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Dear Families,

Welcome to Kinma. We are delighted that you have chosen our community school as your preferred
education for your child.
Kinma is a small preschool and primary school nestled in five acres of great Australian bush, adjacent to
Kuringai Chase and Garigal National Parks. We encourage all families to spend time in the classrooms, at
school, at learning events and social engagements.

All the best,
Ginny Neighbour
Chairperson – Kinma Board

4

Kinma Core and Guiding Principles

At Kinma we …
1.

strive for each child to achieve his or her full academic, physical, and social potential in a supportive, stimulating
learning environment

2.

develop an educational program which is child-centred, innovative and based on an understanding of child
development

3.

respect the individuality of the child

4.

foster self-determination in the child

5.

develop the child's exploration, critical thinking and creative abilities

6.

stress co-operation rather than competition

7.

emphasise active involvement in a wide range of learning situations

8.

utilise the resources of our bush environment and the community

9.

maintain high academic standards

10.

are non-denominational and co-educational, with small, flexible multi age groups and no uniforms

11.

support the emotional wellbeing of children and teachers and abstain from corporal punishment and other
coercive and manipulative approaches

12.

conduct individual assessments and not competitive exams

13.

respect and safeguard the professional status of teachers

14.

strive for co-operation amongst teachers, other educators, parents, and children and provide regular
educational and social opportunities for close relationships amongst them to be formed, including the
involvement of parents in aspects of the day to day work of the school

15.

allow pupil participation in the affairs of the school and encourage their involvement in the community outside
the school

16.

apply the latest findings from education, psychology and related fields to improve teaching and learning
within the school.

17.

stimulate public interest in education in general, especially modern approaches to learning. In doing this,
Kinma acts as a demonstration centre from which educational practices and innovations may diffuse to other
schools.
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Kinma Board and Sub-Committees
Kinma Ltd is incorporated as a not for profit company, limited by guarantee. All parents and staff members
are entitled to become members of the company. Parents provide assistance with administration,
maintenance, fund raising and other tasks. Thus it is expected that parents will be involved in some way or
another with such activities. Parents apply to become members of Kinma Ltd when they enroll a child in
primary school or have had a child in preschool for two years. Parents who have had a child in preschool for
one year can also make special application to become a member. The Board will consider applications for
membership at the next available Board meeting.

Kinma Board
The School Board manages the school and has a maximum of ten and a minimum of six Board members.
Board membership is comprised of up to six parents elected by and from the parent body, two community
representatives (people outside the Kinma community who are interested in education or administration) and
two people with “expert” skills. Board members will be happy to discuss any questions you have regarding the
management of the school.
The elections for the parent members of the Board are held at the Annual General Meeting each year. Any
member is eligible to nominate as a director. As the Board administers all aspects of the school, parents are
encouraged to get to know the nominees, as well as how the Board operates in order to place an informed
vote.
School Board meetings are open to parents to attend, although sensitive issues (e.g. discussion involving
individual children, fee payments etc.) are held in a confidential session at the completion of other matters.
Dates for the Board meetings can be found in the school’s weekly newsletter.

2020 Board Members List
Board members change at the Annual General Meeting, held before the 31st May each year. This may also result in
changes to Board sub-committees. All changes will be notified in the Newsletter following the AGM.
Ginny Neighbour

Chairperson

9880 2492

Steve Dixon

Deputy Chair

0412 949 441

Keith Mason

Treasurer

9450 0738

Amy Webster

0434 806 014

Rakesh Pankhania

0432 219 374

Lesley Milbourne

9450 0738

In attendance
Julie Carr

Secretary

9450 0738
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Roles and Responsibilities of a Board Member at Kinma
Elected or co-opted members of the Board of Kinma Ltd are expected to:










Be familiar with and observe the constitution, code of conduct, and other Board policies.
Put the objects of the organisation ahead of individual interests.
Come to Board meetings prepared, having read the papers and considered decisions that need to be made.
Contribute actively to Board discussions and commit time when needed to Board work outside of meetings.
Follow through on agreed tasks and commitments.
Acknowledge when they are no longer able to contribute to the level required.
Observe the standards of ethical behaviour set out in the Code of Conduct.
Disclose conflicts of interest in line with this governance policy.
Be a team player, work in a collegiate way and stand behind decisions of the Board once they are made.

Kinma Board Code of Conduct:













Act honestly, in good faith and in the best educational, governance and financial interests of the school as a
whole.
Exercise care and diligence in fulfilling governance responsibilities and in exercising the powers of the Board.
Act with respect for others at Board meetings by listening to others, not interrupting, and promoting
opportunities for others to speak.
Exercise independence in judgement and action and take all reasonable steps to be satisfied as to the
soundness of decisions taken by the Board.
Accept the decisions of the Board.
Show solidarity in relation to Board decisions once they are made by offering public support for all Board
decisions, even when their own position was not ultimately adopted by the Board.
Respect the privacy and confidentiality of information they have access to through meetings by
o not sharing information obtained as a Board member with members of the school community including
friends and family
o not making improper use of information gained by being on the Board. Improper use includes making
personal or family financial or other gains from the information, or using the information to harm the
school or members of the school community.
Disclose any interests that may conflict with the interests of Kinma Ltd, including any matters that involve
financial or personal gains including for family and close friends, and withdraw from discussions and decisions
on matters where an interest is disclosed
Not allow personal interests, or the interests of any person he/she is associated with, to influence decisions.
Observe agreed protocols for handling sensitive or commercial information.
Not engage in conduct that will discredit the organisation, the Board, individual Board members or staff.

