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Introduction

Agape's policies are developed by our teachers/kaiako and families/whānau to clarify our
principles and describe the best way to apply them. The agreed policies and procedures are
written to support our kaiako, whānau, managers, kai creators, and relievers to guide them in
their everyday practice. The aim of these policies is to ensure consistent, safe and quality
practice.

Key legislation that guides us includes:
● Education Act, 1989.
● Education (Early Childhood Services) Regulations, 2008.
● Licensing Criteria for Early Childhood Education and Care Centres, 2008.
● Building Act, 2004.
● Civil Defence Emergency Management Act, 2002.
● Disabled Persons Community Welfare Act, 1975.
● Employment Relations Act, 2000.
● Fire Safety and Evacuation of Building Regulations, 2006.
● Food Act, 2014.
● Health (Immunisation) Regulations, 1995.
● Health and Safety at Work Act, 2015.
● Human Rights Act, 1993.
● Inland Revenue Department Act, 1974.
● Privacy Act, 2020.
● Resource Management Act, 1991.
● Smoke-Free Environments Act, 1990.
● Children’s Act, 2014.

Our policies are reviewed every 2 years, and any necessary changes are applied. This gives
us a shared understanding of agreed content, rationale, and procedures.
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Section 1
Curriculum
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Curriculum Assessment Planning
Purpose
To provide a programme that will cater for all our children's individual needs while ensuring
the implementation of our Christian philosophy is incorporated.

Objective
Agapé Christian Preschool sees curriculum planning as a continuous process which involves
careful observation, identification of needs and abilities, allocation of resources and
assessment and evaluation.

Guidelines
● Planning begins by observing and gathering information using written observations

collected from Learning Stories, discussions with parent/whanau, photographs, and
selected examples of children's work and conversations with the children.

● The above information is then gathered, noted in the staff communication diary &
blackboard, and discussed at staff meetings.

● Learning objectives are then set for individuals or groups of children.
● Learning experiences are planned, and form the basis of the weekly programme plans

on each of the curriculum areas.
● Te Whaariki is incorporated to develop and implement teaching strategies by actively

participating, scaffolding, modelling, shared planning which will create an
environment that will encourage choice, exploration, collaboration and social
interaction.

● The children's learning and development is then evaluated in relation to the learning
objectives along with a reflection of the whole process.

● All teachers have input into the planning of the programme so as to holistically
support and extend children's individual strengths and interests.

● The programme will be flexible and cater for the spiritual, holistic, physical,
intellectual, emotional and social needs of the child.

● The programme will show a commitment to supporting the partnership inherent in Te
Tiriti o Waitangi through the use of waiata, books, tikanga and Te Reo Maori.

● Each child that attends the centre will have one staff member who is responsible for
ensuring that information for individual programme planning is collected and collated
into their Portfolios.

● Parents/Whanau are encouraged to participate in the programme where possible and
we also endeavour to notify everyone of the programme through our notice board, on
Educa and parent information folder.

● The portfolios are made accessible to parents and their whanau (within the centre
learning environment).
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Aggressive Play

Rational
At Agapé Christian Preschool we recognise that it is crucial to enable children to express all
of their feelings. We believe in the value of exuberant, boisterous, rough-and-tumble play to
a child’s overall development, as it allows children opportunities to use language—both
verbal and nonverbal—and to learn how to negotiate, take turns, wait, compromise and
sometimes hold back, and make and follow rules. They are learning about cause and effect
and developing empathy. With that, we also believe that limits must be placed on aggressive
play (either physical or verbal) to ensure a safe environment for all children attending.

Procedures

● Teachers will model and create an atmosphere in which all feelings and ideas can be
safely expressed.

● Teachers will teach the children about social and emotional competence (to help them
learn strategies to deal with their emotions)

● Children and parents are encouraged to leave aggressive toys such as guns and
swords at home.

● Teachers are required to intervene, explain and redirect if play becomes (either
physically or verbally) aggressive.

● Parents will be informed and behaviour guidance techniques discussed if their child is
frequently displaying aggressive behaviour.

● Teachers will ensure that all children are kept safe from harm.
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Equipment

Rational

To ensure that all equipment used by the centre children and staff is safe, hygienic and
maintained and kept in good repair for their use. (ECE Regulation 31).

Objective

All equipment available or purchased is safe and usable, giving each child the opportunity to
approach his/her full potential through the use of resources provided.

Guidelines

● Equipment is made available to centre children and that the staff encourage the
children to care for and return equipment to the appropriate area when finished.

● Staff will ensure that all equipment is checked regularly, identifying the hazards in
each area and immediately removing any broken or unsafe equipment for repair and
inform Management.

● Staff will ensure that all indoor equipment is kept indoors and outdoor equipment i.e.
Sandpit toys etc., are kept in the appropriate areas and encourage children to do the
same.

● The principal teacher and staff will ensure in the case of any infectious diseases, that
all equipment is sanitised accordingly to avoid the spread of further infection.

● That money will be made available to purchase equipment that reflects our centre's
Christian philosophy.

● That money is made available to purchase equipment that is culturally and
developmentally appropriate for tamariki and that also reflects the uniqueness of the
dual heritage of Aotearoa.

● To ensure the health and safety of all children and staff at our centre.
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Healthy Food

Rational

We wish to promote healthy eating messages to parents, whanau and centre teachers. We
have an obligation to present nutritionally healthy food.

Guidelines

● Agape provides children morning tea, lunch and afternoon tea thanks to the KidsCan
program

● Children are given healthy food from a set menu that rotates each term.
● Baking is done with children regularly. Baking activities are used to teach children

about appropriate food preparation and healthy eating habits. Any baking is recorded
in the food diary.

● Water is always available for children. Children are discouraged from sharing cups
and bottles.

● Parents of children with allergies, food intolerances or special dietary requirements,
will need to provide food for their child when the menu cannot be adjusted to
accommodate the child's needs. They are also encouraged to provide special food for
their children to have during celebrations or at times when baking is available.

● Allergies, food intolerances and special dietary requirements will be a shared
responsibility of the child's family and the centre. Medical advice needs to be sought
before eliminating food from a child's diet.

