: 

http://www.vcaa.vic.edu.au/Pages/index.aspx 
http://www.acara.edu.au/default.asp 

http://www.education.vic.gov.au/about/educationstate/Pages/curriculum.aspx  
 
Foundation (Prep) – Literacy, numeracy, interpersonal development, physical wellbeing and the arts 
are important areas to develop in Foundation (Prep).  These areas are considered a priority for 
learning at this level. The children learn basic literacy and numeracy skills and master simple motor 
and coordination skills. They participate in physical activities, express ideas and feelings in their work 

http://www.vcaa.vic.edu.au/Pages/index.aspx
http://www.acara.edu.au/default.asp
http://www.education.vic.gov.au/about/educationstate/Pages/curriculum.aspx
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in the arts and learn to work together as a class.  Students are introduced to Information and 
Communications Technology (ICT) to enhance their classroom learning. 
 
Years 1 and 2 – Student class work continues to focus on literacy, numeracy, health and physical 
education. In Years 1 and 2, children develop new skills understandings, take more control of their 
own learning and become more aware of the world outside the school.  ICT skills are integrated into 
classroom programs to enrich and expand on learning opportunities. 
 
Years 3 and 4 – Students continue to build on the knowledge and skills developed in earlier years 
with literacy and numeracy remaining the highest priority.  However, AusVELS standards are 
introduced in other areas such as personal learning, thinking processes, history, science, civics and 
citizenship, and design, creativity and technology.  
 
Years 5 and 6 – Children are supported to ensure that the last two years at primary school are 
positive, challenging and improve their confidence about themselves and their learning.  All learning 
areas are assessed and reported on.  Students have access to a comprehensive and varied 
curriculum to allow for subject choices in later years.  ICT becomes an integral part of daily learning 
with students using 1:1 devices to enhance their learning experiences both at school and home. The 
senior students have authentic opportunities to develop their leadership capabilities with positions 
of responsibility on offer.  
 
Specialist Subjects classes are offered in the following areas to enhance the daily classroom learning 
experiences: 

 Art & Craft 

 Indonesian Language Program 

 Physical Education 

 Performing Arts (music, dance and drama) 
 
Extra Curricular Activities offered to students include: 

 Bike Education 

 Camping and Outdoor Education (from Foundation to Year 6) 

 Bushwalking 

 Guitar Club 

 Guitar tuition (“user pay” system from Grade 1 onwards) 

 Choir 

 Drug Education 

 Environmental Education 

 Keyboard Program (“user pay” system from Grade 1 onwards) 

 Life Education 

 Lunch Time Book Club 

 Orienteering 

 Perceptual Motor Program 

 Performing in the School Production 

 Variety of interschool sports (swimming, athletics, cross country) 

 Foundation (Prep)-Grade 6 House competitions in athletics, cross country, tabloid sports 

 Grades 3-6 House Swimming sports 

 Learn to Swim classes 
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THE EARLY YEARS (FOUNDATION [PREP]-4) 
 
The purpose of the early years of schooling is to establish a firm foundation of knowledge, skills, 
attitudes and values necessary for further learning. There is a particular emphasis on students 
achieving high standards in literacy and numeracy; thereby establishing skills essential for success in 
all areas of learning. 
 

THE MIDDLE YEARS (5 AND 6) 
 
The middle years of schooling include grades five and six and are the “building breadth and      
depth” years. Literacy and numeracy continue to be fundamental and are pursued in all key     
learning areas.  At this time, students have access to comprehensive and varied curriculum to allow 
for subject choices in later years.  Student achievement spans a range of levels.  Of particular 
importance is student motivation and engagement at this time.  
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FACILITIES 
 
The School provides a pleasant physical environment with many attractive features including: 

 Well-resourced classrooms; 

 A dedicated Outside School Hours Care (OSHC) room in the main building; 

 A fully resourced library housing a variety of literature and resource materials; 

 Computers in each classroom; 

 Notebooks and iPads on trolleys to enable 1:1 ICT learning in classrooms; 

 Middle Gully Reserve - a unique feature of the School providing an extensive area which is 
the focus of the children’s Outdoor and Environmental Education Program.  The Reserve 
offers students a variety of rich learning experiences in native flora and fauna.  It also forms 
an important part of the School’s excellent graded camping program; 

 The John Curtin Building, completed in October 2011, includes an art room, multipurpose 
space, meeting area and kitchen facilities. 

 
 
 

THE FUTURE 
 
The school has a continuing commitment to enhance and improve the content and delivery of all 
curriculum areas by: 

 Monitoring student progress in all areas with a particular focus on literacy and numeracy 
using an electronic student assessment and tracking system; 

 Customising student learning where appropriate, especially in literacy and numeracy to 
address student academic needs; 

 Understanding the needs of students at different stages of schooling – the early years and 
the middle years; 

 Placing increased importance on Information and Communications Technology in education; 
 Being accountable for achievement levels of students; 

 Further improving classrooms and grounds to ensure that children enjoy a stimulating 
learning environment.  This includes the construction of stage 4 at the front of the John 
Curtin Building as outlined in the Landscaping Master Plan; 

 Progressively reviewing all programs and policies In line with Department of Education & 
Training (DET) guidelines. 

 Further implementation of the KidsMatter Framework to further develop a whole school and 
community approach towards student mental health and wellbeing. 

