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Dear Parents and Students, 
 
A very warm welcome to Tecoma Primary School.  
 
Our mission is to ensure that your family association 
with our school is a rich and rewarding one and that 
you take away many relationships and happy 
memories from your time here. 
 
Tecoma Primary School prides itself on providing a 
caring and stimulating learning environment for all 
children.  Developing the whole child is  
a major school focus; preparing 
our students to take their place successfully in further 
education and adult life; providing each child with the 
foundations for a confident future. 
This is reflected in the vision and values statement we developed in 2007. 
 
Vision: At Tecoma Primary School we strive to create a responsive, 
cooperative, innovative teaching and learning environment. We aim for 
development of the whole person as a committed life long learner, who 
embraces self development, achievement and contributes to their community. 
 
Our  values are: 

¶ Respect  

¶ Integrity  

¶ Community  

¶ Creativity / Innovation  

¶ Learning  

¶ Personal Best 
 
The school community is actively involved in supporting the school and its 
programs; in turn the school works very closely with its community to develop 
programs of mutual support.  
 
The strength of Tecoma Primary School comes from the strong, close links 
between each of us.  To that end I look forward to our ongoing association. 
 
Yours sincerely, 

Rohan Thompson 
Rohan Thompson 
Principal
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General Information 
 

Address:    Tecoma Primary School  

    1536 Burwood Hwy  

  TECOMA     3160 

Postal Address:   P.O. Box 336 , BELGRAVE   3160  

Telephone:    9754 2354   

Fax:    9754 2049  

 
E Mail:    tecoma.ps@edumail.vic.gov.au 
Web Page:    www.tecomaps@vic.edu.au 

 

School Hours:  9.00  a.m. - 11:00 a.m.  Learning programs commence  

 11:00 a.m. - 11:30 a.m.  Recess (30 minutes)  

 11:30 a.m. - 1:30 p.m.  Learning programs continue  

 1:30 p.m.  - 2:30 p.m.  Lunch  

 2:30 p.m. - 3:30 p.m.  Afternoon Learning Program  

  3.30 p.m.  Dismissal of classes  
 

Term Dates  
Dismissal for the last day of Terms One, Two and Three will be 2.30 p.m. and Term 
Four ~ 1.30 p.m. 
 
 
 

2009 
Term  One 1st February (Students start)  to 26th March -  
  Teachers resume Jan 27, curriculum days Jan 28th& 29th- Grade 1 

to 6 resume on 1st February ï Preps 2nd February 9.30am 
 Two  12th  April to 25h June 

 Three  12th July to 17th September 

 Four  4th  October to 17th  December 
 
 
 

Term 1 Prep Starting Times  

First Day ï Tuesday 2nd February 9.30 to 12.30 

From Week Two until the week commencing with Labor Day, a four-day program is in 
place, with no school attendance for Preps on Wednesdays.  Parents will be required 
to make appointments for Early Literacy and Numeracy testing during these times.  
Children start Wednesday attendance the week commencing with Labor Day.  
 

mailto:tecoma.ps@edumail.vic.gov.au
http://www.tecomaps@vic.edu.au/
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Absences 

Parents have a responsibility to ensure that their children attend school regularly and 
are only absent if ill or absolutely necessary.  By law all children of school age are 
required to be in fulltime attendance at school unless they have been granted an 
exemption.  All schools must keep attendance records and reasons for absences.  If 
your child is absent for any reason, a written note is required upon their return stating 
days absent and reasons for the absence.  If a long absence is expected (eg. family 
holidays or a contagious disease) please phone or email to notify the school.  A written 
note is still required on your childôs return.  

Assembly 

The whole school is involved in an assembly in the hall at 9.00am on Monday 
mornings.  This includes the national anthem as well as announcements, student 
awards and news.  Our Year 6 students conduct the assembly as part of their senior 
school responsibilities and leadership roles.  Parents are strongly encouraged to attend 
to participate in the life of the school and to assist us to recognise and celebrate 
individual childrenôs achievements. 
 
