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INFORMATION HANDBOOK 

 A cohesive school community that is Brave, Exceptional, 

Resilient, Respectful, and Inspirational. 

 

 

 

 

 

 

 

 



 

 

2 

 

 

 

 

Gate and bell times 

8:25 - 8:45            Gates open/Classroom Open 

8:45 - 8:50 HOME GROUP 

8:50 - 9:35 Lesson 1 

9:35 -10:20 Lesson 2 

10:20 - 11:05 Lesson 3 

11:05 - 11:35 LUNCH PLAY 

11:35 - 11:50 LUNCH EATING 

11:50 - 12:35 Lesson 4 

12:35 - 1:20 Lesson 5 

1:20 - 2:05 Lesson 6 

2:05 - 2:25 RECESS (Thursdays 1:55-2:20) 

2:30 - 3:15 Lesson 7 

3:15 DISMISSAL 

3:15 - 3:30 AFTER SCHOOL DUTY 

2:30 DISMISSAL - THURSDAYS ONLY 

 

SCHOOL HOURS 
The school is open and supervision is provided from 8:25am to 3:30pm. Instruction begins at 8:45am and ends at 

3:15pm and 2:30pm on Thursdays. Teachers are available in their class from 8:40am. 

Students are not able to access the school until 8.25am when the gates open. Students are not supervised until 

this time. If care is required before 8.25am, we recommend the use of our OSHC service. 

Please see map regarding opening times for school gates. 

 

AFTER SCHOOL DUTY OF CARE 
When the bell rings at 3.15pm, students are required to leave the school grounds as quickly as possible. Yard duty 

teachers are stationed at exit points such as the car park crossing, from 3.15 to 3.30pm. 

Yard duty teachers are in place to supervise students until the arrival of parents and to ensure the safe exit of students 

walking or riding home. 

Supervision of students on the playgrounds is not provided.  To ensure the safety of all students as they leave the school, 

the playground is closed. 

 

UNIFORMS 

School Uniforms are available for purchase online at 

https://www.tristategraphics.com.au/berri-primary-school 

Our uniform policy is available on our website 

 

        



 

 

3 

 

      

 

PROCEDURES FOR ENROLMENT OF STUDENTS 
The compulsory age at which children are expected to be enrolled in school is 6 years of age. Once a child is enrolled at 

school, they are expected to attend every day. This includes children who start school when they are under 6 years of 

age. 

Families are required to attend an enrolment meeting with the Principal, or delegate. Students generally begin within 1 

to 2 days from the initial meeting and depending on all necessary enrolment forms being completed and returned. 

 

ABSENCES 
A written note, Seesaw message or phone call from a parent/caregiver is required for all child absences. This is a legal 

requirement. 

Schools are required to monitor all student attendance. Parents will receive an SMS if there child is away without explanation. 

Parents will receive a phone call/Seesaw message from school if a child has unexplained absenteeism of 3 days or more.  For 

chronic none attendance, please refer to our policy available on our website, or upon request 

 

REPORTING PROCEDURES 
Term 1 Parent /Teacher Interviews  

Term 2 Written report 

Term 3 Parent/Teacher Interviews 

Term 4 Written report 

 

NEWSLETTERS 
Newsletters are sent to families via communication App, Facebook. They are also accessible on the Berri Primary School 

website. 

Notices of a general nature, which we deem relevant from the community are often included. 

 

ASSEMBLIES 

Assemblies are held twice per term on Fridays n weeks 4 and 8. All family members are welcome to attend. Days and 

times are communicated to families. 

 

GOVERNING COUNCIL 
Governing Council meets on Mondays of weeks 4 and week 8.  

The Annual General Meeting is held in February each year. The role of the Governing Council is to exercise a general 

oversight for the well-being of the school. In its advisory capacity it can make suggestions about the educational needs 

of the school. 

Through the work of the Council and sub committees parents can become directly involved in decision making at the school. 

Parents on Council represent the community so they can be approached to raise an issue on behalf of any person. Issues 

raised at council are of a general nature. Issues concerning individual children are to be raised with the class teacher in 

the first instance, then the principal. 
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     Please see parent complaint policy on our website. 

 
 
 
 

SUB-COMMITTEES 
 
FINANCE COMMITTEE 
Its brief is to share in the responsibility for controlling the income and expenditure of the school’s money. It sets a 

budget annually, reviews its progress throughout the year, and is involved with short- and long-term planning. It is not 

required to become involved with the day-to-day operations of the school. This sub-committee is comprised of the 

Principal, Business Manager and Treasurer of the Governing Council, and a staff representative. 

