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Hatchlings ECE

CURRICULUM
Curriculum Policy
Rationale:

All children will be given the opportunity to develop knowledge, skills and attitudes to enable
them to grow up as competent and confident learners and communicators.

Purpose:

To ensure formal and informal opportunities are provided for teachers to notice, recognise
and respond to individuals and groups of children, and for parents/caregivers/whānau to have
authentic and meaningful opportunities to contribute to this process.

PROCEDURES
•

•

•

•

•

•
•

•

•

•

•

•

•
•

Teachers will actively use the Principles, Goals, and Strands of Te Whāriki (the Early Childhood
Curriculum) to guide their teaching and planning practices.
Relationships are the key to providing a responsive learning environment for children. Interactions
between teachers and children will be encouraging, warm and respectful.
On enrolment, all parents/caregivers will be encouraged to be partners in their child’s learning as a
way of building a relationship between the home and the Centre.
Babies will have one-on-one regular gentle interactions throughout the day that are responsive to
their world, and help establish strong connection, trust and loving relationships.
Children’s preferences will be valued, and the programme is structured to give opportunities for free
choice of activities and who they will play/work with.
Teachers will use language that supports and extends children’s learning.
Teachers will guide, empower and support children, by being in close physical proximity, and
providing verbal encouragement when appropriate.
The routines are developed so that children can play together for sustained periods in groups of their
own choosing.
Children will be given the opportunity to maintain relationships with the wider community around the
childcare centre.
Teachers will focus on settling children into the programme. Once a child’s sense of well-being and
belonging is established, teachers will then begin the formal assessment process.
Teachers will encourage parents and children to contribute to assessment data and will use this in
planning and documenting children’s ongoing learning.
Documentation will take a variety of forms including wall displays, artwork, photos, online story park
etc.
Documentation systems will ensure that all children are assessed and planned for on a regular basis.
Regular informal communication with parents about their child’s learning and development will
ensure that their aspirations for their child are taken into account in all aspects of curriculum
planning.
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•

•
•

•

•

•

•

•

•

•

•

•
•

•

•

Planning meetings provide opportunities for teachers to engage in collegial dialogue in relation to
what they are noticing about individual children’s learning. Also discussed will be possible lines of
direction for the environment and specific teaching strategies to add value to children’s learning.
Meetings also provide opportunities to evaluate planning and teaching and identify learning
outcomes for children.
Clear documentation will ensure that links are visible between assessment, planning, and evaluation.
Regular opportunities for both formal and informal communication with parents will ensure that they
are actively involved in decision-making concerning their child’s learning.
All practices related to assessment, planning and evaluation are conducted confidentially and
ethically.
On-going professional learning and development will ensure teachers have an understanding of
relevant theories and practice in early childhood education and that they apply these in practice.
The environment will be set up by teachers at the beginning of each day, based on their knowledge of
the learning interests of the children attending and to ensure opportunities are provided for children
to access further resources to meet their learning preferences.
Teachers will respond to the children learning interests by accessing resources and further
information to extend their understanding of their interest.
As language is a key to children’s learning, teachers will support language development through
positive interactions with children. The Centre programme will emphasise the importance of teachers
working alongside children interacting with them to enhance and extend their learning through
language.
A print rich environment will be provided to introduce children to written words and printed
language.
A wide range of resources will be provided to challenge and extend children‘s thinking. Resources will
include activities for individuals and those that require collaboration and co-operation with others to
complete. Group activities will support children’s language development as they negotiate and
strategies with others to achieve goals.
Centre will provide a language rich environment where children will use a variety of ways to
communicate, including non-verbal mediums such as art, dance and music.
The environment will enable a free flow between indoor and outdoor learning experiences.
The outdoor environment will provide resources that are flexible and able to be manipulated by
children to be more or less challenging for them.
Where possible and if required, translations of key documents in the first language of the family will
be provided.
Centre will practise positive reinforcement methods. When managing children’s behaviour, teachers
will emphasis on what to do, rather than what not to do.

Licensing Criteria: C1-C4, C7-C13
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Biting Policy
Rationale:

Children and their families will experience an environment where children’s social competence
is nurtured and valued.

Purpose:

The well-being of all children enrolled is paramount. We also recognise that biting is a normal
part of young children’s development. Consistency in behaviour management is essential for
reducing the instances of this particular behaviour.

PROCEDURES
•

•

•

•

•

•
•

•

•

Children who bite will not be excluded from this centre unless it is deemed to be in the best interests
of other children and the child who has bitten has not responded to behaviour management
strategies.
We provide an environment that is safe, friendly, non-threatening, equitable, secure, and a fun place
to be.
Parents will always be informed if their child has been bitten, and the name of the child who has done
this will not be disclosed.
If a child has bitten another child the parent(s) will be informed, after a reoccurring incident, and an
individual behaviour plan will be completed. This plan will then be discussed with the parents.
When a child bites, our behaviour management policy is followed. The teacher attention is mainly
focused on the child who has been bitten, in caring for them and ensuring they feel better.
Kaiako will help children who have been bitten to increase their skills of assertiveness.
The child who has bitten is told firmly that such behaviour is not acceptable. They are encouraged to
use words to express their feelings instead.
Parents will be reassured that biting is a normal behaviour in young children, and that everything is
being done to reduce instances of biting within the centre.
Teachers will give informal feedback to concerned parents regarding the progress of specific
behaviour management strategies in place. Specific time should be made for parents wishing to
discuss issues with teachers in more depth.

Licensing Criteria: C10
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CURRICULUM
Bicultural/Multicultural Policy
Rationale:

To ensure the curriculum offered to children “reflects the unique place of Māori as tangata
whenua.”* Furthermore to provide a curriculum where children experience the stories and
symbols of their own culture and other cultures.

Purpose:

“Children are given the opportunity to develop knowledge and understanding of the cultural
heritages of many cultures, with an emphasis on both parties to Te Tiriti o Waitangi.”*

PROCEDURES
•

•

•

•

•

•

•
•

•

Equipment and resources will reflect the values and practices of all cultures that the attending
children belong to, with a focus on Māori culture.
Teachers will incorporate Te Reo Māori, waiata and tikanga Māori practices/other cultural practises
into programme planning and learning experiences.
Teachers will use inclusive communication strategies to engage families to contribute cultural
material to enrich the cultural education of all children attending the centre. With an added focus on
Māori families.
Teachers will address the educational aspirations of Māori families to encourage children to reach
their full potential.
Teachers and management will attend professional development to strengthen their understanding
and knowledge of Te Reo Māori and tikanga Māori, Tātaiako and the ways that this can be
incorporated in the learning programme.
Parents and whānau will be made to feel welcome in the Centre and their views and perspectives
valued at all times.
The Centre will seek to provide an environment and resources that reflect the natural world.
Teachers will be encouraged to liaise with local iwi to ensure that the programme provided reflects
the tikanga of the tangata whenua of their local area.
Policies and procedures will endeavour to reflect a bicultural/multicultral approach to teaching and
learning.

* Ministry of Education (2008, amended August 2009) Licensing Criteria for Early Childhood Education
and Care Centres 2008And Early Childhood Education Curriculum Framework, Wellington. C5, P.9
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At Hatchlings we practice the following Maori values in our daily curriculum:
• Kotahitanga – Oneness/Unity
• Kaitiakitanga – Guardianship
• Mauritanga – Life Essence
• Wairuatanga – Spiritual Connection
• Oranga - Health
• Manaakitanga – Hospitality/Care
• Whanaungatanga - Relationships and Connections
• Mātauranga – Knowledge
• Rangatiratanga - Leadership
• Akonga – Reciprocal Learning
• Tuakana/Teina Relationship – Reciprocal Learning
• Mahi Tahi – Collaboration and Participation

Licensing Criteria: C5-C6
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Developing Social Competence in Children
Rationale:

Children and their families will experience an environment where children’s social competence
is nurtured and valued, and where children know the limits and boundaries of acceptable
behaviour.

Purpose:
•

•

•

To provide a positive, nurturing physical and emotional environment, where each child’s
holistic development is nurtured.
To ensure consistent strategies are in place for encouraging children to develop an
understanding of positive behaviours for learning.
To ensure children develop strategies and confidence in conflict resolution.

PROCEDURES
•

•

•

The foundation for children’s social competence is strong, positive and supportive relationships with
all adults and specifically their parents/whānau and teachers.
The environment will provide a wide range of age-appropriate resources for children that enable
them to enjoy positive learning experiences with and alongside others.
The curriculum will reflect the culture, background and interests of the children attending.

Positive Guidance Strategies
•
•
•
•
•
•

•
•

•

•

•

At all times children will be treated with respect and dignity.
Teachers will take time to know children and their families/whānau.
Teachers will notice and praise positive behaviour.
Teachers will guide behaviour by giving children positive strategies to follow.
Teachers will use positive reinforcement and role modelling to encourage positive behaviour.
Teachers will support children to develop and maintain appropriate behaviours by giving clear,
consistent and fair guidelines.
Children will be encouraged to work together cooperatively and to be caring and accepting of others.
Children will be encouraged to communicate about problems and conflicts as they arise, and will be
supported by teachers in handling conflict.
To ensure the safety of all in the centre, teachers will give children clear and consistent guidelines
relating to respecting others and the environment.
Children will be given opportunities to move away from stressful situations, and be supported in
developing positive strategies for managing their own behaviour.
Age-appropriate resources and guidance will be provided for children to assist them to develop
strategies to deal with conflict.

Licensing Criteria: C5-C6
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CURRICULUM
•
•

•

•

•
•

•

Self-esteem, resilience and confidence will be supported and nurtured in the learning programme.
Parents will be consulted and included in the development and implementation of individual
behaviour plans.
When required, support will be sought from Ministry of Education Learning Support or other
appropriate support agencies. Parents will be consulted before an individual child is discussed with
another agency.
The Centre will promote and support daily routines that are flexible and responsive to the needs of
individuals and groups of children.
Behaviour management practices will respect and value the cultural backgrounds of children.
Staff meetings will have time allocated for teachers to raise and discuss any concerns related to
children’s behaviour.
Workshops will be provided for parents to share the centre programme and to guide parents in
supporting the development of children’s social competence.

Dealing with Challenging Behaviours
•
•

•
•

•

•

•

•

•

Teachers will focus on identifying and isolating the child's behaviour rather than labelling the child.
A clear message will be delivered by an adult explaining why the behaviour is unacceptable i.e. when
a child could hurt themselves, other children, adults, or property.
The child's name will be used to gain their attention.
If required, children will be redirected to another area of play. When they have calmed down and are
in charge of their emotions, a teacher will discuss their behaviour with them.
Some behaviour may be ignored in the short term or the adult's attention may be given to the victim
of the child's undesirable actions after a short, firm message is given to the perpetrator.
Should a child's behaviour begin to cause concern, the teachers will:
o Observe the child's behaviour and record events leading up to it.
o Discuss the child's behaviour with a senior teacher.
o Be able to participate in discussions at staff meetings where teaching strategies for supporting
children will be identified.
o Communicate/ Consult regarding the said behaviour patterns with the child’s parents.
Teachers in a stressful situation will be encouraged to move away and request another teacher to
take over.
No force will be used by way of correction or punishment towards any child enrolled at or attending
the Centre.
No child will be put in solitary confinement, immobilized or deprived of food or drink. No child will be
spoken to harshly, belittled or degraded.

Licensing Criteria: C10
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Communication & Consultation Policy
Rationale:

We value good working relationships and open communication with parents and whanau.
Parents and whanau are part of our centre and should have input into what happens for their
child at Hatchlings ECE.

Purpose:

To ensure parents and whanau are well informed about centre operations and expectations.
Parents and whanau are well informed about their child’s day.
Parents and whanau are aware of opportunities to contribute to decision making about their
child’s care and education at Hatchlings ECE.

PROCEDURES
•

•

•

•

•

•

•

•

•

•

Any parent enquiring about enrolment will be given a parent handbook containing written
information about the service.
When enrolling a child, parents will be asked to provide information about their child’s specific
interests, strengths, and special requirements.
Parent noticeboards, and cupboard by the entranceway will contain up to date information including
staff names and qualifications, licensing information, complaints procedure, policy reviews,
community notices, articles of interest, and upcoming local and/or centre events.
A copy of the Education (Early Childhood Services) Regulations 2008 and a copy of the Licensing
Criteria for Early Childhood Education and Care Centres 2008 are available for parents and whanau to
read at any time. These are kept at the sign in desk.
Teachers will update noticeboards regularly, displaying the current programme planning and
emergent curriculum, learning stories, children’s art and achievements, and photos.
Bi-monthly newsletters will provide parents and whanau with information about the centre’s
educational programme, staff, special events, centre development, and other current information.
In addition to verbal feedback about their child’s day, daily feedback to parents will be written up in
the children’s individual notebooks, and will include a record of sleep times, bottles given, food eaten,
and nappy changes.
Parents and whanau will be made welcome and encouraged to spend time with their children in the
centre and to contribute to the programme.
Parents and whanau will be encouraged to contribute to their child’s portfolio by adding photos,
information, and stories, and adding comments to what is contributed by teachers.
Parents will have access to all information concerning their child.
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•

•

•

Teachers will provide regular opportunities both formally and informally for parents to discuss their
child’s progress, interests, abilities, and areas for development, and be involved in decision making
concerning their child’s learning.
Teachers will ensure that parents are fully consulted about any difficulties or concerns they may have
with their child and then ensure they are kept well informed of any progress.
The Manager will display a copy of the policy that is currently being reviewed by the centre and will
ask for parent/whanau comments.

Licensing Criteria: C11-C13
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Transition Policy
Rationale:

Young children and their families/whānau will be supported through the process of transition,
into the Centre, and to an over two age group centre.

Purpose:

To ensure children feel comfortable and knowledgeable about the transition from a familiar
setting to an unfamiliar setting, and that families are informed and comfortable with the
process of transition for their child/ren.

PROCEDURES
Transition into the Centre
•
•
•
•
•
•
•
•
•

A teacher will welcome and support new families and children beginning transition visits.
The family/whanau culture will be taken into consideration in the transitioning process.
For the child's transition visits, parents will be encouraged to stay with their child until the parents
and teachers feel the child is settled.
At the beginning of each session a teacher will welcome children and parents to the Centre. Parents
will have the opportunity to speak with teachers if required.
A page will be provided for parents to note any special instructions for their child’s care each day.
All children must be brought into the Centre. No child may be dropped in the entrance way.
Teachers must be informed when the parent is leaving, and parents must sign the roll.
Teachers will be aware if any child shows signs of distress when the parent leaves, to ensure extra
attention is given when required.
At the end of each session teachers will again be available to discuss the child's day.

Transition to Over Two Centre
•
•
•

Parents will be notified and kept informed about the likelihood and timing of transition.
When babies are ready to transition to an over twos centre, we will provide parents with a transition
folder (also on a USB drive if required) to exchange information with the new centre.
In preparation for transition teachers will encourage children to master the skills necessary for
success in the child’s new environment. This includes encouraging parents to go spend some time
with the little ones at the new centre to gain familiarity with the environment and new routines.

Licensing Criteria: C7, C9, C12
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Learning
Support
Rationale:

The needs of the individual child are of paramount importance. Programmes
will be flexible enough to offer a positive learning environment for all.

Purpose:

To ensure all children experience and environment that is responsive to their
learning needs.

Here at Hatchlings we believe that all children deserve equal opportunities when it comes to
getting a good education. We also recognise that some children may need some additional
support to get there. Hatchlings is committed to helping young people get all the support
they require in order to engage and achieve in education.
PROCEDURES
•

•

•

•

•

•

•

•

Where possible, the Centre will seek to provide for all children who wish to enrol at
the service.
All teachers will work with children that may need additional support, encouraging
them to take part in all aspects of the curriculum.
The learning environment will be planned in such a way that the meets the needs of
all children attending.
The Centre acknowledges that parents are the primary decision makers for the care
and education of their children and teachers will endeavour to meet the aspirations
parents have for their children.
Meetings with parents/caregivers, support services e.g. Ministry of Education
Learning Support and Centre staff will take place at an appropriate time. This will be
to formulate and/or discuss individual plans.
Information and records about a child’s learning and care needs will be kept on
story park and will remain confidential to staff, family members of individual and
other professionals involved in the Individual Plan (IP) process.
Information on specialist services will be available at the centre for the use of all
parents. This will be updated regularly.
The Centre will seek help from specialist agencies when required, to ensure they
can work effectively with children and families. This will be recorded in the Agencies
Contact File stored on the Operations Manual.

Hatchlings ECE
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Additional Support
There are many places that educators and parents can go for help and to find resources on
how to support children that may need additional help.
Please note that parent consent and full agreement is required before an educator
reaches out to get additional support for a child.

Early Intervention Services
Who are they?
The Early Intervention service delivery model is set out to improve the education system for
young children who need additional learning support.
Through the Early Intervention Service, children may receive support from:
•
•
•
•
•
•

Advisors on deaf children
Early intervention teachers
Education support workers
Kaitakawaenga (Maori cultural advisors)
Psychologists
Speech-language therapists.

Early intervention services work with families and early childhood educators who ask for
help when they are concerned about the learning and development of young children. This
may concern a child’s development delay, disability, behavior and/or communication
difficulty.
The service can work with children from birth until they start school.
How to get support
Early Intervention services are mainly provided by the Ministry of Education terms, but
there are a few other providers contracted by the Ministry to support families of children
with disabilities. Here are the relevant agencies in Hamilton:
•
•

McKenzie Centre: 07 839 5357 (www.mckenziecentre.org.nz)
Conductive Education: 07 855 7013 (www.conductiveeducationwaikato.nz)

Please check parent information folder at the Centre for additional information regarding these
providers.

Hatchlings ECE
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Support
Early childhood educators can contact a provider for help with prior consent from the child’s
parent. Parents can also refer directly to these services.
Phone the Hamilton regional Ministry Office or other Early Intervention Provider and fill in
a referral form in order to get an Early Inventions team member to get in touch with you.
You can also call the Ministry of Education learning support line on 0800 622 222 or email
on learning.supportmailbox@education.govt.nz.

Inclusive Education Website
Who are they?
The Inclusive Education website has teaching strategies for supporting children with
learning support needs. On the site you will find:
•
•
•
•
•

Strategies, tips and tool relating to a range of different special education needs
Stories and case studies about how ECE centres are doing things
Access to the latest evident on a range of topics
Guidelines related to supporting children with special education needs
Links to information about Special Education services and support and current
Special Education projects.

Visit the site to find out more!

http://inclusive.tki.org.nz/
Hatchlings ECE
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Health & Safety
Rationale:

The health and wellbeing of all who attend the Early Childhood Centre/Service is of paramount
importance.

Purpose:

To comply with relevant legislation at all times to ensure we provide a safe and healthy
environment for all staff, children and their parents.
.

