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The Pre-Prep Centre

The Pre-Prep Centre is managed by 
Clayfield College. The students in this 
program are considered an integral part  
of the College and members of the 
Primary School community, which has 
over 240 students from Pre-Prep to Year 6.

Principal  
Mrs Kathy Bishop - P: 3262 0229   E: principal@clayfield.qld.edu.au

Head of Teaching and Learning - Primary  
Ms Tonia Lassman - P: 3262 0274   E: tlassman@clayfield.qld.edu.au

Head of Pastoral Care - Primary 
Mr Wayne Cross - P: 3262 0274   E: wcross@clayfield.qld.edu.au

The Pre-Prep Program at Clayfield College is conducted within a 
one unit centre, catering for students who will turn four by June 
30 in the year that they attend. The learning program operates 
between the hours of 9:00am – 2:30pm five days per week and 
the centre is open between 8:30am – 3:00pm. 

This childcare service is licensed under the Education and Care 
Services National Law Act 2010 and must comply with the Act 
and this regulation by giving the following information to parents 
and guardians:

 y the requirements about activities, experiences and programs;

 y the numbers of staff members and children;

 y staff qualifications;

 y  the telephone number for the Office of Early Childhood 
Education and Care’s information service;

 y  the ages of the children in the group in which the child will 
receive care;

 y name, position and qualifications of each of the child’s carers;

 y  that notices stating current information about groups and 
staffing are displayed in the centre;

 y  that the parent/guardian can ask for information about the 
following:

 -  a general description of the activities and experiences given 
by the service;

 -  the service’s philosophy about learning and child 
development outcomes and how it is intended the outcomes 
will be achieved;

 -  the goals about knowledge and skills to be developed 
through the activities and experiences.

As part of a staged approach of amendments to the Education 
and Care Services National Law Act 2010, a compliance 
publication scheme was introduced on 1 February 2010. The 
scheme allows for the publication of non-compliance information 
on the Department of Education and Training website. The 
licensee is required to keep, maintain and make available a 
compliance history log book. The log book will contain information 
about any formal notices (other than building notices) issued to a 
service under the Act and Education and Care Services National 
Law Regulations 2010.

From 1 January 2012, a legal framework was introduced to 
support the introduction of the National Quality Framework. It 
replaced individual State and Territory licensing and regulation 
processes and incorporates an Act, Regulations and Schedules to 
support the introduction of the National Quality standard for all 
Preschool services.

Staffing

The Pre-Prep class is under the care and guidance of two adults 
at all times. The number of students is currently limited to 22 
students in order to ensure an appropriate staff to child ratio.

Pre-Prep is staffed by a specialist Early Childhood teacher 
with a four year Bachelor qualification and a full-time teaching 
assistant holding a Certificate III in Children’s Services. Staff share 
a strong commitment to early childhood philosophy. All staff 
members must hold a Positive Notice Blue Card for child-related 
employment or a Positive Exemption Card issued under the Blue 
Card system. Pre-Prep staff also hold First Aid qualifications.
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Pre-Prep Philosophy

It is during the Early Childhood years  
that tremendous growth and learning 
take place, as children develop the 
attitudes and knowledge that lay the 
foundations for subsequent development 
and lifelong learning. 

At Clayfield College Pre-Prep, we aim to provide a welcoming, 
carefully planned and inclusive environment that will promote  
and nurture such development and learning for all children.