Lunch Orders 
Lunch orders are sent out to the Burrinja Cafe by 9.30am every Monday, Wednesday and 
Friday and are collected in each classroom.  Orders should be written clearly on a paper 
bag with the following details:- 

¶ student's name 

¶ classroom number 

¶ details of the order 

¶ amount of money enclosed (wrap money in bag please) 

¶ The Burrinja Cafe follows the Department of Education & Trainings Healthy Eating 
Policies. 

Children's Book Club 

The school operates a Children's Book Club as an 
extension to the library program.  A specially selected 
range of highly recommended books is available for 
purchase periodically throughout the year. 
 
Guardianship 
It is vital that the school be made aware of special custody 
arrangements.  Where custody restrictions are in place the school requests a photo copy 
of the court order to ensure enforcement adheres to legal requirements.  Newsletters and 
academic reports will be made available to a non-custodial parent upon his/her request.  
If your child has dual guardianship you will need to complete an alternate family details 
form. 
 

House Competitions 

The school fosters healthy competition between four houses: Alinta (red), Binowee 
(green), Karee (gold), Mungaree (blue).  There is a structure of House and Vice Captains, 
for each house as well as Art, Computer, Environment, Junior School Council, Music and 
Science Captains.  School Captains perform a valuable function by representing students 
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at official gatherings, leading school assemblies, conducting a student council, reporting 
to School Council and participating in discussions on student welfare and discipline.  The 
involvement of students in a variety of decision-making options is considered extremely 
important and is actively encouraged. 
 
Insurance 
The school is not insured in any way for injury to students.  Parents may take out 24 hour 
insurance cover through a private company for which the school office acts as a 
distribution point.  This insurance has limited cover for listed injuries only. 

Late Arrivals And Early Leavers 

Children are not permitted to leave the school without being accompanied by their parent 
or an authorised adult.  For all children arriving at school late or leaving early - parents 
and children are asked to report to the office and have the records book completed.  This 
is essential as we must know where all children are at all times. 
 
Please ensure that your child arrives at school on time as a late comer is disruptive to 
both your child and their class.  We earnestly seek your help to ensure a prompt start to 
the school day. 

Lost Property 

All personal property (clothing, books, pencils, pens, bags, hats, etc.) should be clearly 
labeled to ensure ease of identification and speedy return of lost items.  Collection of lost 
property is located outside the art room. 
 
Newsletter 
A weekly newsletter, óTecoma Timesô is published,  providing  a vital link between 
school and home.  This contains up to date information, news, student of the week 
awards, contributions and other matters of interest to the school community.  A 
newsletter is provided to the youngest child in each family.  Spare copies are available 
outside the office.  The school newsletter is also available at the schoolôs website 
www.tecomaps@vic.edu.au. 

Parking 

Car parking presents a serious problem at Tecoma Pre-school and Primary School and 
common sense and patience is urged at peak times.  Parents are requested to park in the 
correct zones in Burwood Highway, being aware of the school crossing.  The school car 
park has a limited number of parking spots for parents and visitors to the school.  There is 
a time limit on these spaces and parking fines may be incurred.  The front row of spaces 
facing Burwood Highway is the only row in which parents may park.  The other three rows 
are reserved for Education Department staff parking.  No parking is permitted within the 
school grounds or the car park at the kindergarten.  Possible parking spaces may be 
located in Sandells Road, Walter Street or near the railway station, Tecoma Uniting 
Church or behind the video store off Sandells Road. 

http://www.tecomaps@vic.edu.au/
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Payment Of Money 

Levies and Fees  
The State Government does not grant fixed allowances to meet all of the costs of bulk 
classroom supplies and basic student requirements.   
 
Through School Council budgets, funds are provided for class sets of text 
books/atlases/dictionaries, maintenance and re-development of reading schemes and 
mathematical aids, sports equipment and computers.   
 
Parents are expected to provide or pay the school to provide a number of materials and 
services as these are not funded by the Government.  These include student requisites, 
stationery, additional art and computer consumables, etc.  (All requisites for the year will 
be supplied to students upon payment of this amount.)  The overwhelming support with 
payments from all families has enabled the school to continue to provide high quality 
programs and materials.  An arrangement to pay levies quarterly can be made at the 
school office if parents desire. 
 