PROCEDURES
Cleaning Procedures (HS1)
•
Staff will be in charge of cleaning the Centre daily. A schedule of cleaning/job description will be
provided to ensure standards are maintained.
•
Staff will be responsible for general cleaning of the whole Centre, including all hard surfaces and
bathroom areas. All cleaning materials used will be stored in the secure cupboard (out of reach for
children) along with general day-to-day cleaning products.
•
Staff will be expected to “clean as they go” ensuring spills and messes are cleaned up immediately.
•
Wiping down of eating areas, art areas and tidying up of toys will be undertaken by staff.
•
Separate cloths for bathroom, general and food areas will be identified by colour.
•
For art and kai areas, a bleach solution that is 1 part bleach and 10 parts water will be used. This will
be changed daily.
•
The carpets will be cleaned quarterly.
•
All toys to be cleaned will be listed on a cleaning roster, and staff will ensure that everything is
cleaned at least once a month. Toys mouthed by children will be cleaned daily.
Laundry (HS2)
All laundry will be cleaned by the staff.
The following procedures will be followed to ensure all linen and resources used by adults and children are
hygienically laundered:
•
All laundry will be done using hot water with an adequate amount of laundry detergent.
•
Separate coloured cloths will be used for washing floors, cleaning of equipment, and washing of
children. These cloths will be washed separately at all times.
•
All washing is separated into 1. Sheets (washed weekly) ; 2. Tea towels (washed after every used) and
dishcloths (washed daily); 3. Flannels and bibs (washed after every use); 4. Floor rugs and outdoor
towels (washed daily); 5. Blankets (washed weekly) 6. Clothes used for dress ups (washed weekly), 7.
Cushion covers (washed monthly) 8. Soft Toys (washed weekly) and washed separately.
•
Soiled laundry will be soaked in a bleach solution prior to laundering.
•
Children’s bed linen will be washed on a weekly basis. Each child’s linen will be kept separate and
identified by name.
•
The washing machine and clothes drier will not be able to be accessed by children at any time.

Hatchlings ECE
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Health & Safety

•
•

Staff responsible for undertaking laundry duties will not be counted in ratio with children.
All laundry will be dried by the clothes drier or other hygienic method, folded, and returned to
storage areas as appropriate.

Nappy Changing and Toileting Procedures (HS3)
•

As per the individual nappy changing procedure.

Injury Prevention Strategies
•
All doors to adult-only areas will be closed at all times, to ensure children do not have access to these
areas.
•
Cupboards such as the teachers’ cupboards, art cupboards and kitchen doors will be inaccessible to
children at all times.
•
All chemicals will be stored in marked containers and be kept out of the reach of children at all times.
This will include cleaning agents. Staff will constantly be aware of the potential danger of things such
as water spills, and clean them up immediately.
•
Hot drinks will be consumed away from where they could potentially spill on children.
•
Children will be encouraged not to sit on tables, nor jump off furniture and chairs.
•
Children will remain seated while eating and be supervised by a staff member.
•
Staff will wear gloves at all times when blood is present.
•
The environment is checked daily to identify, minimize and isolate hazards for children using the same
procedures as for health and safety of Adults.
•
The playground is checked for dangerous objects and animal droppings
•
The indoors is checked to ensure children do not have access to chemicals and that exits are clear.
•
Daily checks are signed on the Daily Environment Check Form
•
Hazards are recorded on the Hazard Identification Record Form and followed up by the Manager.
Poisonous Plants
•
Regular checks will be made by staff through their daily and monthly maintenance checklists.
•
Before new plants are purchased, they will be checked against current guidelines concerning New
Zealand poisonous plants. All plants given as gifts will also be checked.
•
Staff talk with children about not eating seeds, leaves and plants unless approved by an adult. All
plants that are of educational benefit, i.e. swan plants, will be allowed into the Centre provided they
are supervised at all times.
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Physical Environment (HS13, HS14, HS15, HS24)
•
All noise will be kept at a level so as not to unduly cause any child distress or harm.
•
The Centre will be maintained at a comfortable temperature no lower than 16 degrees (500 mm
above floor level) while children are in attendance.
•
All air conditioning and heating units will be regularly inspected and serviced. Documentation will be
kept by the Manager/Supervisor.
•
The water temperature for children’s use will be maintained at 40 degrees C. or less and for adult use
at 60 degrees C.
Preparation and Eating of Food (HS19, HS20, HS21, HS22)
•
One or more teachers will be rostered to supervise children while eating.
•
Allergies for individual children will be displayed in the kitchen area, with a photo of the child for easy
identification.
•
Any food brought into the Centre by parents, e.g. birthday treats etc., will be recorded in the book
specifically for this purpose.
•
Staff will ensure all children are provided with drinks at kai times and that they have access to water
throughout the day. When eating, children will always be seated and supervised by a teacher.
•
Unhurried eating routines will be encouraged along with the development of self-help skills.
•
Staff are adequately trained in the safe preparation and handling of food.
•
Any food provided by the Centre, including baking, will be recorded on the Food Provided Form on
the kitchen cupboard door.
When the Centre provides snacks and/ or meals
•
•

•
•

The Centre will meet the requirements of the Food Act 2014 National Programme.
The Centre will provide a menu that that takes into consideration the additional nutritional needs of
children under two, and includes foods that promote healthy eating for children.
A daily menu will be provided to parents for them to be educated on the food provided by the centre.
All food provided by parents will be recorded. The records will show the type of food provided and
will be available for inspection for 3 months after food is served.
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When Parents provide food for children
•
•

•
•

The Centre will promote safe and hygienic food handling practices.
Hatchlings recognises the importance of healthy eating for children for them to learn and develop to
the best of their ability. Therefore, parents will be encouraged to provide nutritional food for their
children. During enrolment parents will be educated that all snacks provided to children will have to
be healthy and nutritious regardless of whether they are offered by the service or coming from the
child’s own home.
The centre will offer families suggestions for healthy food and snack choices / recipes.
The centre has the facility to store breastmilk in the fridge, and parents will be advised to use a
sterilised container to store the milk in. Breast milk can be kept in the fridge for up to 48 hours. In
special circumstances the centre will freeze the breastmilk to be used later. In those conditions, the
breast milk will be defrosted in the fridge and used right away once thawed.

Bottle Feeding Procedures (HS23)
•

•

•

All children under the age of 6 months and other children unable to drink independently will be held
semi-upright while drinking their bottle.
When teachers are feeding infants their bottles (under 15 months old) a ratio of one to one will be
used.
Breast milk will be heated by being placed in hot water in the kitchen. Formula will be heated in the
microwave unless as requested otherwise by a parent or caregiver.

Special dietary needs and allergies
•

•

•
•

•

•

If a child has any special dietary requirements, families will be asked for information to cater for the
child’s needs at enrolment.
In the cases of dietary requirements such as nut free, milk free, gluten free (coeliac) or diabetic
families will be asked to share the dietary guidelines for their child provided to them by a health
professional such as a dietician.
If a food allergy is suspected, talk with the child’s family and encourage them to seek medical advice.
Staff will be educated annually by relevant health care providers such as public health nurses, school
nurses or a registered first aid trainer. This training will include identifying signs and symptoms of
allergic reactions, management of allergic reactions including anaphylaxis, how to use adrenaline
autoinjectors and risk management.
Allergies for individual children will be displayed in the kitchen area, with a photo of the child for easy
identification by all staff including temporary or new staff.
Children with allergies will be supervised in instances such as birthdays where food will be shared,
and encouraged to eat their own food only.
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Accident Procedures (HS25)
•
•
•

•
•

•

•

•

At least one staff will hold a current First Aid Certificate at all times.
Copies of First Aid Certificates held by staff will be kept in the Centre.
Management will ensure that all children's records have both parents’ current contact numbers and
two emergency contacts.
In the event of an accident the priority will be to administer first aid immediately.
ALL accidents (even if only minor injuries) will be recorded in the Accident Register/Form and staff will
ensure parents are informed. Parents will be phoned and informed of any serious accident.
The staff member who performs first aid will record in the Accident Register/Form what happened,
i.e., a description of the incident, the action taken, and the day and time it occurred. and a space for
parents to sign that they have knowledge of the incident. They will then highlight the child’s name on
the roll/sign in sheets, and write in the comments column “see teacher” (see Forms).
If deemed necessary, a staff member will take the child to the local medical centre and the child's
parents/emergency contact person will be called. The staff member will stay with child while at the
medical centre until parents arrive. If more serious, an ambulance will be called and the parents will
be contacted immediately. If the parents cannot reach the Centre by the time the ambulance arrives,
a staff member will ride to the hospital with the child and meet the parents there.
If blood and body fluids are present as a result of the accident, staff will clean and disinfect the area
using gloves and a bleach solution straight away.
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Administration of Medicine (HS26)
•

There are three categories of medicine that require different authorisations from parents:
Category 1: non-prescription, provided by the Centre, and kept in the First Aid Kit.
(Written authority upon enrolment.)
2. Category 2: prescription and non-prescription (used for a specific period of time, short term).
(Written authority is required at the beginning of each day and will include the name of the
medication, the method for administering, the dose, and the time medication is to be given.)
3. Category 3: prescription and non-prescription (used for the ongoing treatment of prediagnosed conditions). (Written authority is required upon enrolment as part of an Individual
Health Plan which will include name of the medication, the method for administering, the
dose, the time the medication is to be given, and the specific symptoms/circumstances in
which it should be given.)
1.

•
•

•

•

•

•
•

All medicine bottles must be correctly labelled with the child's name and expiry date.
All Category 2 or 3 medication must be handed directly to a staff member, who will place it up high
out of the reach of children (or in the refrigerator).
Medication will not be given if it is out of date or has been prescribed to someone different than the
child.
All permanent staff are able to administer medication and are required to check the right dose before
administering.
All medication administered must be recorded including written authority from the parent to
administer the medicine consistent with the medication category, the name of the medication, the
child’s name, the amount of medicine given, the date and time medication was administered and by
whom, and evidence of parent acknowledgement that the medication was administered (see Forms).
These records are to be kept for 2 years.
Staff will be given appropriate training in the administration of specific medications as required.
Details of this training will be kept in the Centre Professional learning filing system
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Illness
We invite parents to discuss any concerns they may have about their child’s health and wellbeing with the
centre manager or another permanent teacher at any time. If a parent is worried that their child may be
unwell, the parent should share that information with the teachers when arriving at the centre. This means
that the teachers can be vigilant and alert to any changes in behaviour or signs of illness and can respond to
the child’s needs promptly. If the teachers have any concerns about any child’s health and well-being while
they are at Hatchlings’ care they will discuss the parents soon as possible.
Teachers share the responsibility for creating a healthy centre environment that will protect and nurture
children.
Parent Responsibilities:
•
•
•
•
•
•
•

Provide the centre with up to date emergency contact numbers.
Discuss concerns about children’s health with teachers at the centre.
Let teachers know if you have administered medicine to your child during the night or
prior to arriving at the centre.
Collect child from the centre within one hour once notified that they are too unwell to
stay.
Allow your child time to recover before returning to the centre.

Teacher Responsibilities:
•
•
•
•
•
•

•
•
•
•

Contact parents if there are concerns about a child’s health and may ask them to take the
child home.
Children who are unwell will be isolated and made to rest in the staff room away from other children, until
they are collected.
Endeavour to make children comfortable and emotionally supported.
First aid will be administered where required, and where prior permission has been obtained by parents.
Keep good records if we are concerned that a child may be unwell. We will keep a record of the child’s day
detailing any changes in behaviour, symptoms, temperature recordings, food & drink consumption,
any authorised medication given.
The Illness Record will be kept for two years.
Suggest that the parent consults a G.P for diagnosis and treatment, as needed.
Seek medical help if a child’s illness worsens and a family member cannot take the child promptly.
Obtain up to date health information and advice from the Public Health Service.
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Universal Precautions for Infection Control
We ask that any child or adult who is unwell be kept away from the centre especially at drop off and pick up
of children/siblings, so illness does not spread through the Centre.
The Manager may at his/her discretion refuse to accept any child deemed unwell enough to attend the
Centre, as we do not have the specialist staff or the space for sick children. Children with severe coughs or
colds, vomiting, diarrhoea, conjunctivitis, rashes or raised temperatures cannot be brought to the centre.
If symptoms develop during the day the parent will be contacted to arrange for the immediate collection of
their child.
General conditions indicating that a child should not attend the centre:
•
•
•

The illness prevents the child from participating comfortably in programme activities.
The illness results in a greater care need than the centre can reasonably provide without
compromising the health and safety of the other children.
The child has any of the following conditions: fever, persistent crying, difficulty breathing, or other
signs of possible severe illness.

Specific illnesses indicating that a child should not attend the centre:
•

Diarrhoea: A general guideline is that no child should attend if they have diarrhoea (at least two loose bowel m
otions that are not normal for the child; one loose bowel motion if there is an illness going around the centre),
and they should have at least one normal
bowel motion before returning to the centre. If the diarrhoea was accompanied by any other symptoms such
as fever, stomach pains, nausea, vomiting or headache, that indicates a gastrointestinal infection, the child
should stay away until they have been symptom free for at least 48 hours.

•

Vomiting in the previous 24 hours, unless the vomiting was once only and known to be caused by a noncommunicable condition. Repeated vomiting suggests an infection, so the child should be taken to a GP for a
diagnosis. If the vomiting has been caused by an infection, or the cause is not known, the child needs to stay a
way until at least 48 hours after the last symptoms. A child who vomits at the Centre should be collected by
their parents and taken home.

•

Mouth sores associated with an inability of the child to control his or her saliva unless the child's GP or
Regional Public Health or the Medical Officer of Health advises that the child is non- infectious. Rash (with or without fever) or behaviour change, until a doctor has determined that the illness is not a
communicable disease.

•

Respiratory Infections: A child should not attend if they are coughing or sneezing as the result of an infection
such as a cold, or have a runny nose that makes it difficult to control the spread of nasal secretions and/or
has a negative social impact upon the child.
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•

Skin Infections: A child should not attend if they have open wounds/ sores that cannot be covered
either with clothing or bandages to prevent the child from scratching. A child may return
providing they have been treated with the appropriate antibiotics, antifungal or antiviral
cream for at least 24 hours.

•

Conjunctivitis: A child should not return until there is no discharge present.

•

Head lice: Parents should collect their child if live head lice/nits are found on their child’s hair
whilst at Hatchlings and be treated with appropriate lie buster immediately. A child may return to
Hatchlings after one treatment, on the condition that there are no lice/nits visibly on your child’s
head, and with the expectation that the treatment process will be completed in full.

Infection Control
In the event of an accident, spillage or contact with any body fluids or discharge, the following universal
precautions will be followed:
•

•

•
•

•

•

All broken skin areas (fresh, unhealed cuts or burns) must be covered with a water-proof, adhesive
dressing.
Gloves will be used when contact with mucous membranes (eyes, mouth), broken skin or moist body
substances is likely to occur.
Plastic aprons will be used when it is likely that moist body substances will soil clothing.
Hands must be washed immediately with soap and water if they are potentially contaminated with
moist body substances.
Articles, furniture and floors soiled with moist body substances will be cleaned and appropriately
disinfected using household bleach (e.g., Janola) 1:10 (10mls in 90mls of water). This will be left on
the area for 10 minutes and the spill wiped up with a cloth soaked in the solution.
Soiled children will be taken to the nappy changing area to be cleaned and changed. Staff will follow
the nappy changing and toileting procedures.

Immunisation Procedures
The Health (Immunization) Regulations 1995 require that accurate immunisation records are kept of all
children on the roll.
•

•

•

The Ministry of Health requires all licensed Early Childhood Centres to sight and record every child’s
immunisation history on enrolment, or in the case of a child under 15 months old, once that child
reaches the required age.
These records will be maintained on the Centre computer file and will remain confidential. The Office
Administrator is responsible for recording this information.
In the case of an outbreak, any child who is not immunised must be removed from the Centre until
the incubation period of the disease is past and no further cases are reported.
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Supervision of Children Procedures
•
Management will ensure adequate staff are present at all times to meet licensing requirements, and
to adequately supervise all children in attendance.
•
Children will be in the sight of an adult at all times. Staff will be rostered to ensure both indoors and
outdoors have adequate supervision.
•
Staff or adults visiting or working in the Centre will be well supervised and visible at all times.
•
All visitors will be required to sign the designated book stating the time of arrival and departure and
purpose of visit.
•
When staff leave for morning and afternoon tea breaks, they must not leave until another staff
member has covered their position.
•
Staff involved in supervision must not leave children unsupervised under any circumstances unless
relieved by another staff member.
Sunsmart
•

•

•
•

•

•

•

On a designated ‘Sunsmart’ day, children and staff will wear hats (for a minimum this would be during
the months of daylight saving October to March). Children not wearing hats will be asked to play
indoors or in shaded areas. “No hat no play”.
Parents will be encouraged to provide a hat for their child, and staff will be responsible for checking
bags for a hat if they are not being worn.
An emergency supply of hats will be available at the Centre.
Children and adults will be encouraged to wear ‘Sunsmart’ clothes, i.e., t-shirts rather than singlet
tops.
Sunscreen will be applied to the children as they arrive in the morning, again at lunchtime, and any
other time as required.
If a child is excluded from using the Centre’s sunscreen then their parent/caregiver/whānau will be
required to provide a named sunscreen for their child.
Staff and Management will work together to provide a ‘Sunsafe’ environment.

Licensing Criteria HS1 – HS30.

•
•

Supporting Legislation: Regulation 46 Health and Safety Practices Standard: General.
Supporting Document to meet HS26 Infectious Illnesses Chart can be downloaded from
https://www.healthed.govt.nz/resource/infectious-diseases
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Nappy Changing and Toileting Procedures (HS3)
•
The toileting and nappy changing procedures have been designed to cater to different children’s
preferences and to foster independence.
•
competent toddlers can climb up to the nappy change area via a step ladder when an adult is there
with them. This also helps teachers’ backs as lifting toddlers is reduced.
•
The adult sized toilet will have a step and toilet seat to assist children who have transitioned to using
a toilet. The step and seat will be in place on the toilet at all times. If an adult at the centre uses the
toilet, they are required to place the step and baby toilet seat back in place once they have used the
toilet.
Teachers will follow the procedures below when changing nappies:
•
Nappy changing will take place only in the designated area, which will be well ventilated at all times.
•
The changing area will be cleaned and sanitised after each change. Changing table will be sprayed
with a diluted bleach solution after each change. This solution is changed daily and is a solution of 2
part bleach, 10 parts water.
•
Teachers will notify admin staff/float before taking any a child for nappy changing.
•
Nappies will be changed in the allocated area in the bathroom, in order to make sure the baby
monitor has full visibility of the changing.
•
Staff will invite children in a positive, friendly manner respecting their dignity and privacy at all times
and where possible promoting independent skills.
•
Staff will wear disposable gloves when changing children. All gloves will be disposed of between each
change.
•
Staff will thoroughly wash their hands between changes, with soap and water.
•
When changing nappies, staff will ensure they NEVER take a hand off the child on the changing
table/mat.
•
If parents would like their child to have any powders / cream between changes they will need to
provide it. (The procedure for documenting application of Category three medications will be
followed)
•
Nappies are disposed of in the designated receptacle provided.
•
The Changing Area is cleaned daily with a bleach solution.
•
All nappy changes will be recorded on the clipboard provided.
•
Staff and children wash their hands after toileting.
•
Liquid soap and disposable paper towels will be used in the toilet area. Rubbish bins are available for
ease of use.
Nappy Changing and Toileting Routine
•
Nappy checks will be done two hourly and changed if required. If a child’s nappy is soiled they are
changed immediately.
•
Teachers change any soiled/wet nappies as required outside these times.
•
Wash down procedure for sick and soiled children will be followed.
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or Illness
Rationale:

The health and wellbeing of all who attend the Early Childhood Centre/Service is of
paramount importance. Therefore, it is of utmost importance that the centre can
respond fast to any serious injuries on site.

Purpose:

To ensure that the centre has injury incident recording, reporting and investigating
and reviewing procedures in place in accordance with the Health and Safety at Work
Act 2015.