 

SCHOOL FEES 
These assist the school to conduct every day programs. We rely heavily on school fees and appreciate prompt payment.  

If you are having difficulties, please contact the school for special arrangements. 

 

SCHOOL CARD 
Low-income families are invited to make application to this scheme. Forms and information are available online from 

the office. 

 

STUDENT REQUIREMENTS 
On payment of Materials and Services Charge, all children will be provided with an initial basic issue stationery pack 

containing books, pens, pencils, coloured pencils, ruler and eraser. Stationery requirements will vary with each teacher. 

SWIMMING 

Swimming is an essential part of our curriculum and all students are expected to attend lessons when they are held. 

 

LUNCH 
Lunch can be ordered through Grab and Go - QKR App on Thursdays and Fridays. This must be done by 8am. A how to 

guide is provided with this information below. 

See Appendix  

 

SICKNESS 
You are encouraged to keep your child at home until he/ she has fully recovered. If your child becomes ill at school, parents 

are notified to collect the child, as per Department for Education requirements. 

 

INFECTIOUS DISEASES 
A child suffering from an infectious disease is not permitted to attend school. Exclusion periods are minimum periods based 

on Health Commission recommendations. Please contact the school for further information. 

 

HEADLICE 
Headlice is a problem faced by all schools and at Berri Primary we endeavour to be as vigilant as possible in order to 

keep outbreaks to a minimum. The detection, treatment and management of head lice remains the primary 

responsibility and duty of parents and carers. 
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CHILDREN’S MEDICATION 
 Each child with a medical condition MUST have a medical health plan from the Doctor. 

Medication: Will be kept in the front office. Children requiring medication at school will need a Health Care Plan       

and Medication agreement. 

Puffers: Children must be able to use the puffer without instruction from the teacher. Children who have Asthma plans   

must have a spare puffer kept at school in the front office. 

 Analgesics: It is illegal for staff to administer analgesics (Panadol etc). Special conditions can be negotiated with staff. 

 

ACCIDENTS 
Minor accidents such as cuts, grazes, bites etc, children receive on the spot treatment. 

For serious accidents, parents are immediately notified. If parents are unable to be contacted or if it is considered 

necessary an ambulance will be called. Parents/ caregivers may be responsible for their own ambulance insurance but 

DfE does have ambulance cover. 

 

HOT/ WET WEATHER 
As the school is air conditioned, normal bell times apply at all times. Children are able to remain indoors when it is raining. 

The school enforces a ‘No Hat, No Play’ policy during Terms 1 & 4. In Terms 2 & 3, the UV rating will be monitored daily 

and options for hats to be worn will be based on: 

UV rating 8+ (red): Hats worn at all times. 

UV rating 3-7 (orange): Hats to be worn during playtimes and outside activities during 10 a.m.-2.25 p.m. 

UV rating below 3 (green): Hats are optional. 

Only wide brimmed or bucket (Sun Smart) hats are allowed. Children without these hats will be asked to stay near the 

buildings and remain in the shade. 

 

EXCURSIONS 
Excursions are considered to be an important part of the educational program offered to students. 

All students are therefore encouraged to attend. Consideration will be given to cost factors so that no student is 

excluded on these grounds. 

At the beginning of each year, all parents will be asked to sign a consent form for ‘local excursions’ that will cover the 

student for the whole year. ‘Local’ refers to the Berri area and can include those excursions where transport by car is 

necessary. Departmental Guidelines will be followed in the use of private cars. Parents will be informed of any 

excursions via the Newsletter and/or class teachers. 

TRANSITION TO HIGH SCHOOL 

Year 6 students are invited to Berri Regional Secondary College on at least two occasions to enable them to feel more 

comfortable when they transfer. Enrolment forms are delivered to Berri Primary School in Term 3. They are distributed 

to Year 6 students. A parent information night is also arranged at the Secondary College. 
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PHOTOGRAPHY 
We often take photos of children as they work. We celebrate achievement regularly at Berri Primary School. If you do not 

wish your child to have their photo taken and published, please notify the school immediately at the time of enrolment. 

 

OUT OF SCHOOL HOURS CARE (OSHC) 
Berri Primary School is fortunate to have Out of School Hours care facilities on site. This provides parents with a convenient 

way of caring for children before school, after school and during the holidays. This service attracts many government 

subsidies. Further information see the staff at OSHC. Phone 0418 438 716. 

 

QKR LUNCH ORDERING INSTRUCTIONS 
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