Welcome...

Contacts

School Address:
140 Kyle Road, Albany, Auckland, 0632

Administration Team

School Phone:
09 413 7233

Sandra Wagg (PA/Office Manager)
Katie Meese and Kelly Benison
office@upperharbour.school.nz

School Email:
office@upperharbour.school.nz

Librarian: Paula Webster
pwebster@upperharbour.school.nz

School Website:
www.upperharbour.school.nz

Sports Co-ordinator: Kelly Benison
sportsteam@upperharbour.school.nz

Leadership Team

Property Manager

Principal:
Sue Smith
ssmith@upperharbour.school.nz

Mark Benbow - mbenbow@upperharbour.school.nz

Deputy Principal:
Julia May
jmay@upperharbour.school.nz

The Board of Trustees' role is to provide governance
of the school.

Deputy Principal:
James Wheaton
jwheaton@upperharbour.school.nz

Senco
Fran Dowson
fdowson@upperharbour.school.nz

Board of Trustees

The Board of Trustees meet every month and we
encourage parents to attend our board meetings.
Meeting dates are notified in the newsletter and are
on our website calendar.
BOT@upperharbour.school.nz
Board Chair
Yvonne Thynne - ythynne@upperharbour.school.nz

Teaching Staff
Teacher Room 1
Tash Peterson
npeterson@upperharbour.school.nz

Teacher Room 13 (Team Leader Rooms 13-16)
Casey Heyns
cheyns@upperharbour.school.nz

Teacher Room 2 (Team Leader Rooms 1-4)
Emma Thompson
ethompson@upperharbour.school.nz

Teacher Room 14
Carol Christie
cchristie@upperharbour.school.nz

Teacher Room 3
Kirsten Dolfing
kdolfing@upperharbour.school.nz

Teacher Room 16
Lee-Anne White
lwhite@upperharbour.school.nz

Teacher Room 4
Jane Sung
jsung@upperharbour.school.nz

Teacher Room 17 (Team Leader Rooms 17-20)
Tracey Bullen
tbullen@upperharbour.school.nz

Teacher Room 5
Jody Lee
jlee@upperharbour.school.nz

Teacher Room 18
Karen Seth
kseth@upperharbour.school.nz

Teacher Room 6 (Team Leader Rooms 5-8)
Ruth Millett
rmillett@upperharbour.school.co.nz
Teacher Room 7
Jackie Van Erven
jvanerven@upperharbour.school.co.nz

Teacher Room 19
Shona Branton
sbranton@upperharbour.school.nz
Teacher Room 20
Kiri Purdie
kpurdie@upperharbour.school.nz

Teacher Room 8
James Clark
jclark@upperharbour.school.nz
Teacher Room 9
Susan Cooper
scooper@upperharbour.school.nz
Teacher Room 10
Maddy McNeill
mmcneill@upperharbour.school.nz
Teacher Room 11
Sharalyn Du Plessis
sduplessis@upperharbour.school.nz
Teacher Room 12 (Team Leader Rooms 9-12)
Laurie Cadag
lcadag@upperharbour.school.nz

ESOL Team
ESOL Coordinator - Tracy Smith
tsmith@upperharbour.school.nz
Selina Cheng, Lisa Li, Vicky Ham,
Tina Yang, Susan Yong

Learning Support Assistants (LSA’s)
Anne Abbott, Sophia Hamon-Craddock, Mel Lester,
Lynette Petrie, Krista Fortzer-Bezar, Sam Williams,
Max Terry, Tom Bentley, Kat Veugelers

Getting Started

Little Sponges
Little Sponges is a 6 week transition programme
designed to support your child’s transition to school.
Sessions are held on Wednesday afternoons 1:30 2:45pm during the school term, prior to your child
starting school. They are taken by Deputy Principal
Julia May, who will contact each family prior to
starting Little Sponges.
“Little Sponges” is an opportunity for parents and
children to become familiar with school
expectations. Your child will have the opportunity to
use school literacy and numeracy equipment as
well as get used to the school environment and
systems.
During this time you will also be able to attend
informative modules covering everything you need
to know before your child starts school.
This is also the time to set up your Kindo and Hero
accounts.