 Developing additional units of work and environmental investigations centred around 
Middle Gully Reserve. 
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School Name & Number:  Macedon Primary School, 1660 
Address:   67 Smith Street (PO Box 181), MACEDON VIC 3440 
Telephone:   (03) 5426 1518 
Facsimile:   (03) 5426 1502 
Email:    macedon.ps@edumail.vic.gov.au 
Website:   www.macedonps.vic.edu.au 
 
 

STAFFING - 2017 
 
Principal:   David TWITE 
 
Classroom Teachers:  Karren BAKER (Leading Teacher) 

Anthony BORTOLOT 
Rachel GLASSEY 

    Kirstie HALL 
    Cathy KEAN (Leadership Position) 
    David OXWORTH 
    Martin SMITH 
    Tracy TADD 
    Belinda TAYLOR 
    Veronica WUTHRICH 
 
Specialist Teachers:  Heather COATES – Physical Education 
    Heather COATES – Literacy Intervention 
    Tammy LACY – Art 
    Deryn MANSELL – Indonesian 
    Desiree OSBORNE – Performing Arts / Music 
    Carolyn PAIN – Special Assistance 
    Merrin WOODYARD – Literacy/Numeracy Support 
 
Education Support:  Narelle ANDERSON 
    Monika THORNTON 
    Michelle WHITE 
 
Administration:   Helen FISHER – Finance / Administration 
    Julie STEIN-REEVES – Human Resources / Administration 
    Amanda YOUNG – Administrative Assistant 
 
 
Outside School Hours Care: After School Coordinator: Rhonda AMOS 

Before School Coordinator: Vicki LEENING 

mailto:macedon.ps@edumail.vic.gov.au
http://www.macedonps.vic.edu.au/
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SCHOOL HOURS 

 
09:00 am – 11:00 am  Literacy block 
11:00 am – 11:30 am  Recess 
11:30 am – 01:00 pm  Numeracy block 
01:00 pm – 01:10 pm  Eat lunch in classrooms 
01:10 pm – 02:00 pm  Lunch Recess 
02:00 pm – 03:30 pm  Integrated Studies block 
 
 
 

TERM DATES FOR 2017 
 
Term 1    30th January (school teachers start) to 31st March 
Term 2    18th April to 30th June 
Term 3    17th July to 22nd September 
Term 4    9th October to 22nd December 
 
 
 

TERM DATES FOR 2018 
 
Term 1    29th January (school teachers start) to 29th March 
Term 2    16th April to 29th June 
Term 3    16th July to 21st September 
Term 4    8th October to 21st December 
 
 

IMPORTANT CONTACTS 
 
School Council:   Mr Shane Brundell, President 
 
    Meetings: Second Tuesday of each month at 7:45pm 
 
 
 
Parents & Friends Association: Melanie Matthews and Ronelle Hutchinson, Co-ordinators 
 
    Meetings: Wednesday at 9:00am, twice a term 
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ASTHMA 
 
In accordance with directions from the Department of Education and Training (DET) and the Health 
Department, asthmatic students attending school should always have available appropriate 
medication, including a bronchodilator metered dose aerosol puffer and spacer.  The Asthma Care 
Plan for education and care facilities can be obtained from the office and should be completed and 
returned to the office promptly, along with all medication required. 
 
 

ATTENDANCE 
 
It is crucial that children develop habits of regular attendance at an early age; even from the time 
they are enrolled in a pre-school setting.  Poor patterns of attendance place students at risk of not 
achieving their educational, social and psychological potential and they may then be disadvantaged 
in the quality of choices they are able to make in later life situations. Should your child be absent 
from school please ensure the absence is notified to the teacher by writing an explanatory note, 
completing a yellow Class Absence note, or completing and submitting an Absence notification from 
the School App or Website. 
 
 

BICYCLES 
 
Children in the senior grades are permitted to ride their bikes to school.  Children in the junior grades 
may ride to school if accompanied by an adult.  Bikes will be housed in the bike shed which is out of 
bounds to students during the day.  A staff member will supervise the bike riders’ school exit at the 
end of the day.  
 
Each year, we conduct a Bicycle Education Program for grade five students.  The aim of this program 
is to teach children safe bike riding habits while on the road. 
 
The following measures will be implemented for any child who has been observed riding unsafely to 
and from school: 

 A student seen by a teacher or reported by an adult for unsafe bike riding to and from school 
will be given a warning not to do so again.  The incident will be discussed with the child and 
appropriate riding habits will be advised. 

 The child’s parents will be informed of that warning. 

 Should the student continue to ride his/her bike in an unsafe manner, he/she will not be 
allowed to bring his/her bike to school until further notice and until discussion with the child 
and parent has occurred. 
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CAR PARKING / SCHOOL CROSSING 
 
PLEASE EXERCISE CARE when parking around the School.  Do not double park, or call children across 
the road when collecting them.  Not all children need to be dropped off or collected near the front 
gate.  This practice creates congestion and in turn becomes dangerous for our students.  The School 
has three entry points so children may be dropped off anywhere around the school and then walk 
only a few metres to a gate. 
 
Children MUST NOT be dropped off between the flags of the school crossing. 
 
Parents are asked to refrain from parking in the staff car park or to block access by parking behind 
the cars parked there.  Teachers may need their car in an emergency.  
 
 

CHANGE OF CLOTHING 
 
There may be times when your child needs a change of clothing.  Should this occur, we will provide 
the clothing from a reserve stock held for this purpose.  If your child arrives home wearing other 
clothing, would you please wash and return these items as soon as possible (except underwear, 
which due to Health Regulations, cannot be used by another person). 
 