Injury and Illness Management
The Centre must report, record and investigate all incidents accurately and promptly and identify any
trends to WorkSafe where appropriate. Near misses with potential outcomes of serious injuries
and/or illnesses are reported to management and WorkSafe. These are investigated and corrective
actions will be taken.
This policy will be reviewed at staff meetings every 3 months, and signed by all attending staff, in
order to make sure all staff understand notifiable injuries and illnesses and notifiable incidents.
Notifying Worksafe following a Notifiable Event
After becoming aware that a notifiable event has occurred at the Centre, management must
immediately ensure that Worksafe NZ is notified by the fastest possible means given the
circumstances.
Notification may be given by telephone (0800 030 040), by completing and submitting the online
notifiable event notification form (https://worksafe.govt.nz/notify-worksafe/), or by downloading
and completing the notifiable death, injury or illness form.
A person giving notice by telephone must give details of the incident requested by WorkSafe, and if
required by WorkSafe, give a written notice of the incident within 48 hours of the request.
What is a notifiable event?
A notifiable event is defined in the Health and Safety at Work Act as the death of a person, a
notifiable injury or illness, or a notifiable incident that arises from work.
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What is a notifiable injury or illness?
A notifiable injury or illness, in relation to a person, is one that requires the
person to:
» have immediate treatment (other than first aid) for any of the following:
• amputation of any part of his or her body
• serious head or eye injury, or a serious burn
• separation of his or her skin from an underlying tissue (such as degloving or scalping)
• a spinal injury
• the loss of a bodily function
• serious lacerations
» be admitted to a hospital for immediate treatment
» have medical treatment within 48 hours of exposure to a substance

What is a notifiable incident?
A notifiable incident means an unplanned or uncontrolled incident in the Centre that exposes a
child, teacher, parent or any other person to a serious risk to that person’s health or safety arising
from an immediate or imminent exposure to a variety of hazards, including:
» an escape, spillage or leakage of a substance
» an implosion, explosion or fire
» an escape of gas, steam or a pressurised substance
» electric shock
» the fall or release from a height of any plant, substance or thing
» the collapse, overturning, failure or malfunction of, or damage to, any plant that is
required to be authorised for use in accordance with regulations
» the collapse or partial collapse of a structure

Procedure to follow during a notifiable event:
1. When a notifiable event occurs the priority is to assist the injured or ill
person (see below for steps to take when the injured person is a child).
2. This may involve calling in ambulance services, a doctor, and/or the
Police.
3. After notifying WorkSafe, management should notify the Ministry of
Education.

(07) 850 8880
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Serious Harm or Illness to a Child Procedure
All practicable steps will be taken to get immediate assistance for a child who is badly hurt in an
accident or becomes seriously ill, and to inform the parents or caregivers of what has occurred.
In the event of a serious accident or illness to a child, a teacher shall immediately ensure the
following steps are taken:
a) Attend to the child.
b) Seek support from another teacher/s.
c) Call appropriate medical assistance.
d) Advise the parents/whānau/caregiver.
e) If the child is taken to hospital the staff member who had been closest to the
incident should accompany them.
f) A Serious Harm/Illness Form will be completed.
g) An incident investigation will be completed.
The Serious Harm/Illness Form will include:
•
The child’s name.
•
The date, time and description of the incident.
•
Actions taken and by whom.
•
A space for parents to sign that they have been informed of the incident (see Forms).
Incident Investigation
In the event that an investigation is required, the following process will be followed:
•
The staff member closest to the incident will document what occurred.
•
Any other staff involved will document their role.
•
Staff members will go over the report with the teacher to:
a) Identify key triggers to the incident.
b) Minimise the hazard.
c) Add to the Hazard Identification Register if required.
d) Evaluate the effectiveness of the procedure and make changes if required.
e) Store all information in the Incident File in the staff room.
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Tool 11: Injury and incident procedure flowchart
This flowchart sets out the decisions and actions to be taken in the event of injury or incident.
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Cyber Safety Policy

Rationale:
1) The management of Hatchlings acknowledges that:
a) the Internet, and Information and Communication Technologies (ICT) play an increasingly
important role in the learning of children in the ECE sector, and in the administration of ECE services.
b) The establishment and implementation of a cybersafety policy and cybersafety use agreements for
centre personnel AND parents/whanau:
i) Ensures that Hatchlings takes all reasonable steps to promote good health and safety of the
children enrolled in the service: regulation 46, Education (Early Childhood Services)
Regulations 2008
ii) contributes to the maintenance of a safe work environment and a safe environment for
visitors under the Health and Safety at Work Act 2015
iii) Hatchlings takes all practical steps to protect children from exposure to inappropriate
material: HS32.
2) The policy document and related use agreements are not intended to be exhaustive documents containing
all relevant rights and obligations that may exist in legislation to regulate use, storage and dissemination of
information.
Objectives:
This policy will assist Hatchlings to:
a) meet its legal obligations as outlined in the previous section
b) provide guidance to centre personnel, parents/whanau, and visitors regarding the safe and
responsible use of ICT at Hatchlings or at every centre related activity.
c) educate members of the Hatchlings community regarding the safe and responsible use of ICT.
Definitions of Cyber Safety:
The management uses the following definition of Cyber safety at the centre:
a) the safe and responsible operation/use, at any time, on or off the centre site, and by any person, of
the centre’s Internet facilities, network, and associated ICT equipment/devices, such as computers
and laptops, digital cameras, mobile phones, iPads and other devices noted on the cover of this
document.
b) the safe and responsible use by anyone, of any privately-owned ICT equipment/devices on the
centre site, or at a centre-related activity.
Note that examples of a ‘centre-related activity’ include, but are not limited to, a field trip, sporting or
cultural event, wherever its location.
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Cyber Safety Practices At Hatchlings
1) The Hatchlings programme of cyber safety
The Management will put in place a cyber safety programme. This programme should include:
a) This cyber safety policy, and comprehensive use agreements for centre personnel and
parents/whanau
b) cyber safety education for educators and other personnel, children, and for the centre’s
community (e.g. NetSafe pamphlets, and NetSafe training modules developed specifically for the ECE
sector).
2) Permitted use
Use of the Hatchlings computer network, Internet access facilities, computers and other centre-owned ICT
equipment/devices (including mobile phones) on or off the centre site, is restricted to:
a) Centre Personnel who have signed a cyber safety use agreement.
b) Parents/Whānau of enrolled children, and/or other visitors who have signed the appropriate
Hatchlings cyber safety use agreement.
c) Persons contracted to carry out work at the centre and at the discretion of the Management Team
such as trades people or technicians.
d) Centre-related activities.
e) Personal usage by centre personnel (such as professional development) which is appropriate (see
point 5) to the centre learning environment and is of a reasonable amount.
3) Parents/caregivers consent for children to use ICT
The enrolment procedure clearly indicates that by enrolling their child, parents and caregivers agree
to their child using or being involved with the use of ICT as part of the learning environment.
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4) Privately-owned/leased ICT equipment/devices
Use of privately-owned ICT equipment/devices (including mobile phones) at the centre or any centrerelated activity is restricted to activities which are appropriate to the centre learning environment.
This includes storage of any images or material on such devices.
5) Appropriateness of use and content to Hatchlings learning environment
The management will provide guidelines as to what is considered appropriate to the centre learning
environment, including the taking of photographs or video.
6) User accounts and passwords
Access to the centre’s computer network, computers, and Internet access facilities, requires a
password protected personal user account.
It is important that passwords are strong. It is recommended that a password:

a) Uses a combination of upper and lower-case letters, numbers and other characters.
b) Is a minimum of 8 characters in length.
c) Is changed regularly.

7) Filtering and monitoring
a) The centre may utilise filtering and/or monitoring software where appropriate, to restrict access to
certain websites and data, including email
b) The centre reserves the right to monitor, access, and review all use of centre-owned ICT
equipment/devices. This includes personal emails sent and received using the centre’s computers
and/or network facilities, either during or outside centre hours.
8) Ownership of electronic files or data
Any electronic data or files created or modified for the purpose of completing work on behalf of
Hatchlings on any ICT, regardless of who owns the ICT, are the property of Hatchlings.
9) Auditing
a) The Management may from time to time, at its discretion, conduct an audit of its computer
network, Internet access facilities, computers and other centre ICT equipment/devices.
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b) Conducting an audit does not give any representative of Hatchlings the right to enter the home of
centre personnel, nor the right to seize or search any ICT equipment/devices belonging to that
person.
10) Performing work-related duties at home using privately-owned equipment/devices
Where it is necessary for centre personnel or parents/whanau to regularly perform centre-related
duties (e.g. centre accounts or official correspondence) on privately-owned ICT equipment/devices at
home, this work should be authorised by the management team.
Inappropriate activities/material
a) Hatchlings will take all reasonable steps to filter or screen all material accessed using the centre’s
network or Internet access facilities. However when using a global information system such as the
Internet, it may not always be possible for the centre to restrict access to all such material. This may
include material which is inappropriate in the centre learning environment, dangerous, or
objectionable as defined in the Films, Videos and Publications Classification Act 1993.
b) While using the Hatchlings network, Internet access facilities or ICT equipment/devices, or using
any privately-owned ICT equipment/devices at the centre or at any centre-related activity, no
person may:
i) initiate access to, or have involvement with, inappropriate, dangerous, illegal or
objectionable material or activities
ii) save or distribute such material by copying, storing or printing
c) Accidental access to inappropriate material:
By parents, caregivers or other visitors:
In the event of accidental access to any inappropriate material by a parent/whanau, or other
visitor, a member of the management should be consulted.
Where the material is clearly of a more serious nature, or appears to be illegal, users should:
1. remove the material from view (by closing or minimising the window, turning off the monitor,
or shutting down the device)
2. report the incident immediately to a member of management.
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By Centre Personnel:
In the event of accidental access of inappropriate material at the lower range of seriousness
(e.g. Spam), centre personnel should delete the material.
If the nature of such material is somewhat more serious, (e.g. spam containing inappropriate
but not illegal images), delete it and also log the incident in the ICT Incident Book*. If uncertain
as to the seriousness of the incident, the centre management should be consulted. When in
doubt, log the incident.
In the event of accidental access of inappropriate material clearly of a much more serious
nature, or of material which appears to be illegal, users should:
1. remove the material from view (by closing or minimising the window, or turning off the
monitor)
2. report the incident immediately to centre management who will take such further action as
may be required under this policy.
* The ICT Incident Book is to be kept by management.
11) Unauthorised software or hardware
Authorisation from management must be gained before any attempts to download, install, connect or
utilise any unauthorised software or hardware onto or with any Hatchlings ICT equipment/devices.
This includes use of such technologies as Bluetooth, infrared, and wireless, and any similar
technologies which have been, or may be developed. Any user seeking authorisation should speak
with management.
12) Children’s use of the Internet and email.
a) Children will be actively supervised by centre personnel, or by someone who has signed an
Hatchlings cyber safety use agreement when accessing the Internet on the centre’s site or at any
centre-related activity
13) Confidentiality and privacy
a) The principles of confidentiality and privacy extend to accessing or inadvertently viewing
information about personnel, or children and their families, which is stored on the centre’s network
or any device
b) Privacy laws are such that centre personnel should seek advice from centre management regarding
matters such as the collection and/or display/publication of images (such as personal images of
children or adults), as well as text (such as children’s personal writing)
c) Ministry of Education guidelines should be followed regarding issues of privacy, safety and
copyright associated with the online publication of children’s personal details or work.
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14) Posting material
a) All material submitted for publication on the centre Internet/Intranet site should be appropriate to
the centre’s learning environment
b) Such material can be posted only by those given the authority to do so by the centre management
c) The centre management should be consulted regarding links to appropriate websites being placed
on the centre’s Internet/Intranet (or browser homepages) to provide quick access to particular sites
d) Involvement as a representative of Hatchlings with any non-centre website must be with the
approval of the centre management.

15) Breaches of this policy
a) Breaches of this policy can undermine the values of the centre and the safety of the learning
environment
b) Any breach which is deemed harmful to the safety of the centre (for example, involvement with
inappropriate material, or the use of ICT to facilitate anti-social behaviour such as harassment), may
constitute serious misconduct. The centre will respond to any breach of the use agreement in an
appropriate manner, taking into account all relevant factors, including any enrolment agreement, and
any contractual and/or statutory obligations
c) If there is a suspected breach of this policy involving privately-owned ICT on the centre site or at a
centre-related activity, the matter may be investigated by the centre. The centre may request
permission to audit that equipment/device(s)
d) If an incident is being investigated in which use of centre ICT by any person who does not have a
signed use agreement with the centre includes some level of involvement by centre personnel, the
extent of the centre personnel responsibility will be assessed by the management team.
e) Any breach concerning involvement with material which is deemed ‘age-restricted’, or
‘objectionable’ under the Films, Videos and Publications Classification Act 1993, is a very serious
matter. In such situations, it may be necessary to involve law enforcement agencies in addition to any
response made by the centre as a result of its investigation
16) Policy review
The management will review this policy annually.
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Rationale:

It is essential that planned and spontaneous excursions are carried out in a manner that
promotes safety for both children and teachers.

Purpose:

To ensure staff are provided with clear guidelines when planning for a variety of experiences
outside the Centre.

DEFINITIONS
Outing or Excursion:
•

Being outside the licensed premises whilst receiving education and care from the service, but does
not include an outing for the purposes of emergency evacuations, drills or the receipt of urgent
medical attention.

Regular/Spontaneous Outing or Excursion:
•

Outings or excursions that parents have given permission on the enrolment form for their child to
participate in, such as arranged or spontaneous supervised walks in the vicinity of the Centre.

Special Outing or Excursion:
•

•

Outings or excursions that parents have provided permission for before the outing taking place, such
as those that may involve transport in a motor vehicle and are not ‘regular or spontaneous’
excursions.
The Manager/Supervisor or Head Teacher (or person acting in their role) will approve and oversee any
outing or excursion.

PROCEDURES
The following Procedures will be Followed for All Trips Away from the Centre
•
•
•

•
•
•

•

The Sunsafe Policy will be adhered to at all times.
Provisions will be made for nappies, drinking water and medications.
If all the children leave the Centre, then a note will be posted on the Centre door giving the
destination and the number of the cell phone taken on the excursion.
Ratios – 1 adult to 2 children.
Ratio will be lessened if risk factors are identified.
Roll calls will be taken prior to departure from the Centre and repeated before final departure from
the location of the excursion.
If the excursion involves a trip to water then the ratio will be 1 adult to every 1 child.
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•

•

At least one qualified teacher and one staff member with a current first aid certificate will go on every
excursion.
If any children remain at the Centre, e.g. a sleeping child, at least two staff/adults will stay at the
Centre, one of whom will be a qualified teacher and one of whom will have a current First Aid
certificate.

Regular/Spontaneous Outing or Excursion
•

•

•

•
•

•
•

A check will be made of children’s enrolment forms to confirm that permission is given by parents for
children to leave the Centre.
All excursion risk management forms for regular outings will be sighted by parents at time of
enrolment.
Staff will leave information at the Centre regarding the destination, route and timeframe of the
intended excursion, and complete the relevant paperwork.
A list of children going on the walk will be taken with the staff.
A list of children who took part in the walk will be posted by the sign-in sheet to inform parents that
their child has been for a walk.
Outings will be documented on the Noticeboard on the day of the outing or before this if known.
A First Aid kit and cell phone will be taken on all trips.

Special Outing or Excursion
Ratios for special outings or excursions:
o Excursions using buses:
Under two: 1 adult to 2 children.
o Excursions involving car:
Two adults per car – maximum 3 children.
All children to be in approved car restraints.
o Excursion by van:
Two Adults and up to 6 children.
•
•

•

Parents will be given the information about the trip and asked to sign a permission slip.
Parents will sight the excursion risk management form for the special outing when signing the
permission slip.
A special excursion plan will be put together using the excursion plan checklist. One copy of this plan
along with the risk management form, will go with staff on the outing and another copy will remain at
the Centre.
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•

•

•

At least one qualified teacher and one staff member with current First Aid certificate will go on the
excursion.
Provision will be made for children unable to undertake a trip, with at least two staff members
remaining at the Centre, one of whom will be a qualified teacher and one of who will have a current
First Aid certificate.
A First Aid Kit and cell phone will be taken on all trips.

Excursions by Motor Vehicle
•
•
•
•

All children will be restrained in a safety approved car seat..
Vehicles used on the trip will have a current warrant of fitness and registration.
All drivers must be fully licensed: this must be sighted by the teacher organising the excursion.
A record of all special outings or excursions will be kept in the Excursions Folder. This will include:
o the names of adults and children involved;
o the time and date of the outing;
o the location and method of travel;
o assessment and management of risk in the manner set out in this policy;
o adult:child ratios;
o evidence of parental permission and approval of adult:child ratios.

Signed parental consent will be required for each child prior to a special outing or excursion. This consent
form will include:
•
•
•
•

The time and date of the excursion.
The adult:child ratio for the excursion.
The location of the excursion and the method of travel.
Indication of appropriate clothing and footwear.

Excursion Permission Form Format
•
•
•
•
•
•
•

Venue for Excursion
Purpose of Excursion
Date and Time
Means of Travel
Details regarding Clothing and Kai requirements
Adult:Child Ratio to be met
Request for Parent Support
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Hazard Management Procedures
Definitions:
Hazard:

A situation or thing with the potential to cause death, injury or illness.

Risk:

The likelihood that death, injury or illness might occur when exposed to a hazard.

PROCEDURES
Hazard Management Procedures (HS12)
•
•
•
•
•

•
•

•
•
•

•
•

•

•

Risks and Hazards will be identified through a regular formal process, which will include a physical inspection of the
centre, buildings and equipment.
Inspections of the workplace will be undertaken at the beginning of each day using the Daily Hazard Checklist (See
Forms) and at the beginning of each week using the Weekly Equipment Checklist (See Forms).
When a hazard is identified (significant or otherwise), it will be documented on the hazard identification form along
with an action plan to remove, minimise or isolate hazard.
It will also be recorded on the maintenance book.
Where a significant hazard(s) is identified and is unable to be reasonably eliminated (either at all or within a
reasonable time frame) notification of the hazard(s) and the strategic actions that should be taken to minimise or
isolate the hazard will be documented on the Hazard Identification Form and it will be added to the centre Hazard
Register.
The hazard register and maintenance book will also include when hazards should be dealt with, and by whom.
When arriving to work in the Centre all contractors, students and other visitors will report to the Head Teacher or
Manager who will ensure they have been given a centre health and safety induction, and sight and sign the Hazard
Register.
Documentation is available to enable all staff to be familiar with the health and safety requirements of the Centre
and that this is consistent with the Health and Safety at Work Act 2015.
Staff will be regularly consulted about hazards in the workplace. Health and Safety issues will be a regular agenda
item at monthly staff meetings.
The centre manager will ensure that the child accident forms, adults accident register, daily hazard check forms,
weekly equipment checklist, issues on the maintenance book, the issues brought to staff meetings, child illness
registers, staff sick leave and any investigations are analysed monthly to identify hazards and appropriate actions to
be taken.
Maintenance will be done monthly, and has been budgeted for on the annual budget.
All updates to Health and Safety Hazard registers will be shared at staff meetings as they occur and in addition to
this in October each year staff will read the Health and Safety policy and related procedures and sign/date to
confirm that they have understood these.
All contractors engaged in work for or on behalf of the centre will be required to have health and safety
performance requirements contained in their contracts. In particular the PCBU (centre manager) will need to be
satisfied that the contractor is competent to carry out the work safely, and will use appropriate equipment that is
properly maintained.
In the event of an accident, usual first aid procedures will be carried out and documented procedures will be
followed.
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The Management and staff of the Centre are committed to the identification and prevention of
physical, emotional and sexual abuse of children. This commitment means that the interests and
welfare of children are the prime considerations when any decision is made about suspected abuse.

Rationale:

Purpose:
•
•

•
•
•
•

To provide a safe environment where children and staff experience and environment safe from harm.
To ensure that staff can identify the signs of possible abuse or neglect and are able to take appropriate
action.
To ensure all staff are aware of the steps to take when dealing with suspected child abuse.
To ensure all records and conversations remain confidential.
To ensure all involved at the Centre are aware that anybody can report a suspected abuse situation.
To meet the requirements of the Vulnerable Children Act 2015.

