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A MESSAGE FROM THE PRINCIPAL
Dear Parents and Carers,
Hello everyone, and a very warm welcome to our school
community at Carlton Gardens Primary School. We look
forward to getting to know each family and developing a
positive and rewarding partnership with you in the year
ahead.
We believe that school should be a place where:
1. Each child is valued as a unique individual, bringing to the environment an equally
unique set of values, experiences, attitudes and knowledge areas that have been
largely formed through family experiences and in a cultural and social context.
2. Children should feel safe and comfortable to be themselves and to be able to
challenge themselves.
3. Each child should be encouraged and free to work at their own pace and at their own
level of development.
4. Each child should feel secure in asking for assistance and should be conﬁdent and
empowered to ‘take risks’ in their association with other children, with materials and
within the environment.
The role of the teacher in such an environment becomes one that -: supports,
encourages, challenges, extends, negotiates, motivates and models, reﬂects, shares and
scaﬀolds children’s learning. Teachers are the facilitators of learning!
Parents are encouraged to be actively involved in the school through parent helper
programs in the classrooms or with school events. There is a strong sense of pride and
commitment held within the parent community towards the school.
Carlton Gardens Primary School is YOUR school! Its growth, development and
advancement depend on the support and commitment of our whole school community.
Working together with teachers will help your child to develop to his/her full potential.
Welcome to our community!

Tina McDougall
Principal
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GENERAL INFORMATION ABOUT CARLTON GARDENS PRIMARY SCHOOL

SCHOOL INFORMATION
School Phone Number

9663 6502

School Address

215 Rathdowne Street Carlton, 3053

Email Address

carlton.gardens.ps@edumail.vic.gov.au

Website

www.carltongardens.vic.edu.au

Compass

https://carltongardens-vic.compass.education

Instagram

@CarltonGardens

Twitter

@CarltonGardens

TERM DATES 2020
Term 1

29th January (Preps begin 3rd February) - Friday 27th March

Term 2

Tuesday 14th April - Friday 26th June

Term 3

Monday 13th July - Friday 18th September

Term 4

Monday 5th October - 18th December

WHOLE SCHOOL BELL TIMES
8:50 am

Students in grades 3 & 4 may enter their classroom.

8:55 am

Bell rings - students line up outside with their grade and are led inside by their
classroom teacher. Learning starts at 9am.

11:00 - 11:30 am
Recess

Students have half an hour play time after eating their morning tea

12:30 - 12:40 pm Lunch eating time Grades 1, 2, 3 & 4
12:40 - 1:30 pm

Students in grades 1, 2, 3 & 4 head outside to play for 50 minutes

1:30 - 1:40 pm

Lunch eating time Preps & Grade 5/6

1:40 - 2:30 pm

Students in Prep and grades 5&6 head outside to play for 50 minutes

3:30 pm

End of the school day - students are walked outside by their classroom teacher to
meet their parents in the school yard.
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DAILY PROCEDURES
Morning:
•Parents are encouraged to drop children oﬀ between 8:45am – 8:50am so they are lined up ready
for the teacher after the bell rings at 8.55am.
•Please note that there is no supervision of students in the yard before 8.45am each
morning.
•Students in grade 3 & 4 may enter their classroom after the announcement at 8:50 am.
Drummond Street:
•Doors open at 8:40 am.
Afternoon:
•At the end of the school day, teachers will take the children outside to meet parents. We ask that
parents wait outside until the teachers bring out the students.
•Please let the oﬃce know if you are going to be late to pick up your child.
•Please do not wait inside the corridors for your child, as they get very crowded when students
are dismissed.
•Students who are not picked up by 3.45pm will be placed in OSH Club at the families expense.
Drummond Street:
•Students who need to return to Rathdowne Street will be walked there by a teacher.
•Teachers will send out a schedule stating where students should be dropped oﬀ or picked up.