● Allergies are recorded on a board near the kitchen for easy reference.
● If a child's allergy is life threatening, a management plan will be in place to ensure all

staff know emergency procedures.
● A record of all meals served is kept in a food diary.
● Activities focusing on food, nutrition, health and food safety will be incorporated into

the centre's programme.
● Hand washing and general hygiene routines are observed when adults and children

at the centre are handling food.
● Sterile dish washing facilities ensure eating utensils are cleaned and sterilised

thoroughly.

9



Positive Guidance

Rational

At Agapé Christian Preschool we shall provide a secure, safe, caring, learning environment
that will:

Respect the needs and rights of others regardless of race or gender.

Provide an environment that has freedom for children to develop at their own rate.

Provide a framework for recognizing and appreciating the unique style and personality of
each child.

Procedures

To protect the well-being and safety of all children who attend our Centre

Guidelines

Teachers will:

● Use positive behaviour management strategies that promote peaceful problem
solving aimed at empowering children

● Redirect behaviour to a more appropriate activity when warranted
● Encourage children to deal with conflict, where appropriate, to help teach children

positive conflict resolution skills
● Ensure every child is given positive guidance directed towards promoting appropriate

behaviour, considering the child's stage of development and contextual information
● Remain calm, not use a raised voice or belittling language when dealing with the

children's behaviour
● Ensure children's dignity is upheld and respected
● Notify parents/whanau of any serious occurrence of inappropriate behaviour and

methods used to modify this behaviour
● Recognise the need for consistency in dealing with children's behaviours
● Work together with parents/whanau to individualise behaviour management plans

where necessary
● Recognise the importance of building trusting, respectful relationships with children

through positive interactions
● Be encouraged to further their practice in behaviour management through

professional development such as The Incredible Years
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Policy Reviews

Rational

Agapé Christian Preschool feels it is the right of every parent/whanau, community member
and staff member to have the opportunity to have regular input into the running of the centre

Guidelines

● Policies are reviewed bi-annually through a consultation process with staff and
parents/whanau

● Policies can be viewed and commented on by parents/whanau and staff.
● All reports from the Education Review Office will be displayed at the centre for

viewing by parents/whanau and staff.
● Notification of receipt of such a report shall be given at the earliest opportunity by

way of newsletter, Storypark, and a notice on the parent's notice board.
● Any matters arising from an Education Review Office report shall be discussed at our

monthly meetings, consultation and advice will be sought and the resulting
discussion will be made known to parents/whanau, staff and community members by
way of a newsletter and Storypark.

● Spontaneous reviews are undertaken throughout the year as the needs arise
● A self-review schedule is set up at the beginning of each year, outlining the area set

for planned review

11



Settling In Procedure

Rational
To ensure parents/whanau and children feel a sense of belonging, acceptance and respect.

Objective
That each child should feel comfortable, safe and secure in the centre environment.

Guidelines

● We encourage parents to visit several times before the official start date
● We allow children to bring their own special cuddly so they feel comfortable and to

help with transition
● Children have a labelled cubby space to store their bag & personal items.
● During these times we will support the children and encourage them to participate in

play, and introduce them to other children. We encourage parents to telephone the
centre if they wish to find out how their child is coping with their day. If the child
becomes distressed we will contact the parent/whanau and discuss the matter.

● The centre has an open door policy and parents are welcome to come into the centre
at any time.

● All infants will have a primary caregiver. This is to help the child settle into the centre
environment, build security and trust with a primary caregiver.

● Parents are welcome to stay until their child is settled into an activity or are
comfortable with a kaiako

● Parents are encouraged to visit at any time during the day
● Parents should label bags, bottles, lunchboxes and clothing so as to avoid mix-ups
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Short Excursions

Purpose
To ensure the safety and well being of staff and children on all excursions outside our centre
environment.

Objective
To encourage exploration of the wider world.

Procedures

● No staff member shall embark on an excursion by herself/himself
● No staff member shall smoke while on an excursion
● No adult shall be left alone with the children
● Ratios shall be: 1 Adult to 5 Children
● A qualified staff member must always be present when on an excursion, i.e. Staff

member holding an ECE Diploma of Teaching and/or ECE Bachelor of Education.
● Any adult may make up the ratio while on the excursion
● Times of departure and return must be made clear to all staff and recorded on the day

sheet
● Parents must have signed the section on their children's enrolment form/s regarding

short excursions.
● An excursion bag will be supplied:

○ A first aid kit
○ A bottle of water and drinking cups
○ A snack for all
○ A cell phone

● Children will be in suitable clothing and appropriate footwear:
○ Summer: Hats, sunscreen, sandals/shoes.
○ Winter: Jackets, winter hats, scarves, gumboots/full-covered shoes.

● When there are children remaining at the centre the adult:child ratios will be
maintained and a registered ECE teacher will be part of that ratio. Please note that:

● Upon enrolment parents have the opportunity to give permission for their child to
participate on short walks out of the centre.

● Parents are responsible for providing their children with suitable clothing and
appropriate footwear.

13



Long Excursions

Purpose
To ensure the safety and well being of staff and children on all excursions outside our centre
environment

Objective
To encourage exploration of the wider world and to encourage the children's awareness and
understanding of the community in which they belong.

Procedures

● No staff member shall embark on an excursion by herself/himself except in the case
of an emergency

● No staff member shall smoke while on an excursion
● No adult shall be left alone with the children, except in the case of an emergency
● Ratios shall be: 1 Adult to 5 Children
● A role call will be made on departure, arrival and return and at necessary intervals

during the excursion
● Parents must be clearly informed of the excursion and a signature obtained from each

parent before allowing a child to go on the excursion
● A qualified staff member must always be present when on an excursion, i.e. Staff

member holding at least an ECE Diploma of Teaching.
● At least 2 adults will be required in a vehicle when carrying more than 3 children.
● Times of departure and return must be made clear to all staff and recorded on the day

sheet
● Children will be restrained while in vehicles according to the requirements of the

Traffic Regulations
● Teachers will not deviate from any planned outing without approval from the head

teacher/ manager
● An excursion bag will be supplied:

○ A first aid kit
○ A bottle of water and drinking cups
○ A snack for all
○ A cell phone

● a staff member will carry a cell phone at all times while on an excursion, and is able
to be contacted at all times.

