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Learning at Home
A New approach…. a message from Dianna
By now, you may have received the Learning Packs that the teachers have prepared and some of you are probably
wondering what you have signed up for!!!
We have put together this guide to hopefully ease some of your anxieties around Learning at Home. We are new to this
too, so we don’t know if we have got it right yet. Therefore, during the first couple of weeks, we will be relying on you to
help us understand if we have assigned too much or not enough in regards to learning activities as well as information to
let us know if what we are providing is just too hard to manage from home.
Teachers have included a suggested timetable and sequence of learning activities for students in the Learning Packs. These
are the timetables that they will be using for the Learners at School. Teachers are quite accustomed to planning more
than they need and being prepared for a range of “what if” opportunities. They also quite often stray from their plans as
things arise that need more attention, or discuss world / local events which occur that are more important at that point
in time, for the students to discuss than the learning that was “planned”. We also know that sometimes, despite our best
efforts, the day just doesn’t go to plan and on these days, we need to change it up and offer more breaks and other
opportunities to ensure we all get through the
day successfully. Please expect that all of this will
happen at home as well.
Included in this guide, are generic suggested
timetables. Please look at these as well as those
that the teachers have provided and base your
timetable on what works for your family. At first
glance, it may seem overwhelming, but break it
into achievable chunks and after a few days, it will
become easier.
Before you read on and potentially become quite
overwhelmed, please take note of the advice on
this poster.
Please remember, you will have great, productive
formal learning days, but give yourself permission
to accept that not every day will be like this. On
these days, students may not get a lot of formal
school work done, but they will still be
undertaking valuable learning. Maintaining
positive relationships with your children is very
important for both yours and their wellbeing, so
if you are having any problems with your children
engaging in the learning tasks, please let us know.
Please keep in contact so that we can work with
you to make this as easy as possible.
Take Care

Dianna
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Learning at Home
Learning at home - a shared responsibility.
Teachers have a responsibility for providing students with a planned learning program and monitoring their progress
but the responsibility for ensuring that students engage with this program rests jointly on caregivers and the students
themselves. Therefore the Department has established responsibilities for both.

Expectations of Students
Be Healthy

Your Space


Your learning space should be tidy, comfortable and as
quiet as possible



Be respectful of shared spaces



If using a computer or device and are on Teams, try to
sit in front of a blank background (if possible)

Etiquette



Drink at least 2L of water per day



Take movement breaks as suggested on your class
timetable



Have recess, lunch and a healthy food break



Include mindful activities daily



Limit screen time as much as possible
Be productive



Follow our BPS expectations

 Establish and/or follow a daily routine for learning



Please do not bring your phone to lessons



When in video calls, turn off your microphone until
required

 Manage your time – use it for learning and
remember you may not be the only person in your
house that needs to use a device.



Be polite and appropriate in your language online, as
you would in person

 Complete tasks and do your best work



Complying with the school and department’s cyber
safety rules

 Do your best to meet timelines, commitments, and
due dates and let your teacher know if you are
getting behind



Communicating proactively with your teachers if you
cannot meet deadlines or require additional support



Dress in neat, casual clothes (Do not wear pyjamas)

 Spend time revising any items that you don’t
understand and ask questions

Over the next fortnight, teachers will notify students / parents (depending on age of students) which work is required
to be “handed up” and how this will take place (eg. through Teams, SeeSaw, email, photographs or sent back to the
School when the next printed pack is collected. It is expected that all students hand in the required work.

Advice to Parents: Provide support for your children by:


Establishing
routines
and  Encouraging physical activity and/or  Checking in with your child
expectations
exercise
regularly to help them manage
stress
 Taking an active role in helping  Monitoring how much time your
your children process their learning
child is spending online
 Keeping your children social, but
set rules around their social
 Defining a space for your child to  Monitoring communications from
media interactions
work in
teachers
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Learning at Home
Learning Packs
Each week, students will be provided with Literacy and Numeracy activities as well as suggestions for PE activities. In the
afternoon, we are encouraging students R-3 to engage in Play based learning activities and Year 4-7 to undertake investigation
activities.
Each teacher will provide a timetable / grid of activities that the students at school will be working through.
The grid will include:
Essential Tasks – Literacy and Numeracy Tasks
Optional Tasks –These may include:






Fitness ideas
Additional (other) learning tasks
Resources and Links
Play based tasks for students in R-3
Inquiry based learning for students in Year 4-7

For the students at School, Specialist Teachers – Jessica Monck, Sally Mcardle, Madeline Gardner and Julie Wickham will be
supervising the play based and inquiry based learning. Classes will be combined at this time to ensure classroom teachers can
plan the next set of learning activities.