Sub-Committees
There are several committees in the school, to ensure Kinma’s smooth running. These include:






Education Committee
Community Liaison
Finance Committee
Fun and Fundraising
Kinma Care – Natural and Built Environment
Governance

Others are formed from time to time as the need arises. All parents are invited to join or assist these
Committees. Please give your support to the Committees you are interested in.
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Education Committee
The Education Committee is the only committee which appears in the Constitution and comprises the
Manager, two teacher representatives (usually one from pre-school and one from primary) and two Board
members. The Education Committee is responsible for:


assisting the teaching staff to translate the aims and objectives of the Company into sound education
practice;



discussing major educational changes at the school and putting forward any proposals for such
changes to the Board;



advising and planning curricula and record keeping/evaluation procedures to best implement the
philosophy and policy of the school as laid down by the Constitution;



discussing and making recommendations on policies of admission and expulsion of pupils.

Finance Committee
The Finance Committee is made up of the Treasurer, Community Representative, Manager and other parents
with financial skills and/or interests. The committee meets to determine annual budgets and other matters
throughout the year.

Fun and Fundraising
Fun and Fundraising initiates and co-ordinates fundraising endeavours and social events. We try not to raise
too much money via the parents, but a Kinma fundraising event is always a great, fun outing. We can always
do with help in organising the bush dance, disco, movie night, and main Fundraiser evening for parents. Please
do not be shy in offering to help.

Kinma Care – Natural and Built Environment
We try to keep fees as low as possible and naturally the more maintenance and improvement work that can
be done by parents the better. To keep the school an attractive and safe place to be in, it is vital for parents to
give a small amount of their time for this work. Maintenance includes work done on the school grounds,
outside equipment, the shell of the buildings, covering library books and some types of classroom assistance.
There is one Kinma Care Day held each term. If parents are unable to attend these dates a fee is charged in
lieu. This fee is $150 per term. This amount is on a pro-rata basis for Preschool families (e.g. $30/day
enrolled.)
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Lines of Communication
In the event that a parent would like to discuss an issue or make recommendations, Board members are available to
chat to parents at any time. The Board member will then direct the inquiry or the parent to the person who will most
effectively deal with it.
All Board and Education Committee meetings are open to parents. You do not need to inform anyone of your
attendance unless you wish to have an item placed on the agenda. It may be necessary to ask visiting parents to step
out of the meeting if the Board is discussing confidential matters.
In matters regarding your child, the Board recommends that the initial approach should be made to the class teacher,
who, in most circumstances, will be able to answer inquiries or solve issues. If the issue is one of a wider nature or if a
parent feels uncomfortable approaching a teacher, the parent is at liberty to approach the Education Leader.
If the issue is more of a financial or policy nature then the same procedure is followed but the issue should be brought
directly to the Manager in the first instance or to the Board if still unresolved. In order to have an item placed on the
agenda, speak with the School Manager – Julie Carr or the Board Chairperson.

Parents at Kinma
It is fundamental to Kinma’s philosophy and day to day operation that the home and school environments are
compatible and that parents are aware of, and involved in their child’s education. Parents vary in the amount of
knowledge they possess concerning Kinma, but all parents require some orientation to this unique program. Some form
of continual involvement is helpful in order to maintain awareness, because Kinma is an evolving environment.
There are many ways in which parents may participate and contribute to Kinma –


spend time in your child’s group, either as a ‘kid’ or as a helper



attend parent evenings/afternoons



attend learning forums



talk with staff and parents



help out with Snack Attack



assist with organisational tasks, e.g. washing dress-ups, cleaning blocks, cleaning the wet area, mending books,
sweeping outside classroom areas (liaise with your child’s class teacher about this)



share a special skill or interest, e.g. dance, photography, storytelling, carpentry, at Tinkering or with a group



attend the Kinma Care Days



accompany staff on excursions



attend social functions



hold a position on the Board or a sub-committee
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Spending time in your child’s group
There is no greater joy than to pull up a chair, cushion or piece of grass and stay for a while. Many schools do not offer
the openness that Kinma shares with its parents. To be part of a day unfolding in preschool or a primary class is the
greatest insight into your child’s learning. Taking part in the day’s activities is greatly encouraged.
Within a classroom we invite you to be part of the children’s world. During the day you may wish to solve or fix a
problem for one of the students. Offer suggestions and encouragement but allow the children to make the discovery for
themselves.
At times you may witness inappropriate behaviours from students. If you feel that what you are watching is dangerous
or emotionally destabilising please intervene. We suggest that you tell the students to stop, because YOU are feeling
concerned. By stating that it is you that is concerned you are not placing blame on anybody partaking in the situation.
The next step is to send a child to find a teacher to support the discussion. The teacher is skilled and aware of the
different personalities in the class. Also the teachers are required to monitor behaviours of all students.

Attend Parent Evenings/Afternoons
Parent evenings/afternoons are held each term. Such evenings generally involve parents and teachers coming together
to listen to a guest speaker, watch a relevant video or be involved in a workshop run by a staff member. Parents may
then be invited to split up to go to their children’s room to discuss the group’s program for that term and/or be involved
in some activities which the children experience.
These afternoons/evenings are essential to understanding the Kinma philosophy in general, as well as the everyday
happenings at Kinma. It is strongly recommended that at least one parent from each family attend these sessions.