Principles:
•
•
•

•
•

•

•

•

The interest and protection of the child is paramount at all times.
We recognize the rights of families to participate in decisions about their child.
We have a commitment to all staff being able to recognize signs and symptoms of potential abuse and
neglect and are able to take appropriate action in response.
We will comply with relevant legislation responsibilities.
We are committed to share information in a timely way and to discuss any concerns about an
individual child with colleagues or Management.
We are committed to promote a culture where staff feel confident they can constructively challenge
poor practice or raise issues of concern without fear of reprisal.
We are committed to working with other organisations to ensure child protection is consistent and of
high quality.
We are committed to supporting staff to work in accordance with this policy.

Definitions:
The following definitions apply to this policy:
Abuse – the harming (whether physically, emotionally or sexually), ill-treatment, neglect or deprivation of any child.
Neglect – the persistent failure to meet a child’s basic physical or psychological needs, leading to adverse or impaired
physical or emotional functioning or development.
Child – any child or young person aged under 17 years, and who is not married or in a civil union.
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Child protection – activities carried out to ensure that children are safe in cases where there is suspected abuse or
neglect or the risk of abuse or neglect.
Designated person for child protection – the manager or designated person responsible for providing advice and
support to staff where they have a concern about an individual child or who want advice about the child protection
policy.
Disclosure – information given to a staff member by the child, parent or caregiver or third party in relation to abuse or
neglect.
Ministry of Vulnerable Children– responsible for investigating and responding to suspected abuse and neglect and for
providing a statutory response to children found to be in need of care and protection.
New Zealand Police – the agency responsible for responding to situations where a child is in immediate danger and
for working with Oranga Tamariki in child protection work, including investigating cases of abuse or neglect where an
offence may have occurred.
Children’s services – any organisation that provides services to children or to adults where contact with children may
be part of the service. These organisations should have child protection policies.
Safer recruitment – following good practice processes for pre-employment checking which help manage the risk of
unsuitable persons entering the children’s workforce.
Standard safety checking – the process of safer recruitment that is mandatory for organisations covered by the
Vulnerable Children Act 2014.
Workforce restriction – a restriction on the employment or engagement of people with certain specified convictions
under the Vulnerable Children Act 2014.
Children’s workforce/children’s workers – people who work with children, or who have regular contact with children,
as part of their roles.
Closed space - any area where another adult has restricted visual access from the outside.
Physical abuse – any acts that may result in the physical harm of a child or young person. It can be, but is not limited
to: bruising, cutting, hitting, beating, biting, burning, causing abrasions, strangulation, suffocation, drowning, poisoning
and fabricated or induced illness.
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Sexual abuse – any acts that involve forcing or enticing a child to take part in sexual activities, whether or not they are
aware of what is happening. Sexual abuse can be, but is not limited to:
• Contact abuse: touching breasts, genital/anal fondling, masturbation, oral sex, penetrative or non-penetrative
contact with the anus or genitals, encouraging the child to perform such acts on the perpetrator or another,
involvement of the child in activities for the purposes of pornography or prostitution
• Non-contact abuse: exhibitionism, voyeurism, exposure to pornographic or sexual imagery, inappropriate
photography or depictions of sexual or suggestive behaviours or comments.
Emotional abuse – any act or omission that results in adverse or impaired psychological, social, intellectual and
emotional functioning or development. This can include:
• Patterns of isolation, degradation, constant criticism or negative comparison to others. Isolating, corrupting,
exploiting or terrorising a child can also be emotional abuse.
• Exposure to family/whānau or intimate partner violence.
Neglect – neglect is the most common form of abuse, and although the effects may not be as obvious as physical
abuse, it is just as serious. Neglect can be:
• Physical (not providing the necessities of life, like a warm place, food and clothing).
• Emotional (not providing comfort, attention and love).
• Neglectful supervision (leaving children without someone safe looking after them).
• Medical neglect (not taking care of health needs).
• Educational neglect (allowing chronic truancy, failure to enroll in education or inattention to education needs).
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Identifying Child Abuse and Neglect
Potential Indicators:
Indicators are signs or symptoms that, when found either on their own or in various combinations, point to possible
abuse, family violence or neglect. In many cases, indicators are found in combinations or clusters.
Indicators do not necessarily prove or mean that a child has been harmed. They are clues that alert us that abuse may
have occurred and that a child may require help or protection. Sometimes indicators can result from life events which
do not involve abuse, e.g. accidental injury.

Some of the Signs:
Physical signs such as:
• Unexplained bruises, welts, cuts and abrasions
• Unexplained fractures or dislocations
• Burn marks
Other signs:
• No clear explanation for any of the above
• Behavioural concerns such as emotional withdrawal, aggression or anxiety
• Developmental delays, changes or signs
• The child talking about or subtly mentioning things that may indicate abuse
• Parents seeming stressed or not coping on the money they have
• Drug or alcohol problems
• Parents not having friends or family to help
• Adults hitting or yelling
• Mental health problems
• Children are left home alone or seem to be neglected
• Children routinely not coming to the centre

Hatchlings ECE

Page 42

Child protection
policy
PROCEDURES
Prevention of Child Abuse
Responsibility of Management:
•

•

•

•

The Manager will undertake to implement the requirements of Education (Early Childhood Services)
Regulations 2008, regulations 56 and 57 as set out in Appendix B to ensure children are protected from illtreatment and their health and safety is maintained.
The Manager will undertake to implement the requirements of The Vulnerable Children Act 2014 to ensure all
employees, contractors and people undertaking paid work in the Centre undergo a safety check process.
The Manager will undertake to implement the requirements of The Privacy Act 1993 and the Children, Young
Persons and their Families Act 1993 to keep children safe when abuse or suspected abuse is reported or
investigated.
The Manager will keep a record of all safety checks completed.

Staff Selection:
•

•
•

•

•

•
•

The Centre will employ staff only after an interview and thorough checking on the applicant’s work history. This
will include completing the Children’s Worker Safety Check (CWS Check) set out in Appendix C.
All employees, including contractors, will have been passed through the Police Vet Check Process.
All staff not holding a current Education Council New Zealand (THE EDUCATION COUNCIL OF NEW ZEALAND)
Registered Teacher Practising Certificate will have a CWS Check every three years.
Management will need to ensure if an applicant has spent time overseas that these records are included in the
safety check process.
Management will ensure when selecting staff that they have the skills and attributes to ensure children’s
safety.
When employing temporary or casual staff, the applicant’s referees will be contacted prior to employment.
All staff, including volunteers, will be required to read and abide by the Child Protection Policy.

Safety Checks for Overseas Staff:
•

An Applicant that has lived overseas will need to be checked by obtaining a copy of the Police Vet from a
person’s country of citizenship or from any country in which they have lived for one or more years within the
last ten years.
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Safety Checks for Students:
•

The Centre will accept CWS Checks that have been completed on their behalf by another provider.

•

Before a student begins working in the Centre the Manager will check with the Students Education Institution/
Training Provider that they have completed all the components of a safety check consistent with the
requirements for that student, any components not completed by them will be completed by the Centre.
The Centre will complete the identity check and risk assessment for all children’s workers, including students
even if these have already been completed by another person or organisation.

•

Safety Checks for Relievers:

The Centre will ensure CWS Checks have been completed for all relief staff prior to their beginning work in the
Centre.
In the event of an unexpected event, emergency or being unable to access relief staff with a current CWS Check
completed by the Centre, the Centre will employ the person for up to five days without a full CWS check

•

•

provided that person has had a full Check completed elsewhere. The Centre will complete a Proof of Identity
Check prior to the person beginning work. The CWS Check process will begin on the persons first day in the
Centre or earlier if possible. During this event or an emergency the person without a service CWS check will not
be left alone with children.
Staff Supervision:
•

•

•
•

•

•
•

•

•

Two staff members will be rostered on at all times. At no time will a teacher be left alone with children in the
Centre or be alone with children in a closed space in the Centre.
Careful consideration will be taken in the deployment of staff to ensure children are supervised at all times,
and staff are at all times visible to other staff. Teachers should identify secluded areas in the Centre
environment and inform another adult if they are to enter those areas when children are present.
If it is necessary for a child to be withdrawn by an adult this should be to an open space in the Centre.
The care of children involves physical contact; this is normal, natural and desirable. It is natural to touch them
to show affection, to comfort, to reassure them, and to give them praise, as well as taking care of some of their
physical needs. However, it is not acceptable to force unwanted affection or touching on a child. Physical
contact with children during changing or cleansing must be for the purpose of that task only and be no more
than is necessary.
When staff are changing nappies or toileting children, other staff should be made aware that they are carrying
out these duties. The baby monitor policy will be used during nappy changing and toileting in order to ensure
protection of children.
Procedures for changing wet or soiled children will be displayed in the bathroom area.
A record will be kept of every child who is changed at the Centre. This will include date, time, and signature of
the staff member changing the child. Whenever possible, children will be supported to change their own
clothes.
Students and relievers will work with children only under direct supervision and are not permitted to
undertake any caregiving routines.
If children are to leave the Centre as part of the Centre programme they will always be accompanied by a
teacher and one or more adults.
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Parent Involvement:
•

•

•

•

The Centre has an open-door policy where parents are welcome to visit at any time and to be involved as much
as possible within the Centre.
Parents and visitors are not permitted to undertake any caregiving routines with other people’s children or be
alone with them.
If any teacher is concerned that a parent/adult collecting a child may be under the influence of alcohol or drugs
they will seek support from another staff member and:
o Ask the parent/adult if anyone can be contacted to take them home or a taxi fare offered.
o In the case of parents/adults where the above is not satisfactory and the safety of children and staff is
at risk, the Police will be informed.
Children cannot leave the centre without written permission from parents, except in an emergency. If a noncustodial parent/guardian wishes to collect a child from the Centre the custodial parent will be informed
before the child leaves the Centre.

Professionalism Procedure:
•

•

•

•

Management will encourage staff to keep their personal and professional lives separate. Confidentiality is to be
maintained at all times.
At least once each year, the Child Protection Policy will be discussed at a staff meeting to ensure staff are
familiar with the policy and are continually reminded of their responsibilities.
The management team is committed to ensuring staff are familiar with this policy, and is aware of how to
prevent, recognise and respond to abuse. All new staff will familiarise themselves with this policy during their
induction process.
If parents have concerns about the treatment of a child by our staff, they are encouraged to make this known
to the Manager, who will ensure that the matter is investigated and acted on immediately as per the
Complaints Procedure.

Preventative Education:
•

•

•
•

All teachers follow the Behaviour Management Policy/Promoting Social Competence Policy, which promotes
positive guidance of children’s behaviour.
Teachers work as a team to ensure they can support each other in managing children’s challenging behaviours.
If a teacher is feeling stressed by the behaviour of a child (or children) they should immediately communicate
this to another member of the teaching team.
Information on the prevention and recognition of child abuse will be available at the Centre.
Education of children and parents/whanau is important in the prevention of child abuse. We encourage
parents to make use of education programmes organised by agencies in the community.
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Collection of Children
•
•
•
•
•

No child will be given permission to leave the centre unless the person collecting the child has been noted on
the enrolment form.
If the person is not on the form, a written letter signed by a parent must be presented to the .
A copy of parents’ identity verification documents will be kept at the centre for each child that is enrolled at
the centre.
The centre will check if both parents have custodial care of the child via the custodial statement, which will be
a part of the enrolment form.
If there are any persons who are forbidden to have contact with the child, or restricted contact to the child,
parents will be required to provide that information to the centre. In such cases, a court order will need to be
sighted and a copy held on file at the centre, in order for the centre to regulate and prohibit such a person
form interacting with the child.

Using Professional Agencies:
•

•

The management team and staff will be aware of the professional agencies to contact in the case of suspected
child abuse. The staff could contact the Community Public Health Nurse, or Parentline for support, or contact
the Care and Protection division of Oranga Tamariki. In a serious case, the staff may have contact with th e
Police.
Staff should not assume responsib ility beyond their level of expertise, and management should contact a
professional agency for support where necessary.

Protection from Exposure to Inappropriate Material:

Definition:
•
•
•

Inappropriate material is anything of an explicitly sexual or violent nature.
All teachers will be made aware of cyber safety practices when using ICT with children.
Any magazines and other materials provided for children to use will be checked for inappropriate images.
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RESPONDING TO SUSPECTED CHILD ABUSE
Any Person in the Centre is able to Report Suspected Child Abuse
•
•

•

•

•

•

•

•

•

Always believe what children tell you, and what you see.
Always take action in the short term to ensure the immediate safety of the child. This will mean contacting
Oranga Tamariki or the Police if you think there is an immediate risk of the child being abused again.
Record your concerns or communication with the child which cause concern. Record observations and keep
any relevant art work from the child if this could help. All records will be stored confidentially in the Centre's
filing system and made available only to people directly dealing with the abuse.
Do not make decisions alone. Consult with someone experienced. If there is no short-term risk, take time to
consult thoroughly in order to make a well-informed decision. If you are certain that the suspected child abuse
has occurred outside the family or by a person not closely known to the family, speak to the parents before you
report the suspected abuse. Be sure you have the skills, help and support to present the information to the
parents.
If you suspect that the abuse may have been perpetrated by a family member or someone close to the family, do
not contact them. Obtain support from an appropriate person who will inform them at an appropriate time.
If you suspect that child abuse has been perpetuated by a staff member or other person assisting at the Centre,
you should report the matter promptly to management, who will then report the matter to statutory authorities.
This procedure does not preclude the right of any staff member to report instances of child abuse directly to
Oranga Tamariki or the New Zealand Police.
Act on your concerns. Don't leave it to someone else or hope it won't happen again. If you have told the person
you believe is responsible for taking action and they do not act, take further action yourself.
The situation can be stressful. Seek support for yourself by informing management. Management will obtain
support from agencies and organisations that specialise in abuse situations.
Outside organisations which offer support are Child Youth and Family Services, Police, Community Public Health
Nurse, Area Health Boards, child and family counselling Services, Awhina Wahine, child help lines, Community
Mental Health.

Contact Information
Child, Youth and Family Services (Oranga Tamariki): 0508 326 459
Police Station: 07 858 6200
Child Abuse Prevention Line: 0800 568 856
Family Violence Information Line: 0800 45 64 50
Community Public Health Nurse: 07 838 3565
Area Health Boards: 07 839 8899
Family Works Waikato: 07 858 4413
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Guidelines for Staff to Follow when a Child Discloses Abuse
Staff must:
•
•
•
•
•
•
•

MOST

LISTEN to the child.
Believe what they say.
Say that you are glad they told you.
Say “Sorry it happened”.
Let them know it was not their fault.
Let them know you will help.
Record and date the disclosure.
I MP ORTANTL Y WE ARE THE RE TO SUPP ORT THE C HI LD.

Allegations or Concerns about Staff
If an allegation of abuse is made about a staff member the Centre will ensure the staff member has the following
information:
•

•
•

Ensure the staff member has a contact number of a lawyer specialising in allegations of abuse of children or, if
a member, NZEI Te Riu Roa.
The Centre will follow the procedures set out in Appendix A.
Should allegations of abuse against a staff member be proven this will be treated as serious misconduct.

Hatchlings ECE

Page 48

Child protection
policy
REPORTING PROCESS FOR CHILD ABUSE
You see a child being abused, OR you observe signs of abuse in a child OR a child reports
being abused.
RESPOND TO THE CHILD’S NEEDS

•
•
•

Ensure the child is safe from immediate harm. Call the police if the child is in immediate
danger.
Attend to any physical or emotional distress in the child- take to hospital if appropriate.
Listen to the child.

Are you a
staff
member?

IMMEDIATELY INFORM YOUR MANAGER
If the suspected abuser is your manager/
centre owner, then inform Oranga
Tamariki on 0508 326 459 or the Police
Child Abuse Team.

Are you in
charge?

PREPARE WRITTEN RECORD & GIVE
YOUR MANAGER
Record

•
•
•
•

Date, time and place of
observation/reporting of abuse
Named of anyone present
What the child says-exactly
Any physical or behavioural
signs of abuse
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PERSON IN CHARGE
GATHER INFROMATION
Ensure you have a full report from the person who identified the abuse. Offer them
support. Get them to sign the report. Tell them what actions you will take. Ring Oranga
Tamariki (0508 326 459) or Plunketline (0800 933 92) and discuss your concern Oranga
Tamariki will tell you if you need to do a formal report about your concerns.
REPORT ABUSE
Ring Oranga Tamariki on 0508 326 459 and tell them:
(If it is an emergency, ring the Police Child Abuse Team)
•
•
•
•
•
•
•
•
•

Your own name and contact details
Name of child/children (also known as/nicknames)
Child’s date of birth (if known)
Child’s ethnicity (if known)
Name of caregivers, parents and other family members and current living
situation
Current legal custodians
Reasons why it is believed that the child has been abused
Other significant background information
Any concerns for your physical safety in making this notification
ASK WHAT HAPPENS NEXT- get timeframe

Alleged
abuse by a
person
outside
the centre

Work with Oranga Tamariki
to decide how and when
parents are told

Hatchlings ECE
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INSIDE THE CENTRE

OUTSIDE THE CENTRE
•

•

You are most likely to suspect the abuse
is by a parent, but you cannot assume
this. If you are concerned about the child
going home, tell Oranga Tamariki or the
Police this.

•

Maintain close liaison with Oranga
Tamariki/the police and discuss any
actions you want to take with them first.

•

Discuss with Oranga Tamariki/Police
who will tell the suspected abuser of
the allegation and whether the
suspected abuser should remain on the
centre premises.

•

Recommend the suspected abuser seek
support from a lawyer.

•

Ensure records are kept of any comments
or event relating to the
complaint(s) and/or allegations and
follow up action is taken and
documented.

•

Get employment/legal advice where
appropriate

While the child is in your care, ensure the
child is not at risk of bring further
abused.

ATTEND TO HEALING OF YOUR COMMUNITY
If there is disruption to the centre or community, negative impacts on
other children and/or staff or media interest, contact
SPECIAL EDUCATION TRAUMATIC INCIDENT COORDINATOR for support
on 0800 84 83 26

FINALLY! GET SUPPORT FOR YOURSELF!
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Appendix A

If a Staff Member is accused of Abusing a Child, the Procedures below will be followed.

The Manager Will:
•
Make sure that the child is safe and protected in the Childcare Centre environment.
•
Inform the employee of their right to support from a person/s of their own choosing, such as a legal
representative, union counselor, family member or friend.
•
Keep records of any formal discussions regarding the matter.
•
Contact the child’s parents/caregivers when appropriate.
•
Contact insurer and/or legal advice.

The Manager Will:
•
Take the staff member off contact with children in a non-contact role until the investigation has been complete
or grant the employee discretionary leave.
•
•

•
•

Conduct the initial investigation.
Inform Oranga Tamariki and the Police if necessary. The decision to follow up on any allegations should be
made in consultation with these agencies.
Invoke disciplinary procedures as per the staff member’s Employment Contract.
The Centre will treat employees accused of child abuse fairly and according to their contract.
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Appendix B
Education (Early Childhood Services) Regulations 2008
56 Ill-treatment of Children

(1) In order to ensure that the standards set out in this Part are complied with, the service provider of a licensed service
and any educator who provides education and care for a licensed home-based education and care service must comply
with subclause (2) if the service provider or educator has reasonable grounds to believe that a person employed or
engaged in the service, or any other person:
(a) has physically ill-treated or abused a child or committed a crime against children; or
(b) in guiding or controlling a child, has subjected the child to solitary confinement, immobilisation, or
deprivation of food, drink, warmth, shelter, or protection.
(2) The service provider and the educator must ensure that:
(a) the person is excluded from coming into contact with the children participating in the service or, as the case
requires, the children being educated by the educator; and
(b) if satisfied that it is necessary to do so to ensure that no child is ill-treated, ensure that the person is
excluded from the service and does not enter or remain in any premises where the service is provided while it
is being provided, or as the case requires, is excluded from the home and does not enter it or remain in it while
the educator is providing education and care.

