
   

 

Warrnambool West 

Primary School 

Parent  

Information 
 

Principal : Clare Monk 
 

warrnambool.west.ps@edumail.vic.gov.au 

 

35 Hoddle Street 

Warrnambool 

03 5561 3161 

 

 

 



 2 

 

Table of  

Contents 

Warrnambool West Primary School 

Vision and Values Statement …………………........  Page 3  

On Time, Every Day, Ready for Learning ............ Page 5  

The Home-School Partnership ............................. Page 7  

Student Wellbeing ................................................ Page 9  

Other Information ............................................... Page 10  

Uniform …………………………………………………. Page 12 

School Organisation (2020) ................................... Page 13  

School Staff ……………………………………………. Page 14 

School Policies ...................................................... Page 15  

 



 3 

 

Our Vision: 
 

A school’s Vision is the long term goal that all 

stakeholders have for the school and the 

students. 

 

To create lifelong learners who are engaged with their community. 

 

Our Values: 
These represent the aspirations and beliefs of our school community. 

They work in conjunction with core traditional community values such as: 

respect, appropriate manners, democracy, morals, responsibility and 

respect. 
 

SAFE 
 

secure, cared for, happy, protected, bully-free 

 

SUPPORTIVE 
 

caring,  interested, helping, understanding, encouraging 

 

INCLUSIVE 
 

not left out, everyone, all, complete, diverse 

 

Warrnambool West Primary School 
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On TIME EveryDAY  

Ready for LEARNING 

Ensuring your child is on time, every day, ready for learning is the most 
important role you can play, particularly in the early years of schooling.  

School Bell Times (Monday – Friday):  

Supervision is provided in the yard from 8.45am  

 First bell (students inside): 8.50am  

 Classes start: 9.00am  

 1st Lunch: 11.00am  

 Supervised Eating: 11.30am  

 Classes resume: 11.40am  

 Supervised Eating: 1.40pm 

 2nd Lunch: 1.50pm  

 Classes resume: 2.20pm  

 Home time: 3.20pm  

Attendance and Lateness:  

Attendance is checked twice each day. Students who arrive 

late at school must sign in at the Office before they make 

their way to their classroom. Being on time, every day, 

ready for learning is the best way to ensure our child gets 

off to a flying start at school.  

Absence Notes:  

If your child is absent from school please lodge the absence 

on Compass, send a note, contact us by phone, or speak to 

your child's teacher. This is a legal requirement, but also 

means that we are able to help monitor your child’s 

whereabouts, an important safety consideration.  

Exiting School:  

Students must be signed out at the Office by their parent/

guardian when leaving school early.  
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The HOME-SCHOOL  

Partnership 
Education is a partnership and we welcome the opportunity to discuss 

your child’s learning needs with you.  

Office Hours: Monday to Friday 8.30am – 4.00pm  

The Business Manager & Administration Staff  will be in attendance during these hours. It is preferable for parents to 

contact the Office during these times.  

For security reasons, all parents must report to the Office before visiting a classroom during school hours, even when it is 

only about a minor matter (eg: delivering lunch).  

Parents wishing to raise a concern should allow sufficient time for the matter to be discussed with the relevant staff 

member/s, as follows: if the matter involves your child or a classroom related matter, please write a note to the classroom 

teacher or make an appointment to speak with the classroom teacher on the phone or in person. The beginning of the 

school day is not generally a suitable time for parents to raise concerns with teachers.  

If the matter is not satisfactorily resolved or involves issues beyond your child’s classroom or the matter is of extreme 

concern, please make an appointment through the office to see Principal, Clare Monk.  

Visitor Passes:  

For safety and security reasons, parent helpers, visitors, maintenance workers, etc, will be issued with a Visitor Pass when 

they arrive at the School. These passes are to be worn whilst on the school grounds and are to be returned to the Office at 

the completion of the visit.  