Attend Learning Forums
Each term staff encourage parents to join them for an evening to dialogue topical/requested subject matters that are
relevant to Kinma’s philosophy and classroom practise. Examples of such discussions include, but are not limited to:
pedagogy, communication and critical thinking.

Talk with Staff and Parents
At Kinma, staff welcome impromptu discussions before and after school. If more time is required you can organise a
specific appointment with staff. Parents are a great source of information and are often at the school during the week.
Parent/teacher meetings are held formally in term one and three each year. Teaching staff and Admin will contact you
with available times and dates.

Snack Attack
Snack Attack is a weekly canteen held on a Wednesday where parents and children cook simple nourishing meals to be
purchased. For further details see page 14 of the handbook.

Assist with classroom organisational tasks
There are many tasks required in the day to day running of the classroom that parents can assist with. These range from
simply sweeping the verandah outside your child’s room to covering books to washing dress-ups. There are many jobs
both large and small that can be completed at either school or home. If you would like to make a direct contribution to
your child’s classroom just ask your child’s teacher or talk with the parent rep of your group.

Sharing a special skill or interest
At Kinma our school program grows richer with the inclusion of a parent’s skill or passion. Discuss with staff things that
you love to do (dance, photography, storytelling, carpentry, cooking, etc.) and would be willing to share with the
children. Teachers will always support you in the classroom environment.

Kinma Care Days – Built and Natural Environment
Kinma Care Days are an essential part of the Environment Sustainability program at the school. These days are very
social in nature and appreciated by all. A fee is charged for non-attendance. The dates for Kinma Care Days are always
advertised in the school newsletter and we encourage you to check the dates.
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Excursions
Due to the small size of the school many excursions are reliant on parents to help drive and support the teachers. When
attending an excursion please be aware of the importance of your role and discuss the details of all excursions with staff
before the event. Please remember there is no departure from the day’s planned itinerary.

Social Functions
Kinma holds a number of social functions throughout the year. These functions can vary from a cup of tea to our main
Fundraiser Night. They are a great way to become part of the community at Kinma.

Hold a position on the Board or sub-committees
There are a number of positions and committees that all work together to support this wonderful learning environment.
Contact any of the Board Members or the Manager to discuss the roles and responsibilities of joining one of the
committees.

Keeping Parents informed
Staff aim to keep parents informed through –










Kinma Newsletter
Kinma Community Facebook page – please note this is a parent forum and not always viewed by Admin.
Please email directly to admin@kinma.nsw.edu.au if you require specific information.
notice boards
parent /teacher interviews
children’s reports
events at school, e.g. afternoon teas
parent evenings
being available to discuss day to day happenings
the school website: www.kinma.nsw.edu.au

Term Dates & Operational Times
Kinma Preschool and Primary are operational 39 weeks per year. The year is divided into four terms, similar to other
educational institutions.
Term Dates
Kinma generally follows the NSW Department of School Education holidays, with the addition of one extra week in the
Winter holiday.

2020 Term Dates
Term 2:
Term 3:
Term 4:

Wed 29 Apr – Fri 3 July
Wed 29 July – Fri 25 Sep
Tues 13 Oct – Wed 16 Dec

11

Office Hours
The office is open Monday – Friday, 8.30am – 3.30pm. Any time you want to come and chat, we’d love to see you.
Julie Carr (Manager) is in the office Monday - Friday.
Claire Hickson (Administrator) is in the office Monday - Friday.
Carin Bertmar (Accounts Administrator) is in the office each Monday.
Narelle Reynolds (Accounts Clerk) is in the office each Monday, Wednesday and Thursday.

Pupil Free Days
Pupil Free Days are an integral aspect of professional development for staff and the development of Kinma’s education.
At Kinma, each of these days is designated for a specific purpose. One day of each term is set aside in order to coordinate planning for the term, prepare for parent nights, clean and organise rooms etc. Three additional days are
taken in terms 1, 2 and 3 for staff to collaboratively attend courses/conferences, visit other schools and centres or work
together on current issues, such as syllabus changes.

Staffing
Staff at Kinma are carefully selected. We are fortunate to have a team of well qualified, talented and energetic staff
who are dedicated to their profession and enjoy working with children.

Staff Development
During the course of a year Kinma Preschool and Primary staff have opportunities to attend professional development
courses. These courses can be held on site or at other venues. Our staff are committed to continual learning in the field
of education. At other times courses are attended out of hours or, if during school hours, relief staff are employed.

Staff Appraisal
Staff appraisal is one of the many ongoing professional development areas that Kinma staff are involved in. Staff
appraisal is viewed in a number of ways  peer appraisal and development of individual work plans,
 external appraisal - Board members,
 Board run forums on meeting the needs of staff, children and the community.

Relief Staff
Kinma maintains excellent staff:child ratios, and during times when permanent staff are on leave, we utilise appropriate
internal staff or those from an external agency.
Please refer to the individual Playgroup, Preschool and Primary sections for names of current staff in each group.