57 Health and Safety of Children

(1) In order to ensure that the standards set out in this Part are complied with, the service provider of a licensed service
and any educator who provides education and care for a licensed home-based education and care service must comply
with subclause (2) if the service provider or educator has reasonable grounds to believe that a person employed or
engaged in the service, or any other person:
(a) is in a state of physical or mental health that presents any risk of danger to children; or (b) has an infectious
or contagious disease or condition.
(2) The service provider and the educator must ensure that:
(a) the person is excluded from coming into contact with the children participating in the service or, as the case
requires, the children being educated by the educator; and
(b) if satisfied that it is necessary to do so to ensure that no child becomes ill, ensure that the person is
excluded from the service and does not enter or remain in any premises where the service is provided while it
is being provided or, as the case requires, is excluded from the home and does not enter it or remain in it while
the educator is providing education and care.
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(4) This regulation does not apply in respect of a licensed hospital-based education and care service to which the
Health and Disability Services (Safety) Act 2001 applies.
Appendix C
Children’s Worker Safety Checklist
Checks Required for Children’s Workers

The following checks must have been completed for all people a specified organisation is seeking to employ or
engage as a children’s worker (including as a contractor) from 1 July 2015 for core children’s workforce roles, and
from 1 July 2016 for non-core children’s workforce roles.
1. Identity confirmation, either by:
A. Use of an electronic identity credential (e.g., the RealMe identity verification service), and a search of
personnel records to check that the identity has not been claimed by someone else.
B. Following the regulatory process to provide confidence that:
o The identity exists (i.e. that it is not fictitious) by checking an original primary identity document.
o The identity is a ‘living’ identity and the potential children’s worker uses that identity in the community
by checking an original secondary identity document.
o The potential children’s worker links to the identity either by checking an identity document that
contains a photo, or by using an identity referee.
o Searching personnel records to check that the identity has not been claimed by someone.
2. An interview of the potential children’s worker. The interview may be conducted via telephone or other
communications technology.
3. Obtaining and considering a work history, covering the preceding five years, provided by the potential children’s
worker.
4. Obtaining and considering information from the last employer and at least one referee, not related to the potential
children’s worker or part of their extended family.
5. Seeking information from The Education Council of New Zealand, or other relevant organisation, including (but not
limited to) confirmation that the potential children’s worker holds a current Registered Teacher Practising Certificate or
is currently a member of the relevant organisation
6. Obtaining and considering information from a New Zealand Police vet, unless at least three-yearly New Zealand
Police vetting is already completed by The Education Council of New Zealand
7. Evaluation of the above information to assess the risk the potential children’s worker would pose to the safety of
children if employed or engaged, taking into account whether the role is a core children’s worker or non-core children’s
worker role.
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Checks Required for Periodic Rechecking

Every three years following their checks at the required standard, the following checks must be complete for each
person an organisation continues to employ or engage as either a core or non-core children’s worker.

1. Confirmation that the children’s worker has not changed their name from the name on the documents
produced during the initial identity confirmation (i.e., the presented primary or secondary document). If there
has been a change to the person’s name since he or she was last safety checked, the person must reconfirm his
or her identity by producing a supporting name change document relating to his or her name change.
2. Seeking information from The Education Council of New Zealand or any relevant professional organisation,
licensing authority, or registration authority, including (but not limited to) confirmation that the person is
currently a member of the organisation, or currently licensed or registered by the authority.
3. Obtaining and considering information from a New Zealand Police vet, unless the worker holds a Current
Registered Teacher Practicing Certificate and The Education Council of New Zealand has confirmed that the
registration is current. Investigation of overseas police vetting or clearance should the employee have worked
overseas.
4. Evaluation of the above information to assess the risk the children’s worker would pose to the safety of
children if employed or engaged, taking into account whether the role is a core children’s workforce or noncare children’s worker role.
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Emergency Procedures
PROCEDURES
Emergency Procedures (HS 4, 5, 6, 7, 8)
•

Earthquake and fire drills will be held at least once per term. The date and time will be recorded by the Su
pervisor on the appropriate form.

•

Staff will revisit emergency procedures once a term to ensure they are familiar with them.
Families Whanau will be informed of safety procedures during induction to the Centre.
Emergency Procedure Notices will be displayed in each learning area.
The earthquake and fire warden will be the Manager/Qualified Teacher.
The designated assembly area in the event of an emergency is the front lawn (car park area) under the
Magnolia Tree.

•
•
•
•

Heavy furniture, fixtures and equipment that may fall or topple will be secured.
An Emergency Kit will be stored in the office.
First Aid Kit can be found in the kitchen cupboard above the stove.

•
•
•

The Following Procedures Will Be Displayed on the Wall at the Centre
Emergency Contact numbers
Fire Service
Police
Ambulance
Civil Defence
Local Civil Defence Post Location

Dial 111 or 07 8394996
Dial 111 or 07 8586200 or 07 8560291
Dial 111 or 0800 785646 St Johns
07 9585800
FMG Stadium Waikato, 128 Seddon Road, Hamilton

Evacuating the Premises
The person responsible will give the direction to evacuate the Centre (this may be at the direction of the Civil Defence
and/or Emergency Services)
Should the Centre need to be evacuated in the event of an emergency children and staff will relocate to NEAREST
COMMUNITY CENTRE.
Should the Centre be required to evacuate in the event of a Civil Defence emergency children and staff will relocate to
FMG Stadium Waikato, 128 Seddon Road, Hamilton.

Evacuation Procedures
•

After the roll has been called and everyone accounted for each staff member will be allocated children to be
responsible for during the evacuation.

Page 56

Hatchlings ECE

Health & Safety
•

•

•
•

Children who can walk, will walk while others will be carried. Babies under six months will be carried if
required.
Everyone will leave the Centre by the route seemed safest at the time this may be through the back
gate and to the carpark.
A sign will be left at the main entrance to the Centre to inform Parents where children will be located.
If possible, all parents will be informed of the new location via text message/facebook and a message
on FREE FM 89.0, the free local community radio station.

In the Event of an Earthquake
•
•

•
•

•

•

Staff will call ‘earthquake' to signal the beginning of an earthquake.
Adopt turtle position (knees together, hands clasped firmly behind head, bury face in arms, protect
head, and close eyes tightly).
Remain in building until all clear is given by the Manager.
The Manager / Qualified Teacher will check for hazards and decide whether it is safer in the building
or to evacuate.
When deemed necessary, the Person Responsible will begin contacting the parents of each child, to
ensure they are collected.
On evacuation remain calm, take Centre register and emergency kit, and evacuate children and staff
(as above). Tune into radio station for further direction.

In the Event of a Fire
Suggested Procedures
•
•

•

•

The first person to observe the fire will call ‘fire’ to alert others at the centre.
Staff will ensure the building is evacuated using the nearest Fire Exit. Each staff member will take
responsibility for the children nearest them.
If staff are in the office / staff room they will evacuate through the Centre to help evacuate the
children.
One staff member (admin staff has been allocated this role) will be at closest fire exit door helping
children exit the building.
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•

•
•

•

•
•

•

The permanent qualified staff will be the last to leave the building - taking the phone, emergency
contacts details and the roll (including the visitors sign in book). They are to ensure that all areas have
been thoroughly checked.
Everyone will report to the assembly area on the front lawn under the Magnolia tree.
The permanent qualified will check off the roll ensuring all children, staff and visitors are accounted
for.
One person (the unqualified staff member has been allocated this role) will check that the Fire
Brigade has been rung.
The permanent qualified staff will communicate with the Fire Service on site.
When deemed necessary, the permanent qualified staff will begin contacting the parents of each
child, to ensure they are collected.
When the all clear is given by the Fire Brigade, staff and children may proceed back into the building.

In the Event of Flood
•

•
•

•

The permanent qualified will monitor the situation and communicate with local authorities and Civil
Defence.
Staff will call ‘flood” to signal the need to evacuate if within the expected wave area.
When deemed necessary, the permanent qualified staff will begin contacting the parents of each
child, to ensure they are collected.
On evacuation, remain calm, evacuate children and staff (as above), taking the Centre register/daily
sign in sheet and emergency kit. Tune into the radio station for further direction.

In the Event of High Winds
•

•

•

•

The permanent qualified staff will monitor the situation and communicate with and act on the advice
of local authorities and Civil Defence.
When deemed necessary, the permanent qualified staff will begin contacting the parents of each
child, to ensure they are collected.
Children who remain at the Centre will be taken to an area of the building to the leeward side of the
wind.
On evacuation, remain calm, evacuate children and staff (as above), taking the Centre register/daily
sign in sheet and emergency kit. Tune into the radio station for further direction.

Page 58

Hatchlings ECE

Health & Safety
In the Event of a Dangerous Person in the Centre Environs:
•

•

•

•

All children will be taken inside to an area of the building deemed the safest, away from windows if
possible.
The permanent qualified staff will monitor the situation and communicate with and act on advice of
the Police, local authorities and Civil Defence.
When deemed necessary, the permanent qualified staff will begin contacting the parents of each
child, to ensure they are collected.
On evacuation, remain calm, evacuate children and staff (as above), taking the Centre register/daily
sign in sheet and emergency kit. Tune into the radio station for further direction.
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Hatchling ECE Ltd

Address

9 Homestead Place, Glenview, Hamilton
3206.

Contact details

Phone: 07 8436911
Email: Hatchlings.educare@gmail.com
Website: Hatchlingseducare.co.nz

Name: Champa James
Role: Centre Manager
Phone: 07 8436911 Mobile: 021 2324140
ECE Emergency
contacts

Name: Sisira James
Role: Admin Staff
Phone: 07 8436911
Mobile: 02102967813

Radio

Our local station for emergency
information is: FREE FM 89.0

Last revised

09.06.2018

Date last tested

-

Scenario last tested

-

Date last training

-
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Introduction
This plan outlines how Hatchlings ECE Ltd will respond in the event of an emergency.
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Basic emergency response process
While every event is unique, there are some basic steps to follow when responding to any
emergency, which are outlined below:

Event occurs

Assess impact on
school/ECE
Depending on the event

Call Emergency
Services:

Respond to event
as outlined in this
plan.

111
See
event-specific
checklists

Consider need for
evacuation
Notify the Principal and
staff

Notify the

Follow event-specific
Manager
plans if: /
bomb threat
- APrincipal
Violent
-and
staff
allintruder
- Trespasser
- Suspicious package

Initiate
parent/caregiver
contact plan
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Site map

Under the Magnolia tree.
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Evacuation
Evacuation from the ECE may be required to ensure the safety of staff and students in an
emergency event. In all cases, evacuations need to be planned and practiced.

General evacuation plan
In Specific Events

Verbal Alarm Sounds

Tsunami move immediately to the nearest
high ground, or as far inland as possible.
see Tsunami plan

Teachers

:

predetermined area/s

Contact
emergency
services

- take your roll with you

111

- direct students to evacuate to

Remember to

:

Bomb threat – keep at least 100m from
the area where the package was found.
see Bomb Threat plan

Following an evacuation

- walk calmly and quickly
- don’t run
- check bathrooms etc

Do not return until given clearance
to do so

The continuing operation of the school/
Ensure people with special
needs are assisted

ECE will be determined by the nature of
the event and the availability of resources

to evacuate
such as buildings, staff, employees and
other resources.

,
At evacuation point teachers to:

1)

check students against roll

2 ) Manage process for parents/caregivers .

The responsibility for deciding whether
or not to continue operation following an
event rests with the Centre Manager

picking up children so ECE/schools can
confirm that the child/student has been
uplifted by an appropriate person.
See emergency management plan

.

for details
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Our Evacuation plan
Our evacuation areas
As seen in yellow, on the site map displayed around the centre (and found on page 5 of
this plan), our evacuation meeting point for fire, earthquake, Tsunami/Flood and
Gas/Chemical emergencies is the front lawn, under the Magnolia tree.
The lawn can be accessed through the door marked “fire exit” on the deck or by using the
exit in the laundry area.
If the emergency requires evacuating the site altogether, children and staff will be
relocated to the dedicated civil defence centre.
Location:
•

FMG Stadium Waikato, 128 Seddon Road, Hamilton.

Permanent qualified staff will monitor the situation by tuning into the community radio
channel, and through civil defence text alerts, and advise if it is feasible to drive to the
civil defence centre. If not, prams in the centre will be used in order to transport children
to the defence centre through foot.
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Communications plan – parents, caregivers and others
In any emergency event you will need to contact parents and caregivers to advise them of
the situation and advise where and how they can collect their child(ren).
Consider who you will need to contact in an emergency affecting your school/ECE or
community and plan for how you will contact them and what information they will need.
Our emergency communications plan for parents caregivers and others
Note here:
•

•

There will be prepared text message templates that are saved on the centre
mobile phone, that will be used to text alert all parents. StroryPark will also be
used to send an update out to all parents.
The daily roll form which has a record of that day’s attendance will be use d to,
in order to mark children names off as they get picked up by their parents.

Our role in a Civil Defence emergency
Civil defence preparedness for ECEs and schools generally falls into two categories:
•

Ensuring the safety of students and staff at school during a civil defence
emergency
Where appropriate, helping the wider local community during a civil defence
emergency, as part of a response coordinated by the local territorial authority.

•

If your school/ECE has agreed to be identified as a Civil Defence Centre the local Civil
Defence and Emergency Management Group will provide advice and any equipment that
may be required.
Our role in a Civil Defence emergency
Our role would be to ensure the safety of all children and staff. In order to ensure
safety during a civil defence emergency staff will monitor the situation via tuning in
to the community radio channel, and by following civil defence text alerts.
When deemed safe to do so- all children and staff will be evacuated to the closest civil
defence centre.
Location:
•

FMG Stadium Waikato, 128 Seddon Road, Hamilton.
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External contact lists – last updated:
Where possible include a primary and alternate number. Please add further important
numbers as required.

Emergency services contact information
Police, Fire, Ambulance

111

Police (local station)

Phone 07 8586200 & 07 8560291

National Poison centre

Urgent line 0800 764 766
Non-urgent 03 479 7284
Name Angelsea Clinic
Address Gate 1 Cnr Thackeray, Anglesea Street,
Hamilton 3420
Phone 078580800
Mobile N/A
Name: Waikato Hospital (A & E
Address: Pembroke Street, Hamilton West, Hamilton
3204
Phone 07 8398899
Mobile: N/A

Doctor

Med Centre

Essential government contact information
National Office (04) 463 8000
Ministry of Education

Traumatic Incident Team 0800 TI Team (0800 848 326)

Contact Centre 0800 225 580
Ministry of Education media
advice and assistance
Oranga Tamariki

Ministry for Children

Local council (Civil Defence)
Local Emergency Management
office/group (Civil Defence)

Point of contact Senior Media Advisor,
Communications Group
Phone 04 463 8000 - After Hours 027 560 5387
0508 326 459
Phone 07 9585800
Point of contact: FMG Stadium Waikato, 128 Seddon
Road, Hamilton
Phone 07 9585800
Mobile N/A

Essential utility contact information

Electrician

Account number: Genesis 1001962539
Phone 0800 300 400
Account number: Genesis 1001962539
Phone: 0800 300 400
Glenview Electrical Services 0800 245 368

Builder / handyman

Brent 022 6948788

Plumber

John Kamphuis 07 8582200 or 027 319 2489

Power company
Gas company
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External contact lists – last updated: 10/06/2018
Essential security contact information
Security

N/A

Alarm monitoring

N/A

Fire alarm/equipment maintenance

N/A

misc

Other miscellaneous contact information

Other

Contact details

Bus company / Transportation

Bus It 0800 205 305

Lawyer

TBC

Insurance

TBC

ABC

Local ECE services/schools contact information

Other schools/ECEs in local area

Contact details

School/ECE: Glenview Park
Kindy

Phone 07 843 3659

School/ECE: Glenview
Kindergardens Waikato

Phone 07 843 7945

School/ECE: Lil Pumpkins
Glenview

Phone 07 843 4004
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School/ECE contact list – Last updated:
Replace this list with your staff list if more appropriate.
Position

Centre Manager
Qualified Teacher
Teacher
Qualified Teacher
Teacher
Qualified Teacher
Admin Staff

Day Contact details

After hours
Contact details

land line and mobile

land line and mobile

Champa James
Violeta Cabellon
Jessica Harlow

021 2324140
021 2324140
027 6609924

021 2324140
07 8465467
027 6609924

Note if staff member is a
first aid holder/media or
other EM role
First Aid Holder
First Aid Holder
N/A

Deepa Kamaldeen
Bredine Glass
Fiona Barnett
Sisira James

0211524882
0273737712
0274231381
021 02967813

0211524882
0273737712
0274231381
021 02967813

First Aid Holder
N/A
First Aid Holder
N/A

Name

Emergency Management Plan template January 2018

Other emergency role

Page 11 of 27
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Students / parents and caregivers (and alternate) contact list – Last updated:
Add in your parents and caregivers emergency contact list (including alternate contact) Key: P = Primary, A = Alternate
How do we keep this information current.? Where is information stored? Electronic file plus hardcopy?
After hours
Student name
Parent / Caregiver
Day Contact details
Other important information
Contact details
Land line and mobile

TBC
TBC
TBC
TBC
TBC
TBC
TBC
TBC
TBC
TBC
TBC

Land line and mobile

Note child/student has specific health or
other needs

P:
A:
P:
A:
P:
A:
P:
A:
P:
A:
P:
A:
P:
A:
P:
A:
P:
A:
P:
A:
P:
A:
P:
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Fire
This checklist outlines what to do in the event of fire. You can also use it when practising a
fire drill.
Response actions (as appropriate)
Discovery of
a fire

 Call out “fire” to alert others of the fire
 Call 111
 If safe to do so extinguish the fire.

On hearing
the verbal
alarm

 Teachers should collect their registers and take their pupils to the
designated assembly point(s).
 Walk calmly and quickly and avoid panic.
 Ensure students / visitors with disabilities are assisted by a
responsible person.
 Ensure any visitors are included in the evacuation.
 Check rest areas, bathrooms and common rooms en route to the
designated exit point.
 Ensure all students remain at the evacuation point until clearance to
leave is given.

Returning
to the
building(s)
Ongoing
operations
following a
fire

Do not return to the building(s) until given the all clear by the Fire
Service.
The continuing operation of the school/ECE will be determined by the
nature of the fire and the availability of resources such as buildings,
staff, employees and other resources
The responsibility of whether or not to continue school functions rests
with the Board of Trustees, in consultation with the Principal.
The responsibility of whether or not to continue ECE operations rests
with the Manager.
 Contact your Ministry of Education regional office (which can help
you
access the Traumatic Incident team if required).
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Earthquake
This checklist outlines what to do in the event of an emergency. You can also use it when
practising an earthquake drill. REMEMBER – LONG OR STRONG, GET GONE
Response actions (as appropriate)
 If indoors:
• Move no more than a few steps to a safe place and drop, cover and
During an
hold until the shaking stops. If you can, take cover under a desk or
earthquake
table.
• Keep away from shelves containing heavy objects and other large
items of furniture
• Keep away from windows
• Stay indoors until the shaking stops and it's safe to go outside
 If outside:
• Find a clear spot and drop to the ground and cover your head and
neck.
• Students to stay in the school grounds until a teacher comes to get
them.
• Keep away from buildings and power lines
 Expect aftershocks.