 

EARLY LEAVERS 
 
To protect your child and to give you peace of mind, no child is permitted to leave the school grounds 
without a teacher during school hours (i.e. 9:00 am to 3:30 pm). 
  
The “Student Late Arrivals & Early Leavers Book”, located on the counter in the foyer, MUST BE 
completed and signed before your child may leave the school during school hours. In the case of an 
emergency situation, this book is referred to indicating which children are still at school and who may 
have already left early or arrived late. 
 
 

FIRST AID 
 
There is a well equipped first aid room in the administrative area; teachers and support staff are 
proficient at handling minor injuries.  In the case of major accidents parents are notified and children 
receive medical treatment as soon as possible. All staff members are trained in C.P.R., Anaphylaxis 
and Asthma treatment.  At any given time the majority of staff will hold a Level Two First Aid 
qualification. When an injury occurs that is deemed serious, staff will always phone the parents first 
(or emergency contact person if contact cannot be made with the parents). 
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HEAD INJURY 
 
If a child sustains a head injury, parents will always be notified by phone if deemed serious or in 
writing if considered a less serious injury (refer Appendix).  Included on the school’s Head Injury 
Report is a copy of the Gisborne Medical Centre’s advice to parents on head injuries. 
 
Please note that whenever a child is bumped or falls on his/her head, staff will complete the Head 
Injury Report and send it home with the child.  This ensures that you are aware that a particular 
accident occurred and informs you to observe the child should a delayed reaction occur, e.g. 
concussion. 
 
 

HEAD LICE 
 
Periodically head lice are discovered either by parents or by a member of staff at school.  A Parent 
Managed Head Lice Program has been established whereby parents give written permission for their 
child/ren to be checked at school.  The Head Lice Check Permission Form (refer Appendix) will remain 
in force for the duration of your child’s stay at Macedon Primary School, unless revoked in writing.  
Should you find your child has head lice, please inform the office staff immediately, whereby a note 
will be forwarded to all children in the class, notifying parents of a reported case of Head Lice 
(discretion assured).  A child found to have live head lice MUST BE TREATED.  If the child has not been 
treated, he/she can be excluded from school until treatment has commenced. Please refer the 
Minimum Period of Exclusion from Primary Schools and Children’s Services in the Appendices. 
 
 
 

INFECTIOUS DISEASES / IMMUNISATION CERTIFICATES 
 
To ensure that children and the public are protected against infectious diseases, the Victorian 
Government has introduced the School Entry Immunisation Status Certificate.  BY LAW, all children 
enrolling in primary school MUST HAVE an Immunisation Status Certificate, from the Immunisation 
Registry, at the time of enrolment, which includes the line “This child has received all vaccines 
required by 5 years of age”.  Alternatively, a Conscientious Objection Form can be obtained from the 
Immunisation Registry, completed and forwarded to the office.  Please refer the Minimum Period of 
Exclusion from Primary Schools and Children’s Services in the Appendices. 
 
 

INFORMATION FORMS 
 
Early in Term 1, your child will bring home a Student Information Form.  We ask that you read this 
carefully, note any changes, and return it to the School as soon as possible.  Further, should 
emergency contact persons and/or telephone numbers change during the year, please notify the 
office immediately so that all information relating to your child is up to date. 
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INSURANCE 
 

The Department of Education and Training will not: 

 accept liability for loss of private property; 

 meet the cost of medical services as a result of personal injury. 
Parents should be aware that it is their responsibility to have adequate insurance for situations 
involving their child in the loss of property or injury. 

KIDS MATTER 
 
Kids Matter is an initiative that has been developed in partnership with the Australian Government 
Department of Health. The purpose is to provide schools with an over-arching but flexible approach 
to the mental health and wellbeing of students. The programs and extracurricular activities that we 
offer at Macedon Primary School are ways to compliment and nurture happy, balanced kids. Lessons 
are for teaching Social and Emotional Learning and are taught across the school every Monday 
afternoon. Skills and strategies are developed via a range of activities both in and out of the 
classroom. Our students develop an understanding of inclusiveness, diversity and a sense of 
belonging as ‘Every face has a place’ at our unique school.  
 
 

LATE ARRIVALS 
 
Arriving on time is important as this gives the teacher time to settle the children and outline activities 
for the day. There are times however, when your child may be arriving at school later than 9:00 am.  
Should this occur, the “Student Late Arrivals & Early Leavers Book”, located on the counter in the 
foyer, MUST BE FILLED IN and signed before you take your child to class. 
 
 

MEDICATION 
 
Parents/Carers who require staff to administer medication to their child during the school day, must 
complete a Medication Authority Form (refer Appendix), available at the office and on the School App 
and website.  When medicines or tablets are sent to school, they should be in the original packaging, 
the container/box must display the name of the child, the name of the medication, the dose to be 
administered and the time/s the medication is to be given. Medication WILL NOT be administered 
without a completed Medication Authority Form. 
 
 

SAFETY 
 
At school all students are encouraged to observe the following rules: 

 To observe the correct way to cross a street; 

 To go straight home from school; 

 Not to leave the school grounds without permission; 

 Be aware of stranger danger; 

 How to use the school crossing properly. 
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SCHOOL EXPECTATIONS OF BEHAVIOUR 
 
The school has a set of rules that each student is expected to follow.  These rules are discussed in 
each class at the beginning of the year and at various times throughout the year.  Students are 
encouraged to contribute to the establishment, review and implementation of the School rules and 
class rules.  Normal day-to-day relationships and communication between child and teacher should 
provide a positive means of overcoming most problems.  The School Values of Respect, 
Responsibility, Integrity, Creativity and Teamwork are also used as references when discussing the 
appropriate behaviour with students. 
 