● Children will be in suitable clothing and appropriate footwear:
○ Summer: Hats, sunscreen, sandals/shoes.
○ Winter: Jackets, winter hats, scarves, gumboots/full-covered shoes.

14



● When there are children remaining at the centre the adult:child ratios will be
maintained and a registered ECE teacher will be part of that ratio.

● Please note that:
● Vehicles must be warranted, registered and drivers must have a current driver's

licence
● All children must have a car seat that is of Regulation standard
● Parents are responsible for providing their children with suitable clothing and

appropriate footwear.
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Sleep

Purpose
To ensure the safety and well-being of all children within our centre.

Objective
Agape is committed to all children having a safe sleep in a safe place at every sleep within
our setting.We endeavour to meet the individual needs of all children who attend our centre.

Guidelines

● We provide sleep spaces/furniture that meet ECE licensing criteria safety standards.
● We use beds especially designed for babies sleeping and to meet their changing

developmental needs.
● Children are always placed to bed in clean clothes and appropriate for the

temperature.
● We ensure all babies are well-supervised at all times, including sleep times, with

staff in close proximity.
● Children will have no access to food or liquids while sleeping/resting.
● All children must have their own individual bedding (supplied by the centre)
● Children are to be settled by a staff member
● We recognise that babies need help from adults to regulate themselves and this

includes help with falling asleep. We employ supportive conditions that help babies
settle for sleep, assuming they are not hungry, including; firm wrapping/ tucking
across the shoulders (feeling held), proximity to staff (feeling close) and repetitive,
soothing, familiar actions (feeling rhythm).

● All children will be checked every 5-10 minutes by physically entering the room to
check children's breathing and to monitor the room temperature and sleep
environment.

● We check to ensure babies' airways stay clear throughout their sleep.
● We consider the age and vulnerability of the baby in our regular safety checks.
● All bedding used by the children is spaced to ensure hygiene and safety at all times.
● All children's sleep and wake times will be recorded on the sleep chart and are

available to parents
● Children will generally sleep in the designated sleeping place. However, special

circumstances may arise that mean it is more appropriate for a child to sleep
elsewhere. This will be recorded on the sleep chart.

● Parents who wish to know their child's sleep pattern can ask a staff member or
consult the sleep chart.
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● Children are transferred to the care of the 'toileting' person on waking, for toileting or
for their nappy to be changed.

● Children are offered a drink upon waking.
● Bedding linen is changed every week, unless laundering is required sooner
● Mattresses, cots and bed linen are cleaned regularly. Mattresses are wiped down with

sanitising solution and paper towels when bedding linen is changed.
● For reasons of cultural sensitivity children are encouraged not to stand on pillows and

children sleeping near each other are positioned head to head rather than head to feet
where possible.
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Sleep Room

Procedures

● All children's bedding to be washed weekly.
● The cots/ bassinets will be sterilised (using pre-mixed sterilising solution), sprayed

and wiped dry with clean paper towels, weekly.
● Sufficient space between mattresses on the floor to ensure air movement to minimise

the risk of spreading illness.
● Ensure adequate spacing between mattresses, and that they are not placed directly

under hazardous objects or in the way of doors.
● Space for the children to sit or stand safely as they wake up.
● Clear access to at least one side of the mattress.
● Mattresses on the floor are to be sterilised (using pre-mixed sterilising solution),

sprayed and then wiped dry with clean paper towels, weekly.
● All staff are aware of the correct use of language and gestures while preparing

children for sleep and on their waking.
● Cot rails will be placed down and locked into position at all times while occupied by a

child.
● The heating will be switched on when required so the room is at an appropriate

temperature for sleeping at a minimum of 18 c. A thermometer is located on the sleep
room wall at a height of 500mm to gauge the temperature of the room.

● Children will be checked at least every 5-10 minutes (or more frequently according to
the needs of the child) to ensure their warmth, breathing and general wellbeing by
physically entering the room and checking each child's breathing and the room
temperature.

● Sleep awake and check times are recorded daily on the centre tablet..
● Staff's attention is to remain on one child. If another child is requiring assistance, they

are to call on another teacher for help.
● Each child is to have their own individual mattress, with their name tag at the end of

it. The mattress is to have a bottom sheet and sleeping bag.  For the Tuakana Centre,
a pillow fitted with a pillow case is also to be provided with each mattress. Each child
has the same bedding for the week and it is changed weekly.

● Beds should be made so that feet are all facing inward where possible.
● Turn lights off and close curtains.
● Children are to remove shoes and any extra layers of clothing (i.e. jackets), before

being placed into bed. Children are to have no cords or ribbons that could constrict
breathing, and no head coverings, hoods or hats that could contribute to overheating.
Bibs and necklaces are removed before sleeping.

● Babies who can stand are to be in bottom cots.
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● Teachers are to sit with children as they rest. Positive gestures and caring language is
to be used.

● Children will have no access to food or liquids while in bed.
● We ensure babies are well supervised at all times, including sleep times, with staff in

close proximity.
● Children are transferred to the care of the 'toileting' person on waking, for toileting or

for their nappy to be changed.
● Children are offered a drink upon waking.
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Sun Smart

Purpose
Our Sun smart policy endeavours to protect all children attending this centre from skin
damage caused by UV rays of the sun. Staff will promote the sunsmart policy throughout the
year but with particular emphasis in summer.

Objective

● That all children will be encouraged to wear sun hats and appropriate clothing. Sun
block will be applied in the summer months. All day children will have more than one
application.