Supervision
Supervision involves the overall caring of the child. It concerns the immediate environment, a secure approach to living
where children are encouraged to respect themselves, other children, staff and other adults, school and learning, while
giving opportunities for children to grow in self-direction and independence.
Kinma’s teaching program establishes and maintains limits on behaviour for the protection of individuals, the group and
the learning environment. By helping the child negotiate and learn the reasons for various rules, the teacher encourages
them to develop self-discipline. Opportunities are provided for social development. A child learns through experience
to share, take turns, negotiate and interact with individuals and groups. Children learn to choose friends and to be
chosen. Children are encouraged to learn about and care for their own bodies.
As a result, day to day supervision is jointly undertaken by staff and children. Staff are there to help negotiate if
problems arise and provide first aid, as well as to ensure that children are safely delivered to parents/carers or onto a
bus of an afternoon.
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Essentials for a Good Day
Clothing
Kinma is located in a fabulous bushland setting which we fully utilise. The children are frequently involved in digging for
clay, grinding rocks to make paint, exploring and climbing, along with activities such as painting, sculpting, playing with
playdough, digging in the sandpit and simply sitting on the ground. As a result we recommend ‘Kinma clothes’ - clothes
which children and parents don’t mind getting dirty (possibly permanently).
We suggest that you send children in ‘layers’ of clothing to cope with the often changing weather conditions. Children
may need warm clothing on arrival and lighter clothing in the middle of the day to be comfortable.
A spare set of clothes is also suggested to be in the children’s bag (especially for those children who like to get wet at
the creek!)
Please have all children’s clothes, shoes and other items marked clearly with their name (so they can be returned).

Lost Property
There is a box (both in Preschool and Primary) into which all found items (not labelled) are placed. Children often do
not recognise their own belongings, especially clothes. All items of children’s clothing brought to school need to be
clearly marked with child’s name. Please check the lost property box regularly. At the end of each term, clothing that is
not claimed is sent to a local charity.

Toys
Children are requested not to bring toys to school. It is very easy to lose or damage toys within the preschool and
primary environment. Imaginative play is often greater without toys. However, where special toys or other items are
brought to school for news or group activities, they should be left with the staff for safe keeping. Please make sure that
they are clearly marked with your child’s name.

Lunches and Snack Attack
Lunches
At Kinma we believe an emphasis on healthy eating is important. Please keep chocolates, sweets, fizzy drinks etc. as
treats for home. We also encourage parents and children to consider our environment and limit the amount of
packaging in lunch boxes, particularly plastic, and please, no glass. All packaging is kept in lunch boxes and returned
home for disposal.
Food from home that requires refrigeration (e.g. yoghurt, eggs) may be kept in the fridge. Preschool carers, please label
and hand this food to staff on arrival.
The children in the primary school are welcome to use the kitchen to reheat leftovers, prepare toast, noodles etc. We
recommend that parents ensure that their child is capable of completing the process alone from beginning to end,
before sending such food in their lunch box. This includes opening a packet, using electrical appliances and cleaning up
after themselves. Children are also encouraged to place items such as yoghurt in the fridge, clearly marked with their
name.

13

Snack Attack
On Wednesday, Snack Attack lunches are a valued part of the Kinma week. The money collected is set aside to be used
for particular purchases which are important at the time, usually tea and coffee, and other kitchen supplies. Each term
a roster is prepared to ensure that there are three-four parents to run Snack Attack each week. Parents, carers and
grandparents are encouraged to be involved in Snack Attack either by preparing a sweet or savoury dish, or by helping
to prepare, serve and clean up. Meals are either prepared at home, brought in to school then heated and served, or the
kitchen is open from 8.30am to start cooking.
The Snack Attack co-ordinator is Hayley Lewis and she is happy to support parents who wish to join in with such things
as menu design and quantities required. She can be contacted at hayleyjl@tpg.com.au.
The menu is designed by those parents involved, with the emphasis is on healthy eating. Preferred foods are natural
and preservative-free where possible, e.g. homemade soups, pasta dishes, tacos, homemade pizza and rice/veggie
dishes. Foods preferred not to be used are highly processed and refined foods i.e. chips, sweets, pies, hotdogs, sausage
rolls and high sugar foods.
Kinma is a nut and shell fish free school, due to severe allergies.
Snack Attack will occasionally have a theme to celebrate food from other cultures or another theme happening within
Kinma.
The cost per child each week for Snack Attack is $5.

Kinma News
‘Kinma News’ is published weekly and is the major means of keeping you informed about the school’s activities and
development. Therefore the school assumes that all parents read the newsletter.
It is the responsibility of all parents to ensure they receive their newsletter each week and to note activities concerning
them and their children. Newsletters are sent to all parents via email; please notify the Office by email if you are not
receiving them. If you have any items of interest that you may wish to include in the Newsletter, please leave them in
the office before lunchtime on Tuesdays. Any advertisements must be approved by the Office prior to appearing in the
newsletter. Spare newsletters can be obtained from the office, and the current newsletter is available at the Kinma
website (www.kinma.nsw.edu.au).

Excursions
At various times throughout the year Kinma organises excursions to provide opportunities for the children to gain
first -hand experience in the local area and wider community in order to extend and reinforce children’s learning.
Notice of these excursions is posted on the calendar at the front of the newsletter and there is a more detailed outline
within the newsletter.
Travel to these venues can be by private transport, public facilities or hired coach.
All excursions are carefully planned to ensure the safety of all children whilst away from Kinma.
Overnight excursions are sometimes arranged, along with an annual camp in Term One.
For parents helping on excursions there are tips we give for being a good supervisor.
 Parents are the leaders of a small group.
 Parents need to know which students are in their group and keep them together.
 Parents need to be sure of where and when to meet during and at the end of the visit.
 Parents set the behaviour of their group.
 Parents make sure that children are aware of the local rules.
 Parents are encouraged to ask thought provoking, open-ended questions and to involve all students in their
group by waiting for answers and not allowing one or two especially eager student to get all the attention.
 Have fun, enjoy and keep safe.
From time to time there may be additional fees required to cover excursion costs.
Parents with children who require car seats will need to provide appropriate ones for each excursion.
14

Fees
2020 Pre-School fees per term
3 years of age

4+ years of age

2 days per week
3 days per week
4 days per week
5 days per week

$1,220
$1,820
$2,300
$2,570

Enrolment fee:

$300 (non-refundable)

Maintenance levy:

up to $150 per term for non-attendance at Kinma Care Day
($30/day of attendance/wk.)