We feel that the Early Childhood learning environment and 
curriculum should be developed with certain key principles  
in mind:

 y  We believe strongly in a play-based curriculum. Play is the 
tool that children use to understand their world and is a 
fundamental medium for their learning, coupled with guidance, 
support and quality, intentional interactions from teachers.

 y  We believe that the learning environment should be 
stimulating, accessible and flexible, so as to promote problem 
solving, exploration and experimentation on the part of 
the child. Both the physical and social environments play an 
essential role in the development of the whole child.

 y  We believe that children are capable learners and should 
be given many opportunities to negotiate, collaborate and 
make choices so that they are active participants, intrinsically 
motivated and responsible for much of their own learning.

 y  We believe in an environment in which children are immersed 
in rich language in all its written, non-verbal and oral forms, 
and in which they have numerous opportunities to build on 
early literacy and numeracy skills.

 y  We regard each child as a unique individual who brings with 
him or her diverse experiences and abilities. 

 y  We believe in an environment in which the efforts and ideas 
of both individuals (children and adults), as well as the whole 
group are valued and respected.

 y  We believe in the importance of partnerships with families and 
in open communication between all stakeholders.

 y  We believe that in order to foster best practice, ongoing 
professional development of teachers and an understanding 
of current curriculum documents, including the Early Years 
Learning Framework and the Queensland Kindergarten 
Guideline, is essential.

We recognise that while the Pre-Prep year is not a formal year of 
schooling, it plays an essential role in assisting children to develop 
the life skills and positive dispositions to learning that will make 
the transition to school life as smooth as possible.
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Pre-Prep Goals

In developing the Pre-Prep Program at Clayfield College,  
we aim to:

 y  provide a play-based, holistic curriculum that caters for 
individuality and diversity, covering all areas of early childhood 
development and learning including, social, emotional, 
cognitive, communicative and physical growth

 y  utilise the Early Years Learning Framework and Queensland 
Kindergarten Guidelines as best-practice documents to inform 
our curriculum planning and teaching

 y  engage in constant reflective practice and utilise assessment 
as a tool for developing further learning experiences and 
organising the Pre-Prep learning environment

 y  encourage active learning and foster a collaborative, 
negotiated approach to curriculum where children and 
teachers co-construct knowledge and build on developmental 
needs and interests as they emerge

 y  create an environment that acts as a third teacher and allows 
children to choose, investigate, problem solve and engage in a 
variety of learning experiences

 y  value and celebrate the efforts, prior experiences and ideas 
of all children, promoting the development of positive self-
concept and a strong sense of identity

 y  provide a safe environment in which children become aware 
of and adapt to routines in order to develop a logical way of 
thinking about the world and its social rules

 y  encourage tolerance and acceptance of others, connectedness 
and respectful relationships

 y involve families as partners in their children’s learning.
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The Pre-Prep Program is based on two important and closely 
related documents; the Early Years Learning Framework and the 
Queensland Kindergarten Guideline. The Early Years Learning 
Framework embraces a shared national vision for all early childhood 
education and care settings. It has a specific emphasis on play-
based learning and recognises the importance of communication 
and language, as well as social and emotional development. It refers 
to children as belonging to a group and the relationships that shape 
children’s lives, being, or the right to be a child and live in the here 
and now, and becoming, the rapid change that occurs in the early 
years as children learn and grow. The Framework puts children’s 
learning at the core and comprises three interrelated elements; 
Principles, Practice and Learning Outcomes. 

The Principles are creating:

 y Secure, respectful relationships

 y Partnerships with families

 y High expectations and equity

 y Respect for diversity

 y Ongoing learning and reflective practice

In the application of the Early Years Learning Framework, it 
is expected that services will follow holistic approaches, be 
responsive to children and their needs and interests, promote 
learning through play and cultural competence, as well as, set 
up learning environments which are responsive to reflection on, 
and assessment of, the children’s learning. Clayfield College is 

a recognised Queensland Kindergarten Program provider. The 
Queensland Kindergarten Guideline is closely intertwined with the 
Early Years Learning Framework and advocates similar learning 
outcomes for children specifically in the 3-5 years age group. 

The Outcomes or learning areas for children’s development  
in the Guideline are:

 y Identity

 y Wellbeing

 y Communicating

 y Active Learning

 y Connectedness

At Clayfield, we highly value and base our planning, reflecting 
and organisation of the learning environment on these two 
documents and will provide documentation on the children’s 
learning in relation to them, as well as further information on 
these documents, throughout the Pre-Prep year. 

