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WHAT YOU NEED TO KNOW

Welcome to Kyalami Preparatory Nursery School (KPNS). It is with much pleasure that we
welcome all children and families to our school.

This handbook is intended to familiarise families with the organisation of the school - please
take the time to read it carefully, and retain as a reference manual throughout the year.

STAFF AND CONTACT DETAILS

Headmistress: Mrs. Tammy Odendaal
todendaal@kyalamiprep.co.za

KPNS Secretary and Administrator: Ms. Mo Lerumo

010 109 0844 direct line
kpnsadmin@kyalamiprep.org

Bursar (KPNS & KPS Finance): Ms. Nonkululeko Musengi

011 466 0526
nmusengi@kyalamiprep.org

SCHOOL BANKING DETAILS

Bank Details for Development Levy Bank Details for School Fees - KPNS

Account Holder: Kyalami Schools Account Holder: Kyalami Nursery
NPC School
Bank: ABSA Bank: ABSA
Account Number: 411 395 6041 Account Number: 411 407 8107
Branch: Fourways Branch: Fourways
Branch Number: 632 005 Branch Number: 632 005
Reference: Pupil Account Number Reference: Pupil Account Number
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SECURITY AND VEHICLES ACCESS DISK

You will be supplied with three security and vehicle access discs — one for each parent, and
an additional one for a grandparent / au pair. Please DO NOT issue one to the Transport
Companies who frequent the school, as they have already been supplied with an access disc.
You are required to display this prominently on the inside of your vehicle’s windscreen, for
access in the entrance gate.

DAY 1 OF SCHOOL - CHECKLIST

Please bring the following in with you on the first day of school if not already submitted:

Grade 0000 and New Children:

*  Pupil History Form

*  Pupil Medical Information Form

= Consent Form for Collection

= Class Parent Representative Questionnaire
* Media Consent Form

ALL Grades
= Termly requirement supplies (please refer to page 14)

SETTLING IN PROGRAMME FOR NEW CHILDREN

The first day of school is naturally accompanied with fear and trepidation for your little one,
which we would like to minimise. We will, therefore stagger their starting times to ease their
transition as well as the anxiety that may exist. Your child’s teacher will then have the
opportunity to give each child the individual attention that they deserve. You will be notified
as to which time your child needs to be dropped at school for their first day. Please note this
time is only for the first day of school, thereafter normal school hours apply.

Parent Tip: Drop and go.
= Say goodbye with confidence so that your child senses he/she will be capable and

successful in the safe learning environment.

»= Reassure your child that you will return on time.
* Do not prolong your goodbye even if your little one is tearful.
» [If you are distressed, contact the Front Office to see if your child has settled.

* Be aware, though, that the following morning, as well as Monday mornings, may

bring tears.




SCHOOL HOURS

Front gate opens strictly at 07h00

Our assistants will be on duty in the allocated classrooms to receive children for
morning waiting class; teachers will be in class from 07h30.

School starts 07h45 Grade O
08h00 Grades 0000-00
The front gate closes promptly at 08h00.

It is important for children to be punctual, as latecomers miss the day’s introduction.
Arriving late is often disruptive to the class-learning programme and causes
unnecessary anxiety for your child.

Parents are required to walk their children to class for the first term; thereafter they
may independently walk to their class. However, for safety reasons, parents are still

required to accompany their child into the school grounds daily.

School ends 12h30 Grade 0000, 000, 00
12h45 Grade 0

There is a waiting class for all children until 13h30, should you wish to make use of
this free service.

Children not collected by 13h30 will be sent to Aftercare to be supervised, for which
you will be billed.

UNIFORM (Grade 000 - Grade 0) - No uniform required for toddlers (Grade 0000)

Please ensure that your child has the correct uniform for school. No clothing may be worn
to school other than the KPNS uniform. We would like to resonate a sense of pride in our
children and, with our Grade Q’s visiting KPS during the week, they are required to look
smart and be proud of KPNS. This will in turn assist when they enter the more formal
environment of KPS in Grade One.

The Kyalami Schools Uniform Shop is situated on the Beaulieu Sports and Wellness Centre in
Maple Road, Beaulieu. Please refer to the KPNS Uniform Order Form supplied, for contact
and banking details.