● When enrolling their child parents will be:
○ informed of the Sun smart policy
○ asked to provide a suitable named hat for their child's use
○ required to give permission for staff to administer sunscreen

Guidelines

● As part of the general sun smart strategies:
● The centre will encourage children to wear hats that protect the face, neck and ears

whenever they are outside.
● The Management will ensure there are sufficient shaded areas.
● The availability of shade will be considered when planning excursions or outdoor

activities.
● Staff will act as role models by:
● Wearing appropriate clothing and headgear when outside.
● Seek shade wherever possible
● SPF 30+ Broad Spectrum water resistant sunblock will be provided for all staff and

children's use as necessary.
● Opportune moments will be used to teach children why the skin needs protection

from the sun and ways of doing it.
● The sun smart policy will be reinforced in a positive way through parent newsletters,

noticeboards and meetings.
● Staff and parents will be provided with educational materials on sun protection
● Drinking water will be available at all times
● Parents are to supply sunscreen for children with allergies to the centre's sunscreen
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Toileting

Purpose
To ensure that all staff at Agapé Christian Preschool use the same procedure and that the
children's well-being is being met on an individual basis

Objective
For each child to be successful in their individual transition stages of toileting. It is very
important to discuss the child's home toileting or potty procedures with parents/whanau so
that we can work together successfully.

Guidelines

● After communication and consultation with the child's parent/caregiver we will
support the child with using a potty or using the toilet facility. Daily communication
will be maintained with parents throughout the process.

● Positive language and gestures will be used at all times to encourage the child and
build their confidence. A 'reward/acknowledgement' system could be introduced with
further consultation with parents/whanau, i.e. sticker charts each time they use the
facility or to acknowledge their presence.

● The child's dignity will be maintained at all times.
● It is the child's choice to potty or not. Staff will encourage but not physically force a

child to sit on the toilet/potty if he/she does not want to.
● The only time staff will put nappies on a child who is toilet training is just before

sleeping or if too many discouraging failures are occurring. If the child is distraught
about the process we will continue at a later date. This will be discussed with parents
first. Also we will put nappies on a child who is toilet training if he/she has continual
diarrhoea and the parent/caregiver cannot be contacted. This will be at the discretion
of the person responsible.

● We will encourage independence by supporting the child when removing clothing,
sitting on the toilet, when finished, dressing again, flushing the toilet and washing
and drying hands.. Staff will support the child until he/she feels comfortable with
doing these toileting procedures on his/her own.

● For any toileting accidents staff will follow the following procedure:
● Lay newspaper or paper towels directly over the spill; wearing gloves remove any

faeces and dispose of appropriately;
● attend to the child;
● when the child has been fully attended to, fill a bucket with hot water and bleach

(according to the directions on the bottle) and mop the area concerned. Ensure the
mop and bucket have been fully cleaned.
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Transition to School

Purpose
To encourage all children to be able to participate in a smooth and comfortable transition
from Agapé Christian Preschool to school. To help parents, caregivers, whanau and children
to contribute to this process.

Objective

Our aim is to prepare children emotionally, socially, cognitively, and physically for school. We
aim to empower children with a love of learning so that the transition from preschool to
school is as smooth as possible.

We will endeavour to develop ways for ensuring a smooth transition between our centre and
school for children and families/whanau/hapu/iwi to parents of full time and part time
children attending Agapé Christian Preschool.

Guidelines

● We will encourage parents/whanau to visit the school of their choice with their
child/ren before their child/ren goes to school therefore giving their child a sense of
belonging before they start their first day of school.

● Children will become familiar with their lunch box, and are encouraged to eat healthy
food first

● We build up children's confidence and self-reliance in every possible way.
● Children are encouraged to take part in the 4 year olds programme on turning 4, on a

daily basis between 9.30-10.30. This programme focuses on school readiness,
working with each child at their stage of development to promote early literacy and
mathematics.

● A graduation ceremony is held for children heading off to school.
● Children's profiles are given to parents/whanau when children leave the centre.
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Transition to Tuakana

Purpose
Our environments empower children to feel acceptance, affection and achievement. In order
to retain these feelings over a time of transition it is vital that there is positive and clear
communication between teachers, parents and individual children.

Objective
We will endeavour to develop ways for ensuring a smooth transition between the two
centres for children and families/whanau/hapu/iwi of full time and part time children
attending Agapé Christian Preschool.

Guidelines

● Before a child's transition from the Teina (infant/toddlers) centre to the Tuakana (over
2s) centre, information including the child's name, date of birth, parent's names and
allergies as well as individual and group routines are exchanged between the new
and existing teachers.

● Transitioning between groups is based on developmental readiness, availability of
spaces and consultation with parents. Parents are notified and kept informed about
the likelihood and timing of any space becoming available.

● In preparation for a transition, teachers support children for success in the child's new
environment.

● If children are making the transition outside of Agape, parents are encouraged to visit
that centre with their child before the intended start date.

● Any particular toys or books children really enjoy go with the child, to be returned at a
later date when the child feels comfortable.

● Any security toy/blanket/cuddly can be brought from home. Teachers will encourage
children to be responsible for putting these safely away when not needed, and make
the comfort item available to reduce emotional stress.

● A transition teacher will be appointed at the Tuakana Centre, to guide the transition
process. This will allow parents to share with a familiar person and the child will have
a teacher that they can build an initial bond with. Relevant information pertaining to
the child will be shared by the Teina Centre Assistant Principal Teacher to the
Tuakana transition teacher, who will share this information with the other teachers as
necessary.

● Children's individual Profile Books will be kept at the Centre that the child attends
once transition is complete.
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Inclusion

Purpose
We are committed to recognising children as individuals and valuing their contributions. Each
child is ensured the same care and education regardless of ability, gender, ethnicity, culture or
socio-economic background.

Guidelines

● All children regardless of gender, ability, culture or background can be enrolled at
Agapé Christian Preschool.