SUPPORTING THE SCHOOL
Parents can assist in the day-to-day operations of the school by:
• Making before school communication with teachers brief (between 8:45am – 8:55am). Teachers
need as much uninterrupted time as possible to plan and organise their resources in the morning to
ensure that everything is ready for the day of learning in their classroom. Please be aware that teachers are
also available between 3:30 and 3:45 each day.
We encourage parents to make an appointment for longer discussions at a time that is mutually
acceptable.
• Ensuring names are on children’s property (especially school uniform) so they can be returned to
rightful owners.
• Contacting your classroom teacher ﬁrst, when issues arise concerning your children: They know the
day-to-day activities and incidents as they happen and are more in tune with getting the facts and are
better informed.
•Maintaining a positive inﬂuence within the school. We need a focus on the good things that are
happening in our school. Children respond to positive talk as it makes school more fun for them.
•Treating people how we want to be treated ourselves in all our interactions. (Parents, Teachers and
Children). We all wish to be treated with respect, kindness and courtesy. It is a societal expectation and
important that we as individuals model this behaviour.
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SCHOOL INFORMATION

ABSENCES: IT’S NOT OK TO BE AWAY!
If your child doesn’t attend school on a particular day due to illness or a family commitment, you must log
into Compass to enter and approve the absence online. Alternatively a signed and dated note from a
parent explaining the reason your child did not attend school is required to be given to the classroom
teacher.
It is also appreciated that if in the event of a long absence, (overseas trip, illness, etc), the school
administrative staﬀ are notiﬁed and that you enter the absence into Compass. You will receive an SMS if
your child is not at school by 10am.
Students who arrive after 8.55am are considered late and will be marked as late on the school roll. Due to
our lesson structure, the ﬁrst 10 minutes of each lesson is the opportunity for teachers to communicate the
learning goal, strategies and whole class instruction to their class. Students who miss the start of the lesson
ﬁnd it very diﬃcult to catch up.
*We strongly advise against students taking holidays during school time. This can cause gaps in
learning that can last until high school.

ANAPHYLAXIS
A number of children at Carlton Gardens Primary School are anaphylactic (have life threatening allergies). If
a child comes in contact with particular foods it will result in an anaphylactic reaction. At school we currently
have students who are allergic to nuts, eggs and seafood. If your child is in a class with an anaphylactic child
you will receive a letter from the classroom teacher asking you to refrain from packing particular foods in
your child’s lunchbox.
If your child has an anaphylactic condition, please notify the school as soon as possible.

ASSEMBLIES
On Friday’s we hold a celebratory assembly outside in the school yard. During the assembly we give out
Student of the Week certiﬁcates and summarise any upcoming events. At the start of assembly students
sing both verses of the Australian National Anthem.

BOOK PACK AND SCHOOL FEES
At the beginning of the each school year, families are asked to pay a fee. This fee is set to cover the costs of
items such as Booklists, Curriculum Resources, Physical Education equipment, computers and ICT
infrastructure. This annual fee is expected to be paid at the commencement of the school year. The fee
assists the school to provide a wide range of learning opportunities for our students. Notiﬁcation of the
amount to be paid and by when will be communicated via Compass.

BYOD (BRING YOUR OWN DEVICE)
Our school has a comprehensive BYOD program that was approved by school council in 2016. Students in
grade 3-6 are able to bring an iPad to school. Please be aware that an iPad is the only device students
are allowed to bring.
Parents and students are required to sign a BYOD agreement before students are able to bring a device to
school. We ask parents that they have parental restrictions in place on these devices, ensure that there are
no social media apps on these devices and that the devices do not contain inappropriate content.
Devices that do not meet these requirements will be returned to parents.
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CAMPS
We have a whole school Camp program at Carlton Gardens. These camps help us to cover areas of the
curriculum that we can’t cover in class. It helps students build independence and is a great relationship
building experience with their peers. It is an expectation that all children attend these camps.
Grade

Date

Duration

Location

Prep

November 26 - 27

1 Night

Carlton Gardens PS

Grade 1

June 18 - 19

1 Night

Taskworks

Grade 2

TBD

1 Night

TBD

Grade 3

September 2 - 4

3 Days

The Island

Grade 4

October 14 -16

3 Days

Candlebark Farm

Grade 5

April 14 - 17

4 Days

Ferngully Lodge

Grade 6

March 23 - 27

5 Days

Canberra

CHILDREN’S BIRTHDAYS
We think your child’s birthday is special too! Please let your classroom teacher know of your intentions as
there may be children with allergies in the class. A list of ingredients in any food brought in to share will
need to be provided to the classroom teacher. Due to class structures in some year levels, some grades are
unable to bring in birthday cakes, please discuss with your classroom teacher the best items to bring and
share.