Uniform Requirements:

A school bag (KPNS Backpack optional)

KPNS Sun hat with name embroidered

Children will not be allowed on the playground without a hat. Sunblock is available for daily usage.
Optional Extra: KPS Lunch Bag

Summer Uniform:




* Blue KPNS shorts
*  Blue KPNS T-shirt
» Blue slip on shoes
= Grade 0 PE - KPS Swimming Costume and Aussie Top; swimming cap, slops
and a towel
Winter Uniform:
= Blue KPNS fleece tracksuit top and pants (please note KPNS children may not
wear the KPS tracksuit)
» Blue KPNS long sleeve shirt
=  White ankle socks and predominantly white takkies
*= Optional extras:
o KPS Beanie (hame embroidered on)
o0 KPS Jersey
o KPS Winter/bomber jacket
Hair

* Hair accessories must be royal blue or navy (these can also be purchased from the
Uniform Shop in KPS tartan).

Labelling
* Please ensure that ALL items of clothing (including shoes) are clearly labelled with
your child’s name (labels are available for purchase from the Uniform Shop).

Lost Property
= All items found (not labelled) are placed in our Lost Property drawer in reception, or
alternatively are held in your child’s classroom or by Aftercare.
» We request that any items found in your child’s bag not belonging to you, be
returned to the school.
* All uncollected items will be donated to the second hand store and resold.

Second Hand Uniform Shop

The Second Hand Uniform Shop is a PTF initiative that runs from the KPS Campus. If you
have any items of uniform that you would like to donate throughout the year, Fiona Malan
can be contacted on 076 279 9439.

SNACK and LUNCH

The children will have their mid-morning snack at approximately 09:30 and their lunch break
at approximately 12:00 - these times may vary per grade. Please note that parents are
responsible for supplying both a mid-morning snack and a lunch. We ask that the food
provided be HEALTHY, NUT AND EGG FREE. The following items are also prohibited: sweets,
chocolates, chips, cool drinks, fizzy drinks and sugary snacks. Kindly provide a bottle of water
for your child each day. We have water coolers in the classroom should your child need to
top up their bottle during the day.

Suggestions for snack and lunch items:




- Fruit (apple, banana, pears, strawberries, blueberries, watermelon, pineapple)
- Dried fruit

- Vegetables (baby tomatoes, carrot sticks, cucumber sticks)
- Mini cheddars

- Cheese sticks/wedges

- Crackerbread

- Muffins

- Biltong or dry worse

- Sausages

- Yoghurt (please provide a spoon)

- Fish fingers

- Chicken nuggets

- Croissants

- Provita

- Sandwiches/rolls (jam, cheese, cheese spread, cold meat, Bovril)
- Wrap

- Chicken strips

- Samoosa

- Spring roll

- Sausage/cheese rolls

- Hotdogs

Please note that we will not be able to heat any food.

COMMUNICATION

Your child is our main concern. Please feel free to discuss any concerns you may have
surrounding your child’s emotional, social or academic progress with your class teacher.
However, please do not have lengthy discussions with the teacher when you drop and fetch
your child - rather make an appointment with her.

Please remember: It is your first port of call to address any questions or concerns you may
have with your child’s teacher. Should you need any further clarity thereafter, you are
welcome to make an appointment with the Headmistress.

Please keep the school informed of matters which affect your child - we cannot fix a problem
if we are not aware of it.

Kyalami Schools Groups App
= Please use the QR code below to download the school App. All resources and

communication can be found on this platform.




School Parent Calendar

Email

This Google calendar has all up-and-coming events for both KPS and KPNS. All KPNS
events will be labelled as such. This live calendar can be found on our school app
under calendars.

You are welcome to email your teacher with any queries/comments/instructions
relating to your child. Please bear in mind, however, that they are busy with your
children during the course of the morning and will only address emails in the
afternoon — therefore please email timeously.

General communication must be directed through Front Office (010 109 0844), as
staff may not respond to their personal devices while teaching.

SMS and Newsletters

Newsletters are sent out on email bi-weekly. Please take the time to read these
carefully, and take note of dates to remember, as well as requests, reminders, and
upcoming events.

Please communicate this information to your child’s caregiver, drivers and transport
companies if need be.

WhatsApp Broadcast Groups/Admin Only WhatsApp Groups

One parent for each class is asked to act as a class representative and to assist the
class teacher in activities/communication. Please put your name forward to your
class teacher if you are willing and able to assist in this regard.

Your Class Parent, in conjunction with the PTF, will set up a class WhatsApp
Broadcast/Admin Only group at the beginning of the year.