Communication, a vital link:  

Compass:  

Warrnambool West Primary School parents are encouraged to sign up for our online communication portal, Compass. You 

will be able to access Compass via computer, tablet or mobile phone (iPhone or android) by downloading the Compass 

School Manager app from the Apple or Android app store or using the web address  

https://warrnamboolwestps-vic.compass.education/.  

Through the parent portal you can view your child’s up-to-date class and school attendance information, approve or enter 

upcoming or past absences for your son/daughter, update your registered email and mobile number (used for 

SMS alerts) details, access the School calendar and view information & give consent for camps and excursions. 

All new parents/guardians will be sent home the appropriate information to be able to register with Compass.  

Facebook:  

Our Primary School Facebook page allows us to post information in real time, share celebrations and create an 

online community for those who can’t always make it into the school grounds. We recognise that not everyone 

uses Facebook, but following the positive experiences of other schools in our region we feel it’s a great opportunity to share 

stories and communicate with each other in a new way. We encourage you to share, like and comment on our posts, but 

please no tagging. A full list of guidelines are included in our Facebook Policy. A ‘Media’ approval form, will need to be 

completed advising if you are happy for your child or children’s photo to appear in Facebook posts. No names will be used 

in any posts. 
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Warrnambool West Primary School 

SeeSaw:  

SeeSaw is used to upload student lessons, assignments and activities. It is a digital portfolio of students’ daily learning. Students 

can log-in to participate in class activities, view work, retrieve homework, submit their own journal work and view and 

comment on other students’ work. Students cannot post work without teacher approval. Students can see their information 

(including feedback and assessment provided by teachers) and their parent’s responses to approved assessment. Students 

cannot submit content without teacher approval. Parents can view and comment on their own child’s classwork, photos and/

or journal work through the SeeSaw Class app. Seesaw is mainly used for communication between teacher/student and home. 

Newsletter:  

A key source of communication with parents is our school newsletter, the West Express. This is posted onto the Compass 

portal for instant viewing and is also distributed to students weekly on Wednesday afternoons. The eldest student in each 

family at Warrnambool West receives the newsletter.  

Parents are advised to seek out the newsletter each week as it contains news on a wide range of issues relevant to our School, 

to education generally and to the community. Important dates, response slips, changes to school routines, meeting details and 

opportunities for celebrations are also included. A calendar of events and community information is also included as a regular 

feature. Spare copies are available from the Office.   

Academic Progress:  

Parent Teacher Interviews will be held during Term 1 and Term 3 to share information and to discuss your child's progress. A 

semester report is provided in June and December showing your child’s level of achievement against the Victorian standards. 

These reports will be provided to parents in hard copy. Staff are happy to discuss your child’s progress throughout the year as 

required. Please contact the School for an appointment.  

Change of Address:  

Parents are requested to inform the Office promptly of change of address, home or business telephone number including 

changes to emergency contacts. This is most important in case of an emergency.  

Emergency Information:  

Please enter on the Emergency Contact form any special details that may be relevant (eg: anaphylaxis, allergies, asthma, 

epilepsy). This is our first point of reference when dealing with an accident or serious condition. Unless kept up to date, our 

system of care will not work properly. It is vital that if circumstances of illness or emergency contacts change, the school is 

notified as soon as possible.  

School Council:  

The School Council makes decisions about policy matters that affect the school. It is made up of parents, DET employees & 

Community members. Warrnambool West Primary School Council meets on the third Monday of every month at 7.00pm. 

Interested parents are encouraged to nominate for election as members of the Council. Information about the election process 

is distributed annually in February/March.  

Parents & Friends Association:  

Warrnambool West Primary School Parents & Friends meet on the second Tuesday of each month at 2.30pm. Our Parents & 

Friends Association plans and coordinates fundraising and special events, enhancing our students’ school experiences and 

ensuring they have access to first class facilities and resources. All parents are welcome to attend.  
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Warrnambool West Primary School 

Student WELLBEING  
Student Wellbeing and Safety:  

At Warrnambool West Primary School we provide a friendly, safe, cooperative and purposeful environment in which learning 

occurs. This environment is fostered through the School values of Safe, Supportive, Inclusive. At the beginning of the school 

year students are involved in the Learning to Learn Program. The Learning to Learn Program involves students working on 

developing a shared understanding of Warrnambool West Primary School values, developing class rules and establishing 

some learning tools that will be used throughout the year.  