More serious student misbehaviour is managed using reflection time supervised by a teacher during 
lunchtime.  Students write a reflective journal and receive a note which is to be signed by their 
parents that outlines the issue and requests an appropriate follow up conversation at home.   
 
The School is currently reviewing the various welfare components operating within the School and 
have introduced a whole school welfare framework – Kids Matter. 
 
 

SICK CHILDREN 
 
School is not the place for sick children.  However, we are aware that it is not always possible to 
diagnose illness amidst the flurry of morning routines.  All families should supply the School with at 
least two emergency names and contact telephone numbers (other than the parents), and should 
further keep these updated.  Only under exceptional circumstances will a student be permitted to 
spend lengthy periods in the sick bay.  If your child sustains a head injury, please refer Head Injury 
section above. 
 
 

YARD SUPERVISION 
 
There are two teachers on yard duty during morning and afternoon recess and at lunchtime. During 
the week, groups of children will be supervised at Middle Gully Reserve during the lunch break. A 
teacher will supervise the yard before school from 8:45am and after school until 3:45pm.  Parents 
should note that there is no teacher on duty in the yard outside these times.  Any child still not 
collected after 3:45pm will be asked to wait in the front foyer by the office until 4:00pm.  If the child 
still has not been collected by this time, they will then attend After School Care (if they have 
previously been enrolled in such) and be charged accordingly. 
  



- 18 - 
 

 
 

 

 
 
 

 

ART & CRAFT 
 
As students use a variety of media during the year an art smock is required to protect their clothing. 
 
 

BIKE EDUCATION 
 
The school conducts a Bike Education Course for all students in grade four.  This course is conducted 
over a period of approximately six weeks by teachers who have undertaken a Bike Ed. Instructors 
course. The students receive further lessons in grades 5 and 6 in preparation for the senior camping 
program.  Students are required to have their own bike for the course. 
 
 

BOOK CLUB 
 
Once a month the school will send home order forms which provide an opportunity for you to 
purchase books for your child at reasonable prices.  When ordering a book, please send the order 
with the money to the class teacher.  The school receives bonus books as commission for the amount 
of sales each month.  
 
 

CAMPING 
 
Macedon Primary School provides its students with an exciting and educational camping program. 
Children from grades 3 to 6 camp both within the school grounds at Middle Gully Reserve, and at 
various venues in the state.  The Foundation (Prep) to grade 2 local camping program provides and 
excellent lead up to the extended program from grade 3 onwards.  
 
The camping activities for each grade are as follows: 

 Foundation (Prep) students sleep overnight at school in the John Curtin building.  

 Grade 1 sleep overnight at school in tents in the John Curtin Building. 

 Grade 2 sleep overnight at school in tents on the oval. 

 Grades 3 & 4 combined, participate in an annual three day camp at Queenscliff or Lancefield on 
alternate years.  They also have a two day camp at Middle Gully Reserve in term 4. 

 Grades 5 & 6 combined, participate in a five day annual camp at Wilson’s Promontory and 
Wyperfeld/Grampians on alternate years. They also have a three day camp at Middle Gully 
Reserve in term 4. 
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CLUBS 
 
At various times throughout the year, lunchtime activities are offered in a variety of areas. These 
include netball, football, basketball, art/craft, music and computers.  Parents with particular 
expertise or interests are welcome to participate. 
 

EXCURSIONS 
 
During the year students will be going on a number of excursions.  These activities are an important 
part of the education program so all students are encouraged to take part.  A note informing parents 
of each excursion will be sent home with venue, cost and time. Permission forms and payment must 
be returned by the due date if a child is to go on an excursion.  In addition, a variety of special 
activities are organised at the school.  These include professional performers coming into the school 
to provide a range of experiences for the children. Payment should be made prior to taking part in 
these activities.  If a family is experiencing financial difficulty at any time, they can contact the office 
staff or the Principal to discuss alternative payment arrangements. 
 
 

HOMEWORK 
 
Homework is another opportunity for parents to participate in their child’s education. Homework 
helps students by complementing and reinforcing classroom learning, fostering good lifelong learning 
and study habits, and providing an opportunity for students to be responsible for their own learning. 
 
Foundation (Prep) – Year 2  
*should not exceed 20 minutes per day 

 regular reading to an adult 

 occasional shared mathematical tasks, promoting family involvement 

 occasional project/creative task 
Grades 3 & 4 
*should not exceed 25 minutes per day 

 emphasis on regular reading – reading diary 

 learning tables 

 strategies, rules and patterns in learning spelling 

 minor projects or investigations 

 tasks which reinforce classroom learning 
Grades 5 & 6 
*should not exceed 30 minutes per day 

 emphasis on time management, organization and responsibility for own learning 

 independent daily reading 

 regular spelling and tables practice 

 assignments/projects 

 tasks which reinforce or extend classroom learning 

 uncompleted classroom tasks 
 
Parents should be advised of homework expectations at the beginning of the school year. Parents 
should discuss any issues or difficulty in completing set homework with the class teacher. Homework 
taking longer than the set time to complete may mean there are issues which would need to be 
discussed with the class teacher.  
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Homework should: 

 be appropriate to the student’s skill level and age 

 be interesting, challenging, and where appropriate, open ended 

 be purposeful, meaningful and relevant to the curriculum 

 be monitored by teachers with feedback and support provided 
 
 

LIBRARY 
 
Each grade has a library session every week. Children may select books to borrow for home use for a 
period of seven days. On advertised days, the library is open before and after school and at 
lunchtimes.  Passive reading or further borrowing may be undertaken at these times. Children are 
asked to cover the cost of lost or destroyed books. 
 