Messages should only be sent from 7:00am to 4:00pm on the WhatsApp groups.

Social Media

We have a KPNS Instagram and Facebook account. If you would like to follow us to
keep up to date with photos of what your child is getting up to at school, search
kyalami_prep_nursery_school on Instagram and hit follow. Please email Mrs
Odendaal/DM via Instagram if your account hasn’t been approved. Facebook is open
to the public.

General Code of Conduct

It is at the Teacher’s discretion to give her private cell phone number out to parents.
Teachers may ONLY be contacted on their personal phones in the case of an
emergency. Please follow the following process if you have a question:
o Check your Information Booklet.
o Read your newsletter to see if your question has been answered there.
o Email the teacher or the front office.
o0 As a last resort, you may contact your child’s teacher. Please, however, be
mindful that they have their own families and will therefore not respond to
your messages after 16h00 in the afternoon or before 07h00 in the morning.




They are also not obliged to respond to messages over the course of the
weekend or holidays.

= We kindly request that parents be mindful of tone when conveying messages. If you
would prefer to have a quick chat to us before or after school regarding a school
incident, please feel free to email and set up an appointment.

* Car park talk or issues via proxy do not fit with the ethos of our School. We request
that any concerns be directed to a staff member who can assist you, or direct you
appropriately so that the correct information can be distributed.

= We encourage communication around your child so we can all focus on their
well-being and happiness during the school morning.

= |If your personal details (telephone numbers, email address, home address) should
change during the course of the year, it is vitally important that we be informed
accordingly.

PARENT TEACHER FORUM

The PTF works to strengthen communication between Staff and Parents. It also raises
additional funds for the school through fundraising projects and social events.

Kyalami Preparatory subscribes to the following programmes:

My School Programme: Cards are issued to parents, grandparents and other adults. If this
card is presented at a shop displaying the My School logo, a percentage of the transaction is
paid to the school at no extra cost to the purchaser. This is a wonderful fundraiser for the
school. Please apply for your My School cards now by completing the Application Form
supplied. If you already have a My School card, please consider changing the beneficiary to
KPS.

School-Days: Please subscribe to School-Days using the following website:
https://www.schooldays.co.za/ to link KPNS as a beneficiary.

You can also download the School-Days app to have all the important information.

AFTERCARE

Please note that aftercare, although managed in-house, will be billed separately from your
child’s school fees.

According to our 2025 fee structure, aftercare will be charged at R1,350.00 per month,
totalling R4,050.00 per term. Aftercare fees will be billed for 9 months of the year as follows:

e Term 1: January, February, and March
e Term 2: May, June, and July
e Term 3: September, October, and November
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As an added benefit to the children utilising full-time aftercare facilities in 2025, aftercare
will also be available in April (3 school days), August (5 school days), and December (2 school
days); however, these months will not be billed.

Adhoc aftercare options are available at the following rates:

e Half-day: R85.00
e Full-day: R125.00

Holiday care will be offered during the April and August holidays and will be billed based on
the number of days attended, not as part of the monthly fee.

e Half-day (07:00 - 13:00): R160.00
e Full-day (07:00 - 17:30): R240.00

A reminder that holiday care will not be available during midterm breaks or over the
December holiday.

Aftercare for 2025 will run from:

e Opening: Wednesday, 15th January
® Closing: Wednesday, 3rd December

Ms Gcinile Gama is our Aftercare Supervisor and can be contacted from the 1st of January
on: ggama@kyalamiprep.org

EXTRA COST ACTIVITIES

A number of Extra Cost activities are available, outside of our curriculum — the timetable
is available on the school app under the KPNS tab (note: subject to change as required).
Please note that the service providers are independent of the School, and need to be
contacted directly. These activities also carry an additional cost and are available from Grade
000 - 0.

In January, you will be invited to attend an exhibit in the KPNS playground, where all
suppliers will be on hand and application forms and further information can be collected.

The coach will collect children who are attending an extra cost activity from their class or the
waiting class for their activity. Children need to be collected by their parents from the
relevant coaches at the respective venue or your child will be taken back to their waiting
class/ aftercare. Please inform your child’s teacher of their extra cost activities.
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BIRTHDAYS

A birthday is an exciting day! Your little one may wear ‘civvies’ on their birthday.