Parents are encouraged to read the School’s Student Wellbeing Policy which outlines our aims and practices relating to 

student wellbeing.  

Student Wellbeing Officer:  

Our Wellbeing Officer, works closely with the classroom teachers and students. He is responsible for providing an effective 

link between the School and outside agencies. He liaises with staff, leadership, parents and relevant community groups to 

provide counselling and referrals for students and works with staff to establish programs and curriculum support materials.  

School Medical Service:  

A nurse from the Primary School Nursing Program attends the School to see all Prep students and other children referred by 

teachers.  

If any problems are found, the parents are notified and discussions held, then the child is referred to the family doctor for 

further attention.  

First Aid, Accidents and Ambulance Service:  

The School has a well-equipped First Aid Room and trained First Aid Officers. If they consider that your child would be best 

served by going home, you will be contacted by the Office Manager. This is the reason for the emergency contact form that 

you fill in when your child is enrolled. Should your child's problem be only minor, he/she will be kept in sick bay and 

monitored closely. In the event of a more serious accident or condition, you will be called as soon as possible and notified of 

any action we have taken (eg: doctor called, child sent to hospital).  

Sunsmart:  

Warrnambool West Primary School is a Sunsmart School. The policy requires students to wear a broad brimmed school 

uniform hat from September through to April and on days when the UV rating is 3 or above). The use of sunscreen 

(SPF30+) is also encouraged and a pump pack of sunscreen is provided in each classroom. Students are required to play in 

the shade if they don’t have a hat. The Parents & Friends Association provide a school polo & hat for all new Prep students.  

Infectious Diseases and Head Lice:  

When a child is diagnosed as having an infectious disease, your doctor will determine if the child is to be excluded from 

school and for how long. Please contact the Office if you require further information.  

Coughs and sneezes: please provide your child with the necessary handkerchief or tissues and remind them of their use and 

disposal.  

Whilst head lice are not a disease, they are an identified health issue. If your child has an infestation of live head lice, you will 

be asked to collect them from school and they will need to remain at home, according to Department of Human Services 

guidelines, until the day after appropriate treatment has been undertaken.  

It is recommended that students with long hair have it tied back at all times as this helps reduce the transfer of head lice.  

Confidential advice on treatment is available through the school.  
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Warrnambool West Primary School 

Camps and Excursions:  

A sequential camping program is offered from Year 3 – Year 6. Camps may have a cultural, environmental or outdoor 

emphasis and are an important aspect of the educational programs on offer.  

Excursions are an essential part of the school curriculum. Where possible, all of our school activities are planned so that 

travelling and costs are kept to a minimum.  

Camps, Sports & Excursions Fund (CSEF):  

Any parent in possession of a Commonwealth Pensioner Health Benefits Card is entitled to apply for the Camps, Sports 

and Excursions Fun (CSEF) in respect of each child aged 5 to 15 years. Application forms are available from the School 

at the beginning of the year.  

Homework:  

All students in Prep – Year 4 should read to their parents nightly and record in their reader. In addition, students need to 

read the words sent home at the end of each week that reflect the phonics learning that has taken place within the 

classroom. From Prep – Year 6, additional homework tasks may be set.  

Homework gives you the opportunity to see aspects of your child's work and is valuable to your child as an introduction 

to regular out-of-school study, developing self-discipline and organisational skills. Homework is best done in a 

comfortable position for working, a well-lit area and isolated from distractions (especially social media and television).  

House System:  

The House system has been set up to cater for both competitive and non-competitive activities. 

These may include such activities as sport, yard duty, Swimming, Athletics and Cross Country 

Carnivals and citizenship activities. The houses are Koorayn (Red), Weelan (Yellow), Kandabul 

(Blue), Weenkeel (Green).  In most cases, all students in the same family will belong to the same 

house.  

