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Mission Statement  

 
Swanson School aims to help our young people to reach their individual 
potential and develop the competencies they will need for further study, 
work and lifelong learning in order to be equipped to participate fully in 
and contribute to New Zealand society. 
 

School Description  

 
Swanson Primary School is a state funded co-educational full-primary 
school situated in Swanson, Waitakere City.  It caters for around 500 
Year 1 to 8 students. 
 
Swanson is a semi rural/suburban community.  A number of families 
have a long association with the school, and community groups use 
school facilities. 
 
The school is well resourced and appointed.  In addition to the 24 
classrooms and other associated buildings there is a hall, a library, a 
community room and a ódigital classroomô.  The buildings and grounds 
are well presented and maintained. 
 
Professional development of all staff is regarded as very important.  
Teachers and teacher aides attend courses, staff meetings are devoted 
to professional development and consultants are employed to assist the 
school in developing and delivering high quality programmes. 
 
Assets are well managed and the school is in a healthy financial state. 
 

Vision Statement  

 
Swanson School students will be: 
 

¶ Confident 
o Positive in their own identity 
o Motivated and reliable 
o Entrepreneurial 
o Enterprising 
o Resilient 



 

¶ Connected 
o Able to relate well to others 
o Effective users of communication tools 
 

¶ Lifelong Learners 
o Literate and numerate 
o Critical and creative thinkers 
o Active seekers, users, and creators of knowledge 
o Informed decision makers 
 

¶ Actively involved 
o Participants in a range of life contexts 
o Contributors to the well-being of New Zealand ï social, 

economic, and environmental 
 

Values Statement  

 

Swanson School students are encouraged to value: 

¶ excellence, by aiming high and by persevering in the face of 
difficulties 

¶ innovation, enquiry, and curiosity, by thinking creatively, critically, 
and reflectively 

¶ diversity, as found in our different cultures, languages and 
heritages 

¶ respect for themselves, for others, and for human rights 

¶ equity, which means fairness and social justice 

¶ community and participation for the common good 

¶ care for the environment (the Earth and its interrelated eco-
systems) 

¶ integrity, which involves being honest, responsible, and 
accountable and acting ethically 



Starting School  

 
 
 

FOR CHILDREN STARTING SCHOOL FOR THE FIRST TIME 
 
Enrolment 
Once a child has turned 4, they can be enrolled at Swanson School to 
begin after their 5

th
 birthday.  A child cannot start school before their 5

th
 

birthday.  New entrants need proof of their age so a birth certificate or 
passport is needed.  All 5 year old children also need an immunisation 
certificate at the time of their enrolment.   
 
New Entrant Pre-visits 
New entrants are given the opportunity to attend a pre-visit to a junior class 
before starting school.  Pre-visit dates are available at the school office.  If 
you are unable to attend on this day, we are happy to set an alternative 
time. 
 
During the pre-visit day, visiting parents and caregivers will be invited to the 
staffroom for refreshments.  This will be a chance to ask any questions or 
share information with us. 
 
Preparation for School 
It is helpful if your child has visited school before starting.  New entrants 
should be able to dress themselves and take their shoes on and off.  Easy 
fastenings are a help.  They should know how to flush a toilet, wash their 
hands and blow or wipe their noses.  Familiarity with lunchbox and 
schoolbag is useful.  Name all clothes with a laundry pen or marker.  This is 
especially important for bags, shoes and coats, as well as lunchboxes and 
drink bottles.   
 

FOR CHILDREN MOVING TO SWANSON SCHOOL 
FROM ANOTHER SCHOOL 

 
A meeting with a Deputy Principal will be set up with the family to talk about 
schooling at Swanson, to answer any questions and to go over enrolment 
forms. 
 
At this initial meeting another appointment will be scheduled to assess the 
new child so they can be grouped for learning. 
 



School Organisation  

 

The school is grouped into 4 syndicates. 
 

Pohutukawa Team 
Year 0-3 

Nikau Team 
Year 3-4 

Koromiko Team 
Year 5-6 

Totara Team 
Year 7-8 

 

The school year is broken into 4 terms: 
 

Term 1 
Term 2 
Term 3 
Term 4 

Tuesday 2 February to Thursday 1 April 
Monday 19 April to Friday 2 July 
Monday 19 July to Friday 24 September 
Monday 11 October to Tuesday 14 December 

 