Birthday Rings

* Parents, or a special person, are invited to attend a Birthday Ring. Please liaise with
your class teacher to arrange a suitable date, and confirm the time.

* You may bring cupcakes or donuts to school for your child to share with his/her class.
Please do not send party packs, gifts, balloons etc. to school for the class. Our
school birthday ring is not a substitute for your child’s birthday party; it is just a small
way that we get to celebrate your child’s special day as a class.

Party Invitations

We are sensitive to every child in the class, and as such, request that you do not ask us to
hand out invitations unless every child in the class is being invited. If you are inviting only a
few children, we request you contact each parent directly (class contact lists can be obtained
from your Class Parent) as it is heart breaking to see a child’s face when they do not receive an
invitation - they are not yet old enough to understand why.

SPECIAL DAYS

From time to time you will be invited to attend a “special day” at the school, during the
course of the morning (for example a Parent’s Day celebration etc.). Your support and
commitment in attending is appreciated, as they not only enrich your child’s life but also
create special bonding moments that can never be replaced. Time truly does pass very
quickly and our children grow bigger daily — often unnoticed. These dates will be
communicated with you timeously.

ANTI-WASTE / FANTASY AREA

Anti-Waste

We use a huge variety of household throwaway ‘waste’ in our creative activities, which may
be brought to school. For example: scrap white paper, ice cream tubs, yoghurt cups, toilet
rolls, paper towel rolls, scraps of material/fabric/leather, old wool, egg boxes, cereal boxes,
paper plates, newspapers, magazines, wrapping paper, bottle tops, lids, corks, buttons,
beads, ribbon, feathers, pipe cleaners, string, tissue/crepe paper, etc.

Fantasy Area

We would also welcome any items no longer being used at home for our Fantasy Area. These
can include baby blankets or clothes; dress up clothing; baby bottles; wooden spoons,
whisks, funnels, measuring cups or plastic bowls.
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SCHOOL EQUIPMENT AND TOYS

School Equipment

If small bits of equipment (for e.g. blocks or puzzle pieces) or school toys come home in bags
or pockets, please return them. It is not ‘stealing’ at this stage, but if you condone it by not
returning things, a real problem could develop.

Toys

PLEASE do not allow your child to bring toys or other possessions to school. This is a very
good opportunity to teach children that there are some things that are not allowed - even if
there are tears and tantrums. If your child has something special to share with the teacher,
they may do so and then it must be taken straight home by the parent. Toys can cause
conflict amongst friends, and tears if lost. Small objects also pose a potential choking hazard
(for e.g. marbles, blocks etc.)

REPORTS

There are no formal reports in Term 1 (January-April). However, “Get to know the
teacher/child” meetings are held in February and Parent Interviews in April.

Reports will be issued at the end of Semester 1 (January-June) and again at the end of
Semester 2 (July-December).

Grade 0000, 000 and 00

Our Semester 1 reports are based on the child’s social and emotional development.
Although all other learning areas have been assessed and a record kept of the individual
child’s development, these areas will only be included in the comprehensive end-of-year
report (Semester 2).

Grade 0

The Grade 0’s will receive comprehensive reports for both Semester 1 and Semester 2.
These reports encompass all the age-appropriate learning areas, as well as the social and
emotional development of the child.

Portfolios

Portfolios will be sent home each semester for each child from Grade 0000 to Grade O.
These portfolios will give you an overview of the skills that are being covered within class.
These portfolios need to be returned at the end of Semester 1 and will be sent home again
at the end of the year.
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ADDENDUMS

Please take note of the following Addendums:

Addendum 1 - Programmes and Activities
This will give you an insight into the daily and weekly activities of the school.

Addendum 2 - Termly Requirements
Please take note of the supplies we require to be brought in on the first day of school, of
every Term.

Addendum 3 - Health and Safety
Please read this document carefully, being guidelines for the safety of your children,
together with medical policies and procedures.

Addendum 4 - PTF - Class Parent Representative Letter and Questionnaire
Please return the Questionnaire on the first day of the first term.

The school reserves the right to change anything in this document should the need arise.

12
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PROGRAMME AND ACTIVITIES

ADDENDUM 1

DAILY PROGRAMMES

Grade 0000 Programme

Our Toddler class focuses on learning through play, language development, and social
and emotional skills growth. These skills form the foundation of learning and take
time and practice to master.

2-3 year olds will be toilet trained when they are ready. We ask that parents support
this process when it begins.