Information and Communications Technologies:  

Students utilise iPads and have access to secure internet.  

Library:  

Our Library is a central collection of 10,000 print and multimedia resources to support teaching 

and learning activities and student recreational reading needs.  

Classes visit the Library weekly with their class teacher. All students are encouraged to borrow on a regular basis.  

Lost Property:  

Unclaimed clothing is stored in our wellbeing office. Please make sure that you label all of your child’s uniform so that it 

can be returned to them. If your child loses property, please contact the class teacher. All unclaimed lost property will be 

distributed to local charities at the end of each term.  

Snacks and Lunches:  

Parents are encouraged to avoid putting disposable wrappings in their child’s lunchboxes as students are required to put 

any wrappers in their classroom rubbish bins before taking their snacks outside. This procedure helps to keep our school 

yard looking neat and tidy.   

Warrnambool West encourages students to eat healthy snacks such as fruit, vegetables, a sandwich, cheese, etc.  

Other INFORMATION  



 11 

 

 

Warrnambool West Primary School 

 

School Grants and Parent Contributions:  

Our school fees are kept to a minimum and are an essential part of meeting our school needs. They fund the purchase of 

student requisites such as paper, books, Stationary and other essential equipment. They do not cover the cost of camps and 

excursions.  

School Fees:  

Our school fees for 2021 will be determined and set by school council in Term 4 of 2020.    

Student Banking:  

Students can open a savings account through the Commonwealth Bank. Deposits are collected each Tuesday morning and 

electronically processed. This is an optional service provided to families.  

Swimming Program:  

The program commences with water familiarisation and as confidence is gained further swimming techniques are taught. 

Students swim at the conclusion of the year at a local indoor heated pool.  

We would ask you to cooperate by ensuring that your child brings bathers and a towel on all possible occasions that 

swimming is held. Year 5 & 6 are involved in a surf program conducted at our local life saving club. The swimming lessons, 

entry to the pool & surf lesson cost is covered in your Swimming component of School Fees.   

Travel Arrangements:  

Arrangements when Coming Late to Pick-Up Children:  

If you know that you will be late collecting your children or if you are held up, please phone the school and we will reassure 

your child and assist with supervision.  

Bicycles:  

Unless the distance from home to school is too great, we urge you to support your children to walk or ride to school. 

Walking and riding are healthier alternatives, although the use of bicycles without supervision can be a safety concern, 

especially for children younger than ten years old.  

Where a bicycle is used it is wise to undertake regular safety checks and give a reminder on traffic rules and laws. In 

accordance with Safety Traffic Regulations children are required to wear approved safety helmets when riding bicycles. 

Children should remember that, if they use the school crossings, they must walk across, not ride their bicycles. Children are 

not to ride bicycles or scooters in the playground when travelling to and from school.  

Bus Travel:  

Please call Warrnambool Bus lines to gain correct bus routes for your children. Country bus co-ordinators are located at 

Brauer College. 

Car Parking:  

Parents are requested to park legally and safely when dropping off or picking up children. Tait Cresent & Hoddle Street are 

suggested pick up points. Please avoid the bus parking area and parking within the lines painted for the School Crossing. 

Ensure that you leave the pick-up area promptly to allow other parents access.  

School Crossings:  

These are provided on Hoddle Street, Laverock Road & Morriss Road. Please ensure that your children use the crossings 

safely. Crossing Supervisors have been employed to assist children using both crossings. Children are expected to obey the 

Crossing Supervisor's instructions. We hope that parents will assist us by parking well clear of the crossing area. Children are 

reminded that they must not ride bikes on or run across the crossing. Parents are required to set an example to all students 

and use the crossing appropriately.  
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Warrnambool West Primary School 

Uniform:  

The School has a strong commitment to maintaining high standards, including personal presentation. Students are expected 

to wear school uniform and present themselves in a clean and tidy manner.  

Please note that Logo uniform items are only available from the Uniform Shop which is located from the School Office. 