Teaching Staff 2010 
Syndicate Teacher Class Room 

Totara Kylie McLachlan Y7-8 1 

Totara Gail Thomson Y7-8 3 

Totara Jane Francois Y6-7 4 

Pohutukawa Viv Adam Y0-1 5 

Pohutukawa Julie Wray Y1 6 

Pohutukawa Barbara Jacka Y2 7 

Pohutukawa Andrea McVicker  Y3-4 8 

Pohutukawa Shannon Kingston Y2 9 

Koromiko Evan Barker Y5-6 10 

Koromiko Spencer Woolrich Y5-6 11 

Koromiko Julia Puka Y5-6 12 

Koromiko Pravin Maharaj Y5-6 13 

Nikau Fiesole Marks Y3-4 14 

Nikau Debra Logan Y3-4 15 

Nikau Laura Jackson Y3-4 16 

Nikau Annette Duxfield Y3-4 17 
 

Support Staff 
Close, Dianne Teacher Aide 

Lea, Jackie Administrative Assistant 

Mohan-Druce, Trish Teacher Aide / Library  

Lawton, Rhonda Administration Manager 

McIlroy, Lesley Receptionist 

Rooke, Debbie Teacher Aide 

Smith, Lorraine Property Manager 

Taylor, Barbara Teacher Aide / Library 

Wareing, Kevin Assistant Caretaker 

Wilcox, Carole Teacher Aide / Resource Rm 

Wilson, Tracey ICT Manager 
 

Management 
McLachlan, Bruce Principal 

Holt, Craig Deputy Principal 

Vine, Robyn Deputy Principal 

Tisot, Joanne Learning Support 



General Information  

 
Daily Programme 
 
Children should not arrive at school before 8.30am or still be in the school grounds 
after 3.15pm as supervision outside these times cannot be guaranteed.  Please 
ensure that your child gets to school in time to unpack their bag before the bell goes 
at 8.55am.  If you have a change of arrangements in picking up your child, please 
inform the class teacher.  If you need to take your child out during school hours 
please sign them out at the school office. 
 

School opens 
School commences 
Morning interval 
End of supervised eating 
End of interval 

8.40am 
8.55am 

11.00am 
11.10am 
11.40am 

 Lunchtime 
End of supervised eating 
Lunch interval ends 
Final bell 
Playground cleared by 

1.10pm 
1.20pm 
1.55pm 
2.55pm 
3.15pm 

 
Absence from Class 
 
Children are expected to attend school daily however, if your child is feeling unwell 
or is over tired please keep them at home.  The school operates a phone in system, 
whereby you phone the school between 8.30am and 9.30am to inform us that your 
child is away and the reason for this.  If we fail to hear from you by 9.30am and your 
child has been marked absent we will contact you to check that your child is at 
home.  This also ensures that when you send your child off to school you will be 
informed if they have not arrived safely. 
 
Emergency Information 
 
Emergency contact information is kept on file at the office for your childôs safety and 
well-being.  It is important that emergency information is kept up to date.  Please 
notify the office of any change of address, phone number or employment details. 
 
Money  
 
Please ensure that all money comes to school in a sealed envelope with your childôs 
name, class number, amount and purpose written on the outside. 
 
 
 
 
 
Stationery 
 
Parents will be advised of stationery needs for the following year at the end of each 
school year or upon starting at Swanson.  Children are expected to have their 
stationery with them on the first day of school each year.  After week 2 of the school 
year all school stationery requirements may be purchased from the school office. 

Studentôs Name: Tim Smith 

Room No.: R33 

Trip/Purpose: Museum Trip 

Amount: $3.00 



 
Telephone 
 
To ensure that your childôs learning programme is not disrupted, their use 
of telephones (including mobile phones) is restricted.  If you need to 
make contact with your child during the school day, please do so through 
the office. 
 
Visitors to School 
 
All visitors entering the school must first report to the school office.  This regulation is 
for the protection of all of the children and to meet the requirements of fire and safety 
regulations. 
 
Newsletters and Notices 
 
The school puts out a newsletter that goes home with eldest and/or only children 
every second Thursday.  The newsletter is also a downloadable document on our 
web-site.  Other notices will come home about school trips and events.  Please 
regularly ask your children if there are any school notices and read our newsletter 
which is our primary means of communicating with parents. 
 
School Fees/Donations 
 

These are a very important source of school funds.  The Board of Trustees sets 
these fees each year.  This year parents are asked to donate $80.00 per child or 
$160.00 per family.  Please see the office staff for payment options.   
 
Assemblies 
 
Whole School assemblies are held every second Friday at 10.30a.m. in the school 
hall.  Parents and caregivers are welcome to attend. 
 