Printed Learning Packs for Week 1 & 2
Teachers have prepared printed packs for all students who are Learning At Home. The packs will include:
 Week 1 - grid of Activities and associated worksheets etc
 Week 2 - grid of Activities and associated worksheets etc

Beyond Week 2………
Initially, teachers are providing two weeks’ worth of work for students. It will be reviewed throughout the fortnight to assess
if we will continue to issue work to students weekly or fortnightly.
Throughout the first two weeks, teachers will communicate with students and families as they continue to transition into
increasing the delivery of learning online and decreasing the amount of printed work provided. However, in saying this, no
family will be disadvantaged due to not having access to a device. Printed packs will always be available for those who require
them.

What if we can’t do the activities?
There will be sometimes, when you will not be able to access the learning activities on the grid and that is okay. There may
also be times that some students want extra learning options or activities. For these occasions, I have included a range of
additional resource ideas in this guide (Page 11-17). Please refer to them if you wish.
Please remember, if you can’t manage all of the activities in the grid provided by your child’s teacher that is okay but please
remember to contact us if you need any support or clarification.
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Learning at Home
Suggested timetable for parents of R-3 students
Please remember this is only a guide. It won’t matter if you do the daily activities in a
different order / times to that suggested or if you can’t manage all of it, every day. All
we ask is that you try your best.

9:00 – 9:15

90 Minutes
of Literacy per day is
recommended

10:30 – 11:00
11:00 – 11:15
60 Minutes
of Numeracy per day is
recommended (focus on Number)

12:40 – 1:20

1:20 –3:00

3:00 – 3:15

Good Morning!
Family chat and day outline
Literacy Time:
See weekly timetable for activities
Movement break
Students will need a number of movement breaks throughout the 90 minute
Literacy block.
Snack:
Throughout the morning Literacy block, students will need to stop for a fresh
fruit or vegetable snack.
Recess break:
At School, this is the time that students will be eating and then heading
outdoors to play (indoors if the weather is not suitable for outdoor play).
Mindfulness to get back into the learning headspace
Quiet tasks / yoga/ reading/ colouring
Numeracy Time:
See weekly timetable for activities
Movement break
Students will need a number of movement breaks throughout the 60 minute
Numeracy block.
Lunch break:
At School, this is the time that students will be eating and then heading
outdoors to play (indoors if the weather is not suitable for outdoor play).
Mindfulness to get back into the learning headspace – the amount of time
needed for this will depend on your child
Play based learning:
(see weekly grid for activity ideas)
Physical Activity:
Recommended that students undertake physical activity daily and have
regular breaks. Students will tire easily if they do not have adequate brain
breaks.
Formal learning time
Are you prepared for tomorrow?
Good afternoon
2 hours 30 minutes plus

Fruit and movement break throughout the morning session

lots of play

Recess / Snack and movement break (at school we will have Recess at 10:30—11am)
Lunch and movement break (at school we will have Lunch at 12:40—1:20)
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Learning at Home
Suggested timetable for parents of Yr 4-7 students
Please remember this is only a guide. It won’t
matter if you do the daily activities in a
different order or at different times to that
suggested. All we ask is that you try your best.

9:00 – 9:15
9:15 – 10:15
60 Minutes of Literacy per day is
recommended

10:15 – 10:30
11:00 – 11:15
11:15 – 12:00
45 Minutes of Numeracy per day is
recommended

12:00 – 12:30

Good Morning!
Family chat and day outline
Literacy Time:
See weekly timetable for activities
Spelling
Reading
Writing
Movement break
(or include this throughout the Literacy block and then extend the
Literacy finishing time)
Mindfulness to get back into the learning headspace
Quiet tasks / yoga/ reading/ colouring
Numeracy Time
See weekly timetable for activities
Physical Activity:
Recommended at least 30 minutes per day – indoor or outdoor.