 

LIFE EDUCATION PROGRAM 
 
The Life Education Van visits our school for one week every second year.  The educator operating the 
van is a fully qualified teacher who has undergone special training.  The van is a high technology 
mobile classroom which helps to make learning informative, interesting and fun.  The program 
teaches children about the wonder of the human body, its harmony and balance, and helps children 
to develop the skills necessary to be able to think for themselves in the face of all kinds of pressures. 
Each year level has a separate theme and the topics covered include: 

 Foundation (Prep)  Harold’s Picnic 

 Year 1 Harold’s Heroes 

 Year 2 Food for Life 

 Year 3 The Body Journey 

 Year 4 The Brainy Bunch 

 Year 5 Internal Affairs 

 Year 6 Decisions 
 
 

PHYSICAL EDUCATION AND SPORT 
 
This is a regular part of the school program and children receive a Physical Education (P.E.) lesson 
from our P.E. teacher as well as sport and other physical education activities from their class 
teachers. 
 
Children from grade 3 upwards have the opportunity to participate in a variety of inter school sports 
competitions - swimming, major games (football, netball, etc.), athletics, cross country and 
orienteering.  Once children have completed the Bike Ed. Course, they also participate in bike rides as 
part of our camping program. 
 
 

SCHOOL PHOTOS 
  
School photos are taken annually. These incorporate individual photos and grade photos, as well as 
that of groups within the school, e.g. families, Student Council, House Captains. 
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SWIMMING 
 
The school will be running two swimming programs - grades 3 to 6 early in term one and grades 1 
and 2 later in the year.  Permission for each student to participate is essential.  Full details of these 
programs are published in the newsletter.   
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ABSENCES 
 
Parents are required to supply the school with a written explanation for the absence of any child.  
New DEECD guidelines require the school principal to follow up unexplained absences with the 
potential of referring significant issues around unexplained absences to the Regional School 
Attendance Officer.  In extreme cases, a DEECD school infringement notice issued carries a penalty 
of $70.00.   Macedon Primary has on offer a number of ways to record your child’s absence.  We 
require a written note from home; or please complete a yellow absence form available from the 
office or classroom teacher.  Emailing the school account or phoning the office (select option 1 and 
leave a detailed message) are both also acceptable.  Or you may wish to use the School App on your 
Smartphone. 
 
 

OUTSIDE SCHOOL HOURS CARE PROGRAM 
(BEFORE AND AFTER SCHOOL) 
 
The school conducts Before and After School Child Care Programs where quality care and recreation 
are provided for primary school children each school day.  Parents may make use of the program on 
a permanent or casual basis upon completion of an Outside School Hours Care enrolment form. 
 
 

ARRIVAL AT SCHOOL 
 

School starts at 9:00am sharp.  All children should be at school by 5 minutes to 9:00am.  Late arrivals 
are most disruptive to class programs.  Children arriving late need to sign the “Late Arrivals Book” at 
the Office. 
 
 

BANKING 
 
The school provides a children’s banking service through the Commonwealth Bank.  Money and bank 
books should be brought to school each Tuesday if you wish to participate. 
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BOOKLIST CONTRIBUTION 
 
The School Council sets the booklist contribution for students in November of each year, when the 
following year’s budget is formed.  Your contribution is used to defray costs of materials and 
requisites for students.  The balance is made up by government money, and P.F.A. fundraising 
contributions. 
 
 

CARE OF PROPERTY 
 

It is preferred that children do not bring valuables or items of a personal nature to school.  These 
may be lost or damaged if children play with them during recesses. 
 
 

EMERGENCY DRILLS 
 
The children practise emergency evacuation procedures on several occasions throughout the year 
 as outlined in the Emergency Management Plan 
 
Code Red Days 
Schools (government and non-government), kindergartens and child care facilities determined by the 
Department to be at high-risk of fire danger have been placed on a Bushfire At-Risk Register and will 
be pre-emptively closed on days when a Code Red fire danger warning is issued. 

Macedon Primary School has remained on this list. 
 
This means that where possible the school will receive up to three days notice of any impending 
closure due to predicted extreme bush fire danger days.  The final decision to close the school will be 
confirmed by no later than 12.00noon the day before the planned closure and once a decision has 
been made it will not be changed.  All warnings of potential and actual closures will be posted on the 
DEECD website –  

http://www.education.vic.gov.au/about/programs/health/pages/coderedabout.aspx 
The school will be contacted prior to this posting. 
 
Non Code Red Days 
In the event of a bush fire in the vicinity, the school will activate its Emergency Management Plan-
Section 1 Grass Fire, Bush Fire or Tornadic Storm. 
 
This includes: 

 Initiating our school communication tree including calls to DEECD Emergency Management 
Department, 000, local authorities (Police & CFA) and our school council president. 

 Opening all gates to allow access for fire trucks. 