Uniform
Upper Harbour Primary School has a compulsory
uniform that we expect all pupils to wear. Please
order uniform through your Kindo account before
your child starts school.

Please allow up to 14 days for delivery. We will call
or email you when the uniform is ready to collect
from the office.
If your child is cold and needs to wear another
garment which shows from underneath their
uniform, please make sure it is black.
Sports uniform is only for use during school
sports/teams activities, not for everyday class
fitness. It is unlikely that your child will need this in
their first year at school.
There are no regulation shoes or socks, but we ask
that students wear ones that do not clash with our
uniform (e.g bright pink stripes). We do ask that you
make sure your child has footwear that is suitable
for a range of activities, including physical education
and fitness.
Please ensure that your child wears sensible, safe
hair ties that match their uniform.
The school rain jacket is for outdoor wear only (not
in the classroom). Children are welcome to wear
any item of our school uniform.
We ask that common sense prevails in the wearing
of jewellery to school. It can be lost or damaged, or
worse still can cause damage to the wearer (e.g.
earrings getting caught and ripped out during PE).
If your child has to wear earrings to school, please
ensure they only wear studs.

Donations, Activities and
Stationery Payments
UHPS families generously support our school with
their annual donations and tax refundable activity
cost contributions.
This acknowledges the partnership with our
community to provide learning-enhancing resources
such as innovative learning environments, games,
sports and music equipment as well as upgrading
our play areas. It also allows teachers to plan
activities, e.g. school trips, plays, sports
programmes, health programmes, swimming
lessons and camps, in order to provide learning
opportunities that enhance the curriculum.
For 2022 the donation is $240.00 if your child starts
school in terms 1 or 2. If they start in terms 3 or 4
the donation is $120.00. We appreciate donations
being made at any time during the school year, and
payments by instalments are also possible on
Kindo.
Extra-curricular activities, such as sports trips and
choir will appear separately on your Kindo account.
School contributions are considered charitable
donations, so you should retain your receipt for tax
purposes. A claim form can be obtained by logging
onto www.ird.govt.nz and typing IR526 into the
search box.
Stationery and Learning Programs
Before your child starts school, you’ll need to
purchase their stationery pack, which they use in
class throughout the year. This is a compulsory item
that your order via Kindo.
They may also have access to a 24/7 learning
program, such as Reading Eggs. The cost of these
programs will appear on your Kindo account for
payment.

Payment and Kindo
All school payments are made using Kindo. Go to
mykindo.co.nz to create your Kindo account, using
the email address the school has on record for you.
If you need support setting up your Kindo account,
call the Kindo helpdesk on 0508 454 636.

Family Helpers
Encouraging parents/caregivers to be involved in
children’s learning is key to our mission as a school.
If you are available to help in class or at special
events, please let your child’s teacher know.

Visitors to School
Any visitors to the school must sign in and out at the
office, including parent helpers coming in to help in
classrooms or the Library/Resource Room.

Daily Routines
Taking a family holiday during term time or staying
home because a sibling is sick is not usually justified
and will be recorded in the attendance register as
explained, but unjustified. Frequent absences will
result in the school meeting with the family to
problem-solve how to improve the child’s attendance
rate.

Our Learning Day

Absences
It is vital you let us know if your child is going to be
away. We check all absences every day and contact
parents/caregivers of children whose absence has not
been explained. This helps to ensure children are
safe.
If your child is going to be away from school, you
need to inform us by 9:00am. If possible please let us
know prior to the day of intended absence.
An absence can be reported by:
Hero App - Click ‘Report an Absence’ on the Home
page (quickest & easiest)
Email - office@upperharbour.school.nz
Telephone - 413 7233
Website - www.upperharbour.school.nz and click on
‘Absences’ in the main menu.
If you are going to take your child out of school during
the day, you must come to the office and we will
arrange for your child to meet you there.
Good attendance is highly related to academic
success and future career options. Under the
Education Act, ‘Every student of a registered school
…shall attend the school whenever the school is
open.'
We realise that at times children may need to be
away from school due to sickness, these are justified
absences.