School Council has requested a $30 family donation for the Library Trust Fund for the 
development of the Libraryôs resources.  The Australian  Taxation Office has declared 
all payments to this Fund may be claimed as a tax deduction.  
An Education Tax Rebate is available, for further information please see the ATO 
website. 
 
Excursion Levy 
An excursion levy form is sent out at the start of the year outlinining excursions and 
incursions that the children will be attending with the cost involved.  Money sent to the 
school must be handed to the classroom teacher, enclosed in an envelope marked with 
your child's name, grade and room, the purpose for which it is intended and the amount.  
Please try to have the exact money so the need for change is avoided.  It would be 
appreciated if any larger amounts of money could be sent as cheques rather than 
cash.  Credit card facilities are available at the office and payment by telephone is 
also possible. 
 
Lunchtime Clubs and Activities 

A range of opportunities are available for students to engage in during the lunch break.  
Sporting events and practices are regularly advertised and run by the Physical Education 
teacher and older students.  Chess Club is conducted each week culminating in a 
competition and trophies being awarded.  The library opens three days a week from 
2.00pm ï 2.30pm and various music activities and practices are available.  Children also 
have access to sporting equipment each lunchtime with a classroom borrowing system. 

Pupil Free Days 

It is expected that four days will be allowed by the Department as pupil-free days.  These 
days require School Council approval.  This includes the first  three days of the school 
year for all schools in Victoria as these are declared a óplanning daysô and students will 
not be required to attend school on these days.  
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The provision of these days is recognition by the Department of the many and varied 
tasks to be attended to by teachers and parents, including curriculum development, 
evaluation, assessment and reporting and professional development.  Parents may, 
depending upon the nature of the activities, join staff for the day with in-services and 
workshops.  In addition to Curriculum Days staff will be involved in regular after hours and 
vacation period training and in-services. 
 
Religious Education 
A non-denomination religious education program of 30 minutes duration is offered to 
children in grades Prep to 4 each week depending on teacher availability.  Please note, 
under Education Department guidelines all children will participate in Religious Education 
unless parents expressly request their childôs removal from this program. 
 
Safety House 
Tecoma Primary School is in a Safety House area and is supported by an active Safety 
House Committee.  They ensure safety houses are correctly labelled and oversee the 
education program for students. 

School Crossings 

The crossing supervisors are under the control of the Shire of Yarra Ranges.  This is an 
important task, so please assist the supervisor by making it clear to your child that all 
rulings must be obeyed.  Parents are asked to set a good example. 
School Crossings ï Corner of Burwood Highway and Sandells Road 

 - McNicol Road. 
 

Staffed on school days 8.30 a.m. - 9.15 a.m. and 3.20 p.m. - 4.00 p.m. 
 

SCHOOL CROSSING RULES 

¶ Students are to wait at the kerb until instructed by the supervisor to cross.  The 
supervisor will blow the whistle twice. 

¶ The students then walk (not run) across the crossing while the supervisor stands in the 
centre of the carriage way.  All people must cross within the crossing lines, in front of 
the supervisor, not behind. 

¶ No person may begin to cross after the supervisor has blown the whistle once.  One 
whistle, all stop as danger may be ahead. 

¶ Pedestrians must cross at the crossing. 

¶ Cars must not park between the signs, even for a brief moment. 
 
 
School Photographs 
At the beginning of each year school photographs are taken by a professional 
photographic company.  Prior notice of this will be given through Tecoma Times, the 
school newsletter. 
 

Scooters and Skateboards 

Scooters and skateboards are not permitted to be used at school for safety and 
security reasons. 
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Staff Conferences 

All teachers will be involved in staff meetings/conferences every Monday from 3:30-
5.00pm.  Teachers are, therefore, generally not available for any other purpose on 
Monday afternoons, unless in urgent circumstances. 

 

 

Student Leadership 

Tecoma Primary School has representatives voted 
from each class to present ideas and thoughts at a 
Junior School Council meeting.  These ideas may 
then be presented to School Council for 
consideration.  Senior students are encouraged to 
develop responsibility and confidence by participating 
in a public speaking program.  They also have 
opportunity to take part in a formal leadership 
development program. 