 Turning off the gas tank. 

 Assembling the children, staff and all visitors into the rooms which have roof sprinklers and 
shutters (Library, rooms 1 and 2). 

 
Children may be safer at school while parents defend their homes.  This decision is to be made by 
parents.  Children can only be dismissed to their parents, unless parents authorise another person to 
collect their child/ren via prior written permission, or by contacting the school on the day. 
 

http://www.education.vic.gov.au/about/programs/health/pages/coderedabout.aspx
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HOUSE SYSTEM 
 
Children are placed in one of the following four houses: 

 Bourke  (Green) 

 Curtin  (Blue) 

 Hume  (Yellow) 

 Mitchell (Red) 
 
House Captains are elected from Grade 6 at the beginning of each year.  House events are conducted 
throughout the year and all students participate.  House events include: swimming, cross country, 
tabloid sports (a mixture of events including throwing, kicking and running) and athletics. 
 
All students are expected to perform yard duty once a week at the end of lunchtime.  This is 
organised and led by House Captains. Points are awarded to each House on their yard duty day and 
the House with the highest points at the end of the year are awarded the Yard Duty House Shield 
 
 

LOST PROPERTY 
 
A lost property container is kept at the school and is located near Room 9, opposite the toilets. It is 
available for your inspection at any time. 
 
Names on clothing and all other personal belongings make it much easier to return lost items to 
their owners.  At the end of each semester any unclaimed clothing is donated to a charity. 
 
 

 MONEY 
 
When sending money to school, please place the money in a securely sealed envelope and write your 
child’s name, grade and amount enclosed on the envelope.  It is not necessary for each member of 
the family to make separate payments.  Booklist contributions are best brought to school by the 
oldest and most reliable in the family.  BPay is available as a payment option for all school based 
activities, however it is not yet an option  for paying Out of School Hours Care fees or for uniform 
purchases. 
 

STUDENT COUNCIL 
 
Children are encouraged to participate in school decision making and management through the 
Student Council.  This provides children with first-hand experience in the democratic process. 
Students elect their own Council from grades 3 to 6. Each student reports that grade’s suggestions 
and recommendations to the Student Council Meetings held regularly.  The Student Council elects 
grade 6 students as office bearers – Presidents (girl and boy), Vice President, Secretary and 
Treasurer. 
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DRESS CODE 
 
The wearing of school uniform is compulsory.  It is compulsory to wear the school’s wide brimmed 
hat from the start of September until the end of April. 
 
Students are not permitted to wear thongs to school.  During wet weather it is desirable, though not 
compulsory, to send slippers to school.  For students who wear gum boots, slippers are particularly 
useful. 
 
Children are not to wear jewellery to school.  Jewellery can be dangerous during children’s play 
times.   
 
Details of the school uniform are as follows: 

 Summer Winter 

Boys 

Red or Navy Polo Shirt  
Navy Shorts 
Red or Navy Socks 
Broad brimmed sunhat 

Red or Navy Skivvy or Long Sleeved Polo 
     Shirt 
School Windcheater or Jacket 
School Polar Fleece Jacket 
Navy Track Pants or Navy Cargo Pants 

Girls 

School Dress or Red or Navy  Polo Shirt and 
     Navy Shorts 
Red or Navy Socks 
Broad brimmed sunhat 

Red or Navy Skivvy or Long Sleeved Polo 
     Shirt 
School Windcheater or Jacket 
School Polar Fleece Jacket 
Navy Track Pants or Tartan Skirt 

 
These items are available to purchase through the Uniform Shop on Mondays from approximately 
8:45am to 9:00am and on Wednesdays from 3:15pm to 3:30pm. There is also a small amount of 
second hand stock available which is also available at these times. 
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Establishment of good communication between home and school sets up mutual understanding 
between parents and teachers. 
 
 

INFORMATION EVENINGS 
 
Evenings covering various areas of our teaching programs are held periodically.  Information about 
such sessions will be advertised in our newsletter. 
 
 

INTERVIEWS AND REPORTS 

Term 1 Parent/Teacher Meetings  
These interviews will: 

 Enable parents and teachers to meet each other. 

 Provide teachers with: 
- any relevant background information; 
- parents’ expectations for their child for the coming year; 
- an indication of how the parents may assist in their child’s learning. 

 Provide parents with: 
-  teacher’s expectations and plans for the coming year; 
- information on major events, activities and responsibilities which may concern their 

child; 
- an indication of assistance which may be required. 

Mid Year Parent/Teacher/Student Meetings (3-Way Conferences) 
A written report is sent home in early Term 3 prior to the report meeting.  Children will attend these 
report meetings with their parents. 
These meetings will: 

 Provide teachers with: 
- parents’ concerns regarding their child’s performance; 
- any relevant additional information; 
- parents’ expectation for their child. 

 Provide Parents and Students with: 
-  a constructive report of the student’s performance over the first half of the year; 
- the teacher’s expectations for the remainder of the year; 
- home assistance requirements. 

End of Year Report 
A written report will be prepared for each child at the end of the year. In 2013 and 2014, students’ 
performances will be measured against the standards for either AusVELS (English, Mathematics, 
History and Science) or VELS for the remaining areas. 
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Informal Meetings 
Interview or meetings may be requested by parents, teachers or students at any time.  Parents are 
asked to avoid staff meeting nights which are every Tuesday and selected Wednesday afternoons. 
 