● Teachers will encourage all children:
● to develop good relationships with other people
● to appreciate others talents and gifts
● to show consideration, thoughtfulness and care for others
● to develop an awareness of right and wrong, and learn to have empathy toward

others
● to develop a healthy concept of themselves as a valuable person created in the image

of God and have an important place in this world
● to understand that there are other cultures other than that of their own.
● Teachers are made aware of and respect individual and cultural needs through the

parent information that is required on each child's enrolment form.
● Teachers respect cultural diversity and individual needs by supporting and including

them into our programme (where appropriate within our philosophy).
● Teachers are aware of their language and behaviour when interacting with children,

ensuring it is non discriminatory and positive.
● When purchasing equipment, care is taken to ensure the diversity of people and

groups in New Zealand are being portrayed in posters, puzzles, books, music etc.
● Consideration will be fostered by encouraging cooperative play. The children will be

helped to share and take turns.
● Thankfulness too, comes from experience, children must first have feelings of

appreciation before they can have feelings of thankfulness.
● Teachers are encouraged to support children in the areas of their play and provide

further support through prayer with or for the child.
● Teachers support the Treaty of Waitangi and provide opportunities for children to

explore and experience Maori culture.
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Maori as Tangata Whenua

Purpose
Agape respects Maori as tangata whenua in Aotearoa / New Zealand. Agape encourages an
awareness and appreciation of the bi-cultural heritage of our country. We support the use of
Te Reo Maori as a living language.

Te Whaariki
Communication - Goal 3. Children experience an environment where they experience the
stories and symbols of their own and other cultures.

Guidelines

● Teachers are encouraged to use Te Reo Maori phrases and words.
● Teachers are required to progress in their use of Te Reo Maori, and their overall

learning in this area in order to have their practising certificates reissued.
● Teachers will discuss and inform others in the centre of appropriate practices with

regard to tikanga Maori to increase awareness of the partnership inherent with Te
Tiriti O Waitangi.

● Consultation with local hapu & iwi will increase our Te Reo Maori and Tikanga
practices within the centre.

● Visual aids and language prompts are displayed throughout the centre encouraging
teachers to extend their knowledge of Te Reo Maori.

● Teachers are encouraged to greet children, parents, colleagues and phone enquiries in
both Maori and English.

● Te Reo Maori is incorporated into all areas of the curriculum.
● Professional development funds and time are made available for teachers to extend

their Tikanga and Te Reo knowledge.
● Teachers will make, find and provide Maori and natural teaching resources.
● Basic vocabulary and simple waiata will be communicated to parents via notices and

newsboards.
● All team members will demonstrate respect for tikanga
● We recognise the core values of Maori such as:

○ whakawhanungatanga - relationships/connections
○ manaakitanga - hospitality/care
○ rangatiratanga - leadership
○ wairuatanga - spiritual well-being
○ kotahitanga - unity
○ akonga - reciprocal learning
○ tuakana/teina relationships - learning from one another
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Section 2
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Injuries, Illnesses & Incidents

Purpose
The purpose of this operational policy is to keep children and adults safe by meeting
Licensing Criteria HS25, HS27 and HS12.

Objective
The health and wellbeing of our children is of the utmost importance to us. We will make
every effort to create a safe and healthy environment and will act urgently where required
and effectively to ensure the health and wellbeing of all children in our care.

Issue Outline

Both children and adults have accidents, even in safe environments.  Children can also get
sick quite suddenly or can be unwell on arrival at the centre.  Sometimes these illnesses can
be contagious.  An incident is an adverse or unexpected event.  This event may or may not
result in personal injury or illness.

Guidelines

ALL injuries, illnesses and incidents are recorded, even if only minor injuries are sustained.

Health and Safety at Work Act (2015): Make a notification of a child’s serious injury or illness
if it:

○ Is a serious injury or illness which occurred as a result of work activity and
○ Needs immediate admission to hospital or
○ Needs treatment by a doctor within 48 hours of exposure to a substance.

If notification to Worksafe is made, notification must also be made to the Ministry of
Education.

General:

● There is an adult present at all times for every 25 children attending (or part thereof)
that:

○ holds a current first aid qualification gained from a New Zealand Qualifications
Authority accredited first aid training provider; or

○ is a registered medical practitioner or nurse with a current practising
certificate; or

○ is a qualified ambulance officer or paramedic
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○ If a child is injured, any required first aid is administered or supervised by an
adult meeting these requirements.

● We have a first aid kit equipped to the standard set by the Ministry of Education and
kept fully equipped by Alsco

● We have an area where we can isolate sick children

Injury Prevention

● Our centre takes all reasonable steps to ensure that premises and facilities are in
good repair, maintained and used safely. To achieve this -

○ All staff take account of injury prevention in the layout, daily activities and
rules in our centre

○ Daily checks are carried out for hazards
○ All staff are trained in hazard identification and management as part of their

induction process
○ We have a hazards register on SafetyNest
○ All staff are trained to notify maintenance needs to the centre manager

through SafetyNest.  The centre manager acts promptly on dangerous or
urgent repair work and programmes in other maintenance work.  Maintenance
work is recorded

○ The hazard management approach we take is to eliminate, isolate or minimise
hazards in the centre.

○ Management analyses hazards and accident records monthly taking action
where required.

Child Injury/Incident Procedures:

● In the event of an injury to a child:
● A first aid trained staff member will assess the severity of the injury, based on

information derived from witnesses of the incident, knowledge of the child and the
child’s medical history, and on the child’s appearance and response.  The first aid
trained staff member will provide the necessary first aid that does not require further
or more specialised medical treatment. First aid treatment would typically consist of
cold cloths or arnica cream applied.

● If the injury is beyond first aid treatment and the child requires further or more
specialised medical attention, the centre manager calls an ambulance. If the centre
manager is unavailable, the most senior staff member present calls the ambulance.
The parents of the child are notified immediately.

28



● If it is a head injury, an ice pack wrapped in a towel must be held on the child’s head
for up to 20 minutes. Any head injury will be treated seriously – even suspected
ones – and staff will be vigilant in observing signs of concussion. All bumps and
knocks to the head will be recorded and communicated to the parents. If the child
shows signs of concussion, the parents will be notified immediately and asked to pick
up their child and advised to seek medical advice.

● If it is a burn, the injured area must be put under cold running water immediately for at
least 10 minutes. Medical help will be sought and the parents of the child are notified
immediately.

● If the severity of the injury is unclear, advice and medical assistance will be sought
through a GP or health service or Healthline.

● An incident report is filled in and signed by the parent/guardian.
● In the event that a parent or guardian cannot be contacted, the centre manager or

senior staff member will take the child to a doctor, primary care or emergency
department at the local hospital

● There must always be adequate staff to care for remaining children at the centre
● If there is serious harm, i.e. a notifiable event, the centre manager or person

responsible must report the incident to WorkSafe as soon as possible. In this case the
Ministry of Education must be notified as well.