CLASSROOM/PARENT HELPERS
Parent interest and involvement are very important to your child and the school. We would welcome your
involvement in activities such as:
• typing children’s stories
• excursions
• cutting & laminating resources
• book covering
• school council
• fundraising
A Parent Helper Form will be sent out via Compass at the start of the school year, asking for any volunteers.
A current Working with Children’s Check is required if you would like to be involved in any classroom
activities or excursions. The forms for this check can be obtained from the website www.workingwithchildren.vic.gov.au

COLLECTING CHILDREN DURING SCHOOL HOURS
If you need to collect your child during school hours, please visit the oﬃce and sign your child out and the
early departure will be entered into Compass.
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COMMUNICATION
COMPASS

Compass is the best source of school information. It is a school based web portal that will allow you to see
how your student is performing at school.
You will be able to see the number of absences and late arrivals that your child has had, give approval for
school excursions, make payments online and download school reports. Teachers are also be able to send
emails to you through Compass to keep you informed about classroom events and issues. You are able to
schedule Parent/Teacher interviews on Compass. It will also keep you up to date with school information.
We recommend that you download the Compass app for iPhone or Android
You will receive a notice with your login details before the end of this year. We ask that when you do, you
login and update your email details.

NEWSLETTER
A school newsletter is compiled every fortnight by our school Leadership team. In the interest of waste
management these newsletters are only available online via Compass and the school website.
This newsletter is a major communication link between school and home and contains information of
upcoming events and other matters we wish to bring to your attention. Please read the newsletter carefully
and keep it for referral. Contributions to the newsletter from children, teachers and parents are always
welcome; the deadline for typing purposes is Wednesday afternoon.

SEESAW
SeeSaw is a social media app for the classroom. Your child and their teacher will share exciting work and
events through Seesaw. It is a great way to see what your child is doing and what they have achieved.

TWITTER AND INSTAGRAM
We like to share exciting photos and videos with our families. You can follow us on Twitter and Instagram,
@Carltongardens.

WEBSITE
Our school website is www.carltongardens.vic.edu.au . It contains all of our school policies and our
newsletter. We also share videos of important events and excursions from time to time

CURRICULUM DAYS
Term 1

Wednesday February 26

Term 2

Monday May 11

Term 3

Tuesday September 15

DRINK BOTTLES AND HEALTHY SNACKS
We encourage your child to have a clearly labeled plastic drink bottle containing water in the classroom, to
drink at their leisure while they are working. This encourages healthy drinking habits and enables your child
to keep their ﬂuids up! Your child may leave their bottle on their table or in a designated spot throughout
the day. Students have designated healthy eating breaks at recess and lunch. We also encourage parents to
pack a healthy fruit or vegetable snack which can be eaten at a scheduled time during the day.
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DRUMMOND STREET
Our Grade 5 and 6 students have their classes at 221 Drummond Street. Students are walked back to
Rathdowne Street for Recess, Lunch and specialist classes. Some days students will need to be dropped oﬀ
or picked up at Rathdowne Street. Parents will be provided with a pick up schedule each week. Students
enter the building via Grattan Street. Doors are open from 8:40 am - 9:00 am. Students arriving after 9:00
am need to enter via Drummond Street.

EXTRA-CURRICULA ACTIVITIES
At Carlton Gardens we oﬀer a number of diﬀerent extra-curricula activities. Students will receive a note at
the start of each term stating the costs involved and the times the programs are running. Parents are
responsible for organising these sessions and payments.
The extra-curricula activities that run at our school are:
• Dance - Classical Ballet, Jazz and Hip Hop
• Instrumental Music (keyboard, singing, guitar, drums)
• Chinese
• French
• Kelly Sports
• Martial Arts

EMERGENCY INFORMATION
Please ensure that you have provided your latest address and telephone numbers to the school oﬃce. If
you change your address or telephone number during the year please let us know in writing. The oﬃce has
a supply of ‘Change of Student Information Forms’ for this purpose. Please supply the names and phone
numbers of two emergency contacts in case we are unable to contact you in an emergency.
★IMPORTANT★
If there is a court order which stops anyone having contact with your child, please let us know of
the details.