Early Years Learning Framework and 
Queensland Kindergarten Learning Guideline
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Parental Involvement and Communication

Parents are their children’s first and most 
important teachers. We encourage your 
active interest and contributions to the  
Pre-Prep Program. 

You can become involved by:

 y  spending time doing a carpet activity or reading to your child 
in the mornings

 y  chatting informally with staff at drop off or pick up time and/or 
making suggestions

 y  visiting and spending time with your child on parent roster.
The parent roster will begin in Term 2. This allows time in Term 
1 for the children to settle in to ‘Pre-Prep life’ and routines. 
The roster enables parents to participate in the program in 
a relaxed manner, as well as spend time with their child and 
other children. While visiting on roster, you may be supporting 
play, listening and talking to children, reading to children, 
supporting routines, cleaning art materials and generally 
having fun! Staff will provide guidance on your roster day.

 y  attending special parent events throughout the year, such as 
our parent picnic, Music demonstration lesson and Mums or 
Dads mornings

 y reading Our Pre-Prep Day emailed to each family daily

 y  reading Our Pre-Prep Day book in the foyer and discussing the 
day’s happenings with your child or providing a comment on 
the ‘Parent Contribution’ page

 y  assisting your child to bring in items which build on interests 
mentioned in the day book or to initiate new ones via Show 
and Tell contributions

 y  sharing information about your child and family and attending 
parent interviews

 y donating collage or wanted recycled items to the class

 y  reading newsletters or visiting the Pre-Prep page on the 
school intranet

 y  sharing your hidden talents or occupations with us!  
We love nothing better than when a parent comes in to cook  
with a small group of children, teach us a few words from 
another language, show us their uniform or talk about what 
they do at work.

Parents are always welcome to approach the teacher before the 
daily session starts; however, if at any time you have questions 
or wish to discuss your child and his/her progress in depth, please 
see the class teacher to make an appointment time to chat 
further. Formal parent/teacher interviews occur in the middle 
of the year and Pre-Prep parents will also be offered transition 
statement interviews in Term 4.

There will be a parent notice board in the foyer which will display 
notification of special events, requests and routine information. 
Notes will go home from time to time via parent pockets, which 
are also located in the foyer, and via email.
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Uniform 

Clayfield College green shorts and blue Clayfield College polo shirt

Clayfield College play hat (a spare play hat is sometimes also advisable)

Brown Sandals (Velcro) in Terms 1 and 4

White sand shoes (Velcro) and white ankle socks in Terms 2 and 3

Clayfield College tracksuit (jumper is a necessity in winter)

Bottle green hair ties, headbands or clips for girls with hair below collar length

Other Requirements (Most items in the list below are also available from the College Shop)

Clayfield College school bag  
(we suggest attaching a distinctive Key Ring to help your child distinguish his/her bag from others)

Clayfield College library bag

A3 display book with plastic sleeves

Sheet set including:  
-  Bottom Sheet (130 x 58cm) with elastic diagonally on corners (no fitted cot sheets please) 
- Single top sheet in the same dimensions (not attached to bottom sheet), 
- Small pillow and small fabric bag to store sheet set in 
- Change of underwear to be kept in bag

Water bottle

* PLEASE NAME EVERYTHING

These items below, except for the sandals, are available from the College Shop:
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Beginning Pre-Prep

The reactions of children to new 
situations and change can vary greatly. 
One child may leave his/her mother 
happily while another may cling to  
his/her only link with home. 

Both these responses are normal and age appropriate. Some 
children may even become a little more unsettled later in the year 
and experience some separation anxiety then.