Insurance levy:

up to $95 per student depending on number of days attending

2 days per week
3 days per week
4 days per week
5 days per week

$1,165
$1,260
$1,660
$2,440

2020 Primary fees per term
1st and 2nd child
3rd child

$2,405 (this is inclusive of excursion and stationery fees)
$1,800 (as above)

Enrolment fee:
Maintenance Levy:
Insurance Levy:

$850 per child (non-refundable)
$150 per term for non-attendance at Kinma Care Day
$95 per term

Fees paid by credit card will incur a 1% additional charge.

Notice of Withdrawal
Parents are required to give a minimum of one term’s notice directly prior to their date of leaving, in school time. The
penalty for insufficient notice is being charged for one term’s fees. Kinma is non-profit and as such requires a great deal
of planning to provide the wonderful service that is offered. Your help is requested. Under special circumstances, these
conditions can be waved. However this would require the approval of Board.

15

Emergency and Evacuation Procedures
Evacuation Policy
Aim: To ensure the safety of children, staff and visitors to the school in the event of an emergency.
In the case of an emergency requiring evacuation (e.g. fire) the following procedures will be followed:



Fire – designated staff to contact Terrey Hills Bush Fire Service on 9450.2573, and follow the advice given.
Other Emergencies –designated staff members to contact State Emergency Services on
9486 3399 and follow the advice given.

Evacuation Procedure for Children, Visitors and Staff







The School bell will be rung in the event evacuation is to occur. Designated staff will telephone Preschool directly.
All children, visitors and staff are to stop what they are doing and walk directly to the designated meeting areas.
Children are to take nothing with them.
Teachers to collect roll to ensure all children are present, (emergency backpack for Preschool), checking toilets,
lofts, and other rooms before moving to the designated area.
Teachers, visitors and children will remain in the designated area awaiting instructions, to either return to buildings
or class or to move to the appropriate area for collection by the Forest Coach Lines bus service.
The bus will take the children, visitors and staff to the evacuation destination as stated by the NSW Police Service.
Families will be contacted to collect children.

Information for Parents/Guardians
In the case of bush fires burning in the area, we ask that you do not send your child to Preschool or Primary.
Do not telephone the School if you are concerned about evacuation. Phone one of the following emergency contact
parents:Nic Woodcock
Karen Saint
Helena Mooney

0468 567 905
0403 486 124
0424 096 546

These parents will be kept up to date with the current situation.
Evacuation drills are practiced throughout the terms. Please discuss the idea of evacuation drill with your children so
they are not frightened or complacent.
Reassure your child that personal treasures left behind during evacuation times will not cause any family upsets.

Health
At Kinma children are constantly on the go, and it is advisable to keep your child at home if they are not feeling well. A
child will strive to undertake all the normal activities and not understand why on this particular day everything is so
much harder. Please keep unwell children at home.
Attached (at the end) is a copy of the required and recommended exclusion times for particular illnesses. It is essential
children take this time off from Preschool or Primary school to enable a quick and full recovery, and prevent spread of
illness to other children.
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Allergies and Medical Conditions
It is essential that staff are aware of any allergies and medical conditions children may have, along with cause and
treatment, to enable staff to deal appropriately with situations which may arise. This information should be included on
your child’s enrolment form and verbally notified to admin and teaching staff.

Administration of Medicine
If your child requires medication for an illness it is recommended that the child stay at home until treatment is
completed. In the case of antibiotics children need to stay at home until at least 24 hours after first dose. If your child
requires regular medication staff must be informed. Medication will be held in the Preschool or Primary office and not
in your child's bag.
Provide in writing your child’s name, type of medication, dosage required, time of administration, how the medication is
to be given and your signature. Staff will only give prescribed medicine if they are able to follow the doctor’s guidelines,
which they can read on a pharmacist’s dispensing label. This must include: child’s name
 dosage
 frequency of dosage
 date of dispensing
 expiry date
If your child requires a different dosage to that recommended, staff will require a letter from the doctor.
Staff are unable to administer non-prescribed medicines, such as cough syrup. Parents are encouraged to visit
preschool or primary school to help children with such medications.

Suncare
At Kinma we have a policy of ‘No Hat, No Sun’. All children are required to have a hat at preschool and primary school
irrespective of season or weather, and to wear this at all times while outside. Sunscreen is readily available for students
to use. We also recommend that students wear suitable clothing to protect themselves from the sun. During the hot
summer days activities are arranged so that children are undercover in the hottest periods of the day.

Accidents
In the event that a child is involved in an accident (or becomes ill) while at Kinma the staff will:1.
2.
3.
4.

administer first aid
dial 000 for an ambulance if necessary
telephone parents or emergency contacts listed on the enrolment form
a staff member or responsible adult will accompany the child to hospital, waiting until parents arrive.