1:30 –2:00

Mindfulness:
Quiet tasks / yoga/ reading/ colouring

2:00 – 3:00pm

Inquiry Based learning:
Chose an activity from the Weekly grid

3:00 – 3:15

Are you prepared for tomorrow?
Good afternoon

Formal learning time
3 hours 45 minutes

Fruit and movement break throughout the morning session
Recess / Snack and movement break (at school we will have Recess at 10:30—11am)
Lunch and movement break (at school we will have Lunch at 12:40—1:20)
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Learning at Home
Online Platforms
As mentioned, teachers are at various stages of preparation regarding providing learning activities online as well as
communicating with students online.
At the end of last Term, Rm 20 used One Note extremely successfully to provide a timetable and work requirements for the
students Learning at Home. The class also used Microsoft Teams which allowed students to video conference with the class
throughout the day.
During Week 11, Ashleigh worked with the staff to understand how to use both of these programs effectively.
Once staff have moved through this transition phase, for those with access, we will use the following online programs to
deliver the learning requirements:
Fact sheets to access Microsoft Teams and student
One Note for students in Year 3-7 (free for all students)
Emails are included in this document
SeeSaw for students in R-2 (free app) If other classes begin to use SeeSaw, they will notify you.
Staff will eventually also be allowing opportunities for students to “check in” via the video component of Microsoft Teams
(free for all students) (Rm 18 / 20 will be starting this from Week 1)
Throughout Week 1 and 2, staff will be practising using these platforms and we will be contacting families to offer support to
ensure that you can log into Teams and Emails.
Please be assured, as teachers make this option available, they will communicate this with you.

Communication between home and School
We acknowledge past parent feedback which mentions that it can be frustrating because we have so many different ways
that we communicate with families:




Newsletter
Flexibuzz
Hard copies of notes





Email
Text
Facebook





Dojo
SeeSaw
etc etc.

As we move to a new phase of the delivery of learning, we need to ensure that all families receive important information in a
timely manner.
From an Administrative point we will continue to issue notices through Flexibuzz. We will also include these on our Facebook
Page and where necessary email them to you. We will not be printing hard copies of notes.
Newsletter: Can be accessed via Flexibuzz and the BPS Website.
Teachers will issue a separate note which will state their preferred methods of communication between home and school
both for students and caregivers. The methods they choose may vary in accordance to the purpose of the communication
and the age of the students.
To ensure parents and students can have “real time” communication with teachers, each teacher will be setting a specific
time over a week when they will be available to give ‘real time’ responses to your communication. This might be by phone
call, text, chat, email or through Teams. Information about allocated times and how communication will be undertaken will
be shared throughout the first two weeks of term.

Text
The use of Text messages will remain unchanged.
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Learning at Home
Classroom Communication cont. Dojo v SeeSaw
Dojo – while many Junior Primary Classes have been using Dojo for parent communication, this will no longer be used by
any class teacher within the school. While we appreciate that for many of our parents, you found it easy and a great form
of direct communication with the teacher, after a review of various apps, we decided that SeeSaw is a much more effective
means of delivering learning activities for students, as well as offering a means of communication between parents and
staff.
Rm 6, Rm 7, Rm 8 and Ber 1 will be sending information home to parents in regards to accessing SeeSaw. If other classes
chose to use SeeSaw, they will notify you.
The use of email to communicate will increase. All students R-7 have been issued a School email address. This is important
to ensure they can access Teams and One Note (Year 3-7) Upper Primary students have already been using email to
communicate with their teachers.
Teachers of Year 3-7 students will provide parents with their email addresses, should parents which to contact them
directly.
SeeSaw for classroom communication and Flexibuzz for admin will be the only two App’s used across the school.

ICT Devices and Internet Access
We know lots of students do not have access to a computer or ipad / tablet (or are trying to share ICT devices with parents /
siblings). We also know that lots of families don’t have access to the Internet. We are working through a solution to these
problems and will contact individual families in the first two weeks of next term to discuss a solution. In the meantime, printed
copies of resources will be issued to students so that no student is disadvantaged.

Accessing School Resources
Please note that our School Library will be open during the term. If you are Learning from Home, you are welcome to bring
your child / children in to borrow books from the Library. Please contact the school between 8:30 – 3pm to arrange a time to
come into the school.