When the
shaking
stops

 If you felt the earthquake was long (longer than a minute) or strong
(hard to stand up in) then a tsunami may be imminent. If you are in a
tsunami evacuation area, initiate self-evacuation immediately (refer to
tsunami plan).
 Ensure your personal safety first
 Check those around you and offer help if necessary.
 If anyone requires medical assistance, call 111 and/or administer first
aid.
 Evacuate if required.
 Get staff and pupils away from dangerous areas
 Listen to the radio for instructions from Civil Defence.

Ongoing
operations
following the
earthquake

 If you smell gas or hear a blowing or hissing noise, open a window
and get everyone out quickly. Turn off the gas, using the outside main
valve if you can. If you turn off the gas for any reason, it must ONLY
be turned back on by a registered plumber or gas fitter.
 The continuing operation of the school/ECE will be determined by
the nature of the emergency and the availability of resources such as
buildings, staff, employees and other resources.
The responsibility of whether or not to continue school functions rests
with the Board of Trustees, in consultation with the Principal.
The responsibility of whether or not to continue ECE operations rests
with the Manager.
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 Contact your Ministry of Education regional office (which can help
you
access the Traumatic Incident team if required).
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Tsunami/Flood
Response actions (as appropriate)
 PRIOR to an event
Check whether your school is in a tsunami evacuation zone by
contacting your local council or Civil Defence Emergency
Management office. If you are in an evacuation zone, tsunami
response planning is required.

When a
tsunami
threatens

 If you feel a long (more than a minute) or strong (hard to stand up)
earthquake and your school/ECE is located in a tsunami evacuation
zone. Once the shaking stops, gather all students and evacuate
immediately; move to higher ground or as far inland as possible. .
 If you receive an official warning advising you to leave. Respond to
the first message; do not wait for more messages before you act.
 Listen carefully to official instructions and follow them.
 Evacuate from the areas or zone(s) stated in an official warning.
Describe here your tsunami evacuation arrangements:
•
•
•
•

•

After the
impact of the
Tsunami

Evacuation will triggered as per the instruction by Civil
Defence Emergency Management office alerts via radio or
text message.
Evacuation will be to the civil defence centre located on
Seddon Road.
Parents will be notified using pre-saved text message alert
and through a Storypark notification.
Evacuation will take place on foot using centre prams to
transport children. Evacuation route will be decided based
on advice from Civil Defence at the time.
Permanent licensed teachers are in charge of collecting the
daily roll form when leaving the centre to make sure all
children are accounted for.

 If there is time, take your disaster survival kit and any important
documents with you (such as the roll and contact details).
 Stay out of the evacuated area until given the official “all-clear”.
Continue to listen to TV and radio, or monitor civil defence social
media for advice and information.

 Contact your Ministry of Education regional office (which can help
you access the Traumatic Incident team if required).
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Flooding
Flooding can happen quickly and have serious impacts. Flooding may be caused by heavy
rain, overflowing creeks and rivers and high tides or tsunamis in coastal and low-lying
areas.
Floods within a building can also be caused by normal wear and tear failures of pipe joints,
vandalism, or be the result of earthquakes.
Response actions (as appropriate)

Before a
flood

Flooding
reported or
sighted

After a flood

 Check with your local civil defence emergency management office if
the school/ECE is in a flood prone area.
 Learn flood warning signs and understand your community’s public
alerting system.
 Check with your local civil defence and emergency management
office if there is a community flood evacuation plan. If yes, plan and
practice this plan.
 Be ready to act quickly. Floods and flash floods can happen quickly
and without warning
 Evacuate if required (and get to higher ground)
 Follow the instructions and advice of emergency services and civil
defence and emergency management authorities.
 If safe to do so, move records and equipment onto higher floors or
onto furniture as high as possible
 If flood is due to burst pipes etc, turn off the water at the mains if
possible
 Flood dangers do not end when the water begins to recede. Continue
to listen to communication channels and don’t return until authorities
indicate it is safe to do so.
 Get medical care if necessary. Contaminated water can cause
infection.
 Stay away from damaged areas. Your presence might hamper rescue
and other emergency service operations.
 Contact your Ministry of Education regional office (which can help
you
access the Traumatic Incident team if required).
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Volcanic eruption and ashfall

If you are at
risk from
Volcanic
Activity
When a
volcano
threatens

Response actions (as appropriate)
 Learn about your community’s warning systems and emergency
plans.
 Develop an evacuation plan for volcanic eruptions and make sure
everyone is aware and practices it.
 Listen to your radio or TV for advice and information
 Contact your local Civil Defence Group for advice on the volcanic
hazards that could affect your school during an eruption.
 Check that staff know what to do. Revise with students.

Large
eruption

 Evacuation: If the school is in the path of potential lava flows,
pyroclastic flows, surges or lahars be prepared to evacuate when asked
to by controlling authorities (i.e. police, civil defence etc).
 Ensure that staff and pupils stay indoors. Have dust masks available.
 Close windows and doors. In heavy ash falls, windows and doors
may need additional sealing to avoid ash entering the school buildings.

Ash Fall

 Turn off air-conditioning units and any other equipment that draws in
or blows air.
 Protective clothing (especially if working in the ash fall) should be
worn by anyone who has to work outside in an emergency and goggles
used to protect the eyes.
Volcanic ash is very abrasive. Properly fitted, P2 or N95 - rated safety
masks are recommended for anyone in contact with ash.
 Monitor the amount of ash on roofs. Roofs may collapse under the
weight of ash causing injury to the occupants. Evacuate buildings
which show signs of roof sagging.
 Disconnect roof-fed water supply only when ash fall is occurring or
during the clean up to stop ash entering the storage tanks.
 If possible have school outdoor equipment, cars etc parked undercover or cover them.

Cleaning up
after an ash
fall

The local council and CDEM group will provide advice on cleaning up
and disposing of ash.
 Contact your Ministry of Education regional office (which can help
you
access the Traumatic Incident team if required).
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Pandemic
It is important that your ECE/School takes steps now to protect staff, students or children from
future pandemics (global disease events such as influenza) or epidemics (local disease events
such as, measles, hepatitis, tuberculosis, norovirus, whooping cough etc).
The Ministry of Health leads the Government’s response to a pandemic. It is the
responsibility of other agencies to plan for and respond to a pandemic in their respective
sectors and settings, based on the direction set out by the Ministry of Health. At all times
updates and latest information should be accessed from the Ministry of Health.
Pandemics by their nature are unpredictable in terms of timing, severity and the population
groups that are most affected. Planning for an infectious disease outbreak is as important as
planning for other emergencies.
Pre-response and Response actions (as appropriate)
Planning
 Recommend annual vaccinations for staff
 Consider having a supply of Personal Protective Equipment (PPE)
gloves, face masks, antiseptic hand wash,
 Develop a communications plan for staff, students, families and other
interested members of the community.
 Identify an appropriate space to be used as an isolation area
 Know who your local Medical Officer of Health is and maintain regular
contact. ______________________
Response – when a pandemic has been advised or declared
 Regularly check for updates on the Ministry of Health website (Ministry
of Health NZ)
 Use posters available from Ministry of Health re cough / sneeze etiquette,
handwashing
 Consider social distancing strategies. Information on this is available
from the Ministry of Health.
 Consider implementing an enhanced cleaning routine of touch points and
common spaces as a precaution.
 Establish the isolation area (as required)
 Liaise with your local Medical Officer of Health (MOoH):
Name: Waikato District Health Board
Contact number: 07 839 8899
Address: Waikato District Health Board
Pembroke Street
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Gas leak
Response actions (as appropriate)
 Consider evacuating the area or the school/ECE. Do not re-enter
building or outside area until cleared by authorised personnel
 Turn off the main valve
 If possible and safe to do so open windows to allow the gas to
dissipate.
 Rescue any person in immediate danger but only if safe to do so.
If gas leak is
suspected

 Do not:
•
•
•

operate any electrical switches, including lights or alarms.
use cell phone in area where leak is occurring – even if outside
of building
allow anyone to smoke in the vicinity

 Warn others in the immediate area
 Call emergency services (111) if required
 Call our local gas company:
Company: Genesis
Ph:0800 300 400
Our account number: 1001962539
 Contact your Ministry of Education regional office (which can help
you
access the Traumatic Incident team if required).
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Chemical spill
All chemical spills must be treated as toxic and dangerous. They can be in liquid form,
solids, powder or gas.
Response actions (as appropriate)
Become
 Move all people in the vicinity to a safe area. Consider:
aware of
• evacuation of entire school / ECE if required and safe to do so
chemical
• Alternatively, it may be safer to stay indoors and seal doors,
spill
windows, other openings and switch off any air intake units.
 If required, contact emergency services on 111
 Give appropriate first aid to anyone in contact with the spill
 Notify the Manager / Principal and staff
 Consideration may have to be given to how students will be able to
leave the centre/school after finishing time if the spill has not been made
safe by then.
 Contact your Ministry of Education regional office (which can help
you
access the Traumatic Incident team if required).
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Dealing with a suspicious letter or package
When dealing with suspicious packages the utmost caution must be exercised and no
attempts must be made to touch, move or examine the package.
Note: If a suspected bomb - Do not use a cell phone or other radio device anywhere
near the package .
Response actions (as appropriate)
 Note the location of the package and a description of it (markings
etc).
 Do not touch, shake or attempt to move the package.
In general

 Check with the addressee to see if they are expecting the package
 Isolate the item.
 Call the police (111) and advise them of the circumstances, the
description of the package and its location.
 As appropriate, position staff at a safe distance to direct people away
from the area where package/letter is.
 Consider evacuating the area or the school (Take police advice)

If you open a
letter/package
and discover
powder:

 Put on gloves and place opened letter/package in a plastic bag
 If hands or any part of the body may have come into contact with the
envelope or package then wash with soap and water
 If contents spilled
•
•
•
•
•

Do not clean up or wipe spilt contents
Avoid breathing the powder or spores
Clear all people from the area and isolate the area (close doors
& prevent access)
Switch off air conditioning
Wash hands with soap and hot water.

 If contents are spilt on clothing
•
•
•
•

Select a room for changing
Remove clothing and place in plastic bag
Shower with soap and hot water
Change into other clothes.
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Bomb threats
Keep calm. Do not hang up. A dialogue with the caller is important as information that may
be gleaned from the caller can help assess the current situation and help police with further
inquiries.
Let the caller talk, ask the questions as the opportunity arises and avoid being confrontational
Questions
When is the bomb going to explode?
Where is the bomb?
What does the bomb look like?
What kind of bomb is it?
What is the explosive type and quantity?
Why did you place the bomb?
What is your name?
Where are you?
What is your address?
Exact wording of the threat:

Answers

The Caller
 Male  Female

Sex:
Estimated age:
Any speech impediment (specify):
Accent (specify):
Voice- loud – soft etc:
Speech – fast – slow etc:
Manner, calm emotional etc:

Yes No

Did you recognise the voice?
If so who do you think it was?

Yes No

Was the caller familiar with the area?
Threat Language
 Well spoken
 Incoherent

 Irrational
 Taped

 Message read by caller
 Abusive

 Other: _____________

Any background noises?
 Street noise
 House noise

 Aircraft
 Voices

 Music
 Machinery

 Vehicle
 Other: _____________

Call taken
Date: __/___/____

Time:

Length of call:

Number called:

This checklist for bomb threats should be kept by the phone. Staff who would normally answer the phone should
be briefed on the questionnaire to ensure some familiarity with it. A pre-printed version of the check list is
available from police and may be preferred over this list for convenience.
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Trespasser on the school grounds
Only follow this process if it is clear that the trespasser does not come under the category
of Violent Intruder (see following page).
Trespassing is where a person enters an ECE or school and either:
•
•

Has been requested to leave, or
their behaviour is such that the ECE/school would not give permission for them to be
there.

Incident type

Response actions (as appropriate)

You become
aware of a
person on the
school/ECE
grounds that
does not have
permission to
be there.

 Assess the nature of the trespasser: non-threatening or aggressive
(if aggressive – follow the violent intruder process, next page).

Become aware
that there is a
trespasser on
the property.

 If appropriate, greet the trespasser, advise them who you are, and ask them why
they are there. Whenever possible, ensure that you have a colleague with you.
 If the reason for the visit appears legitimate, take the person to the office where
the reasons for the visit can be dealt with.
 If the reason for the visit is not legitimate, explain that they have to leave the
premises.
 Notify the principal or other staff member of the description, location and activity of
the trespasser.
 Ensure the children and staff are safe and the classrooms are kept secure.
If the person leaves when requested they are no longer considered a trespasser.
 Explain that staff will have to call the police.

If the trespasser
refuses to leave
when requested

 If the trespasser still refuses to leave ask colleague to call the police.
 If it is safe, stay with the trespasser until the police arrive.
 If the trespasser gives any indication of violence walk away (if possible keep the
trespasser under observation from a safe distance until police arrive).
 When police arrive update them on the situation.
 Ensure the incident is documented and filed (including providing a report to police).

Follow-up
actions

 Contact your Ministry of Education regional office (which can help you access the
Traumatic Incident team if required).
 Consider:
•
•

debriefing staff on the incident and assess if your Emergency Management
process worked correctly or needs amendments.
debriefing students if the incident was a public one to prevent rumours and
speculation.

Note: There is no authority under the Trespass Act 1980 for the occupier to physically eject the person from the
premises. If a trespasser refuses to leave when requested, he or she should be told that the police will be called. The
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police have the option to arrest and charge the person with an offence, however they will assess each incident and take
what they think is appropriate action.
As well as the process under the Trespass Act, the Education Act 1989, section 139C makes it an offence to intentionally
insult, abuse, or intimidate a teacher or other member of staff on school premises.

Violent intruder
This checklist provides a very basic guide to managing a Violent Intruder incident.
The aftermath of a Violent Intruder incident will require careful management as even in the
‘best case’ scenario of no one being injured there may be traumatised staff and pupils,
concerned parents, disruption to your school or ECE and media interest.
Response actions (as appropriate)

 Call 111
•
•
•
•
•
•

Identify yourself and your school/ECE, including address
Details of situation
Details of any casualties
Description of weapons, number of shots etc
Description and location and identity of offender if known
Identify the 'target' of aggression if known

 If safe, move to predetermined safe position to await Police arrival
Shots are
heard or a
violent
intruder is
seen on the
premises

 Alert staff/students (avoid using the fire alarm).
Our silent alarm signal will be used to communicate to
staff and children of intruder.
 Move everyone out of hallways and into rooms.
 Lock and/or barricade, or cover if possible, doors/windows.
 Keep quiet and do not leave the classroom unless it is safe to do so.
 Should the event occur, while students are outside in playing fields:
instruct students to move to nearest secure room, or to a safepredetermined, assembly area (which may include an off-site area close
to the school/ECE).
 Once police arrive, liaise with them to secure crime scene(s)
 The Trauma Incident Teams will provide support (see contact list for
phone number).

Following the  Liaise with the media
incident

 Consider whether to temporarily close, or continue operating. (The
Trauma Incident Teams will provide guidance on suitable responses)
 Continue to monitor the wellbeing of students and staff

For detailed resources on traumatic incidents, please visit:
www.education.govt.nz/school/student-support/emergencies
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Serious injury or death
All ECE services and schools need to be prepared and know how to manage a traumatic
incident involving death or serious injury. The sudden death (or serious injury) of a child,
young person, staff member or family/whānau member has the potential to create significant
dangers or risks to the physical and emotional wellbeing of children, young people and people
within a community.
The event also has the potential to cause sudden and/or significant disruption to the effective
operation of an ECE service or a school and their community. If the aftermath is poorly or
insensitively handled, it can impact on those affected and attract adverse media or public
comment.
Response actions (as appropriate)
 Ensure your own safety. Assess area for danger (eg: live wires,
Death /
poisonous substances etc)
serious
injury occurs
 Do not assume death has occurred – give immediate first aid
at school or
ECE
 Call emergency services

 Notify Manager/Principal; isolate and contain the area.
Action after
medical
personnel
have taken
over

 Manager/Principal to advise (as soon as possible):
•
•

ECE / school management team and staff
board and chair

 Consider accompanying police to advise parents.
 Advise the Ministry of Education Trauma Incident Team on 0800 84 83
26. This team will help guide you on managing the response (including
how to advise students, arrange counselling etc)
 Complete incident form with all known details
 Ensure the designated media person for the school is fully briefed

If the death or serious injury occurs outside of school/ECE, follow the appropriate steps noted
above.
Online resources
Visit the Ministry of Education website to assist in managing this type of response in ECE
services:
www.education.govt.nz/school/student-support/emergencies
Traumatic Incident Team
Contact the Ministry of Education Traumatic Incident team on 0800-TI TEAM / 0800 84 83 26
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Missing child or student
All instances of a child or student going missing from a school or ECE centre have to be treated
urgently and steps taken to find the missing person or confirm their safe whereabouts.
There can be many reasons and associated dangers for a missing child or student including:
• the proximity of dangerous hazards to the school/ECE
• the possibility of an abduction
• the possibility that the child or student has been picked up by a parent or caregiver
• the child or student has decided to leave school for the day
• the child or student has felt unwell and simply gone home.
Until the child or student has been found or confirmed in a safe location, action must be taken
to locate them.
Response actions (as appropriate)
Information
or
notification
that a child /
student is
missing

 Confirm:
• that the person had been present at ECE / school at some time
during the day, and if so;
• when they were last seen
 Notify Manager / Principal and staff

 Search the school / ECE.
If child or
student is
found

 If child/student found injured or ill, call for medical assistance if
required.
 Notify manager / principal and other searchers.
 Establish what happened and complete incident report
 Arrange for the child / student’s parents or caregivers to be advised

If child or
 Notify the police immediately
student is not
found
 Notify the parents / caregivers immediately
 Contact your Ministry of Education regional office (which can help you access the
Traumatic Incident team if required).
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Premises &
Facilities
An environment is provided that ensures the health, safety and wellbeing of all those within it.

Rationale:
Purpose:
•

•
•

To ensure the premises provide spaces, facilities and resources that enable a safe and
appropriate learning programme for children.
To ensure the safe and hygienic practices are followed at all times.
To ensure the provision of facilities and spaces to support teachers to provide an appropriate
curriculum.

PROCEDURES
Design & Layout
•

•

•

•
•

•

•

Centre is designed in a way that supports different types of indoor and outdoor experiences, and
includes quiet sleeping spaces, and space for a range of individual and group learning experiences.
These spaces are safe and comfortable for infants and toddlers to lie, roll, creep, crawl, pull
themselves up and learn to walk.
There will be a 1 : 2.5 teacher to child ratio in order to ensure teacher supervision in a way that
children’s activity is not limited.
In order to aid effective supervision at all times, a baby monitor and mirrors will also be used.
All floor surfaces are durable, safe and suitable for the range of activities to be carried out at this
center (including wet and messy play) and can be easily cleaned.
There will be ample storage space for equipment and resources to be easily accessed by adults, and
where practicable, by children.
There will be a separate space for staff to use for planned breaks, and curriculum planning.

First-Aid Kit
•
•

•
•
•

A first-aid kit it will be kept in the Centre, stored up high and out of children’s reach at all times.
The first-aid kit will be checked and replenished every month by the staff. Documentation for the
monthly checks will be kept inside the first-aid kit.
The annual plan will include schedule for monthly check.
A list of the required contents will be kept inside the first-aid kit.
A separate first-aid kit will be kept with the emergency kit.