Sick Children

In general children should stay away from the centre if unwell

● any child with diarrhoea or vomiting should stay away until 48 hours after symptoms
cease, and they are well

● At our centre, we protect all children and staff from cross infection. When a child
becomes ill at the centre we will keep the child in a designated, safe and separate
area, and ask the parent or caregiver to collect the child as soon as possible

● If the sickness needs urgent medical attention, the centre manager calls an
ambulance. If the centre manager is unavailable, the most senior staff member
present calls the ambulance.  They also call parents/guardians.

● If we are unsure what to do, we will contact the child’s doctor or call the Healthline on
0800 611 116 immediately

● The Centre maintains a list of allergies for children attending the centre. All staff have
ready access to the list, and are trained in the use of relevant medications in the event
of an allergic reaction.

● We have a detailed Medicine Register and ensure staff understand and follow this

● Medicines may only be given with the written authority of a parent or caregiver or, in
an emergency, by a qualified doctor or ambulance staff
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● Staff will use gloves and disinfectant when there is any concern about stopping the
transmission of infectious diseases

● Hygiene and cleaning routines support the health and wellbeing of everyone at the
centre.

● The Infectious disease Ministry of Health chart has guidelines for when sick children
should not attend the centre

● Any notifiable diseases listed on the Ministry of Health website are notified to the
Ministry of Health

● Staff and parents are informed of health warnings and how to recognise signs of any
illnesses for which we receive Ministry notifications

Sta� illness and accidents:

● Staff with communicable illnesses must take sick leave
● Staff accidents / incidents and injuries are also recorded and procedures followed as

for child procedures with next of kin notified where the incident is serious.

Impacts of Policy on Sta�, Parents, Children

Following these procedures will ensure that the environment is safe, that parents and

appropriate authorities are kept informed of accidents and illnesses where appropriate, and

that appropriate records are kept to meet licensing and other legislative requirements.
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Bed Changing Procedure

This is the standard procedure to follow when setting up

and changing beds for sleepers.

Tuanaka

● Each mattress is to have a bottom sheet and sleeping bag. A pillow fitted with a
pillow case is also to be provided with each mattress.

● Each child should have their own individual mattress, with their name tag attached at
the end of the mattress.

● Beds should be made so the feet are all facing inward.
● All bed linen is to be changed each week. The linen is to be placed into the laundry

bin and taken to the Teina Centre to be washed.
● Mattresses are to be sprayed with viraclean/viraclear during every change, and/or if it

has been soiled, with the bed refitted with clean linen.
● A weekly bed changing form is to be filled out each week (or change), when the beds

have been wiped down, replaced with new linen, and the soiled linen has been taken
to the Teina Centre to be washed. This form is located in the Sleepers folder.

Teina

● Each mattress is to have a bottom sheet.
● Each child should have their own individual mattress, with their name tag attached on

the wall.
● Beds should be made so the feet are all facing inward.
● All bed linen is to be changed each week.
● Mattresses are to be sprayed with viraclean/viraclear during every change, and/or if it

has been soiled, with the bed refitted with clean linen.
● A weekly bed changing form is to be filled out each week (or change), when the beds

have been wiped down, replaced with new linen, and the soiled linen has been
washed. This form is located in the Sleepers folder.
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Biting

Purpose

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

Guidelines

● Parents will always be informed if their child has bitten or was bitten.
● Teachers will NOT give out the name of any other child involved.
● When a child bites, our positive guidance policy is followed. Teacher attention is

mainly focused on the child who has been bitten, in caring for them and ensuring they
feel better.

● Teachers will help children who have been bitten to increase their skills of
assertiveness.

● An explanation is given to the child who has bitten that such behaviour is not
acceptable. They are encouraged to use words to communicate their feelings.

● When a child is constantly biting, a specific behaviour guidance strategy will be
written by the teachers and discussed with the child's parents. Teachers will try to
recognise and prevent occurrences of biting, to reduce harm to others and help
children learn more positive strategies for social engagement.

● All teachers both permanent and casual will be made aware of behaviour guidance
procedures for biting.

● Much has been written on the subject of biting in preschool aged children and written
information will be made available to parents who are concerned.

● Parents will be reassured that biting is a normal behaviour in young children and
everything is being done to reduce the instances of biting within the centre.

● Teachers will give informal feedback to any concerned parent regarding the progress
of specific behaviour guidance strategies in place. Specific time should be made for
parents wishing to discuss issues with teachers in more depth.

● Children who bite will not be excluded from our programme.
● If the specific behaviour guidance programme outlined in our Positive Guidance Policy

fails to reduce the instances of biting, outside help will be sought from specialist
education services.
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Car Seats

Purpose
Keeping a car seat on the premises enables parents and caregivers to borrow it in case they
have forgotten theirs. It also ensures teachers have a safe method of transportation.

Guidelines
● If a parent or caregiver borrows the car seat, it must be returned by the following

morning at the latest, sooner if possible, to ensure that it is available at the centre if
and when it is required.

● The staff member who has given out the car seat is to write into a notebook (kept in
the office); who borrowed the car seat, the time and date it was taken, and when it
was returned.

● If the car seat is used to transport a child, proper care will be taken to ensure that the
car seat is installed correctly and that the child is safe.

● Expiration dates on car seats are recorded and replaced accordingly.

33



Child Health
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Purpose
Parents and kaiako share the responsibility for creating a healthy centre environment, which
will protect and nurture children. Exclusion of children with infectious diseases from early
childhood centres is necessary where there is potential for further spread of infection. Agape
wishes to keep its children and adults safe from infection by clearly stating under what
circumstances a child should be excluded. Exclusion is at the Centre Manager’s/Principal
Teacher's discretion.

Guidelines
● The child's parents are to give written consent to administer medication and to inform

staff about their child's health. Their contact phone numbers and their emergency
contacts will have been recorded on the child's enrolment form.

● The person responsible may exclude a child from attending the Centre if the child is
unwell, has a temperature of over 37.5°C or has other health conditions which may be
of concern.