 

Total Fire Ban Days 

On Total Fire Ban days children are required to attend school unless parents decide 
otherwise.  A note regarding absences will be required.  Special precautions are taken 
on these days by collecting a student attendance roll in both the morning and afternoon 
sessions.   
 
¶ All children, staff, volunteers and onsite workers will evacuate to our school hall. This is 

a fire refuge building that has been established to ensure safety for Tecoma students 
and staff, Tecoma preschool students and staff and anyone working onsite at the time. 
The school has adequate drinking water supplies and biscuits for the children to be held 
in this location for up to 24 hours. Parents please note: our school hall is not a refuge 
for the community or parents and you will not be able to join your children in the hall in 
the event of an evacuation.  

¶ The school will determine the time of the implementation of evacuation plans and will 
then liaise with CFA and police response teams.  

¶ The release of students to parents will be determined by the CFA, when it is deemed 
safe to do so. Parents will not be able to collect children from the school until this time. 
This may mean that the schoolôs duty of care extends into times outside normal school 
times.  

¶ Before and After School Care children are included in our plans. 

¶ CFA and emergency services strongly recommend that people are not travelling on 
roads, even for short distances, at these times. With expected road blocks, there is no 
guarantee that you will be able to travel to or from your destination. 

¶ Parents are strongly encouraged to implement their personal fire safety plans in the 
event of an emergency. Parents and community members wishing to shelter at the 
school will be directed to do so in the Prep classrooms where there is access to water 
and toilets however the school does not take responsibility for the welfare of people 
choosing this option.  

¶ Parents are urged not to phone the school as this line may be required to contact the 
Department of Education and emergency officers. We cannot assume that mobile 
phones will be operating. 
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¶ Parents are urged not to attempt to come to the school as this will often be very unsafe 
to do so. The school car park will be required for authorised vehicles 

¶ CFA information will be broadcast on ABC radio and local radio stations as well as their 
website www.cfa.vic.gov.au In the event of an emergency parents are strongly 
encouraged to listen to this for further information. Part of our emergency plans include 
a portable radio and a broadband scanning device. 

 

Transfers 

When your child transfers from one school to another a transfer note is obtained and 
presented upon arrival at the new school.  We ask that you give reasonable notice when 
requesting a transfer, preferably not less than a day in advance.  It is helpful if such 
requests are made in writing, signed by the parent, stating the expected final day of 
attendance at Tecoma, the destination address and the new school.  An educational and 
social report is also forwarded, by the class teacher, to the new school.   Copies of 
Immunisation and Birth Certificates on file at the school are also forwarded to the new 
school.  Please note that schools in the Dandenong Ranges District adhere to a common 
protocol when children transfer between member schools. 

Valuables 

Please do not allow children to bring valuables to school.  This would include jewellery, 
large amounts of money, hand held digital games, CD players or mobile phones and 
remote control toys to school except in exceptional circumstances which would require 
prior arrangement with your childôs classroom teacher.  Unfortunately, we cannot accept 
responsibility for the damage or loss of personal or valuable items. 

Visitors' Book 

Throughout the year we have numerous visitors to the school who participate in many 
valuable areas with our curriculum program.  These visitors are asked to sign the visitors' 
book  at the office and obtain a óvisitorô tag before starting work in any area of the school.  
This is especially important if parents are working in the yard as students are regularly 
reminded to report immediately anyone they see in the grounds without a yellow visitor 
badge. 

Yard Supervision 

Our school grounds are supervised by teachers on duty from 8.45am ï9.00am, 
throughout morning and lunch recess and after school from 3.30 - 3.45 p.m.  Please note, 
children playing in our school grounds outside these hours will not be the schools 
responsibility.  In inclement weather, children will remain in classrooms during recesses 
with teachers moving throughout the rooms to supervise students' activities.   
 