EXCURSIONS/INCURSIONS
Excursions/Incursions take place once a term, in each grade of the school. They are an integral part of the
school curriculum. They are invaluable in stimulating the children's interest and are always preceded or
followed up by class work relating to the excursion. It is therefore expected that unless a serious reason
prohibits it, all children will take part in these activities.
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FLEXIBLE LEARNING
At Carlton Gardens Primary School our goal is to instruct, encourage, engage and inspire your children in
teaching and learning environments that are dynamic and meet our student’s individual needs. We want
our students to be independent, responsible, inquisitive and skilled lifelong learners. To help us achieve
these goals we have ﬂexible learning spaces in Grade 4, 5 and 6.
Why are ﬂexible learning environments valuable?
In recent years, there has been a push for students to learn in ﬂexible learning environments in Victorian
schools. The choice to use ﬂexible learning environments reﬂects current DET research and knowledge on
21st century teaching and learning practices which help to prepare students for the skills they will need in
the future such as; collaboration, communication, critical thinking, problem solving, sense of citizenship and
creativity. These attributes are fundamental to their development as learners and as individuals. The overall
aim and purpose of using a ﬂexible learning space is to improve student learning outcomes.
Flexible Learning Spaces will provide great opportunities for us to further identify, target, support and
extend the learning of all students in a collaborative and supportive environment.
How do students learn in ﬂexible learning environments?
It is important for our students to understand themselves as learners and have control and responsibility
over where they learn. In ﬂexible environments, students build independent learning behaviours and
develop a strong understanding of how they learn. Our students will be given the opportunity to take
advantage of both indoor and outdoor learning environments and these spaces will enable students to
work in a variety of ways and areas. Students will be able to move around, work at tables, on the ﬂoor, in
small groups, on stools as well as standing. We will be working with all our students to help them build their
skills in independence as well as helping them understand how they learn best.
What is the space and how is it used?
Flexible learning areas can be arranged and rearranged to create distinct learning areas utilising retractable
walls and quiet withdrawal spaces both inside and outside. Students will be encouraged and supported to
select areas and seating arrangements where they feel most comfortable. These zones will be used in a
variety of ways both, student and teacher led.
The space can be used to vary our instruction and learning activities based on the needs of our students
and the content being covered. Students will not be required to sit on the ﬂoor any more than in any class
within the school. We aim to keep our ‘mini lesson’ explicit instruction time to a maximum of 10 minutes as
research shows this is optimal timing for instruction.
As part of our school’s instructional model, all students participate in a ‘mini lesson,’ they then move to
working spaces that suit them and their learning styles to complete tasks and participate in focused small
group activities, after students have completed their learning activity or task they will return to the ﬂoor to
reﬂect on their learning.
Students will regularly participate in individual and small group conferences to discuss their learning goals
and style. Our teachers work together to alter and adapt our programs to suit our students and their
learning needs.
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HEALTH
The Department of Education and Early Childhood requires the following exclusion table to be observed in
cases of infectious diseases:• CHICKEN POX, MUMPS - return when completely recovered.
• MEASLES - for at least seven days from the appearance of the rash or until a medical certiﬁcate of
recovery is produced.
• RUBELLA - until fully recovered and at least four days from the onset of the rash.
• WHOOPING COUGH - for four weeks until a medical certiﬁcate of recovery is produced.
• IMPETIGO (School Sores) - until sores have fully healed.
• HEAD LICE - Children can return to school once their hair has been treated. To help prevent infestation we
ask you to check your child's hair regularly, notify the school if your child becomes infested and keep your
child's long hair tied back.
*Children enrolling at the Prep level are required to present an Immunisation Certiﬁcate for
diphtheria, polio, tetanus, measles and mumps.

HEALTHY EATING
At Carlton Gardens Primary School we encourage students to make responsible choices when eating.
Providing your child with nutritious and healthy foods during the day will ensure that their energy levels will
remain high and assist them in concentrating in class. Please ensure that your child has enough food for
both recess and lunch, although, please do not overload your child’s lunchbox.