● Children with infectious diseases listed in the Health Regulations will be excluded
from the centre during the period of the illness (see infectious diseases policy).

● Parents should inform staff about any changes in children's health (including side
effects to medication) to protect the child, themselves and other children.

● When a child becomes unwell at the Centre, the child will be isolated with
supervision, and returned to the care of the parents/guardians or the contact person
on enrolment form without delay.

● Any child experiencing vomiting or diarrhoea will be excluded from the centre for a
period of 48 hours after the last episode of vomiting or diarrhoea.

● In the event that a child becomes seriously ill or injured, immediate medical aid will be
sought and parents/guardians contacted immediately.

● Staff will not administer medication other than the agreed oral drugs.
Parents/guardians will be required to sign the Children's Medicine Chart. (APPENDIX
A) A staff member is to administer medication and this will then be sighted by
another staff member and signed for by both.

● All medication and creams are to be signed into the medicine book and stored in the
kitchen, NOT the child's bag. This is to prevent children from direct access to
medication and creams.

● There will be at least 1 first aid qualified adult present at all times in each centre.
● Staff are made aware of children diagnosed with conditions such as HIV/Aids and

Hepatitis, so appropriate precautions will be taken at all times. Safe practices will
apply.
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Objective

Children who are unwell should not be attending the Centre, for the following reasons:

● For the well-being of the sick child.
● Being unwell will hinder the child from participating in the centre programme.
● High demands on staff causing inadequate ratios.
● It is distressing for the child and other children at the centre.
● To prevent spreading of diseases and viruses to other children and staff
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Child Protection

Summary
This policy outlines our commitment to child protection. It includes our protocols when child
abuse is reported to us or suspected by us. It also includes practice notes on measures to be
taken to prevent child abuse. Staff are expected to be familiar with this policy and abide by it.

Statement
We have an obligation to ensure the wellbeing of children in our care and are committed to
the prevention of child abuse and neglect and to the protection of all children. The safety and
wellbeing of the child is our top priority when investigating suspected or alleged abuse.
We support the roles of the New Zealand Police and Oranga Tamariki (formerly Child, Youth
and Family) in their investigation of suspected abuse. Our role is to advocate and escalate
concerns about a child’s safety and we will report suspected/alleged abuse to these agencies
and the Ministry of Education.
We support families/whānau to protect their children.
We provide a safe environment, free from neglect, physical, emotional, verbal or sexual
abuse.

Principles
● The interest and protection of the child is paramount in all actions.
● We recognise the rights of family/whānau to participate in the decision-making about

their children.
● We have a commitment to ensure that all staff are able to identify the signs and

symptoms of potential abuse and neglect and are able to take appropriate action in
response.

● We are committed to supporting all staff to work in accordance with this policy, to
work with partner agencies and organisations to ensure our approach to child
protection is consistent and high quality.

● We will always comply with relevant legislative responsibilities.
● We are committed to share information in a timely way and to discuss any concerns

about an individual child with colleagues or the Person in Charge.
● We are committed to promote a culture where staff feel confident that they can

constructively challenge poor practice or raise issues of concern without fear of
reprisal.

● This policy will be reviewed at least every three years.
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Identifying possible abuse or neglect
Child Abuse is defined in the Children Young Persons and their Families Act as “the harming
(whether physically, emotionally, or sexually), ill-treatment, abuse, neglect or deprivation of
any child or young person.”

Definitions
Child abuse refers to the harming (whether physically, emotionally or sexually), ill treatment,
abuse, neglect, or serious deprivation of any child/tamariki, young person/rangatahi (Section
14B Children, Young Persons, and Their Families Act 1989).

This includes actual, potential and suspected abuse.
Physical abuse – any acts that may result in physical harm of a child or young person.
Sexual abuse – any acts that invoice forcing or enticing a child to take part in sexual activities,
including child sexual exploitation, whether or not they are aware of what is happening.
Emotional abuse – any act or omission that results in adverse or impaired psychological,
social, intellectual and emotional function or development.
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.

Staff should become familiar with the possible physical and behavior clues to child abuse
listed on pages 11 and 12.

Responding to suspected abuse or neglect
It is essential to continue to maintain a confidential record, including observations of the
child’s behaviour for some time following an allegation or incident. The process for
responding to child abuse is given in the ‘Action Chart / Reporting Process Flowchart’ on
page 15&16 of this document.

An incident record template is also provided on page 13 &14 of this document.
All suspicions or observed incidents or reports of incidents should be reported directly to the
Person Responsible as soon as possible, who will immediately take steps to protect the
child(ren) and record the report.

If there is clear evidence or reasonable cause to believe an instance of child abuse has taken
place, the Person Responsible shall notify Oranga Tamariki: 0508 326 459.

In addition to guiding staff to make referrals of suspected child abuse and neglect to the
statutory agencies (i.e., Oranga Tamariki or the Police), this child protection policy will also
help staff to identify and respond to the needs of the many vulnerable children whose
wellbeing is of concern. In many of these cases the involvement of statutory agencies would
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be inappropriate and potentially harmful to families/whānau. Throughout New Zealand
statutory and non-statutory agencies provide a network of mutually supportive services and
it is important for our organisation to work with these to respond to the needs of vulnerable
children and families/whānau in a manner proportionate to the level of need and risk.

Staff members will discuss suspicions with a senior staff member. Where appropriate, the
person making the allegation will be given a copy of this policy.

Immediate response to suspicion of child abuse:
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Ongoing care for vulnerable children
Ensure the child's immediate safety - do not alert the suspected abuser.
• If a child tells of abuse; listen; have a conversation but don't interview them.
• Say you're glad they told you and you're sorry it happened
• Let them know it's not their fault and that you'll do your best to help
• Do not ask further questions
• Do not put words in the child's mouth
• Allow them to tell only as much as they want
• Continue to support the child
• Ignore negative behaviour

If a child's behaviour poses a serious risk to other children's health and well-being at the
Centre, a parent meeting will be called by the Person Responsible to discuss the situation.
The final decision of future action will be made by Person Responsible (and the Child Safety
Team if appropriate), with consideration to the fact that the Person Responsible has the right
to exclude any child if his/her behaviour poses a significant danger to others. This decision
will need to be consulted with MoE Learning Support and every effort taken to support the
child’s developing social competence and understanding of appropriate behaviour (Licensing
Criteria 2008: C10).