Children are not to be in the school grounds prior to
8:30am as there isn’t any supervision for their safety
before then. Children arriving particularly early will be
taken to aPlus before-school care and the parents will
be billed for their care.
Children are not allowed in the classrooms until
8:30am and then only if their teacher is present.
The school hours are as follows:
Access to Classroom 8:30 - 9:00 am
Teaching Block 1

9:00 - 10:35 am

Morning Break

10:35 - 11:00 am

Teaching Block 2

11:00 am - 12:30 pm

Lunch Break

12:30 - 1:30 pm

Teaching Block 3

1:30 - 3:00 pm

Home Time

3:00 pm

After school children should be off site by 3:15pm
unless they have an adult supervising. Children who
have not been collected by 3:15pm from school will
be taken to aPlus after-school care and the parents
will be billed for their care.

Before and After School Care
We have an after school care and before school care
programme provided on site here at school by a
private company called aPLUS. This runs separately
from the school, and we simply provide the space for
them to use. The contact details for aPLUS are:
Telephone - 443 5386
Website - www.aplus.kiwi.nz

Timetables
A copy of your child’s class timetable should be
displayed within the classroom for easy reference.
Each term your child’s team will publish a
newsletter outlining what curriculum concepts are
being covered in the term ahead, what contexts for
learning are being used, and how you can be part of
the learning process or enrich it for your child.

Awhina Spaces
Upper Harbour Primary School has been designed
with an ‘awhina’ or shared space in each block of
four classrooms. The awhina spaces are used as a
communal area, extending the learning space of
classrooms for group work, art lessons, team
assemblies and learning centres.

If you are waiting for your child after school, please
respect that the awhina space is part of the
classrooms, and wait outside in the courtyard.

Break Times
Your child will be supervised during eating times,
where we encourage good eating habits and litter is
more easily managed.
In addition to packing healthy food, please make
sure that your child brings a drink bottle filled with
water.
We have worked to provide school lunches every
Wednesday and Friday (Sushi & Dumplings);
Thursday (Pita Pit). Orders are placed though your
Kindo account, by 9:00am on the date of delivery.

Play Areas
We are fortunate to have a variety of play areas for your child. There are areas to suit juniors and older
children and breaks are supervised by teachers and support staff.
Bicycles are available for use during break times or the children are welcome to use their own.

Library
Our School Library is open for classes to visit with
their teacher. It is often also open during some
lunchtimes.
Your child will be expected to carry Library books in
their book bag (provided with school stationery) and
must return the books in excellent condition, by the
due date. If books are lost or damaged, families be
charged to recover replacement costs .

Assemblies
●

Monday mornings at 10.10am, focusing on
values for the week

●

Fortnightly on Friday afternoons at 2:00pm,
focusing on children’s achievements and
celebrating successes.

●

The team of classes that your child is in may
also have their own assemblies to share
what they have been doing.

Families are warmly welcomed to our Friday
assemblies:

Lost Property
Lost Property is kept in a box by the hall kitchen.
Contents will be displayed and cleared frequently.
Please make sure your child’s clothing is clearly
named and then the rightful owner can be easily
found.

Toys
We ask that children do not bring their own toys,
electronic games or trading cards to school unless
by special arrangement with their teacher (e.g for
News). We cannot take responsibility for any loss or
damage to items so it is best that they are left at
home.

Home Learning
Home learning may be given, but in a reasoned and
considered way, taking into consideration the
children’s learning needs and other family
commitments. Home learning given at Upper
Harbour Primary School will be relevant and
supportive of current classroom learning
programmes.
It is expected that a home reading programme will
be in place, particularly in the Junior School.

Communication

The success of your children’s learning is based on
strong partnerships between school and home.
Teachers enjoy catching up with parents
immediately after school each day and will happily
arrange a time with you if there is more to discuss.
Each week, Sue Smith (the school Principal) sets
aside time to meet with families to discuss issues
which are important to them and their children.
Contact Sandra Wagg to make an appointment.

Hero App
The Hero App is how the school communicates
notices, events and emergencies with you.
To install the App visit the App store on your Apple
or Android device and install the Linc-Ed Hero App.
Select ‘New User’ and follow the prompts to set up
your account.