 

http://www.cfa.vic.gov.au/
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School Curriculum 
 
Choir/Percussion & Recorder Groups/ Rock Band 
Children from Grades 3-6 have the opportunity to join these active and enthusiastic 
extension musical groups.  Rehearsals are usually held once a week and children 
perform at various concerts and occasions throughout the year. 

Class Programs  

The school is divided into three units - Junior, Middle and Senior School.  Unit leaders 
promote teamwork enabling the sharing of ideas, co-operation and enrichment of 
programs.  During professional development meetings and programs, staff are able to 
share their skills across the whole school. 
 
A combination of a variety of programs enables the students to participate in a 
comprehensive curriculum which is outlined in the policy statements. 

Curriculum 

All Victorian government schools are required to implement the Victorian Essential 
Learning curriculum standards.  This has three strands of learning: 

¶ Physical, Personal and Social Learning: health and PE, interpersonal development, 
personal learning, civics and citizenship 

¶ Discipline based learning: the arts, English, humanities (economics, geography and 
history), language other than English, mathematics and science 

¶ Interdisciplinary: communication, design creativity and technology, ICT and thinking 

The thinking curriculum ï that is getting our children to understand how they learn and to 
take responsibility for their learning is a major focus of curriculum planning at Tecoma.  
Our staff have a day together in their level teams to plan their curriculum for the coming 
term.  They also work with educational consultants to guide their reflection and to assist 
with the implementation of quality learning programs for our students. 

Our assessment and reporting is linked into our teaching programs with written reports 
twice a year and parent teacher meetings at the start and middle of the year. 

Early Years Literacy Program 

Tecoma Primary School implements the Victorian Early Years and Middle Years 
Literacy Programs throughout the school.  These two programs are designed to bring 
success in Literacy to all children in their early years of schooling and to continue this 
success through the later years of primary schooling and onto Secondary school.  
Tecoma has a dedicated staff fully committed to this program and supported by our 
schoolsô administration and School Council. 
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Homework 

HOMEWORK EXPECTATIONS FOR YEARS P-4 

Homework will consist mainly of: 

¶ Reading activities involving parents. 

¶ Activities associated with school that reinforce the special need of students. 

¶ Spelling activities based on personal word lists. 

¶ Gathering of additional information of materials. 

¶ Activities that can be completed under thirty minutes per school day and over 
four sessions per week (no homework tasks to be undertaken on weekends or 
school holidays). 

 

HOMEWORK EXPECTATIONS FOR YEARS 5-6 

Homework will consist mainly of: 

¶ Independent reading or shared reading daily. 

¶ Tasks that continue on from classroom activities, such as the completion of 
projects, assignments and essays after the research is completed at school. 

¶ Spelling activities based on personal word lists. 

¶ Activities that can be completed under forty-five minutes per school day and over 
four sessions per week. 

Information and Communication Technology (ICT) 

Tecoma Primary School has a fully networked computer lab and all classrooms have 
multiple computers linked to the network, allowing for full integration of Information 
Technology into all program areas.  All students participate in a sequential skill 
development program in the Computer Lab each week. Tecoma Primary School 
features 5 innovative Interactive Whiteboards, one for each level and one in the library  
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Individual Learning Plans 

When necessary, Individual Learning Plans are developed for students in both the special 
needs and gifted areas.  These plans provide for the implementation of learning 
experiences matched to the particular needs of each student.  Parents and teachers meet 
regularly to review the progress of students with Individual Learning Plans. 
If you have a particular concern about your childôs progress please contact the class 
teacher at the earliest opportunity. 

Musical Instrument Tuition 

Tecoma Primary School offers private tuition during school hours of several musical 
instruments including piano, keyboard and all wind instruments.  Please see the school 
office for further information. 
 
Musical Production 
Children have the opportunity to experience involvement in theatre and the dramatic arts 
at Tecoma Primary School.  A biennial musical production is held and all children from 
Prep to Year 6 are involved.  Tickets are available for families to purchase for evening 
performances. 
 
 

 

 

 

 

 

 

 

 

 

 

Reading Recovery Program 

Reading Recovery is offered to some of our Year 1 students.  This program is offered 
to students whose literacy development would benefit most from one-to-one tuition. 