Our little ones will enjoy Library, Music and Playball once a week as part of their
morning programme. These lessons will be phased in once they are ready for
additional lessons.

Our Toddlers will have a nap after lunch.

Grade 000 and 00 Programme

Our 3 - 5 year olds enjoy a structured day in a small group, with plenty of stimulation,
playing musical instruments, singing, listening to stories, painting, climbing, and sand
and water play.

Playball is included in their weekly programme as well as Music, Djembe drumming
and Library lesson.

A vital part of their indoor time is the ‘skills’ lesson where fine-motor skills, crossing
the midline, body image and perceptual skills are developed and practiced.

Our daily ring-lessons include drama-rings, discussion-rings, creative
storytelling-rings, Literacy and Numeracy Rings.

Grade 0 Programme

When the children enter Grade 0, they are exposed to our ‘School Readiness’
Programme. This programme involves four activities weekly, which the children do
on a rotational basis. The activities include Numeracy, Literacy (Letterland and
Time2Read), and Visual and Auditory perceptual activities weekly.

The Grade 0’s are walked down to the Preparatory School for their weekly Computer
lesson - these lessons include Robotics.

Playball lessons take place once a week. These lessons include swimming (seasonal).
Our children start their First Additional Language (FAL) lessons in Grade 0. As parents,
you will be asked to choose two of the three FALs for your child to carry into the
higher grades. Our current FALs are: isiZulu and Afrikaans.

Our Grade 0 children also have the opportunity to receive learner support from our
Learner support specialist. These lessons are at no additional cost to our parents. The
focus of these lessons is to support our little ones in laying firm foundations for
learning in Grade One.
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e Tuck is a fundamental part of our Grade 0 week, and this is where they learn to
handle money and learn its value.

e Their daily ring lessons include Library, Music, Djembe drumming, drama, discussions
and creative storytelling-rings, which are all based on our weekly themes

A Parent Information evening will take place at the beginning of the year for the Grade
0’s only. This will take place in your child’s class, and the relevant teacher will answer all
of your questions and concerns. It is important to attend this meeting, as the teacher will
give a summary of the expectations, as well as an outline of the curriculum and activities
for the year.

LIBRARY

All the grades will visit the Library once a week in the activity room. Library books are sent
home and are to be returned weekly for replacement. Kindly note lost books will be billed
for at R50 a replacement book.

THEMES

Theme tables are displayed in class and changed regularly. We encourage children to bring
items of interest for these, and to enrich their knowledge of the themes at home as well.
Shows/special visits are arranged throughout the year to consolidate our themes.

PLAYTIME

A fundamental part of the KPNS programme entails ‘Learning through Play’. Various safe,
imaginative indoor and outdoor PLAY AREAS have been created in addition to the
permanent structures on the playground:

Fantasy Area

Our ‘Tiny-town’ is equipped with a variety of dress-up clothes and items used in everyday
life, allowing the children to develop their imagination. When your child engages in pretend
play, he/she is actively experimenting with the social and emotional roles of life. A firm
favourite in this area is our mud garden, ‘The dirty diner’, where many chocolate mud cakes
are baked!

14



Construction Area

Our Construction Area allows children to play and manipulate a variety of construction
materials. They use these to build towers with blocks; construct objects with miscellaneous
loose parts; play in the sand - to name a few. Activities such as these are vitally important in
developing perceptual skills, including spatial awareness.

Creative Area

The Creative Area allows for children to express themselves through art. A variety of
materials are provided for the children on a daily basis to incorporate in their creations.

Although not a play area per se, our vegetable garden, ‘Mr McGregor's Garden’, is a space
for the children to learn about planting and harvesting food. There is an educational aspect
to this garden, along with developing compassion. Once our crops are harvested, small packs
of food are made. The children are then encouraged to find someone hungry to supply with
a pack.

With these areas all ‘open’ during free playtime, we allow interaction, discovery and
play. The children are encouraged to develop their individual strengths and learn social
skills, within a structured, yet informal environment.
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TERMLY REQUIREMENTS

ADDENDUM 2

TO BE BROUGHT IN ON THE FIRST DAY OF SCHOOL (EACH TERM)

Gr 0000

Nappies, wet wipes, bum cream — need to be provided throughout the year for nappy
changes (the teacher will let you know timeously when a top-up of these items is required)
Please provide blanket and pillow for nap time.