Additional Resources & Info
Our website has
additional
resources in the
Learning from
Home section as
well as maths
games (find them
under Learning,
Curriculum,
Maths)

http://balakr7.sa.edu.au
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Learning at Home
Attendance – Term 2
Last term, we asked you to indicate your intent to keep children home or
send them to school. It is okay if you have changed your mind. Please let us
know via text – 0428 026 285 so that teachers can be prepared.
While we won’t turn any student away, we would prefer you to pick one
option rather than engage in an arrangement whereby some days students
are Learning at Home and some days they attend school. (If at school, the
student is expected to attend unless they are sick or you have a family day). If
you have any specific questions about your circumstances, please email
Dianna or Kym – dl.0477.info@schools.sa.edu.au

We will continue to follow our current student absence processes.
There are 4 possible options for student absence:
 Your child is engaging Learning from Home
 Your child is ill or has a dentist / doctor apt.
 Your child requires a ‘Family Day’ for a particular reason - for example a parent appointment or committment
 Your child/family is on holiday (extremely unlikely in the current circumstances)

On day one next term, Monday the 27th of April, I ask that all families, whose child is at home, text the school on
0408 874 002 and indicate one of the 4 options above.
If you indicate home learning, it is an expectation that your child/children will engage in a reasonable number of tasks that
each class teacher has set.
Teachers will of course know, if students are engaging in the learning by the amount of learning that has been
submitted/uploaded/ returned. Processes for this will be communicated by individual teachers throughout Week 1 and 2. If
you indicated via text on Monday 27th April that your child/ren will be Learning from Home, we will assume that this will
continue until otherwise informed by a parent / caregiver through a Phone call, Flexibuzz or Text.
Non engagement will be followed up by teachers in the first instance and then leadership. In the end it is parents who are
‘in charge’ in this regard.
DfE requires that we record absences. Please Flexibuzz, text or phone the School if your child is sick. This is applicable to ‘At
School’ and ‘At Home’ learners. Absence for an At Home learner due to illness would mean that they were unable to
complete any school work for the day just as is the case for At School students who don’t attend school due to illness.
If we receive no information from a family we will mark the roll as ‘unexplained.’ We are mandated to follow this up. Please
ensure you indicate one of the 4 options above as we do not want a series of unexplained absences.
Although as mentioned above, we would like students to either be “At Home” or “At School”, I readily acknowledge, that
for some families, circumstances may mean a combination of Learning at Home and Learning at School is unavoidable. Please
contact Dianna or Kym if you need to discuss your individual circumstances.
This is a completely new model for all-teachers, staff, students and parents. We need to be kind to each other. We will
make mistakes and parents could find Learning at Home challenging, exciting or down right difficult. Either way,
we are all in this together!
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Learning at Home
In Summary……
Some days we get through lots of work at school, and other days, different priorities arise and we don’t
always get through everything we have planned. At home, this will be the same. Your children won’t
always get through all of the activities that are on the weekly schedule. This is okay. Some days the
work that is on the grid / timetable may seem overwhelming, it is okay to do alternative activities on
these days…. Rest, relax, have fun and have a day of mindfulness and play based learning
Remember…. Like when you are at work, you have really productive days, and days that you are not so
productive…. Our children are the same. We don’t expect you to be able to get through as much as the
children do at school so please don’t add that pressure to yourself. All we ask is that you try your best
and that you contact us if you are feeling overwhelmed, need support or reassurance.
Lastly, even at school, students don’t sit at a desk from 8:45 – 3:10pm. They have times that they are
required to do formal work, mixed with lots of movement and brain breaks.
You’ve got this….. remember it is new to all of us and we are all in it together 
Be Kind to yourself.
Dianna
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Learning at Home
Additional Ideas
There are hundreds of fantastic resources that have been made available to families during this time. Over the next few pages we have included
some of them. This list is by far only the tip of the iceberg. If you find any resources that your children enjoy, please let us know so that we can
share with our BPS community. Remember, nothing on this list is mandatory, it is just another set of resources in case you need more activities or
an alternative to what has been set

Department for Education

Balaklava Primary School

Resources for all curriculum areas R-12

Resources will continue to be added to our Website. A range of

Advice for families

Numeracy games and videos are already on the site.

https://www.education.sa.gov.au/our-learning-sa

https://balakr7.sa.edu.au/

Mindfulness and Movement

Colouring pictures
e.g. Muja Mundu Creations
on Facebook

Go Noodle
https://gonoodle.com

PE with Joe
The Body Coach
Daily online PE workouts
Link on our BPS website

Jack Hartman Movement
Break Clips
https://www.youtube.co
m/channel/UCVcQH8A63
4mauPrGbWs7QlQ