Hatchlings ECE
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Premises &
Facilities
Caring for sick/soiled children
•
•
•

•

All broken skin areas (fresh, unhealed cuts or burns) must be covered with a waterproof, adhesive
dressing.
Hands must be washed immediately with soap and water if they are potentially contaminated with
moist body substances.
Articles, furniture and floors soiled with moist body substances will be cleaned and appropriately
disinfected using household bleach (e.g., Janola) in the ratio 1 : 10 (10mls in 90mls of water). This
will be left on the area for 10 minutes and the spill wiped up with a cloth soaked in the solution.
Soiled children will be taken to the nappy changing area to be cleaned and changed. Staff will
follow the nappy changing and toileting procedures.

If a child becomes unwell at the centre staff will follow procedures as for HS 26 and isolate as follows:
•

A sick child will be isolated in the staff room on a mattress with a blanket. A staff member will be in
attendance at all times.

It might be necessary to wash a child:
•
•
•
•

At nappy change time – sometimes wipes are not enough
If a child has vomited over themselves or another person
If a child has a toileting accident
If children become wet or dirty during play.

Wash down procedure
When a child becomes sick or soiled the area which has been contaminated will be off limits until the
cleaning procedure has taken place and the area hygienically clean.
The child will be assisted into bathroom area where depending on circumstances will determine how to
clean the child.
The following procedures are: 1) Soiled children will be cleaned using wet wipes, following the nappy
changing routine. Clothes will be rinsed and then bagged. In some cases clothing will be laundered. 2) If
sick or soiled children require further washing the following steps will be taken:
Children will be bathed in bath tub in the shower cubicle. The water temperature of the cubicle has been
regulated to 40 degrees. If children are able to stand, the tub will not be used. The admin float person will
assist the person cleaning the child as needed.
At all times the child’s dignity and privacy will be respected by using the blinds. For safety of the staff
member the door will remain open. The child will have help getting dressed and once clothing has been
bagged etc. the shower or bath will be cleaned following centre/bathroom cleaning procedures.
The baby monitor policy will apply during wash down of soiled children.

Hatchlings ECE
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Premises &
Facilities
Double Bagging & Spill Kit
Any soiled or contaminated clothing or disposal equipment shall be double bagged. Care will be taken to
ensure that air that could carry viral particles is not released from the bag.
The centre will have an emergency spill kit located in the laundry room to assist in cleaning soiled or sick
children. Staff are required to replenish the spill kit once it has been used.
Ventilation, Heating & Noise
•
•
•

•
•
•

Parts of the building used by children have lighting (natural and artificial) that is appropriate to
activities offered or purpose of each room.
Ventilation that allows air to circulate (particularly in sanitary and sleep areas). The sleep room has a
heat pump fixed in order to maintain adequate ventilation, and will be switched on during the day.
A safe and effective means of maintaining room temperature of no lower than 16 degrees will be
followed. Sleep room will have a thermometer displayed on the wall to monitor room temperature at
all times.
All heating devices used at the centre will be inaccessible to children.
Noise is kept to a reasonable level especially in areas designated for rest or sleep.
To safeguard people from illness or loss of amenity due to lack of fresh air, windows will be open in
every room used by children and staff to ensure adequate ventilation. In the sleep room as there are
no windows, the heat pump that pumps in outside air will be constantly switched on in order to
ensure ventilation.

Nappy Changing Policy
•

Please look at separate nappy changing policy for the procedures involving this.

Hand Washing Policy
•

•

•
•
•
•
•

Toilet and associated handwashing and drying facilities intended for children are, designed in way
where there is easy access to them.
They are adequately separated from areas of food preparation and play to prevent the spread of
infection.
There is means of drying hands for children and adults that prevent the spread of infection.
Children will be supported when hand washing prior to eating and when appropriate.
Paper towels are available within easy access for drying hands.
Handwashing guides are provided next to the sinks.
Touch surfaces are wiped down with disinfectant after every meal, and at the end of the day.

Hatchlings ECE
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Premises &
Facilities
Equipment
•

•

•
•

The centre will include a variety of safe, age appropriate indoor and outdoor furniture, equipment
and material.
The equipment will be designed to engage and challenge children and be flexible enough for children
to construct their own learning.
The equipment will reflect the cultural differences of the children attending the centre.
All equipment will comply with the NZ safety standards.

Pest and Vermin
•

•

In the case of the Centre becoming infested with pests or vermin, management will contact a
contractor to control the problem. They will leave the relevant MSD documentation following any
work undertaken.
Pest control will be undertaken outside of trading hours, when no children, staff or parents are
present.

Telephone
•
•

•

There is a telephone on which calls can be made to and from the center.
A social media platform will be utilized to privately message and send parents updates and photos of
what their children are up to (to their mobile phone) during the course of the day.
Parents can also video call their children during the day.

Licensing Criteria: PF1-PF28

Hatchlings ECE
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Premises &
Facilities
Baby Monitor Policy
Definitions:

Rationale:

To comply with the Vulnerable Children Act 2014.

Purpose:

To protect children from abuse, neglect and malpractice; to protect staff from wrongful allegations; to
ensure standards of care are maintained to meet centre policies and licensing requirements.

PROCEDURES
•
•

•

•
•

•
•
•
•
•

When preparing the centre for opening each day, the baby monitor must be disconnected off its charger,
switched on, and then installed in the correct positioning in the nappy changing room (bathroom) for use.
Once the camera is installed, the monitor should be placed on the kitchen bench. Please make sure it is not
visible to parents and other guests of the centre, in order to protect the privacy of the children and also to
maintain the respect and dignity of the children being changed.
Monitoring the nappy changing is the responsibility of the float teacher/admin staff, and therefore the camera
should be placed in a position where they are able to observe the nappy changing process through the
monitor. The entire nappy changing table and the baby should be visible at all times. It should be positioned in
a manner where they can carry out other work tasks whilst keeping an eye on the monitor.
Teachers must notify the floating teacher/admin staff before they take a baby for nappy changing.
Only permanent staff will be authorised to monitor the baby monitor in order to ensure discreet supervision
and also to maintain the safety and well-being of other children (as permanent staff will know the children
who are independent or those who may require more help and need to be watched little closer).
When the floating teacher/admin staff are working in the office, he/she must take the monitor with him/her
into the office.
A balance is required between a child’s right to privacy and admin work/ensuring sufficient supervision, so a
child can be helped if required.
The monitor will not be accessible by children and visitors to the centre
It is the responsibility of all teachers to make sure the monitor works well throughout the day.
At the end of the day the camera must be uninstalled from its position, along with the monitor and be put to
charge.

Hatchings ECE
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Premises &
Facilities
Sleep Policy
Rationale:

Each child is unique and comes with their own sleeping routine.

Purpose:

To ensure teachers follow individual children’s rhythms and sleeping routines in a relaxed and
familiar environment.

PROCEDURES
•
•
•

•

•
•
•
•

Adequate space will be provided between children’s beds to ensure safety and hygiene.
All children will be provided with their own individual sleeping space and bed linen.
Sleep spaces will be positive and peaceful to ensure undisturbed rest. Teachers will be relaxed and
unhurried in preparing children for sleep, and flexible to children’s individual routines.
All children will be encouraged to sleep or rest when they need to. However, formal sleep and rest
times will be provided.
Staff/child ratio will be maintained while children are sleeping.
Parents will be encouraged to bring any special toys that may help them settle into sleep.
When using wall cots, only immobile children will be placed in the top level.
For cultural reasons, children will be encouraged not to stand on pillows and positioned head : head
rather than head : feet.

Procedure for Monitoring Sleeping Children
•

•
•

•

The teacher on inside duty will ensure children are checked for warmth, breathing, and general wellbeing every five minutes.
The teacher on inside duty will complete the Sleep Room Supervision Record Form.
The Teacher rostered on inside duty will record the times each child went to sleep and woke on the
Sleep Times Chart.
At no time will children have access to food or liquids while in bed in accordance with the Education
(Early Childhood Services) Regulations 2008.

Procedure for Laundering
•

•
•

Sleep Room Linen will be stored in separate bags and kept in a cupboard within easy access to the
sleep room.
All sheets and wraps are laundered weekly.
Cots under blankets will be washed weekly, or if soiled.

Hatchlings ECE

Page 91

Premises &
Facilities
Smoke-Free Policy
Rationale:

To comply with the Smoke-Free Environments Act 1990.

Purpose:

To provide children with a healthy environment and promote healthy living and good habits
for both teachers and children.

PROCEDURES
•

•
•

•

In accordance with the Smoke-Free Environments Act 1990, the Centre has adopted a smoke-free
environment.
Smoking is not permitted on the premises at any time.
Any person entering the premises smoking will be required to refrain from smoking or they will be
asked to leave.
A No Smoking sign will be displayed at the entrance of the Centre to remind people of the
requirement.

Hatchlings ECE
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Communication
Policy
Rationale:

To ensure that the Centre effectively communicates and consults with parents and
whanau, acknowledging and respecting their values, needs and aspirations.

Purpose:

To ensure parents and whānau experience an environment where they know they
have a place.
The Centre will effectively communicate and consult with parents and whānau,
acknowledging and respecting their values, needs and aspirations, in order to
encourage participation in decision-making regarding their child.

PROCEDURES
•

•

•
•

•

•

•

•

•

Parents will be welcomed appropriately and will be encouraged to be an integral part of the
Centre.
An Enrolment Pack will be provided for each child as they begin at the Centre. This will include
a Parent Handbook outlining all Centre procedures and practices.
The Parent Handbook will outline how parents can be involved in the Centre.
Parents will be kept informed through newsletters and information on the Centre notice
board.
Children's individual records will be deemed to belong to the parent/guardian and will be
available to them at all times.
Teachers will be available to informally meet parents on a daily basis to exchange
information.
Teachers will be available at mutually suitable times to formally discuss with parents their
child’s ongoing learning and development.
At enrolment, parents will be invited to become involved with the Centre in recognition of
the key role of forming strong partnerships with parents including:
o Contributing to policy and philosophy review.
o Contributing to the self-review process – especially topics of high relevance to
parents (e.g. assessment procedures, routines, communication etc.)
o Consultation on aspects of the service which concerns their child e.g. opening hours,
fees charged etc.
Information on fees charged by the service, the service’s operational documents, and the
most recent ERO report will be readily available for parents at the centre entrance.

Licensing Criteria GMA 1.

Hatchlings ECE

Page 93

Complaints
procedure
Rationale:

Clear communication and positive resolution of issues and concerns are required to
ensure quality education and care is provided for children and their
families/whānau.

Purpose:

To provide a clear procedure for any person who has a concern and/or complaint
about the Centre’s compliance with the Education (Early Childhood Centres)
Regulations (2008) (the ‘Regulations’) and/or the Licensing Criteria for Early
Childhood Education and Care Centres 2008 (the ‘Licensing Criteria’).

PROCEDURES
•

Any person who has concerns or complaints about the Centre’s compliance with the
‘Education (Early Childhood Services) Regulations 2008’ or the ‘Licensing Criteria for Early
Childhood Education and Care Centres 2008’ can address these with the Manager/Owner.

•

If a person has a concern or complaint about a staff member they should in the first
instance raise this with the staff member. If they feel unable to do this, they should talk
with the Manager or the Owner

•

If any person has a concern or complaint about the management of the Centre, they
should in the first instance raise this with the Manager/Owner. If they feel unable to do
this, they may contact the local Ministry of Education branch.

•

A complaint in relation to a child’s behaviour will in the first instance be raised with the
staff or Centre Manager.

•

When the Manager/Owner receives a concern or complaint, they will discuss the
complaint with the person in an effort to resolve the issue. If no resolution is reached, the
person will put the concern in writing to the Manager/owner.

•

The Manager and the staff will meet to discuss the issue. All written concerns will be
addressed within 14 days of being received.

•

Copies of the Regulations and Licensing Criteria can be found in the shelf by the main
entrance.

•

A copy of the center policies can also be found in the shelf by the main entrance.

Licensing Criteria GMA 1.
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procedure
Procedure for Raising Complaints and/or Concernss

Person has a complaint or concern

Raises the issue with the person concerned

Has the issue been resolved?

NO
Speak to centre manager in person or through
Email: manager.hatchlings@gmail.com
Mobile: 0212324140

NO
Put your complaint in writing to the manager using
complaint form

YES

YES

After 14 days: Has the issue been resolved

NO
Contact the Local Ministry of Education Office
Email enquiries.hamilton@education.govt.nz or phone (07) 850 8880
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Enrolment
policy
Rationale:

Enrolment records are maintained for each child currently attending the
Centre/Service.

Purpose:

To ensure up-to-date information is kept for all children.

PROCEDURES
•

On arrival, all new families will be welcomed, shown around and introduced to staff.

•

On enrolment, parents/caregivers/whānau will be asked to complete an enrolment
form for their child/ren, which will include details on parent/guardian details,
emergency contacts, medical details, collection of children, attestation statements,
and fee payments, etc., consistent with Ministry of Education requirements. A parent
handbook on the Centre’s operations and relevant information will also be provided.

•

Parents/guardians will be required to provide their child’s birth certificate, and a copy
will be stored with the child’s enrolment form.

•

All children will be enrolled in the Ministry of Education National Student Number
(NSN) Register.

•

If a parent or guardian requests special custody arrangements (i.e., anybody who is
legally prevented from picking up or having contact with a child), they will be
requested to bring in the custody forms for sighting and noting on the enrolment
form.

•

On enrolment, parents/guardians will also give permission for their child to be
photographed for assessment and planning purposes.
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policy

•

•

The Ministry of Health requires all licensed Early Childhood Centres to sight and record
every child’s immunisation history on enrolment, or in the case of a child under 15
months old, once that child reaches the required age. An Immunisation Register will be
kept recording these details. This will be regularly updated.
On enrolment, families will be informed of the notice they need to give (or payment in
lieu) of their intention to vacate their enrolled space.

•

Parents/families will be made aware of the methods available to pay accounts.

•

Child Enrolment forms will be securely stored.

•

All enrolment information will be kept for the required period of 7 years.

Licensing Criteria GMA 10.
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Finance policy

Rationale:

Good financial management practices ensure the long-term viability of any Early
Childhood Centre/Service.

Purpose:

To ensure the financial operation systems within the Centre are maintained in a
manner that accurately monitors the day-to-day finances and shows accountability
to Management, parents and Ministry of Education.

GUIDELINES
•

An annual review of fees will take place to ensure the Centre is able to meet all financial
commitments.

•

The annual review of fees shall reflect the current rate of inflation.

•

The child attendance fees should be set to cover the operating costs and to support the ongoing viability of the Centre. Fundraising may be under taken to support the running of the
Centre.

•

Management and teaching staff will have knowledge and understanding of the resources
required to provide a quality early childhood education programme and the budget
required to achieve this.

•

The Owner/Manager of the Centre will provide guidance and support to staff to achieve
budget requirements.

•

Professional accountancy services shall be contracted to support the financial management
of the Centre.

•

Parents/whānau of children attending the Centre will be informed of the amount of
Ministry of Education (MoE) Funding the Centre receives and how this is spent via notice
on the parent notice board.
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PROCEDURES AND RESPONSIBILITIES
Budget
•

Management will be responsible for the development of an annual budget in consultation
with other staff within the Centre.

•

Provision will be made for staffing costs, professional development, equipment,
consumables, and all operational costs.

•

The budget will be monitored on a monthly basis, recording actuals against the budget. A
monthly financial report ensures all parties are well informed on the current financial
viability of the Centre

Annual Reporting

Management is responsible for the preparation of the annual audited financial statements at the
end of the financial year. These will be made available to relevant key stakeholders to show
how Government funding has been spent.

Financial Records
•

Parents will sign the attendance register (sign in and out sheet) each day to verify that their
child has attended the service.

•

Parents will be made aware that the Annual Financial Statement is available for viewing via a
notice on the entrance noticeboard. Funding received from the Ministry of Education and
Work and Income will be clearly shown on these statements.

•

Audited financial statements will be sent to the Ministry of Education within the timeframe
required.
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FEE STRUCTURE
Rationale

To provide a clear and accurate fee structure that ensures the Centre can plan for appropriate
staffing levels and meet all financial obligations.
Procedures

•

The Centre will review fees annually to ensure fee increases are manageable for families.
Increases should be consistent with current inflation.

•

If the Centre is informed children are to be absent on their booked days, regular fees for the
time absent shall apply.

•

For children who receive a WINZ Subsidy, the Absence Fee will be the equivalent of their
subsidy or of their usual fee, whichever is the greater.

Notified Absence

Sickness
•

Children are entitled to 5 days annual sick leave at the 50% reduced rate, after having
attended the center for six consecutive months. Any days above this will be charged at full
rate. Please ensure you that you ring the Centre before 7.30am (or 12:00pm for those
booked for the afternoon only) on the day.

•

Parents/caregivers will be charged 100% for the day that their child attends the Centre, even
if the child is asked to go home because of sickness.

Holiday
•
•

All holidays (including statutory holidays) are charged in full.
It is important that parents provide five days’ notice of children’s absence due to holidays, to
allow the center to plan for staffing ratios and meals accordingly.

Hatchlings ECE

Page 100

Finance policy

Un-notified Absences

Un-notified absence will also be charged at the usual full rate.
Late Fees
•

Any child not picked up after their booked session time without notification will incur a $10
per ¼ hour surcharge.

•

If children are not picked up within 15 minutes of their booked time, staff are to notify the
parent/caregiver or emergency contact on the child’s registration form.

•

If children are not collected at the end of the day, two staff will stay with the child/children
until 6.30pm. After this time the police will be notified.

Payment of Fees
•

All accounts are to be paid in full, one week in advance – weekly or fortnightly.

•

Statements will be available fortnightly to parents and/or on request.

•

Payment will be due in full 7 days after receipt of statement/invoice.

•

Payment will be requested by automatic payment, bill payment or alternatively by cheque or
cash.

Annual Schedule of Fees for 2018

If enrolling for short days, children must be enrolled for a minimum of 3 days a week. If enrolling for
full day, children must be enrolled for all five days. There is availability for children to attend center
on a casual basis, if there is availability on the day.

Short Day – 5 hours
Between
7.00am - 12.30pm & 12.45pm – 6.00pm
Full Day – 11 hours
Between
7.00am - 6.00pm

No. of days booked
3

Fee Amount
$180

4

$215

5

$230

5

$270
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Casual Basis
Between
7.00am - 12.30pm & 12.45pm - 6.00pm

No. of days booked

Fee Amount

N/A

$12.00 per hour

No. of days booked
1

Fee Amount
$60

2

$110

Weekend Fee Schedule
Short days only. No full days available.

Short Day – 5 hours
Between
7.00am - 12.00pm & 1.00 - 6.00pm

Fees to apply from 01.06.2018
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Personnel policy

Rationale:

Sound personnel policies are critical components of quality early childhood
education.

Purpose:

To ensure Management implements the principles of being a good employer
and appoints competent and capable staff who are committed to ongoing
professional learning and growth.

PROCEDURES
Equal Employment Opportunity
•

•

Management is committed to be a ‘good employer’ by appointing the best candidate
to each position without discrimination on the grounds of gender, age, ethnic group
or disability.
All employees and applicants will be treated according to their skills, qualifications
and abilities, without regards to irrelevant factors.

Staff Appointments
The Centre will use the following processes when employing staff:
•

Advertise for staff in the Centre, local newspapers and/or the Education Gazette, as
appropriate to the position.

•

Send out position descriptions to interested applicants.

•

Receive applications and make a short list according to the qualities and attributes
required for the position.
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•

•

•

•

•

•

Prepare an interview format and interview applicants on short list.
The interview will include questions that encourage applicants to talk about their
experience, attitudes, values and beliefs about teaching and learning, working with
families/whanau, contribution to a team and child safety.
Referee checks will be completed for shortlisted or preferred applicants prior to the offer of
employment. The referee check will include questions related to the person’s commitment
to child protection.
Select the most suitable applicant for the position.
Negotiate and sign with the successful applicant an employment agreement and letter
offering employment before commencement.
Contact all other applicants and advice they have been unsuccessful.