Termly requirements in addition to these:

Wet wipes 4 packs
Tissues 2 boxes
Handwash soap 2 refills
Nappy bags 1 box

Gr 000

Wet wipes 2 packs
Tissues 2 boxes
Handwash soap 2 bottles
Nappy bags 1 box-Term 1 only
Gr 00

Wet wipes 3 packs
Tissues 2 boxes
Handwash soap 2 bottles
Gr0

Wet wipes 2 packs
Tissues 2 box
Handwash soap 1 bottle
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HEALTH AND SAFETY POLICY

ADDENDUM 3
Guidelines for medical policy and procedures

UNDERTAKING BY SCHOOL

To ensure that learners are safe at all times, the school undertakes to take the following

precautions:

* Proper hygienic standards for buildings, playgrounds, apparatus and preparing of
food are maintained.

* Proper training, including first aid training, are given to personnel. Their performance
is continually evaluated to make sure that the prescribed standards are maintained.

» A full medical record of every child is kept in order to safeguard both children and
staff members.

= Parents will be notified should a learner show symptoms of illness while at school.

(o]

Children who become ill at school will be taken to the sick room for
observation, care and assessment.

In the event of temperatures, runny tummies, vomiting, excessive coughing,
eye/mouth infections or general infections parents are compelled to collect
the child without delay.

The Head will decide whether a learner is to stay in the sick room until he/she
is collected or can be sent back to class.

Parents will be notified on the first number as indicated on a learner’s file;
thereafter the second number and then the number indicated as an
emergency number.

Bee stings are always treated as serious, as allergies can develop quickly.
Learners stung will therefore be monitored for the rest of the day in the sick
room or classroom.

* You will be contacted immediately, in the case of an incident or injury at school that
is deemed serious or requires medical attention. You will be expected to collect the
child immediately.

(0]

In case of emergencies like convulsions or an asthmatic episode, a senior staff
member (usually the person in charge of Health and Safety) will take control
of the situation and delegate responsibilities according to protocol.

It is the responsibility of parents to take their children to a doctor in cases
where emergency care is called for, and for routine or follow-up visits to the
doctor.

Permission to transport learners in case of an emergency and for an
emergency contact person to act on behalf of parents until they are available
is obtained during enrolment.

17
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Parents will be notified as soon as possible of contagious diseases or infestation that
have been diagnosed.

Proper supervision of children during outdoor play to minimise injuries. Staff
members are on duty from 09h50-11h00 during outdoor playtime to supervise
playground equipment. First Aid supplies are situated around the school for minor
mishaps and include gloves, plasters, antiseptic and cotton wool.

UNDERTAKING BY PARENTS

Parents are expected to take preventative health measures and inform the school of all
health issues that could affect their child or other children at school.

A healthy balanced diet and enough exercise are always important for the growing
child.

When children start school, their immunity is often poor, but it will build up as they
get older. This means that they may get ill repeatedly, if children who are unwell are
brought to school. This is why it is so important that children who are ill and
infectious in any way are to be kept at home. It is also recommended that children in
group care take supplements to boost their immune systems.

Most children’s diseases can have serious consequences and therefore prevention is
best. We encourage immunisations to be done at municipal clinics, private practices
or at pharmacies with private clinics.

Parents have to contact the school if their child is ill or will not be attending school.
The school should be informed about the doctor’s diagnosis when a child is ill.
Parents need to inform the school of any allergies or food intolerances that your child
may have, as well as chronic illnesses and injuries that happened while they were in
the parents’ care.

The school must also be made aware of any health, psychological or behavioural
problems, or circumstances or incidents that may influence the behaviour or health
of their child/children.

No medication may be sent to school in a child’s schoolbag.

Parents have to take care that their children do not wear items that can pose a
danger at school, e.g. jewellery or slippery shoes.

Parents must apply sunscreen before sending their child to school, and supply a hat
for sun protection. As part of our classroom routine, the children will be taught to
re-apply sunscreen (supplied by the school) during the morning.

CHILDREN ARE NOT ALLOWED TO ATTEND SCHOOL WHEN:

Their illness poses a risk to others;

There is a chance that they contaminate the other learners or persons at school;
Their illness prevents them partaking in our daily programme and activities (sick
children are miserable and do not gain anything from being at school — they are far
better off at home); or

18



* They require frequent attention and monitoring, which impacts on the rest of the
class.