 

LETTERS AND REPLY SLIPS 
 
Letters and reply slips are used when organising camps, excursions and parent/teacher evenings.  It 
is the student’s responsibility to make sure that all letters are delivered to the parent.  Reply slips 
must be returned promptly so that organisation and planning of activities can be carried out more 
efficiently. 
 

NEWSLETTERS 
 
The school newsletter is distributed directly to families every Monday.  Email is the preferred option, 
alternatively, a paper copy can be sent home with the eldest child in the family, or download the 
Skoolbag App to your smartphone and access the email from there.  The newsletter contains items of 
news and information, grade reports, student achievement awards and activities. 
 
 

PERMISSION FORMS 
 
The School will not take students on excursions, camps or sporting activities unless written 
permission has been given by a parent or guardian. Letters and reply slips will be issued prior to 
such activities.  The reply slips must be returned promptly. 
 
 

SCHOOL ASSEMBLIES 
 
Each Monday morning a school assembly is held in the John Curtin Building.  Usually an item is 
presented by a grade or group of children.  Parents are most welcome to attend these assemblies. 
 
 

OTHER COMMUNICATION 

Contacting Your Child’s Teacher or the Principal 
You are most welcome to talk with your child’s teacher or the Principal, however, we ask that you 
avoid the following times unless the matter is very urgent: 

 during class times; 

 during staff meeting times on Tuesdays, between 3:30pm and 5:30pm; 

 from 8:45am to 9:00am when teachers are preparing their classes for the day. 

Other Information Available to Parents 

 School Strategic Plan 2013-2016 

 Annual Report 

 Annual Implementation Plan 

 AUSVELS website www.education.vic.gov.au/aboutschool/curriculum/default.htm  
(Contains information related to DEECD curriculum standards and expectations) 

http://www.education.vic.gov.au/aboutschool/curriculum/default.htm
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Government Schools now, more than ever, depend on parent support.  Your support may come in a 
variety of ways.  Whatever you contribute will be most welcome and appreciated. 
 
 

ASSISTING IN SCHOOL PROGRAMS 
 
We welcome parents to visit and/or help teachers in their classrooms.  If you have any special 
interests or talents, we would appreciate any contribution you can give to our students’ learning.  
Please watch early newsletters where teachers will seek your assistance. 
 
 

BOOKLIST CONTRIBUTION 
 
Your support in paying the booklist contribution as early in the year as possible is most important to 
ensure we can obtain children’s requisites and proceed with learning programs. 
 
 

FAMILY FUN EVENING 
 
In February of each year, School Council organises a ‘Family Fun Evening’ for all our children and their 
families and to welcome new families into the school.  The evening begins with BYO meals and drinks 
and ends in a number of fun activities involving parents and children.  Please watch for dates and 
information in our early newsletters.  We do like to see all families participating. 
 
 

PARENTS AND FRIENDS ASSOCIATION 
 
This organisation is a devoted body who give great social and financial support to the school.  They 
are the major fundraisers of the school and deserve your support.  The Principal is invited to 
meetings to report on school related issues.  All parents are most welcome to attend meetings to 
support the various activities organised by the Parents and Friends Association (P.F.A.).  Meetings are 
held twice per term on Wednesdays at 9am.  Notification of meetings are flagged in the newsletter 
and announced at Monday assemblies. 
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SCHOOL COUNCIL 
 

The School Council is the official body elected to deal with matters and operates within Government 
guidelines.  Macedon Primary School Council consists of up to 15 members: 

 7 non DEECD parent representatives  

 4 DEECD representatives 

 3 non DEECD co-opted members (including a P.F.A. representative)  

 the Principal 
Members are elected for a two year term, with approximately half the Council retiring on alternate 
years. 
 
Parents are most welcome to join School Council or to attend meetings which are held on the second 
Tuesday of each month.  You may wish to participate in one of the sub-committees.  Sub-committees 
include: Finance, Facilities, Out of School Hours Care (OSHC), Education. 
 
 

WORKING BEES 
 

Macedon Primary School is very fortunate to have an environment that is beautiful and one that 
allows children to learn and play happily and safely.  It is very much a “child centred” environment.  It 
has become so through dedicated parents and teachers involved at this School. 
 
If we are to maintain this environment, it is most important that parents continue to participate in 
working bees.  Several of these are held each year at the School, Middle Gully Reserve and at the 
School’s pine plantation near Tony Clarke Reserve.  If you are unable to attend one working bee, 
please organise to be at another. 
 
Some parents have skills that not only help us greatly in the maintenance of the school, but can also 
save money that can be used for learning programs.  If you have talents, e.g. painting, plumbing, etc., 
please donate a little of your time and expertise. 
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 Head Injury Report 

 Head Lice Check Permission Form 

 Minimum Period of Exclusion from Primary Schools and Children’s Services 

 Medication Authority Form 
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MACEDON PRIMARY SCHOOL – HEAD BUMP NOTICE 
 
Dear Parent / Guardian,     Date: ………………………….. Time: ……………. am/pm 

Student Name: ……………………….…………………………………………………………….  Grade: ………………… Room: ………….. 

suffered a head injury at school today.  For your guidance the following matters were noted: 

1. Circumstances of injury …………………….…………………………………………………………………………………………….. 
…………………………………………………………………………………………………………………………………………………………. 

 
2. Child’s reactions / symptoms …………………………………………………………………………………………………………… 

…………………………………………………………………………………………………………………………………………………………. 
 