Here are some helpful hints to assist your child to settle into 
the new environment as smoothly as possible:

 y  Make sure that your child arrives at Pre-Prep on time and 
that he/she is picked up promptly. Children can become very 
distressed if they are the last to be collected or picked up late. 
It can also be overwhelming if they have to walk into a session 
that has already commenced for the day. 

 y  Come with your child when the teacher shows him/her where 
to put belongings so you will be able to assist next time.

 y  Settle your child at an activity if the carpet session has not 
started and when leaving, tell your child matter-of-factly that 
you are going and when you will be back, e.g. after rest time. 

 y  Leave promptly and with a minimum of fuss as staying can 
just confuse a child and prolong their anxiety. If you are at all 
concerned, make sure a staff member is with your child before 
you leave. We are there to help you. You are also welcome to 
phone later in the day and check that your child has settled. 

WEEK 1: 23 January – 27 January

Monday 23 January 
Attendance as per allocated time slot.

Tuesday 24 January - Friday 27 January (8:30am - 12noon) 
The children only need to bring morning tea on these days. 
(Please note: Thursday 26 January is a public holiday)

WEEK 2: 30 January – 3 February

The children commence full time attendance i.e. each day from 
9:00am – 2:30pm. They have a rest period each afternoon where 
they are encouraged to rest and relax.

Complaints / Concern

Initial concerns regarding your child or any aspect of the program 
should be directed to the Pre-Prep teacher in the centre; 
however, if you think the matter is serious, contact should be 
made with the Head of Teaching and Learning - Primary.

Clayfield College’s Pre-Prep Centre is licensed by the Early 
Childhood Education and Care under the Education and Care 
Services National Law Act 2010 and the Education and Care 
Services National Law Regulations 2010. 

Parents wishing to get in touch with Early Childhood Education 
and Care, should contact them on 3634 0532, Department of 
Education and Training, Nundah Regional Office, PO Box 3376, 
Stafford DC QLD 4053. You can also contact Rebecca McKinnon 
at Independent Schools Queensland on 3228 1515.

Food and Nutrition Policy

A simple, healthy lunch is encouraged at Pre-Prep and healthy 
food choices are often discussed with the children. The children 
are always encouraged to eat something from their lunch box at 
each break but it is not expected that they consume everything. 
Instead, leftover food will be sent home so that you are aware of 
what your child is eating during the day. Some children are quite 
hungry at Pre-Prep while others tend to save their appetites for 
when they get home. 

Please place morning tea and lunch in clearly named separate 
containers. Many children panic and eat all their food at once if it 
is in the one container. 

As independence is encouraged at Pre-Prep, please try to pack 
your child’s lunch in a manner that will allow him/her to access 
the food without difficulty. While staff are always willing to assist 
with lunchboxes, children can become easily frustrated when 
waiting for help along with several others. Support your child to 
practise opening lunch box lids. Making snips in the top of packets 
and wrappers is also a great way of allowing children to manage 
their lunch independently. Water is available at all times via the 
children’s personal drink bottles or cups at the water cooler. A 
simple, healthy lunch is encouraged. Lollies, chips, chocolates, 
and ring pull cans (which can easily cut small fingers) are not 
permitted at Pre-Prep. 

Healthy lunches and snacks help

 y keep children alert and energetic all day

 y build healthy bodies

 y ward off illnesses like colds and flu.

While it is important to look at what is eaten over the whole day, 
choosing something from each of the following groups makes a 
good basis for lunch or morning tea.
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Morning Tea

 y Wholemeal crackers with cheese, vegemite

 y Scones – plain, wholemeal, pumpkin, sultana

 y Fruit buns or fruit muffins

 y Rice cakes with cheese spread

 y Cheese stick or wedge

 y Hardboiled egg

 y Triple decker sandwiches (with 3 slices of bread & filling)

 y  Pita pockets (half a pocket bread filled with your choice of 
filling ingredients)

 y  Pita pinwheels (take a large pocket-less pita bread, top with 
a layer of grated cheese, grated carrot and sultanas. Roll up 
lightly and wrap in wax wrap. Cut into pieces)

 y Mini pizza (make with muffin or small pocket bread)

 y Cheesy potato salad (potato salad with cheese cubes)

 y Rice salad (with shredded lean meat or chicken)

Lunch

 y  Breads and Cereals – bread, bread rolls, pieces of french stick, 
pita breads, rice, pasta etc.

 y  Protein – lean meats, chicken, fish, eggs, baked beans, tofu, 
cheese, yoghurt etc.

 y  Fruit and Vegetables – fresh fruit and vegetables or canned in 
juice, dried fruit or fruit juice.