Roadways and Car parking
Because the road outside the School is narrow and busy with cars and buses, there is a one way system in force
between the hours of 8.30am -9.30am and 2.30pm - 3.30pm. Between these times, please enter through the bottom of
Coolowie Road and exit up the hill. Parking on a 45o angle at the kerbside closest to the school is requested. There is also
ample safe parking in Aumuna Road.
Please don’t park in the staff carpark at any time.
Please don’t park in the bus zone as buses need to park to pick up children.
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Dogs at Kinma
It is a Government regulation that dogs, with the exception of guide dogs, are not permitted on the premises at any
time, including out of school hours.

Smoking
Smoking is not permitted on the grounds of Kinma at any time.

Kinma Policies
A full copy of all of the Kinma policies are available from the office or on the school website.

Playgroup
Playgroup is a creative, encouraging and nurturing environment which provides opportunities for unstructured play and
open ended learning for children up to the age of five. Parents can enjoy the valuable support and friendship of other
adults – and the time to relax for a coffee and chat. It is a wonderful opportunity for children to gain confidence in the
Kinma environment while feeling secure that you are close by.
Playgroup operates every Monday from 9.30am – 11.30am during term time. Everyone meets in our new meeting
space (behind the Admin/Library building) amongst the beautiful bushland. No booking is required, visits are on a casual
basis and it’s $3 per child. There are plenty of activities to choose from (painting, sandpit play etc.) This is a wonderful
introduction to Kinma’s play-based philosophies. Coffee and tea are included for the adults. Bring along a snack, drink,
hat and a change of clothes for your child. We recommend that you dress your child in old clothes, as it can sometimes
get a little messy. There can be no nuts or nut products in snacks.
Julie Carr can be contacted for further information - enquiries@kinma.nsw.edu.au

Preschool Section
Arrival / Departure Procedures
The Kinma day begins at 9am and ends at 3pm. All children attending Preschool are required to be signed in by their
parent/guardian each morning, and be signed out by the child’s parent/guardian at the end of each day. The sign in
sheets are located on the desk near the kitchen entrance. The attendance records are an important document which
we use as part of our evacuation proceedings. People who collect children are to be of legal age (min.18) and to be
considered to be in a fit and healthy state and not posing a threat to the child/children. If children are collected by a
relative/friend, prior written permission (by way of authorisation form or listed on enrolment form) is to be sighted by
staff.
After signing in, please let staff know your child is here. Also share with staff any information that may be of assistance
to your child through the day (e.g. how your child is feeling, medication information).
Children are not expected to be dropped off before 9am. It is also greatly appreciated that all parents/guardians are
punctual to collect children at 3pm. Parents are requested to notify staff of Preschool (9486 3018) or Admin
(9450 0738) if their child is not attending that day. Alternatively, we ask that you text the Kinma Office mobile
(0474 500 707).
Please remember to let your child know when you are leaving the Preschool and say goodbye to your child and let
him/her know when you will be back to pick her/him up, even though she/he may get upset. The staff will be there to
comfort your child and help her/him to settle into an activity.
When you arrive to collect your child, the staff will be happy to share with you information about your child’s day.
Please feel free to spend as much time at the Preschool as you and your child need during arrival and departure times.
In an emergency situation please telephone staff as soon as possible to identify who may be collecting your child that
day.
There is a formal procedure that we are required to follow to protect your child in the event of a serious emergency
situation in which you are unable to collect your child, and when no contact can be made with your other emergency
contacts (as stated on your enrolment form). A copy of Kinma’s Safe Collection Policy can be obtained from the Admin
Office.
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Current Preschool staff
Kay Matthews

Nominated Supervisor, and Educator (Certificate of Education – Primary/Early Years,
Cambridge Institute of Education)

Felicity Brandon

Educator (Early Childhood, Macquarie University)

Christine Kaufmann

Educator (Primary trained in Switzerland)

Lizzie Rayer

Educator (Diploma in Children’s Services)

Pat Nugent

Educator (Diploma in Children’s Services)

Karthi Siva

Educator (currently studying Diploma in Children’s Services)

Contact Telephone Numbers
We have listed below telephone numbers of people and organisations which may be of help to you and your family.
Nominated Supervisor

Kay Matthews

9486 3018

preschool@kinma.nsw.edu.au

Manager

Julie Carr

9450 0738

admin@kinma.nsw.edu.au

Family & Child Services
Central Licensing Team

1800 619 113

9716 2100

cslicensing@community.nsw.gov.au

Public Health Unit, Dept. of Health

9477 9400

Early Childhood Health Centres

Mona Vale

9998 6260

(Northern Sydney Health)

Avalon

9918 3741

Balgowlah

9948 8061

Queenscliff

9466 2571

Frenchs Forest

9451 7949

Brookvale

9388 5140

St Ives

9988 4999
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Play Based Curriculum
“Play starts at birth and early childhood environments that promote play for all children and allow children to feel
motivated, esteemed and appreciated are cause for celebration.” (Elspeth Harley 1999)
What are children gaining through play experiences?
Close observation of children participating in dramatic play shows they are using a wide range of cognitive skills as they
plan and implement their play.
These skills include:


















divergent thinking
understanding concepts
problem solving
imagining
imitation
visual/spatial discrimination
anticipation
attending behaviours
planning
concentration
reasoning
linking cause and effect
taking the perspective of another
choice and use of resources
testing relationships and adapting responses
classifying
memory recall