Uniform 
 
School uniform is compulsory for all students.  A óUniform Codeô and price list are 
available from the office.  Permits for non uniform items will be issued by a Deputy 
Principal for a restricted time only.  All clothing including footwear should be clearly 
named.  Please ensure your child has a change of clothes in a marked waterproof 
bag so that clean dry clothes are available if your child gets wet or muddy.  Coats 
are wonderful to have on wet days!  Uniform hats are compulsory for all students 
during the summer terms (Terms 1 and 4). 
 

Lost Property 
 
Lost property is easily traced if it is named.  At regular intervals lost 
property will be displayed for parents to check.  Lost property is 
donated to charity at the end of each term. 

 
 



 
Toys 
 
Children get very upset when toys are lost or broken at school; therefore these 
precious items are to be kept at home.  This includes small cars, dolls and trading 
cards.  At times staff will notify children of special days when selected items can be 
brought to school e.g. Marble Days, Spinning Top Days, Wheels Days. 
 
Jewellery 
 
The wearing of jewellery (excluding one watch and one pair of earrings per child) is 
prohibited at Swanson School.  Cultural wishes will be respected, but it must be 
stressed that jewellery is worn at the ownerôs risk. 
 
Lucky Books 
 
From time to time children are given the opportunity of purchasing 
these books through the school.  A catalogue is sent home 
detailing book titles, suitability and price.  Payment should be in a 
sealed envelope.  Cheques should be made out to Swanson 
School. 
 
After School / Before School Care 
 
An after school / before school care programme is privately run in the church next 
door to the school.  Information is available by phoning Sandra Breckon on 027 618 
6735.  
 



Health and Safety  

 
Health 
 
The public health nurse calls at the school regularly.  If a parent or teacher requests 
it, the nurse will examine any child and follow up any matter needing attention.   
 
For the health protection of other pupils at the school we request that children with 
an infectious disease by kept away until the infected person is no longer contagious.  
Please do not send an ill child to school. We do not have the facilities to care for 
them. 
 
Illness and Accidents 
 
Accidents and illness at school are attended to in the sick bay by 
the staff and are recorded in a log.  Parents are contacted (except 
in the case of very minor problems) so our records of home and 
work telephone numbers must be accurate.  Parents should inform 
the school of any health or associated problems affecting their 
children. 
 

Medication 
 

A letter requesting the administration of medication by school 
personnel should be sent to the school office when a child is required 
to take medicines in school time.  For chronic situations an 
óAdministration of Medicationô form will need to be completed and this 
form will be kept on file in the office.  If your child has any allergies 

please ensure that the school is made aware and has the necessary medication.  No 
medication is to be kept in school bags.   
 

Hearing and Vision Screening 
 
All Year 0-1 children (5 year olds) and Year 7 children are screened for 
hearing and vision abnormalities.  Other children identified by the 
teacher as potentially having a problem are also tested.  If a problem is 
identified parents are notified and advised to follow up with the 
appropriate specialist. 

 
Mobile Dental Clinic 
 
The mobile dental clinic provides a free service for children at the school 
and for preschool children in the area, from the age of 2.5 years.  Teeth 
are examined every 6-12 months.  Should emergency treatment be 
required outside these checkups, please telephone the Swanson School 
office for details on how to contact a dental nurse. 
 
 
 



 
Lunches 
 
We encourage you to use wholesome foods and include a piece of fruit or vegetable 
when making a lunch for children to bring to school.  Lunch boxes and drink bottles 
should be clearly named.  No glass bottles please.  We discourage children from 
bringing sweets to school.  
 
Tuck Shop 
 
Children are able to order their lunches from the school tuck shop.  A price list can 
be obtained from the school office or through the school website.  You should 
CLEARLY print your childôs name, room number and what is being ordered on the 
outside of an envelope with the correct amount of money enclosed.  The envelope 
should be placed in the box, which is located in the office foyer, before school. 
 
Road Safety 
 
Swanson Road and the surrounding roads can be hazardous.  The pedestrian 
crossing outside the school is patrolled from 8.30-8.55am and 2.55-3.10pm daily.  
Staff supervise patrols on a roster basis.  We would appreciate parents obeying the 
instructions of the duty patrols and reinforcing good road sense by crossing at the 
designated points.  Parents are also asked to park cars considerately and keep their 
speed down around the school.  Please note that the staff car parks and bus bay are 
not available for general parking.  Parents should not use the driveway leading to the 
maintenance shed as this is a safe walkway for children. 
 
Buses 
 
A bus operates to take óeligibleô children to and from school.  
Information about eligibility can be obtained from the school 
office. 
 

Bikes at School 
 
Children are permitted to ride bikes to school providing they are at 
least 10 years old and have the correct safety gear.   
 
Children are asked to walk their bikes within the school grounds. 