Tuckshop is not available for Pre-Prep due to differing lunchtimes.

As Clayfield College is a nut-free school, we ask that you please 
refrain from sending to Pre-Prep peanut butter, nutella or nuts  
in general.

The Pre-Prep program also provides opportunities for children to 
develop an interest and taste in a variety of foods through regular, 
real-life cooking experiences.

Birthdays

On this special day, you may like to bring each student in the class 
a patty cake or iceblock for your child to share. In fairness to 
other families, please do not ask teachers to distribute birthday 
invitations unless the whole class is invited.

Safety Policy on Arrivals and Departures

Parents of Pre-Prep students are required to bring their children 
into the Pre-Prep room and sign the Register of Attendance on 
arrival. It is also a requirement that you hand your child over to a 
staff member. If you have time, feel free to enjoy a carpet activity 
with your child before you depart.

It is necessary for parents/guardians to sign their child out before 
he/she departs from the Pre-Prep classroom.

At the conclusion of the day, your child must be collected from 
the classroom. To ensure the safety of all Pre-Prep children, only 
persons listed on your enrolment form will be permitted to collect 
your child. Any changes to this list must be supplied in writing. On 
rare occasions, an adult collecting a Pre-Prep child could be asked 
to produce identification such as a Driver’s License. This is not 
intended to cause offence but is in the interest of safety. The staff 
must be notified of any changes to pick up routines.

Show and Share

Your child is encouraged to bring any type of science specimen 
or interesting object, for example; rocks, shells, flowers, small 
creatures, photos, non-fiction books, their own art etc. into 
Pre-Prep to share with the class and enrich our learning program. 
Past examples of items brought in by children include an old 
creepy crawly tube which became a fire hose, ball shoot and 
tape measure; a caterpillar which taught us about life cycles; and 
a model skeleton which fostered learning about x-rays and the 
body. When children or their parents contribute items and initiate 
an interest, it makes for more engaged learners.

While we do not wish to dampen your child’s enthusiasm, we 
would appreciate it if toys or jewellery brought from home were 
limited to those received on special occasions such as birthdays. 
Such treasures can be easily lost and broken.

Rest Time

After lunch all children will rest/relax. The Pre-Prep Centre is 
licensed by the Early Childhood, Education and Care and their 
regulations make a rest/relaxation period compulsory. It is a 
time where children can unwind after a very busy daily program. 
A mat will be provided on which each child’s sheet/sheet set 
from home is placed (NB: please see Pre-Prep requirements 
above for sheet dimensions and note that appropriate sheet 
sets can be purchased from the College Shop). Sheets are to 
be stored in a small fabric bag. The sheet and bag should be 
clearly labelled with your child’s name. Sheets are sent home 
for washing at the end of each week. The children are always 
supervised during the rest period.
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Policies

Hygiene Policy

 y  Due to Workplace Health and Safety regulations, it is a 
requirement that all Pre-Prep children are toileting independently.

 y  Hand washing is a vital hygiene practice. Children are 
encouraged to wash their hands after toileting, handling animals, 
before eating and cooking and at other times when necessary.

 y  A safe and hygienic work and educational environment will be 
established and maintained. 