3. Treatment ……………………………………………………………………………………………………………………………………….. 
…………………………………………………………………………………………………………………………………………………………. 
 

The staff member who attended your child was ….………………………………………………………………………………………. 
 
If you should wish to discuss this incident further, please contact the school on telephone 5426 1518. 
 
Yours faithfully, 
 
DAVID TWITE 
Principal 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

  

GISBORNE MEDICAL CENTRE 

Information for Parents 

 

HEAD INJURY 

Your child has had a head injury, and will need to be observed over the next day or so. 

In particular we would like to be notified, at least by telephone, of the following: 

 Increasing or unremitting headache 

Vomiting 

Blurred or double vision 

Drowsiness from which it is difficult to rouse the patient 

Abnormal, or aggressive, irrational behaviour 

Loss of clear fluid from nose or ear 

Any other abnormal or untoward sign you would like explained 

 

NOTE: 

1. It is usual for a young child, after a head injury, to turn pale, and become drowsy, and 

it can be hard to tell if this warrants concern. It is best to get advice if you are not sure. 

2. It can be difficult to tell the difference between coma/unconsciousness and normal 

sleep. In normal sleep the breathing should be light and regular, but the person should 

be roused easily and comprehend what is going on. 

 

IF IN DOUBT SEEK MEDICAL ADVICE 
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Parent-Managed Head Lice Program 

CONSENT FORM 
 
For the many families and teachers of school-aged children, head lice continue to create concerns.  While it is 
known that head lice do not carry any infectious disease, the Principal, teaching staff and School Council at 
Macedon Primary School have developed a parent-managed head lice program to help parents manage head 
lice. A group of volunteer parents at the school have coordinated the program and it is fully supported by the 
school.  All volunteer parents sign a confidentiality agreement to ensure information privacy for all children 
and their families. 
 
Program goals include: 
 Reduce the frustration and misinformation associated with head lice. 
 Decrease the concerns regarding head lice within the school community 
 Protect families from misusing potentially harmful insecticide treatments. 
 Promoting regular home based screening using a conditioner and comb method. 
 
We urge you to include your child in our screening program, which runs once per term.  Please complete the 
permission slip below and return to the school. 
 
The volunteer parents will use the ‘dry’ checking method without conditioner to check your child’s hair. 
**There are no toxic chemicals used and no treatment is undertaken at the school. 
 
Regular updates about our program will appear in the Newsletter. Interested parents are welcome to 
participate in the screening program. For further details and information please feel free to contact the school. 
 
Thankyou 
 
 
David Twite 
Principal 
 

 

MACEDON PRIMARY SCHOOL 
Parent-Managed Head Lice Program 

CONSENT FORM 
 

I give/do not give permission for my child to participate in the Parent-Managed Head Lice Program at 
Macedon Primary School for the duration of their schooling at this school.  

Child: Year Level: 

Parent/guardian signature: Date: 

 
If you are not giving permission, please outline the reason below: 
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TELEPHONE: (03) 5426 1518 
FACSIMILE: (03) 5426 1502 
67 Smith Street, PO Box 181 

MACEDON VIC 3440 

 
 

 

 

 

 

This form should be completed ideally by the student’s medical/health practitioner, for all medication to be administered at school. For 

those students with asthma, an Asthma Foundation’s School Asthma Action Plan should be completed instead. For those students with 

anaphylaxis, an ASCIA Action Plan for Anaphylaxis should be completed instead. These forms are available from section 4.5 Student 

Health in the Victorian Government School Reference Guide: www.education.vic.gov.au/referenceguide.  

Please only complete those sections in this form which are relevant to the student’s health support needs.  

 

PLEASE SUPPLY MEDICATION FOR USE AT SCHOOL 

 

Student’s Name:_____________________________________________Date of Birth:___________  

Grade:_________________________________ 
 

Please Note: wherever possible, medication should be scheduled outside the school hours, e.g. medication required three times a day is 

generally not required during a school day: it can be taken before and after school and before bed. 

 

Medication required:  

Name of Medication/s Dosage 
(amount) 

Time/s to be 
 taken 

How is it  
to be taken? 

(eg orally/topical/injection) 

Dates 

   
 
 
 
 
 

 Start date:     /   / 
 
End Date:      /   / 
 
□ Ongoing medication 

   
 
 
 
 
 

 Start date:     /   / 
 
End Date:      /   / 
 
□ Ongoing medication 

Medication Storage  
Please indicate if there are specific storage instructions for the medication:  

 

Medication delivered to the school 
Please ensure that medication delivered to the school:  

  Is in its original package     
 The pharmacy label matches the information included in this form.  

 

Monitoring effects of Medication  

Please note: School staff do not monitor the effects of medication and will seek emergency medical assistance if concerned about a student’s 
behaviour following medication.  
 
Privacy Statement 
The school collects personal information so as the school can plan and support the health care needs of the student. Without the provision of this information the 
quality of the health support provided may be affected. The information may be disclosed to relevant school staff and appropriate medical personnel, including those 
engaged in providing health support as well as emergency personnel, where appropriate, or where authorised or required by another law. You are able to request 
access to the personal information that we hold about you/your child and to request that it be corrected. Please contact the school directly or FOI Unit on 96372670. 

 

Name of Parent/Carer:  

Signature: __________________________________________ 
Date:         __________________________ 

Medication Authority Form 
for a student who requires medication whilst at school 

http://www.education.vic.gov.au/referenceguide