Emergency Contacts
Newsletters
The school e-newsletter is published fortnightly on
Wednesdays on Hero. Please make sure you install
the app so you don’t miss important school events
and notices. If you have a suggestion/item for the
newsletter, please email the office.

Calendar
Please also refer to the school calendar for
upcoming events

Please notify the school as soon as possible if your
address or phone number has changed.
It is important that we have your most up to date
contact details in the event of an emergency.

Reporting to Parents
Open Day
In term one, a 10-minute parent/student/teacher
meeting will be held for each student, so information
can be shared between families and the teacher.
This is a chance to get to know each other and find
out interests, passions and support that may be
needed for each student.
There are fun activities too and don’t miss the
sausage sizzle!
Term 2
Student led conferences occur in term 2. This is an
opportunity for students to lead parents through
their learning and achievement. Students are ageappropriately supported through this process. A
brief written goal sheet will accompany the Sharing
Our Learning conference.
Term 3
In term 3, we showcase our learning in other ways,
such as our school production, art exhibition etc.
Term 4
A comprehensive written report including our school
values and competencies is provided at the end of
each year.

Concerns
Every day we work really hard to do our best for the
children in our care. However, there may be times
when you have a concern that you need to raise
with us, and that’s okay.
If you have a complaint or concern, in the first
instance we encourage you to express it to your
child’s classroom teacher if applicable.
Staff have been encouraged to listen carefully,
clarify the complaint/concern, take time to
investigate further when required, and respond to
you in a professional manner.

Should either party continue to be dissatisfied with
the outcome, then the Team Leader’s input should
be sought.
Should a resolution still not be achieved, the matter
should be brought to the attention of the Deputy
Principal and/or Principal.
If a resolution is still not forthcoming or to your
satisfaction, then a letter to the Board of Trustees
may be appropriate.
Please see the UHPS complaints process.

Mobile Phones
We ask that children do not bring cell phones, smart
watches or devices to school unless absolutely
required for organising after school transport. Upper
Harbour Primary School has systems for
communicating changes of plans with students. A
call to the office is all you need to let your child
know about any changes. Before 1.30pm is the best
time to do this so class disruption is kept to a
minimum. As such, cellphones are a matter of
preference rather than necessity.
All phones and other communication devices must
be handed in to the school office to be locked away
at the beginning of the day and collected at the end
of the day. No responsibility whatsoever will be
taken for devices that are not handed in.

Opportunities
Student Leadership
Your child may have the opportunity to take on some of the following leadership roles: Librarian, Sports Shed
Monitor, Peer Mediator, Transition Buddy, etc.
For each role, a staff member will have responsibility for training the student and overseeing their leadership
performance and completion.
We also welcome student-led initiatives. If your child has an idea for an event they would like to run or a club
they would like to lead, encourage them to come and talk with James Wheaton. We can help them to make it
happen!

Sports Teams
We offer a range of sports to our students, all of which are coached and managed by parents. Open sports
registrations are advertised on our school website and in our school newsletter. All registrations and payments
to join a team are made through Kindo.
Our UHPS philosophy about primary school sports focuses on three major principles. Participation whilst
ensuring individual player development, and if these are being achieved, then team development. When
creating teams we look to ensure that children get a chance to have a go, and that they are in the right
environment to grow and enjoy themselves. At UHPS we create the teams with careful of thought and in
partnership with the coaches, using their knowledge of the players in action.

There are many other exciting opportunities for your child to get actively involved at Upper Harbour Primary
School, such as Kapa Haka, Choirs etc.

Diverse Learners
Children with Special Education Needs
There will be ongoing consultation with parents in
the identification of special needs and planning of
intervention / extension programmes and support.
Children with Special Needs will initially be
discussed at team meetings. Team leaders, in
conjunction with the SENCO (Special Needs
Coordinator) will be responsible for coordinating
early identification and provision of intervention
programmes.
Where possible and in the best interests of the
student, special assistance may be provided in the
child’s own classroom. Groups of students with
identified common needs may also receive extra
assistance in the class. Special needs programmes
will supplement the normal class programme and
will be determined by the needs of the child.