Health Policy

 y  Parents are asked to ensure that all recommended 
immunisation injections are up to date. 

 y  On admission, you will be required to provide details of your 
child’s/children’s development, medical record, allergies, and 
any special needs. It is vital that we have accurate information 
and that we are notified of any change.

 y  A child suffering from an infectious complaint (measles, 
mumps, chicken pox etc.) cannot attend school but must 
remain at home for the period specified by the Health 
Department. 

 y  Pre-Prep staff (in consultation with the Head of Teaching 
and Learning - Primary) reserve the right to exclude a child 
from attendance if, in their opinion, it appears that the child 
may have a disease or condition that is contagious. Please 
notify staff immediately if your child has been exposed to any 
communicable disease e.g. German Measles, so that we can 
notify other parents for the welfare of all families.

 y  Minor injuries will be treated at the Centre by our staff. All staff 
hold First Aid Certificates. 

 y  In cases of emergencies or accidents where we feel medical 
attention should be sought, parents or nominated emergency 
guardians will be notified to collect the child as soon as 
possible. Clayfield College also utilises an official online accident 
reporting system. If a situation arises when parents or an 
alternative emergency guardian cannot be contacted or if the 
injury/illness requires urgent treatment, staff, in consultation 
with the Head of Teaching and Learning - Primary, have the 
authority to call an ambulance. A staff member will accompany 
the injured child to hospital and remain until parents arrive.

Illness

If your child is ill, please keep him/her at home. A sick child 
does not manage the Pre-Prep day well and this often leads to 
frustration and unhappiness. It is also unfair to expose the other 
children in the group to infection.

If your child needs to have any prescribed medication at school, a 
Medication Request Form must be completed. Forms are available 
from the class teacher. All medication needs to be in its original 
container with the doctor’s instructions and dosage clearly visible. 
Children are never to be given any medication to administer to 
themselves. It must all be handed to the teacher or teacher’s 
assistant for safekeeping.

If your child becomes ill during the day, you will be contacted to 
collect your child.
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Fire and Evacuation Procedures

It is expected that the staff at the Pre-Prep Centre will always 
fulfil their ‘duty of care’ in the best interests of general safety and 
welfare of the children and colleagues. 

Regular Fire Drills and Lock Down Drills are held for staff and 
children. The children are made aware of the procedures and 
become familiar with the noise of the alarm.

Procedure for Fire Emergencies

 y Staff respond calmly if the alarm is sounded.

 y  The children line up at the door and are evacuated as quickly as 
possible to their assembly area.

 y  A nominated person in charge checks all areas to ensure that 
children have not sought refuge from smoke or fire.

 y  A designated adult collects the Register of Attendance on 
departure and a roll is called at the assembly point to ensure all 
students and staff are accounted for.

 y  The Head of Teaching and Learning - Primary is notified if any 
child/staff member is missing.

The Evacuation Plan and Drill is displayed at all exits.

Lock Down Procedure

The Lockdown Procedure could occur in the following 
instances:

 y Police activity

 y Violent intruder

 y Hostage

 y Custodial incident

 y Storm/tempest

 y Major traffic accident in the vicinity

Action to be taken

 y Alarm sounds

 y All staff and students must go to the nearest safe building

 y  Everyone must be away from windows or hidden as much as 
possible from outside view

 y Windows must be locked

 y Doors must be locked when everyone is inside

 y  Staff and students are to wait for an announcement to end the 
Lock Down.

Sunscreen and Hats

In our climate, it is essential for children to protect their skin. 
Please apply sunscreen to your child each day before school and 
ensure that his/her named play hat comes to school on the first 
day. The play hat should then be left in your child’s school bag 
for use each day. We also suggest you consider purchasing a 
spare play hat. A NO HAT, NO PLAY policy applies throughout the 
school. We always have spare sunscreen in the foyer which you 
are welcome to use.

Excursion Policy

The College does not generally promote outings and excursions for 
Pre-Prep children. Instead, we invite a variety of organisations to 
visit the school to provide educational experiences for students. 
Parents will be informed of the attendance of outside educational 
organisations via the noticeboard or Pre-Prep newsletters.

At the start of each school year or upon commencement at 
Clayfield College, parents are asked to indicate their permission on 
Parent Lounge for their child/ren to participate in school events 
for the year. A correct adult to child excursion supervision ratio 
will always be observed. If an excursion outside Clayfield College 
is to occur for some reason, a separate permission letter will be 
given to parents to sign.