Hatchlings ECE

Page 104

Personnel policy
Children's Worker Safety Checking
Children’s Worker Safety Checking

We are committed to the safety and protection of the children in our service. As our commitment
to creating a culture of child protection all staff employed / contracted at our service in both
permanent and temporary roles will be safety checked using these guidelines enabling us to select
staff that are committed to keeping children in their care secure
and protected.
Screening and Vetting Procedures
All staff employed / contracted within the service will be screened and vetted prior to the
commencement of their employment. This is a two-part process of gathering information about
the applicant and evaluating that information to identify suitable people, make an informed
decision and support the Children’s Action Plan’s vision of a safe children’s workforce.
During this process:
• Look for patterns from documentation provided, background and responses. Patterns of
concerning attitudes or behaviours, that allows judgement to be formed about this
applicant’s suitability.
• Always consider the facts in context and whenever possible give the applicant an
opportunity to respond to concerns about their suitability.
• If you have a doubt always follow up with follow-up questions until you are comfortable
you fully understand the situation.
The full screening process for all new children’s workers
1. Attracting and gathering information about the suitable applicant.
2. Learning more about applicants – is building a picture of the applicant.
3. Identity Verification
a. Checking an applicant’s identity. Verify identity using A + B + Photo + Records. ‘A’ is a
primary identification document – it must be the original ie. Passport, Birth
Certificate, Citizenship certificate. ‘B’a secondary forms of official identification and
can include documentation used in day to day life e.g. drivers licence, HANZ 18+, IRD
numbers. ‘Photo’ one of the two forms of identification must be photographic.
‘Records’ proof of address is useful and can be provided by utility bill or invoice
issued within last 12 months with applicant’s name and address. Records of the
company will be searched and RealMe to ensure no other members of the
organization claim the specific identity.
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b. Qualifications – applicants should provide proof of educational qualifications and
Registration if applicable. If the training organisation is unknown to you check with
the organisation that issued it. Check information on the Education Council regarding
a registration.
c. Police Vetting Service – a police vet will be obtained for all staff working within the
organization. Police vetting does require the consent of the applicant using the
Police Vet ‘Request and Consent Form’. Registered teachers do not require a
separate Police Vet as this is undertaken every three years by the Education Council
when they renew their practicing certificates.
d. Overseas criminal convictions – applicants who have lived overseas will be required
to provide copies of police certificates from any country they have lived for one or
more years within the last ten years.
e. Responding to negative results – if police have ‘red stamped’ an applicant they
should not be employed or volunteer with children. With less serious inconsistencies
meet with the applicant and discuss the discrepancies.
a. Making a final decision – the ultimate responsibility lies with the employer to take all
reasonable steps to assess the risk that a person would pose to the safety of
children. The employer wants the person they employ / contract to have the
following qualities:
a. Be a safe person to work with children.
b. Understand the needs and development of children and know how to act to
ensure these are met.
c. Actively contribute to a culture of child protection.
d. Support and adhere to the child protection policies that your organisation
has established.
e. Be prepared to make the safety of a child a priority.
The partial screening process
A minimum screening process that can be followed for volunteers and temporary workers.
1. Identity Verification
2. Collecting information and assessing risk by asking candidates to:
a. Disclose previous criminal convictions
b. Confirm they feel adequate and confident in the role
c. Provide referees who can attest to previous work with children
d. Attend an interview
e. Participate in a training exercise that will assist the evaluation
3. As part of risk management strategies ensure the volunteer / temporary worker is
supervised by staff who have been fully vetted and screened when they are around the
children.
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Regular rescreening
At least every three years following their checks at the required standard, the following
check must be completed for each person we continue to employ.
• Confirmation that the staff member has not changed their name from the name on
the documents produced during the initial identity confirmation. If there has been a
name change identity must be reconfirmed by producing a supporting name change
document and the identity documentation in relation to this.
• Police Vetting or reconfirmation that they are still currently registered on the
Education Council register.
• Evaluation of the above information to assess the risk.
Evaluating the screening process
The safety checking process will be reviewed on an annual cycle as part of the self-review
process. The screening process will be monitored to ensure it is effective at preventing
the employment of unsuitable applicants.
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Police Vetting

•

All staff employed will complete the Children’s Worker Safety Check Process, and an
offer of employment remains conditional until such time as a full check is obtained
and is satisfactory. (Children’s Workers Safety Checklist see Child Protection Policy
Appendix C)

•

Teachers who have teacher registration must supply proof of their registration
status, and Management will ensure that registration is checked using the Education
Council of New Zealand (EDUCANZ) website.

•

•

•

Non-registered staff will be asked to fill in a Police Vetting Application Form, and a
full Children’s Worker Safety Check will be completed prior to employment.
Non-registered staff will complete the Children’s Worker Safety Check Process every
three years, on or about the third anniversary of the last completed check.
All information related to Children’s Worker Safety Check and Police Vetting
information will be treated confidentiality and stored appropriately by
Management.

Induction Process
Staff employed will be inducted into the Centre using the following process:
•

•

They will receive a warm and friendly welcome into the Centre, and be introduced to
all staff, children and parents.
They will be given a folder to read which will include all relevant parent/child
information (names, for example), Centre policies, the rosters, and any other
relevant information.
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•

They will be inducted into the ICT systems, provided with password and the Centre
Cyber Use and Cyber Safety Procedures.

•

New staff will work alongside the centre manager for the first few days to become
familiar with the routines, programme, and other important information about the
children for whom they will be responsible.

•

The new staff member will have the opportunity to discuss policies and procedures
with the Centre Manager.

•

After 2 weeks the new staff member and Centre Manager will review the induction
process and address any concerns.

Expression of Concerns from a Staff Member
•

All concerns should in the first instance be raised with the people involved. If an
issue is not able to be resolved, the concern should be expressed verbally or in
writing to either the Centre Manager.

•

All written concerns will be addressed within 14 days of notification.

•

The staff member/s involved will work with the Manager or person delegated by the
Manager/Owner to address the issue.

•

If the issue is still not able to be resolved, an independent facilitator will be consulted
to support a resolution.

•

Resolution of the issue will be documented and signed by those concerned, including
when an independent mediator is involved.

Discipline and Dismissal Procedures
•

Management will receive all complaints as per the Complaints Procedure Policy.
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Concerns/Complaints Related to Staff Performance

•

Any concerns regarding the non-performance of a staff member will be addressed
informally when the matter arises and discussion recorded. If this concern continues
to be an issue, competency proceedings will be enacted.

•

The staff member will be made aware of the concerns and a plan developed to assist
the staff member to improve their practice (‘Warning’).

•

If the plan for assistance and improvement is not successful, the following actions
should be taken:
The staff member be advised in writing of:
a) the specific matters causing concerns,
b) the process the employer will follow to address the concerns,
c) the corrective action required by the staff member to address the
concerns,
d) a timeframe for undertaking the actions and addressing the concerns,
e) the right to have a support person.

Any action taken by the employer must be fair and in accordance with the staff member’s
employment agreement.
Misconduct
Criteria for Misconduct shall include but not be limited to:
•

•

Failure to comply with time recording procedures.
Failure to report lateness, sickness or absence from work to the Centre Manager by
the required time.
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•

Persistent lateness or absences from work.

•

Failure to attend to rostered and/or prescribed duties.

•

Failure to keep information confidential.

•

Continually exceeding the time allocation for morning, afternoon or lunch breaks.

•

Acts of negligence, which adversely affects hygiene, quality or safety of children or
staff.

•

Failure to observe safety rules and report accidents in the accident form and register.

•

Using abusive or threatening language on Centre premises or while on Centre
business.

•

Failure to meet professional dress and hygiene standards.

•

Sleeping during working hours.

•

Non-compliance with the Centre policies and procedures.

Serious Misconduct
Criteria for Serious Misconduct shall include but not be limited to:
•

Arriving to work under the influence of drugs or alcohol.

•

•

Mistreating children, including isolation, corporal punishment, deprivation of food,
etc.
Physical violence towards staff, children and visitors to the Centre.

•

Verbal abuse towards staff, children and visitors to the Centre.

•

Theft of the Centre, staff or parents’ belongings.
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•

Intentionally damaging the Centre’s property.

•

Displaying inappropriate behaviour towards the Centre or Management in public.

•

Refusal to obey a lawful order or walking off the job.

•

Acts of negligence, which seriously affect the quality of care and education or safety
of the children or staff.

•

Sexual harassment.

•

Conviction of a serious criminal offence while being employed by the Centre.

•

Falsifying documentation.

•

Failure to follow cash handling procedures.

Privacy Procedures
•

Management will be responsible for the appointment of a Privacy Officer.
•

Information will be collected only for a specific purpose. All forms requesting
information will explain why it is being collected.

•

All staff will have access to information relating to them.

•

All parents/guardians will have access to information relating to their child.

•

Parent/guardians’ approval will be sought prior to any information being shared with
a third party or agency.

•

All documents requesting information relating to children, families or staff will
clearly identify the name and address of the Centre.

•

All requests for information on staff or children which is held on file, must be
referred to the Privacy Officer.
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•

Only accurate and up-to-date information is held on file. Staff may alter information
on their own file and parents/guardians may up-date information on their child's file
at any time.

•

Parents will be told that their child's enrolment form will be held for 7 years as this is
a requirement of the Education (Early Childhood Centres) Regulations 2008.

•

All personal details of staff and children will be stored in secured location.

Teacher Registration

•

Provisionally Certificated Teachers (PCT) undergoing the support and mentoring
programme for Teacher Registration will be allocated a support person to oversee
this programme.

•

Time may be allocated during normal rostered hours for meetings, observations and
any other relevant activity connected with the PCT process. This will be decided in
consultation with Management.

•

It is the responsibility of a teacher, Provisionally Corticated or Fully Certificated, to
maintain their registration. The Centre Manager will be available for support if
required.

Staff Leave
•

All staff leave will be provided as stated in each teacher’s Employment Agreement.

•

A clear process will be provided for staff applying for Annual Leave.

•

Procedures will be provided for staff to inform the Centre Manager when they take
Sick, Bereavement or any other discretionary leave.

Licensing Criteria GMA 7, 10.
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Staff Appraisal & Professional Development
Aim:

We aim to provide a high quality early childhood setting for young children that is based on
current theory of child development and pedagogy.

Rationale:

We believe that it is important for our staff to regularly appraise their work and continually seek
opportunities for professional development to stay current with educational practices
throughout New Zealand.

Purpose:

To provide a system that fosters reflective practice and that is supportive and focuses on
professional development goals in relation to the individual teacher’s needs and the centre’s
needs.

Staff Appraisal
•

Management will work collaboratively with staff to develop a robust and rigorous appraisal process
that will focus on growing and improving practice.

•

An annual system for staff appraisal will be implemented each year.

•

The appraisal of teaching staff is undertaken by the centre manager. An independent body will
appraise the manager. To meet Education Council requirements for teacher registration, one
appraiser must be a registered teacher.

•

Appraisals will be directly linked to the relevant job descriptions, staff and centre goals, and the
centre strategic plan.

•

Each staff will have 2 observations carried out on them each term, which will be followed by a
feedback meeting.

•

Teachers will complete a self-appraisal form.

•

A formal appraisal meeting will be held after the staff has had time to complete the self-appraisal
form and gather any relevant documentation to support their performance or goal setting.

•

Relevant supporting documentation will include portfolio evidence and monthly reflections.

•

A half-year check-in meeting will be held with each staff member to ensure their needs are being met
and their goals are being achieved.

•

The manager will be responsible for ensuring that there is funding within the budget for ongoing
professional development.
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Self-Appraisal
•
•
•

Reflection on last professional development plan, job
description and centre goals/strategic plan
Completion of new self-appraisal form
Collation of data collected through the year (Eg:
Monthly reflections, portfolio evidence etc)

Appraisal Meeting
•
•
•

Discuss self-appraisal
Provide feedback
Complete individual professional development action
plan

Management Responsibility
•

•
•

Management to collate team professional
development plan.
Ensure funding is available for implementation of plan
Confirm plan with teacher

Review Meeting
▪

Meeting between manager and teacher to discuss
progress-to-date with the implementation of their
Professional Development plan.
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Professional Development
•

•

•

•

•

A Professional Development Plan for the Centre will be developed, based on needs
identified through the appraisal process, self-review and the Centre Strategic Plan,.
All staff will be actively encouraged to participate in on-going professional learning.
The Centre Manager will access information from professional development
providers to ensure teachers are informed of relevant courses. All relevant course
fliers will be put in the Professional Development Course Folder for all staff to view.
The Application for Professional Development Leave Form will be completed by staff
when applying to attend professional learning courses.
Professional development will be provided for in the Centre’s Annual Budget.
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Rationale:

The storage and management of all documents that include personal information
about any person associated with the Centre will remain confidential.

Purpose:

To ensure the Centre meets the requirements of the Privacy Act 1993 and its
Amendments.

PROCEDURES
The permanent admin staff will be the Privacy Officer for the Centre.
The role of the Privacy Officer is to:
•

Encourage compliance by the Centre with the information privacy principles.

•

Deal with requests made to the Centre under the Privacy Act.

•

Work with the Commissioner in relation to investigations conducted under the Act.

•

Ensure compliance by the agency with the Privacy Act.

•

Ensure all staff have received training on the management of information.

•

Manage complaints and monitor any privacy issues.

Collection of Information
•

The Centre will only collect personal information that is required to meet statutory
requirements, for administrative purposes, or is needed to support the health and safety
needs of individuals.

•

Wherever possible the information shall be obtained directly from the person concerned, or
from someone who is authorised to provide the information.
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Provision of information
for parent’s policy

Rationale:

To ensure that the Centre effectively communicates and consults with
parents and whānau acknowledging and respecting their values, needs and
aspirations.

Purpose:

To ensure parents and whānau are encouraged to participate in decision
making regarding their child.

PROCEDURES

•

•
•

An Enrolment Pack will be provided for each child as they begin at the Centre. This
will include a Parent Handbook outlining key Centre procedures and practices.
The handbook will outline how parents can be involved in the Centre.
Details of the amount of funding the Centre receives from the Ministry of Education
and how this is spent will be made available in the parent information folder, and
through notices on the parent noticeboard.

•

Regular (bimonthly) newsletters will keep parents informed of the Centre
programme.

•

Each child will be provided with a Storypark profile that documents the teachers’
assessments of the child’s progress in learning at the Centre. Parents will be given
access to their child’s profile during induction.

•

All Centre policies will be reviewed on an annual basis. When a policy is due for
review it will be provided to all staff and parents for comment through the policy
review form. A copy will be placed in the parent noticeboard or emailed to parents
to view and comment on.

•

Children's individual records will be deemed to belong to the parent/guardian and
will be available to them at all times.

•

Teachers will be available to informally meet parents on a daily basis to exchange
information.
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Provision of information
for parent’s policy

•

Teachers will be available at mutually suitable times to formally discuss with parents
their child’s ongoing learning and development.

•

At enrolment, parents will be invited to become involved with the Centre, in
recognition of the key role of forming strong partnerships with parents including:
o Contributing to policy and philosophy review.
o Contributing to the self-review process – especially topics of high relevance
to parents (e.g. assessment procedures, routines, communication etc).
o Consultation on aspects of the service which concerns their child, e.g.
opening hours, fees charged, etc.

•

Consultation for policy review will include:
o Providing a copy of the existing policy.
o Making suggestions for change.
o Consulting Parents/Whanau for feedback and further suggestions.
o Including suggested changes for final Policy ratification.

Licensing Criteria GMA 1-4.
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Internal
Evaluation Policy
Rationale:

Self-Review improves the quality of a Centre/service through reflection,
analysis of data and planned action.

Purpose:

To ensure practices are constantly and consistently under review to enhance
quality outcomes for all children and their families/whānau. To ensure Kaiko
experience an environment where they are encouraged to learn alongside
others.

PROCEDURES

•

•

•

•

•

•

The Centre will undertake both planned and spontaneous self-reviews throughout the
year as we continually seek to improve our practice in relation to teaching and
learning, curriculum, leadership and governance, and management to ensure positive
outcomes for children.
Reviews can be triggered by any number of factors i.e. health/safety issues,
regulatory requirements, concerns raised by whānau, staff or children, or an
appreciation of what we do well, motivated by a desire to make it great.
The schedule for ongoing policy review will be displayed on the annual plan, and will
be reviewed annually by looking at 1/3rd of the policies at a time.
At time of review, parents will be invited to get involved through a notice on the
parents noticeboard. Parents can get involved by filling in a policy feedback form, or
by verbally communicating their comments to a staff member.
Self-review will be a regular agenda item for staff and management meetings to
ensure a culture of self-review drives ongoing improvement.
All reviews will be guided by the resource: ‘Ngā Arohaehae Whai Hua: Self-review
Guidelines for Early Childhood Education (2006)’, and will be undertaken in the three
key areas of practice which contribute to the functionality and quality of outcomes
for children:
o Learning and teaching practice (How do we foster children’s learning?).
o Collaborative practice (How well do we work together?).
o Governance (How well do we govern and manage our service to support our
children’s learning?).
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Internal
Evaluation Policy
Planned Reviews
•

A three-year review schedule of planned self-reviews will be maintained by
Management in consultation with staff.

•

Planned reviews will follow a four-step action-research cycle of Prepare, Gather,
Make Sense, and Decide. At the conclusion of this cycle any changes made to
practice will be evaluated and documentation will be filed in the Centre Self-review
Folder.

Spontaneous Reviews
•

Spontaneous reviews may be instigated by any staff member and will be recorded on
the appropriate template. While they can be instigated by one staff member they
will be reviewed collaboratively to ensure outcomes effect organisational change.
Spontaneous reviews may also contribute to appraisal and teacher registration
processes.

•

A date to revisit spontaneous reviews and evaluate outcomes for children will be
planned for at the conclusion of the review.

Other systems which contribute to self-improvement / review include:
o
o
o
o
o
o

Budget preparation and analysis.
Staff appraisals – review of job descriptions.
Health and safety checks.
OSH checks.
Analysis of accident and illness records.
Curriculum/resource review.

Licensing Criteria GMA 4 and 6.
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External Visitor
Policy
Rationale:

To ensure a safe environment for children, parents, family and whanau and
staff, and to ensure that the centre owner’s house and Hatchlings ECE centre
are kept separate at all times.

Purpose:

To ensure that Hatchlings ECE centre is used exclusively to run a childcare
centre, and to ensure the health and wellbeing of the children, parents,
family and whanau and staff are promoted and protected from harm.

PROCEDURES
•

The dwellers of the adjoining house owned by the center owner are both employees
of Hatchlings ECE Ltd.

•

Visitors to the adjoining home of the centre owner are not allowed at the Centre, or
to interact with children attending the centre at all times.

•

However, frequent visitors of the adjoining house (i.e. centre owner’s children) will
be police vetted and paperwork will be held at the centre at all times.

•

Visitors to the home are not allowed to engage in any behavior at home that would
affect the Centre environment (Ex. Loud music etc.)

•

Any expected visitors will be briefed on this policy before they enter the premises.

•

Signage around the house will signal to any unexpected visitors that they are not
allowed into the centre premises.
•
There will be a sign on the centre gate indicating that entrance is only for
Hatchlings visitors.
•
Other signage on either side of the drive way to signal to Hatchlings visitors
that the entrance for the centre is at the back of the house.

•

Staff will all be briefed on how to handle unexpected visitors. If a visitor enters the
centre by mistake, staff should redirect him/her to centre owner’s home and inform
the centre owner/manager or the centre admin staff immediately.

•

All doors that are common to the centre and the household will be locked, and staff
are required to make sure the doors are locked during the daily morning set up
routine.
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