Cosmic Kids Yoga
https://www.cosmickids.com/

Just Dance
Alternatively, ask
Mrs Jarman to print you
some

Check out the Smiling Mind
App

Google “Just Dance”
for a range of You
Tube videos
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Learning at Home
Additional Ideas
My lockdown Diary – ask your teacher to give you a copy

Cross Curricular
http://www.hellokids.com/
Step by step instructions to
create great drawings &
free colouring in pages

https://reptilepark.com.au/

https://animoz.world/colour
ing-in-book/

Search Lunch
Doodles in Google

Australia Reptile Park

TARONGA ZOO has launched
A 24/7 ANIMAL LIVESTREAM!
https://taronga.org.au/taronga-tv

My lockdown Diary – download a
copy from our BPS website

https://primaryplayground.net/
scavenger-hunts

The children could create their
own and give to their siblings or
send it to a friend.

BTN—ABC Me Tuesday 11:45am.
This is recorded and can be watched
anytime from the BTN website:
www.abc.net.au/btn

12
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Learning at Home
Additional Ideas
Complete Children’s University
Challenge activities

Speld SA Music Channel

Available on our Website or we can
send you a hard copy

Cook something
with an adult /
independently
Do a puzzle

Play board games or card games with your family members
Eg Snakes and Ladders, Uno, Snap

Literacy

Epic Reader – ask your class
teacher for your code

Premiers Reading Challenge –
read book and write on your
sheet.

Log onto Literacy Planet - ask
your class teacher for your log in
details

Send to BPS when you have
finished.

https://app.literacyplanet.com/lo
gin

https://www.getepic.com/sign-in

Sheets were emailed to families

Log on to the Scholastic Library
and read a lexile book
Further information on Page 23 of
this guide
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Learning at Home
Additional Ideas
https://primaryplayground.net/
free-printable-color-by-codesight-words

Write a weekly journal – template attached
or use your own format

Free App

Free App

Libraries SA

Balaklava
Community Library
Facebook Page–
Virtual Story Time

SA Public Libraries

Oxford levelled readers
https://www.oxfordowl.co.uk/forhome/find-a-book/library-page/

Online Story time.

Listen to Balaklava
locals reading their
favourite stories
Log onto studyladder (Yr 3-7)
www.studyladder.com.au
ask your class teacher for your
log in details

Rainforest Maths
http://www.rainforestmaths.com/

Play Prodigy – ask you class teacher for
your log in

14
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Learning at Home
Additional Ideas
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Offline Activities

There are hundred of activities
such as this one which parents
around Australia are sharing
through Facebook.
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Learnlink
Learnlink is the platform for students to access




Emails
Microsoft Teams
One Note

Logon to Learnlink

Classroom teachers will provide students
with their Username (email address)
Eg harper.jarman740@schools.sa.edu.au
and a temporary password

On the very first logon
students (year 3-7) may be
prompted to rest their
password.

REMEMBER
to write down
your new
password
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Learnlink Cont.
Type in your user name
and new password

Log on

Click on Email
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Learnlink - Teams
The following instructions will vary
slightly depending if you are accessing
this though a computer or an ipad or
tablet.

Click on Email

Only required to complete
for first log on. Select
Adelaide from the drop
down menu

20

Microsoft Teams
Click on dots

Click on Teams

You will get one of
two options at this
step

Type in email
address

21

Microsoft Teams

You can now see every team that you
are part of.

Further instructions on how to access video calls through Teams will
be provided soon.
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Lexiles
A message to students, in year 3 and above, and their parents
Using Lexile levelled books and continuing to work towards Lexile certificates
Students learning at home can access the Scholastic Learning Zone using their current log in and password as per the
instructions below.



Google: Scholastic Learning Zone
You may then be asked to choose your country or you may go straight to the screen below. Check that the country
is Australia and the Org ID (our school’s code) is xyyp





The next screen will ask the student to put in their log in and password. If your child has forgotten this information
please email either their teacher or myself – cherie.cleary730@schools.sa.edu.au or send a text to the school on
0428026285 and we will contact your with this information.
Once into the site students click on scholastic Literacy Pro.