Behaviour Policy

The Pre-Prep program is based on the creation of a supportive, 
inclusive learning environment where children spend the year 
working towards becoming confident involved learners, feeling 
connected to a group and developing a strong self-identity, as 
well as a general sense of safety and wellbeing. Engaged learners 
become increasingly able to take responsibility for their own 
learning, self-control and contribution to the social environment. 

A child who is fully immersed in learning usually demonstrates 
positive behaviour. Therefore, the Pre-Prep staff will focus on 
promoting positive behaviour, making every effort to be sensitive 
to the interests and needs of individual children, and modelling 
language and actions which demonstrate respect for ourselves, 
others and the classroom environment. In Pre-Prep, the children 
often refer to themselves as being part of our ‘team’!

By anticipating problems, setting clear boundaries and re-
directing children in a positive play environment, few problems 
should result and those issues that do arise tend to be typical 
and age-appropriate scenarios that can be turned into learning 
experiences. The children will be supported and encouraged 
to solve minor problems independently, by discussing with the 
teachers appropriate words or phrases which could assist in 
resolving conflict. These verbal negotiation and conflict resolution 
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skills will empower the children and assist in the development of 
greater resilience and collaborative skills from an early age.

If a child is behaving inappropriately, the staff will consider the 
most appropriate procedure for the individual child, taking 
into account their age, context, danger etc. A child will only be 
supported to separate him/herself from the group when other 
techniques have not succeeded, he or she is being physically 
aggressive, or because of continued disruption to the whole 
class group. This separation will take place for a maximum period 
of 5 minutes under the supervision of staff, giving the child the 
opportunity to calm down, think about his or her actions and how 
they might affect others and make a more appropriate choice.

If a child’s behaviour is such that other children in the group are 
adversely affected and the processes above are not proving 
effective, the parents may be asked to attend an interview with 
the teacher to collaboratively discuss ways of managing the issue. 
The Head of Teaching and Learning - Primary would become 
involved if these methods do not prove successful.

Student Teachers / Child Care Students /  
School-Based Trainees

Early Childhood Student Teachers, Child Care Students and  
School-Based Trainees may spend time in Pre-Prep and are 
welcome. Their role is expected to be one of participation in all 
aspects of the program. These duties include active input into the 
program, assisting with documentation and resource preparation 
and involvement in daily routines. School-Based Trainees and 
students will work under the guidance of trained staff at all times. 
All students and trainees are required to hold a Suitability Card 
issued by the Commission for Children and Young People.

Suspected Child Abuse or Neglect Policy

As part of the College’s determination to protect the security and 
safety of all children at all times, formal child protection procedures 
have been put in place to manage allegations or suspicions of 
child abuse or neglect. Where abuse or neglect has occurred or is 
suspected to have occurred, the Principal has ultimate responsibility 
and the school will respond to all cases in a manner which will keep 
children safe. The College will establish and maintain observations 
and records to help prevent child abuse and neglect.

Multicultural and Anti-Bias Policy

Our aim is to appreciate the diversity of cultures in Australia and 
provide opportunities for all children to learn about, value and 
respect such cultures and each other, so as to develop a shared 
identity and sense of connectedness.

Clayfield College’s Pre-Prep program recognises that Australia is 
a multicultural society composed of people from a wide variety 
of ethnic backgrounds. We are aware of the impact rich cultural 
heritage has on families, staff and the community and make every 
effort to provide a curriculum which is sensitive to the needs of 
different cultures and which affirms human differences and the 
right of people to make choices about their own life style. We aim 
to foster within each child, an awareness and acceptance of other 
cultures and diversity by:

 y recognising the beauty, value and contribution of every child

 y acknowledging the child’s home culture

 y involving parents in the program

 y fostering self-esteem and positive self-concept

 y teaching children about different cultures

 y  exploring differences and similarities between cultures, about 
interdependence and how we can learn to live together

 y  helping children learn from each other through play and 
providing anti-bias resources

 y  developing an awareness of how to operate in a democratic 
learning community, and

 y  encouraging children to retain their first language.