HOMEWORK
In accordance with the CGPS homework policy:
- Prep students will be expected to read for 15 minutes every night.
- Grade 1/2 students will read for 15 minutes every night and will complete point of need and
individualised spelling activities.
- Grade 3/4 students are required to complete 30 minutes of homework per day (including reading).
Homework is in an online environment via the Google Forms or Seesaw. Students complete a weekly
literacy or numeracy activity which helps them deepen their understandings of content started in class.
Students submit their homework weekly, teachers monitor that homework is being completed and provide
appropriate feedback in class.
- Grade 5/6 students are required to complete 45 minutes of homework per day (including reading).
Homework is completed in an online environment. Students receive their homework via email and
homework is posted of Seesaw for parents to see. Students complete three to four tasks each week that
relate to Literacy, Numeracy, Inquiry or Language Conventions. Homework is always related to what is
being covered in the classroom and teachers provided appropriate feedback to students as needed.

ICT, INTERNET AND EMAIL
Our school is an eSmart school. Our students learn how to use ICT in a secure environment. Every student
and parent needs to sign our Acceptable Use agreement to ensure student safety. Parents need to
discuss our Acceptable Use Policy with their children at the beginning of each school year. The Internet is a
powerful teaching medium and tool, so it is important for students to use it appropriately. We allow your
child to learn to use the Internet in a safe and responsible manner.

EMAIL
Every student in grades 3-6 are provided with a carltongardens.vic.edu email address, which gives them
access to a Google account. When using these email addresses and Google accounts students need to
adhere to our Acceptable Use Policy.
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INTERVIEWS AND REPORTS
Reports are published twice a year at the end of Term 2 and Term 4. Parent Teacher Interviews are
scheduled for the end of Term 2. You will need to book these interviews through Compass.
However, if at any time you have concerns about your child, you are welcome to make an appointment with
the teacher to discuss your child’s progress.

LOST PROPERTY
Lost property is stored in a box in the foyer near the student toilets and may be inspected by parents at any
time. It is most important that all clothing is clearly marked with your child's name. Lost and unclaimed
articles are disposed of at the end of each term.
The school cannot be held responsible for any items brought to school that are either lost, stolen or
damaged.
Please do not allow your child to bring toys which are breakable or dangerous (including iPods and
handheld games) in any way, to school. If found, they will be conﬁscated immediately.

LUNCH ORDERS
Healthy and aﬀordable lunch orders are delivered to our school every Wednesday and Friday. Parents can
book these online via Classroom Cuisine - https://classroomcuisine.com.au

MEDICATION
To ensure the medications are administered appropriately to students in our care:
• Children who are unwell should not attend school.
• Non-prescribed oral medications (e.g. headache tablets) will not be administered by school staﬀ.
• All parent requests to administer prescribed medications to their child must be in writing on the form

•

•
•

•
•

provided at the school oﬃce and must be supported by speciﬁc written instruction from the medical
practitioner or pharmacist’s including the name of the student, dosage and time to be administered. It
will be stored in the school oﬃce.
Classroom teachers should be informed by parents of prescribed medications for students in their
charge and classroom teachers will release students at prescribed times so that they may visit the
school oﬃce and receive their medications.
All students with Anaphylaxis or Allergies must provide an up to date action plan and medication to the
school on their child’s ﬁrst day.
All students with Asthma must have an up to date written Asthma Management Plan that will be ﬁled in
the school oﬃce. Parents/guardians are responsible for ensuring their children have an adequate
supply of appropriate asthma medication (including a spacer) with them at school at all times.
The school have staﬀ trained in the administering of reliever puﬀers such as Ventolin, Airomir, Asmol or
Bricanyl .
A nebuliser pump will not be used by the school staﬀ unless a student’s Asthma Management Plan
recommends the use of such a device.
If your child has anaphylaxis please ensure that an Epipen and action plan is given to the school.
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MESSAGES TO TEACHERS
Everything sent along to school for the class teacher or oﬃce should be in an envelope clearly marked with
the child's name, grade and purpose.

OSH CLUB – BEFORE AND AFTER SCHOOL CARE
•
•
•
•
•

Before school care is from 7:00am-8:50am
After school care is from 3:30pm-6:00pm
Vacation Care program is run from 7:30am-6:00pm
OSH Club Contact Number: 0431 608 071
Registrations must be completed online, and places will be limited so book early.