Children will be allowed to come back when a doctor certifies that they have recuperated

sufficiently and are no longer contagious.

A CHILD WITH THE FOLLOWING SYMPTOMS/CONDITIONS MAY NOT ATTEND
SCHOOL:

* Nausea, vomiting and/or diarrhoea.

* If the child has run a temperature (above 38°C) the night before, even if they beg to
come to school. They often feel better at first but fevers tend to return later in the
day. This applies to vomiting and diarrhoea as well.

= If children have a runny nose with thick, discoloured mucus. Please try teach your
children to blow their noses correctly and to put an elbow in front of the mouth
when coughing or sneezing.

= Tight chest, shallow breathing and/or severe coughing with lots of phlegm.

= Lung infections, e.g. bronchitis, pneumonia.

= Draining ears.

» Sleepiness accompanied by other symptoms.

* Rash or symptoms of contagious disease, e.g. measles, chicken pox, hand-foot and
mouth disease, etc. Please check any unexplained rashes with your doctor before
sending your child to school. Some may be allergic reactions while others may be
contagious.

» Contagious skin infections, for example impetigo. Ringworm must be treated with an
anti-fungal ointment and be covered if the child is at school.

= Red/pink eyes or eyes with discharge. Conjunctivitis (pink eye) is very contagious and
the eyes must have been treated, have no discharge and may not be pink before the
child returns to school.

» Head lice or nits are present. If these do occur, a clearance certificate from a doctor
or municipal clinic is necessary before your child will be allowed to return to school.

* Please keep up to date with COVID-19 regulations regarding your child’s attendance
at school.

ADMINISTERING OF MEDICATION

Parents must be fully informed and agree to the following measures regarding medication:

* Schools are prohibited from keeping or providing any medicine, other than Panado or
Calpol with specific parental consent.

* Parents are responsible for administering medicine in the morning at home, including
vitamins and antihistamines.

» [If it is absolutely necessary for your child to have chronic medication; ointment; eye-,
nose- or eardrops administered during the school day, please adhere to the
following:
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o Only medicine that has been prescribed by a doctor may be given to a child.

o Written consent must be given by the parent or guardian for the child to
receive the medication at school.

0 Medication MUST be handed to your class teacher personally, or to Front
Office. No child may keep anything of this nature in the classroom or school
bag as it could be dangerous to both your child and others.

o All medication must be in the original packaging, and clearly labelled with the
following information: the name and strength of the medication; the name of
the child; the dose to be taken; the time the medicine should be taken; and
special storage instructions if applicable.

o It is the responsibility of the parents to collect the medication at the end of
the school day.

* Medication will only been administered by a senior staff member or by the school
Head.

= Front Office must keep a spare asthma pump if your child is asthmatic, or Epipen in
the case of severe allergies, should there be a possibility that your child may need it.

HIV/AIDS PROTOCOL

No discrimination against HIV infected persons is tolerated. All medical information will be
treated sensitively and confidentially.

Workers who suffer from illnesses like heart diseases, cancer or Aids are allowed to continue
working for as long as their health allows it. They will be allowed to work for as long as they
are able to meet the required productivity standards and as long as medical reports indicate
that their health is not a threat to their own safety or those of others.

The following measures will be taken to prevent and eliminate any possibility of cross
infection:

= Awareness about Aids is created and training and communication opportunities are
given.

= We teach all the children to never touch someone’s blood

= Each person/all bodily fluid is handled as if HIV positive.

= We always use latex gloves to treat wounds.

= Should a learner or staff member be exposed to blood, it immediately has to be
washed off with soap and water.

= Any bodily fluid, for example vomit, blood, etc. contaminating surfaces has to be
washed off with a 1:10 bleach solution.

* Any wound, however small, has to be cleaned with an antiseptic and a water
resistant plaster applied.

» All scrape wounds and bites must be washed under running water (if possible), dried
with disposable material and covered with water resistant material.

» Splatters of blood in the eyes, nose and mouth have to be rinsed immediately for
three minutes.
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Material used (gauze/cotton/hand gloves, etc.) have to be sealed in a plastic bag
before being disposed of in a medical waste bin. The person doing this also has to
wear protective gloves.

Instruments that were used, for example scissors, tweezers, etc. have to be washed
and soaked in bleach for at least an hour.

Clothing soiled with blood must immediately be replaced.

SAFETY

All children are taught these safety rules:

* No climbing up the front of the slides.