When children initiate and invent pretend play they often become totally absorbed, and can be observed demonstrating
skills and behaviours which are more refined and advanced than at other times.
The environment, the props and the social interactions serve as scaffolds whereby the child can progress to high levels
of development and understanding.
Through play experiences children develop self-motivation and the ability to make their own choices. They balance
individual freedom with social co-operation, negotiation and responsibility for the welfare of others. They develop the
ability to reflect and learn from their own mistakes with courage and confidence in themselves as learners. Play can be
the perfect context for developing these life skills.
As early childhood educators we support the development of children’s play by:
 allowing children time and space to play
 providing resources and open ended materials that allow children opportunities to manipulate, explore, discover and
practice
 respecting and valuing children’s sense of ownership, autonomy and control of their own learning and play
 encouraging children to pretend and develop their imaginative play
 valuing play as a process not necessarily with any obvious outcome, but capable of one if the child so desires
 reflecting on our observations in order to plan and further extend children’s play and development

20

Fees - Government Assistance
Family and Child Services
The Department of Community Services allocates a small amount each year as part of our funding arrangements to be
utilised solely for parents on lower incomes who may require assistance in payment of fees in Preschool. If you wish to
discuss this option please contact the office.

Childcare Assistance
Commonwealth Childcare assistance is available to extended hours services, e.g. long day care centres and after school
care services. Childcare assistance is not available to Kinma Preschool families due to the Centre’s hours of operation.

Behaviour Management (Policy-Guiding Children’s Behaviour)
Children's behaviour expresses who they are, how they feel, and what they need. The response to this behaviour by
those who care for them results in learning that is as important, if not more important, than anything else they will
learn. It provides a framework for children, in which they can manage their own learning.
In guiding children's behaviour we will acknowledge diversity, i.e. individual differences due to innate temperament
as well as to culture, class, ability and gender. We acknowledge the importance of learning from the child, what is the
best way of responding to that child.
A caring and sensitive response will help a child to:
- grow in maturity
- feel confident and worthwhile
- manage feelings and relate socially to others
- learn effectively
- make the most of opportunities.

Primary Details
School Day
The Kinma day begins at 9am and ends at 3pm. While it is often essential for your children to attend appointments
during the day, please try to arrange these for the afternoon, as the morning period is of great importance for
establishing the program of the day. Missing the start of the day often leaves children a little ‘lost’.

Picking Up and Dropping Off Children
Please ensure a staff member is aware of your children’s arrival at school and departure in the afternoon. Teachers
must be informed if your child is catching a bus to and/or from school, or if someone other than a parent is to collect
them from school.
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Absenteeism
As stated in the Education Act attendance at school is necessary except when reasonable causes operate to prevent
attendance. Reasonable causes include:

illness – please see enclosed recommended and required exclusion periods for specific illnesses



other special leave for medical, dental appointments etc., and other exceptional circumstances, such as family
emergencies.

In respect to illness, parents should notify the school by phone or email. The child’s teacher must be informed as to any
special leave situations. If there has been no notification of a reason for absence which has continued for more than
one day, it is the responsibility of the school to contact parents to determine the reason for absence.

Current Primary Staff
Michelle Walker – Educator (Bachelor of Education – Primary)
Deepika Mistry – Educator (Masters in Teaching)
Katy Bennett – Educator (Bachelor of Education – Primary)
Kate Chockman – Educator (Bachelor of Education – Primary)
Kimberley Read – Educator (Bachelor of Education – Primary)
Andy Lamond – Educator (Early Childhood Educator)
Lisa Brine – Educator (Bachelor of Education – Primary)
Sal Wright – Educator (Masters in Teaching)
Tom Brien – Educator (currently studying Masters in Teaching)
Grace Paddon – Educator (BA (Hons) Primary Education)
Alexandra Ivanov – Diploma in Childcare Services

Behaviour Management at Kinma
Philosophy
At Kinma, children are encouraged to be responsible, independent and develop discipline for themselves from within.
Children respond in kind to courteous and considerate treatment by adults, and will approach activities with
concentration and motivation when tasks are suited to their needs and interests.
We encourage children to respond to limits and gradually develop the skills to set their own limits. We carefully
consider the development of each child in all areas, including their behaviour. At Kinma we develop children with selfdiscipline, respect for others and their difference, honesty in action and thought; children who value co-operation, who
take pride in their school, classrooms and groups.
The objectives of our approach to behaviour management are:
 To develop a sense of responsibility for behaviour;
 To limit the disruption to others from inappropriate behaviour;
 To develop non-violent and non-aggressive approaches to conflict resolution.
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1. How we manage behaviour
(a) We actively develop a relationship
Staff, parents and children develop good relations based on open communications, humour, respect and shared
learning experiences.
(b) We promote independence in children
At Kinma we believe it is important for children to develop independence and a sense of "I can do it". While staff are on
hand to support all situations we do encourage children to "have a go" or to gain assistance from peers; not to turn to
an adult for the "answers".
In today's world children have little or no 'power' over their world, and at Kinma staff are constantly looking for ways to
empower children, which in turn leads to a greater self-awareness and increased self-esteem. Children with good selfesteem are in a good position to develop self-discipline.
(c) We create opportunities to contribute to the Kinma community
Staff listen to and act on children’s ideas and involve children in decision-making so that they can make a positive
contribution in their own lives at Kinma.
(d) We establish clear limits
Children and staff have agreed on some school standards, along with children’s rights and responsibilities. We use these
standards to shape children’s behaviour and let them know what is expected. We communicate this by talking about
desired behaviour rather than focusing on misbehaviour, explaining reasons for the limits, saying “yes” often, stressing
positive nouns such as “walk”, rather than “don’t run”. We have few rules to remember. They are listed below.
The following actions are inappropriate and will not be accepted:


Bullying or violence (verbal of physical) with the intent to harm;



Speaking to teachers, parents, visitors or other children in an offensive manner;



Deliberately damaging or defacing, or stealing school property or other property or acting in a way likely to
cause damage;



Not acting responsibly to people when outside the school community;



Being in possession of an object, the purpose of which is to inflict harm to another or to property;



Being in possession of cigarettes, alcohol, or unlawful drugs.