PREP SLEEPOVER
The Prep Sleepover will be held in Term 4.
The sleepover is part of Carlton Gardens Primary School’s camping program and is the ﬁrst step in getting
your child ready for the overnight camp in Grade 1.
The Prep sleepover will consist of an evening of entertainment and dinner for the students, followed by a
sleepover at school and LOTS OF FUN!

SCHOOL HATS AND SUNSCREEN
Carlton Gardens Primary School is a SunSmart School. We have a policy that outlines students must wear a
wide brimmed school hat whilst outside during Term One and Four.
In Terms One and Four wearing a hat is COMPULSORY. Students without the correct hat must sit in the
shelter shed during their lunch and recess breaks, NO HAT = NO PLAY!
Please support our eﬀorts to teach your child about the importance of being SunSmart, by providing your
child with the appropriate hat. It is also advisable that your child has SPF 30+ sunscreen applied to exposed
skin in Term One and Four.

SCHOOL HOUSES
Students at Carlton Gardens Primary School will be involved in a year long house competition. Events will
include a variety of sports and classroom activities.
Our four school houses are:
• Rennick – Red
• Worthington – Yellow
• Sergeant – Green
• Dare – Purple

STUDENT CODE OF CONDUCT POLICY
The Carlton Gardens Primary School Student Code of Conduct and Welfare/Discipline Policy is regularly
updated. The purpose of this Code of Conduct is to reinforce the rights and responsibilities of students,
staﬀ and parents at Carlton Gardens Primary School to work in a secure and safe environment. Parents
also have the right to expect that their children will be educated in a purposeful environment in which the
principles of care, courtesy and respect for the rights of others are valued. The Code of Conduct is subject
to, and should be read in conjunction with, the relative Department of Education and Early Childhood
Development (DEECD) regulations and guidelines.
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SWIMMING PROGRAM
Swimming lessons are a compulsory component of our school curriculum for all students in Grades Prep to
6. Those students unable to participate due to medical reasons, that have a relevant medical certiﬁcate, will
be exempt. Students will be placed in ability groups so that all levels from beginners to advanced are
catered for. The program will consist of a sequence of swimming, water safety, survival and rescue
experiences providing students with the knowledge and skills required for safe involvement in aquatic
activities.

UNIFORM
Carlton Gardens Primary School has a compulsory school uniform which is available for purchase online
from Bob Stewart in Kew. http://www.bobstewart.com.au/products/carlton-gardens
At all times, students attending school should wear closed shoes (no thongs or sandals), and during Terms
One and Four should also wear a blue, wide-brimmed school hat. Students should only wear navy jackets
and coats. Other colours are not acceptable.
Please do not leave purchasing the uniform until the last minute.
We recommend organising your school uniform before the end of 2019.

WASTE MINIMISATION
Carlton Gardens Primary School staﬀ and students are passionate about caring for the environment.
Classes take turns each week to organise picking up the litter outside. This initiative is called ‘Rubbish
Busters.’ In order to minimise the amount of litter in the yard and ultimately help the environment we
request that your child’s lunch contains as little waste as possible.
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HEALTHY HINTS FOR SCHOOL AND HOME
BREAKFAST
It is important to encourage children to eat breakfast. A good night’s sleep followed by food in the morning
helps your child to stay active and concentrate at school. It also means your child is less likely to be too
hungry during the morning. Be a role model and let your child see you eat breakfast too. Suggestions
include:
Whole wheat breakfast cereals or porridge.
Fresh fruits, yoghurts, fresh fruit juices and low fat milk.
Whole meal or multigrain bread, muﬃns or crumpets to toast.
Toast toppings, such as baked beans, eggs, cheese or spreads.
Bread, rice cakes or crackers with spread.
Vegetable pieces and dip.
Healthy lunch suggestions:
•Fruit – fresh or dried.
•Vegetables such as carrot, snow peas, cucumber with dips (such as hummus).
•Wholemeal or multigrain bread.
•Sandwich ﬁllings such as chicken, tuna and salad.
•Cheese with crackers.
•Dairy products such as yoghurt.
•Sweets and cakes are treats for special occasions and should not be in your child’s lunch box every day.
Other foods that should be kept for special days are YoGo, lollies and Roll-Ups.
For more information on healthy foods and nutrition visit : http://www.betterhealth.vic.gov.au/
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