Implementation

 y  The children will have the opportunity to read a range of 
books, listen to a variety of music, cook different food 
and participate in events which will promote awareness of 
multiculturalism.

 y  Classroom learning resources and furnishings will reflect 
aspects from a range of cultures and beliefs and will reduce 
stereotypes and bias.

 y  Parents from all cultural backgrounds will be offered 
opportunities to contribute some of their knowledge or 
aspects of their culture to enhance the Pre-Prep program.

 y  The staff will encourage children to value similarities and 
differences through demonstrating and modeling appropriate 
behaviours.

 y  Educators will constantly critically reflect on their own 
knowledge of diverse perspectives and how they can better 
contribute to all children’s well-being and sense of belonging.
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Holidays

As part of Clayfield College, Pre-Prep will have the same holidays 
as the rest of the College. Term dates will be posted on the 
Clayfield College Website, Parent Noticeboard, Pre-Prep and in 
College newsletters.

Lost Property

Please name every single item of your child’s belongings, right 
down to socks and underwear. This will enable staff and other 
parents to return items to their appropriate owners. While staff 
members do their best to assist the children to learn to manage 
their own property, it is only natural that items will go astray 
amongst a group of such young children with similar belongings. 
Named items generally return to their owners eventually; 
however, a Lost Property basket will be situated in the Centre 
foyer and you are encouraged to check it from time to time.
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Preparing Your Child for Starting Pre-Prep

 y Talk about Pre-Prep in a positive manner.

 y Drive past and/or visit the Centre if possible.

 y Attend events at the Centre.

 y  Familiarise your child with lunch boxes (and how to open 
them), their hat, their bag etc.

 y  Discuss things they might do, such as paint, play with blocks, 
play with other children etc.

First Day

 y Help them unpack and organise their things.

 y Settle your child into an activity.

 y  Farewell your child on departure and state when you’ll return 
e.g. “I will be back after rest time”. Leave decisively and let staff 
know you’re going, so they can reassure your child if necessary.

 y  Please feel free to phone throughout the day if you have  
any concerns.

Some Helpful Hints

1.  Say ‘do’ instead of ‘don’t’. Positive redirecting of children’s 
interest is better than restraint (e.g. instead of saying ‘Don’t 
run” say ‘Walk’).

2.  Observe children at play. Offer assistance only when children 
are unable to manage for themselves.

3.  Guide children to an appropriate social approach. Model 
manners and negotiation strategies and help them to say: 

 ‘Thank you.’ 
 ‘Please can I have a turn when you are finished?.’ 
 ‘I’m sorry.’ 
 ‘Stop it, I don’t like that.’ 
 ‘Good trying.’

4.  Praise children for their positive actions, such as “It is fun to 
help or share with others” and “That is a friendly thing to do”.

5. Do not crush children’s ideas, but respect them.

6. Give children a choice when you can.

7.  Encourage children to work out their own ideas when they are 
doing creative work and try not to do their artwork for them.

8.  Instead of saying “What is it?” when talking about children’s 
creative work, say “Would you like to tell me about it?” or 
“Show me what it does”.

9.  Do not obviously laugh at children (any more than you would at 
an adult) but be happy around them and laugh with them.

10.  Be interested in what they are interested in and be sensitive 
to their moods.

11.  Give brief, pointed instructions, but do not talk ‘down’  
to children.

12.  Let them do everything they can for themselves – even 
though it takes longer it will be worth it in the long run.

13.  Give children every opportunity possible to ‘live’ what you 
want them to learn (taking turns, being friendly, sharing etc.) 
and model this behaviour yourself.
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23 Gregory Street, Clayfield QLD 4011 
PO Box 387, Clayfield QLD 4011

For general information, please contact:

P: 07 3262 0262   |   E: info@clayfield.qld.edu.au www.clayfield.qld.edu.au

Let your light shine