Rights:
 We have the right to play and learn;
 We have the right to be safe and happy in the playground;
 We have a right to be listened to and gain access to buildings, first aid, and staff;
 We have a right to a clean place.
Responsibilities:


We have the responsibility to learn and share with others;



We have a responsibility not to hurt others by word or action;



We have the responsibility not to abuse our rights;



We have the responsibility to maintain a clean environment.
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(e) We make encouragement a habit
Encouragement focuses on effort, improvement, displaying confidence, and is offered at all times.
(f) We develop a healthy attitude to mistakes
Our mistakes have the potential of providing our greatest learning opportunities.
constructive feedback is provided so that children can learn from their mistakes.

When children make errors,

(g) We are good role models
People are more likely to adopt healthy-lifestyles and optimistic view of the world if others in their lives do likewise.
Kinma acknowledges that:


Some testing of the limits of acceptable behaviour is normal for children;



Children gain a sense of security in their school environment knowing that necessary limits will be placed on
their behaviour and that of others;



Misbehaviour is often a child’s expression of underlying factors. Teachers take steps to understand the intent
of children’s misbehaviour and to respond to the underlying issues as well as the misbehaviour. This is done in
collaboration with students and (where appropriate) with parents, always giving due consideration to the goal
of developing self-discipline in children.

2. How we respond to inappropriate behaviour


If a student is found to be in possession of a banned item (weapon, drugs etc.), we will confiscate it. Parents
may collect it from the office.



If inappropriate behaviour involves damage to, or theft of, property, the property must be repaired, replaced,
or returned.

Our other responses to inappropriate behaviour are:


Withdrawal of rights (e.g. excursions, play areas);



Removal of children from classroom/school for the safety of themselves and others.

Our responses to inappropriate behaviour always follow discussions with the child(ren) involved to find out what
happened and why. Depending on the individual circumstances of each case, our responses may also involve
discussions with other children, staff or parents.
This is an ongoing part of children's socialisation at Kinma. Children are respected as individuals, but are expected to be
an involved member of the whole group. Support and guidance in managing behaviour issues may come from another
individual, peers, class or whole school meetings or families, depending on the circumstance.
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Assessment and Reporting in the Primary School
At Kinma children and teachers accumulate a personal profile holding records of each child’s progress throughout their
year at Kinma. These provide a measure of continuity as a child moves through the school. Records consist of checklists
in specific areas, anecdotal records kept by teachers and examples of children’s work.
Reporting to parents occurs regularly through the newsletter, letters to parents, class reports, displays, informal
performances, informal talks and parent evenings. Comprehensive reports are prepared by teachers and students twice
yearly. These reports take a variety of forms, though will generally include: a record of major activities
 the child’s approach to learning
 social, emotional, physical and intellectual development
 suggestions for the future
 analysis of these observations where appropriate.
Interviews with parents and teachers are held Term 1 and Term 3 each year. These interviews are considered an
integral part of reporting, in that they provide the teacher with a different, valuable perspective on their child, and
provide both parents and teachers the opportunity to pursue issues raised in the meeting.

Homework
At Kinma we aim to develop the whole child. This requires the development of thinking skills, problem solving
strategies, skills for collaboration and co-operation, communication skills as well as the development of basic skills such
as maths, reading and writing. Through providing children opportunities to learn through real-life experiences they
approach tasks in the same way we all do every day – through talking to others, thinking it through, having a go, making
a choice, sharing the load, taking responsibility, etc.
Homework by its very nature represents a very different style of education to that which Kinma represents. Homework
requires children to work alone; collaboration is no longer possible. Homework, by necessity, is generally structured to
allow for simple assessment, that is marking, which results in basic knowledge questions, rather than activities requiring
thought, problem solving strategies or decision making skills. Furthermore, many of the resources in our environment
at Kinma, both indoor and outdoor, are not always available at home, which changes the way children work.
It is also essential for children to have the time to be involved in activities which result in learning experiences outside of
school. The time children spend playing with friends contributes to their social development. Training with a local
sports team develops co-ordination, co-operation, communication and social skills, as well as math concepts. Practicing
a musical instrument not only develops musical skills, also patience and recognition for the need to persevere and
practice to develop a talent. Day to day tasks, such as washing up and hanging out the washing, all contribute
enormously to the development of responsibility, independence and self-confidence.
As a result students (generally only the older group) receive only occasional small amounts of homework. This may be
because the student has not managed their time well during the day and need to complete a task at home, or that the
student and teacher have agreed on a little extra work in a particular area, for example handwriting. Occasionally
children will also request homework, generally as friends and/or siblings from other schools have homework.
Students in the older group will often have term projects to work on at home. This is determined by the students and is
structured to build a strong connection between home and school, by closely reflecting the practices at Kinma. That is
the students need to work with family members as they would with other students at school. This allows parents and
siblings to better understand what happens each day and provides students with the opportunity to take skills
developed within one setting into another. Such projects are also designed to allow students to incorporate their
interests and learning style.
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