Please see below for a full list of school uniform. Please see the Uniform Policy if you have any further queries.  

Out of Uniform Days:  

During the school year, the School runs Out of Uniform Days to raise money for a variety of charities. If students choose to 

come dressed in casual clothes on these days, it is expected that they do so in an appropriate fashion (eg: no singlet tops). 

Thongs and slippers are not permitted under any circumstances due to health and safety reasons.  

Uniform items include: 
 
GIRLS: Summer  

 Button front dress – navy and white check  

 Navy shorts - trackpants 

 Jade polo top 

 Navy Polar fleece jumper  

 Navy or white socks 

 Black leather school shoes / black appropriate sports shoes 

 School issue sunsmart hat – compulsory  

 Microfibre Sports Jacket 

 Navy broad brimmed school hat 
 
 

BOYS: Summer 

 Navy shorts 

 Jade polo top 

 Navy Polar fleece jumper  

 Navy or white socks 

 Black leather school shoes / appropriate sports shoes 

 School issue sunsmart hat – compulsory  

 Microfibre Sports Jacket 

 Navy broad brimmed school hat 
 

 
 

GIRLS: Winter 

 Navy, white, jade tartan pinafore 

 Jade polo top 

 Navy Polar fleece jumper  

 Navy tights  

 Navy tracksuit pants 

 Black leather school shoes / appropriate sports shoes 

 Microfibre Sports Jacket 
 
 

BOYS: Winter 

 Navy tracksuit pants 

 Jade polo top 

 Navy Polar fleece jumper  

 Black leather school shoes / appropriate sports shoe 

 Microfibre Sports Jacket 
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Warrnambool West Primary School 

Term Dates for 2021: 
Term 1 Thursday 28th January  Until  Thursday 1st April 

Term 2 Monday 19th April   Until  Friday 25th June 

Term 3 Monday 12th July   Until  Friday 17th September 

Term 4 Monday 4th October  Until  Friday 17th December 

Students in Year 1-6 commence Term 1 in 2021 on Thursday 28th January whilst Prep Students commence at 9.00am on 

Friday 29th January . 

Prep Students will not be required at school on Wednesday up until the end of Term 1, commencing full time from day 

19th April 2021. 

 
 

 

 

 

 

 

 

 

Plan of School: 
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Warrnambool West Primary School 

School Staff 2019 

Clare Monk 

Principal 

Karen Holdsworth 

Assistant Principal 

Meagan Roberts 

Foundation Teacher 

Zoe Evans 

Year 1 / 2 teacher 

Steve Griffin 

Year 1 / 2 Teacher 

Siobhan Lilly 

Year 3 /4 Teacher 

Heath Hackett 

PE, Music & HOL 

Maryrose McElgunn 

Year 4 / 5 Teacher 

Dina Thomas 

Intervention Teacher 

Elizabeth Hopkins 

Year 6 Teacher 

Sheryl Reed 

Teacher Aide 

Lisa Halliwell 

Science 

Fiona Ludeman 

Teacher Aide 

Renae Blake 

Visual Arts 

Vanessa Attrill 

Business Manager 

Hannah Loughhead 

Trainee Ed Support 

Toby Webb 

Student Wellbeing 

Jasmine Liu 

Teacher Aide  

 

Jeanette Fitzsimmons 

Teacher Aide 

Petra Lammers 

Teacher Aide 

Roslyn Templeton 

Teacher Aide 
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Warrnambool West Primary School 

Hard copies of the following school policies are available for 

parents at the School Office.  

 

Administering Medication at School  

Anaphylaxis  

Attendance  

Bullying and Harassment  

Camps and Excursions  

Care Arrangements for Ill Students at School  

Child Safety  

Community Grievance  

First Aid  

Mandatory Reporting  

School for Student Leadership  

Student Mental Health, Engagement and Inclusion  

Sunsmart  

Supervision of Students  

Uniform  

Visitors in Schools  

Working with Children Check Procedure  

 

School POLICIES  