On the site students can search to check if the books they are reading (from any source) has a lexile level and quiz.
We are currently investigating Epic Reading which is a site which allows you to search and read lexile books but the
students must then log into Scholastic Learning Zone and do the quiz, if there is one, for the points to go towards
their certificate. Epic Reading can only be accessed free during school hours.

Please contact me if you have any questions.
Cherie Cleary
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Premiers Reading
Challenge
Premier's Reading Challenge
Communique to students and parents
Dear parents/students
The Premier's Reading Challenge plays an important role in promoting the love of reading and this year more than any
other, students will find joy, continuity and comfort in books! With your continued support, our students will keep
reading and participating in the Challenge!
In order to make the Premier's Reading Challenge achievable for all in this extraordinary year, we will be doing the
following:
1. Rules – students will still need to read 12 books by September. However, they can be ALL FREE CHOICE. We
understand that it may be difficult to get to libraries so any book students choose to read will be accepted –
whether on the Premier's Reading Challenge booklist or not.
2. Collecting reading records – students will still need to submit their records. We will accept a scanned copy via
email to this address cherie.cleary730@schools.sa.edu.au or send a text photo of the completed sheet to
0428026285. For those learning at home, and your child’s Challenge sheet is at school, we have emailed the
sheet home. Please let us know early Term 2 if you have not received the form. For students learning on site we
will continue to manage the challenge at school.
3. Awards – we have been informed that awards will be sent to our school in November as in previous years.
If your child will be learning from home and would like to make use of our school library please contact Cherie Cleary at
the school.
If you are in search of reading materials on line you may try some of the following……
Please consider SA public libraries are free to join and they provide access to the OverDrive service, where there are
thousands of eBook titles (and Audiobook titles) using the very user-friendly Libby App. This collection has more than
4,000 different children and young people’s titles and includes many Premier’s Reading Challenge books. There are
other free services for younger readers such as Brightly Storytime on YouTube and online story reading at Story Time
from Space , The Big List of Children’s Authors Doing Online Read Alouds & Activities and the app Audible which has free
books and podcasts.
Students are also being signed up to the Epic Reading website which they can use during school hours. More information
will be sent as this becomes available early in Term 2.
We will keep everybody informed about our progress by sending images of our jigsaw posters and certificates as
students complete the challenge.
Good luck with the Premier's Reading Challenge this year and please contact us should you need any support.
Regards
Cherie Cleary
Premier's Reading Challenge coordinator, Balaklava Primary School
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WEEK;
1 2
2 4

Name

3 6
7
9

8
10

_______
_

Balaklava Primary School
PO Box 108

Phone: (08) 88621 660

BALAKLAVA, SA, 5461
dl.0477.info@schools.sa.edu.au

Balaklava Primary School

https://balakr7.sa.edu.au
Staff Contact Details
Dianna Jarman:

dianna.jarman740@schools.sa.edu.au

Kym Palka:

kym.palka473@schools.sa.edu.au

Cherie Cleary:

cherie.cleary730@schools.sa.edu.au

Marcia Nowlan:

marcia.nowlan35@school.sa.edu.au

Alice Williams:

alice.williams784@schools.sa.edu.au

Ro Wood:

rosemary.wood472@schools.sa.edu.au

Kate Rix:

kate.preece299@schools.sa.edu.au

Wendy Richards:

wendy.richards566@schools.sa.edu.au

Courtney Durkey:

courtney.durkay798@schools.sa.edu.au

Abby Silverman:

abby.silverman953@schools.sa.edu.au

Bianca Marcus:

bianca.marcus38@schools.sa.edu.au

Jenny Rowland:

jenny.rowland308@schools.sa.edu.au

Julie Wickham:

julie.wickham257@schools.sa.edu.au

Emily Graham:

emily.graham834@schools.sa.edu.au

Jo Michalanney:

jo.michalanney323@schools.sa.edu.au

Ashleigh Leonello:

ashleigh.leonello639@schools.sa.edu.au

Jessica Monck:

jess.monck269@schools.sa.edu.au

Sally McArdle:

sally.mcardle431@schools.sa.edu.au

Madeline Gardner:

madeline.gardner800@schools.sa.edu.au

Teachers will reply to emails as often as
possible within working hours (8:30 – 4pm)
Please note that we will aim for a 24 hour
turnaround time for email replies.
Please do not use email for urgent matters