*= No dress-up clothes are allowed to be worn while climbing.

* No playing with sticks or sharp objects.

* No throwing of sand or stones.

* No rough play or chasing on climbing apparatus.

= Walkin corridors, bathrooms and paved pathways.

» Bathroom floors are to be kept dry.

* No children allowed in kitchen.

= We do not hurt others and we keep ourselves safe.

* No necklaces, chains or jewellery to be worn by children —they are a safety
hazard.

* No small objects from home are to be sent with your child to school, as it may
cause a choking hazard (for e.g. marbles, small plastic toys or blocks etc.)

All parents need to be aware that:

Children are not permitted to push the green button in the foyer to open the front
gate. Our school rule is that only adults may open the gate, as we do not want any
little ones opening the gate for strangers. Please assist us in this regard.

No children may be lifted to press the opening button on the front gate.

No children may climb on gates to open latches. Please assist us by keeping all
school gates closed at all times.

Children should be brought into the school through the main front entrance gate,
and accompanied inside by adults.

The grade 0 gate is not accessible in the mornings.

Children must be held by the hand when traversing the car park. Please do NOT
allow your child to run out the gate without you, or run freely across the road by
themselves. Be mindful of cars reversing when walking your little one in and out of
school. Use the pathway or embankment to walk on where possible.

Drive slowly and with extreme caution in the car park. Please exercise patience and
good manners when using the road, car park and access points.

Only park in the allocated parking bays outside the school - strictly no parking
allowed in the ‘No Parking’ demarcated areas.

Accompany your child into the school building until they have settled.

If people other than parents will be fetching a child (for e.g. transport service, au
pair, driver, relation) parents are required to complete and return the Consent for
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Collection Form supplied. Any change in detail regarding those authorized to collect
your child needs to be communicated through timeously in writing to Front Office. A
new Consent for Collection Form will need to be completed.

Please inform the front office/teacher if your child will be going home with another
parent for a playdate or being collected by another adult. We cannot allow children
to go home if consent has not been given.

Please inform your teacher and Front Office if you need to collect your child
early/during school hours.
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PTF - CLASS PARENT REPRESENTATIVE
LETTER AND QUESTIONNAIRE

ADDENDUM 4

CLASS LIST AND EMAIL

Please complete the enclosed questionnaire in order for a class list to be compiled by the
nominated Class Parent of your class. In the event that you have more than one child in the
school, please feel free to complete the form with all the necessary details on a single form
and make a copy for each of the classes. This list will be shared with parents on request (for
birthday invitations etc).

A WhatsApp Broadcast/Admin Only group will be our predominant means of
communication, with the backup of email for documents etc. containing more information.
As a family, you can decide whether or not you would like both parents or only one parent to
receive the various correspondences — please complete the form with the details that you
would prefer (if only one parent is to receive communication, you need only complete that
information).

Please confirm that you agree to your contact details being provided to the class. It is
important to note that this list is for school related communication only. Please respond to
the emails being sent, so that we know that you have received the mail and taken note of its
content.

HELP DURING THE YEAR

Your Class Parent may need assistance from time to time during the year. Please let us know
whether you can help on the odd occasion, for example baking cupcakes or assisting during
class for an activity.

CLASS FUND AND THE PTF LEVY

The class fund is provided from the termly levy we pay to the PTF. These funds will pay for
that the various activities planned for our class this year, including a teacher’s birthday
celebration and a year-end class party.

WHATSAPP BROADCAST / ADMIN ONLY GROUP PROTOCOL

Your Class Parent will be setting up a WhatsApp Broadcast/Admin Only group for your class.
This means of communication provides a valuable alternative to email and newsletters,
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especially when telephone lines are down at the school. Concerns have, however, been
raised in the past regarding the level of communication when utilising a class WhatsApp
group. Hence, we have decided that a broadcast/admin only message would be more
appropriate. A broadcast message allows a message to be sent to all parents on the group
but only the sender will receive and see the replies. Please note that the senders number
(i.e. the Class Rep) must be saved onto your phone to receive the broadcast messages.
Your nominated class parent will confirm their contact numbers to the whole class.

Furthermore, please read emails and newsletters. This prevents unnecessary questions
being asked.

If you are not sure of something, please SMS or WhatsApp the Class Rep directly. If they feel
it’s worth engaging with the rest of the parent body, they will send out the information to
the group.
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