Our Special Needs Coordinator (SENCO) is Fran
Dowson. fdowson@upperharbour.school.nz

Children with Special Abilities
There will be ongoing consultation with parents in
the identification of special abilities and planning of
extension programmes and support.
Children with Special Abilities will initially be
discussed at team meetings. Team leaders, in
conjunction with the CWSA Coordinator, will be
responsible for coordinating early identification and
provision of programmes.
In the first instance, classroom programmes should
cater for the needs of these students. The school
organises special withdrawal programmes as
appropriate to meet learning needs.

Health & Safety
Accidents

In the event of your child having an accident, staff
will give first aid but, if it is regarded as serious, an
ambulance will be called and parents advised as
soon as possible.
We have certified First Aiders on site at all times
who will follow current best practices.

Sickness
If your child needs to go home we will contact you
and request that you collect them. If we are unable
to contact you, we will make contact with the
emergency contact people you have listed on the
enrolment form.

Medication
The school has strict procedures on the
administration of medication and will only assist with
this if you sign a consent form. Medications will be
kept in the Health Room and will be administered
there. Children must not have medication in their
school bags, their tote trays or in the classroom.
Administering Medication Consent Form

Dental Care
A dental therapist visits Upper Harbour Primary
School as part of a mobile service. Your child’s
teeth are checked and if any further treatment is
required this would take place at Albany Junior High
School Dental Clinic.

Sun Safety
All students must wear the school uniform sun hat
whenever they are outside, throughout the year.
Please ensure your child’s hat is clearly named.
We also encourage the use of sunscreen. Please
apply it before your child leaves home in the
morning. Sunscreen is available at school for
children to use, however, you may also send a

clearly named bottle of sunscreen to school for your
child.
We are ‘growing’ our shade in the form of broad
canopy trees planted in key areas around the
school and we have several covered play areas.

Emergency Procedures
If the fire alarm sounds, your child’s class will move
from the building to assemble on the far side of the
netball courts. Teachers will check their rolls to
ensure all pupils are accounted for.
Occasionally, there may be the need to keep
students inside the classroom in order to ensure
their safety, such as a blown down tree, an
unfamiliar dog onsite or an emergency event
happening in the neighbourhood. If this happens, a
signal is given over the PA system which notifies
teachers to secure classrooms and to keep children
inside. If a class is outside, they will enter the
nearest building.
In the event of an earthquake, staff will order pupils
to Drop, Cover, Hold. When the ALL CLEAR is
given the school will evacuate as per the fire drill.
In the event that children need to be sent home,
parents will be contacted by the school. The school
will take responsibility for your child until you are
able to collect them.
Drills for these procedures are held each term

Travel

Bicycles, Scooters and Skateboards
Only students who are 10 years or older will be able
to cycle, scooter or board to school independently
and only if they have passed a safe cycling course
with a NZ Police Education Officer. Cyclists and
riders must wear approved helmets. No bicycles,
scooters or skateboards are to be ridden within the
school grounds.
Bicycle and scooter racks are located by the
Miromiro Street school entrance.

Road Safety
There are no plans for Auckland Council to put any
form of pedestrian crossing across Kyle Road
outside the school. We have staff supported
crossings on Kyle Road and Miromiro Street after
school.

Bus Service
There is a subsidised School Bus for UHPS children living in the Oaks subdivision and the Schnapper Rock
area. There is a bus schedule and map in your enrolment pack.
The bus leaves its first stop in Oakway Drive at 8:10am each morning, and it leaves Upper Harbour Primary
School by 3:15pm each afternoon.
You must have an ATHop card, which can be purchased at Greenhithe Village Store, Albany Bus Station and
Constellation Bus Station.
Bookings are essential for the after-school bus (contact the school office) and any changes must be notified to
the school by 2:00pm.
Staff support students getting safely on the bus in the afternoon. Year 6 Bus Monitors support students on the
bus.

Phone: 09 413 7233

140 Kyle Road, Albany, 0632
Email: office@upperharbour.school.nz Website: www.upperharbour.school.nz