The Basic Principles for Responding to Suspected Child Abuse

• 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
may mean contacting Oranga Tamariki or the police if you think there is an immediate
risk of the child being abused again.

• Record clear concerns and observations, factual statements with dates

• We recommend that you 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.

• 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.

• Seek support for yourself. The tasks and situation will be stressful.

• Where abuse may have been perpetrated by a family member or someone close to the
family, do not initially inform the family, but ensure that the appropriate person informs
them at the appropriate time under guidance from Oranga tamariki.
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Allegations or concerns about sta�
When there are suspicions or allegations of abuse by a staff member or volunteer, the
Service Provider will take immediate steps to suspend the staff member on full pay and
remove them from the environment to ensure that children and the staff member are kept
safe. The suspected individual will be excluded from all access to children pending the
outcome of a full investigation. We recognise added stress to staff in such situations and will
ensure support is available. A template for conducting and reporting the investigation to the
Ministry of Education can be found at https://sexualabuse.org.nz/forms/

The investigation will seek to establish if there are reasonable grounds to believe that the
person has physically ill-treated or abused a child or committed a crime against children; or in
guiding or controlling a child, has subjected the child to solitary confinement, immobilisation,
or deprivation of food, drink, warmth, shelter, or protection (Reg. 56). Where the investigation
concludes that there are reasonable grounds to believe the allegation, the staff member (or
volunteer) concerned will continue to be prevented from having any further access to children
pending HR processes for serious misconduct and/or dismissal. The person will be informed
fully of their rights.

The person managing the child abuse issue will not be the same person as that managing
the employment issue. If there is a need to pursue an allegation as an employer, consult with
Oranga Tamariki or the Police before advising the person concerned. In addition, notify the
local Ministry of Education office (HS34). Inform the suspected person that they have a right
to seek legal advice and providing them with an opportunity to respond. They should also be
informed of their right to seek support from the relevant union/representative body. It is vital
to follow ordinary disciplinary policies, guided by the employment contract/collective
employment contract and relevant statutory obligations. If there is insufficient evidence to
pursue a criminal prosecution, then a disciplinary investigation may still be undertaken if
there is "reasonable cause to suspect" that abuse may have occurred. The allegation may
represent inappropriate behaviour or poor practice by a member of staff which needs to be
considered under internal disciplinary procedures.

We commit not to use ‘settlement agreements’, where these are contrary to a strong culture
of child protection. Some settlement agreements allow a member of staff to agree to resign
provided that no disciplinary action is taken, and a future reference is agreed. Where the
conduct at issue concerned the safety or wellbeing of a child, use of such agreements is
contrary to a culture of child protection.

Under the Education Act, employers must make a mandatory report to the Education Council
in certain circumstances. It is the expectation of the Teaching council that an employer will
bring an allegation of serious misconduct to their attention early in the process and that a
conclusive assessment of the circumstances is not required by the employer prior to doing
this. Failing to make a report is an offence, which carries a fine of up to $25,000 unless there
is reasonable justification.
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When to make a Mandatory Report
Employers must IMMEDIATELY report to the Teaching Council when:
● a teacher is dismissed for any reason
● a teacher resigns from a teaching position, if within the 12 months preceding the

resignation the employer advised the teacher it was dissatisfied with, or intended to
investigate, any aspect of the teacher’s conduct or competence, or on the expiry of the
teacher's fixed-term contract

● a teacher ceases to be employed by the employer, and within the following 12 months
the employer receives a complaint about the teacher's conduct or competence while he or
she was an employee

● an allegation has been made that the teacher has engaged in serious misconduct
● the employer is satisfied that, despite completing competence procedures with the

teacher, the teacher has not reached the required competence level.

Volunteers and Practicum Students
• Volunteers/students will be welcome into the Centre subject to safety checking
• At no times will a volunteer or student be left alone with a child or be placed on nappy
changing duty.
• Where we rely on a TEO to carry out the safety check for students on our behalf, and we
will obtain a letter from the TEO confirming this. If any components of the safety check have
not been completed by the TEO, we are responsible for completing these. We always
complete the identity check and risk assessment, even if these have already been completed
by the TEO. A separate letter should be obtained for each named student teacher.

Parents/Caregivers/Whānau
● Parents will be involved in the development and review of any child protection policies.
● Parents will have access to information regarding a range of support agencies.
● We will form good relationships with parents and be aware of issues that make life extra

hard for parents (see Appendix 2).
● We will monitor situations and offer help and support to parents/whanau where we can.
● We will make available and provide information and contact details of support agencies

within our community.
● Our Child Protection Policy will be shared with all parents.
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Supervision Guidelines

Staff working in the Centre are well supervised and visible in the activities they perform with
children.

Parents should perform care-taking tasks only with their own children. Visitors to the Centre
will not perform care-taking tasks with children or be alone with them. There is an open door
policy for private spaces where intimate care-taking of children is required, e.g. toileting and
nappy changing.

Physical contact of children during changing or cleansing must be for the purpose of that task
only and no more than is necessary. Encourage children to take care of themselves if
possible. In making physical contact with children, staff should be guided by the principal that
they would do so only to meet the child’s physical or emotional needs.  Except in an
emergency, children are not taken from the service without parental approval.

Only adults named on the enrolment form can collect children from the centre.
● If a child is to be collected by someone other than the persons on their enrolment

form, parents/legal guardians are required to give written or verbal permission to
management.

● If the centre has not been advised and someone, other than those listed, arrives to
pick up a child, staff will phone parents/legal guardians for permission before
allowing the child to leave the centre.

● If parents are not able to be contacted, children will not be able to leave the centre
until appropriate approval is gained.

Confidentiality and information sharing
The Privacy Act 2020 and the Children, Young Persons, and their Families Act 1989 allow
information to be shared to keep children safe when abuse or suspected abuse is reported or
investigated. Note that under sections 15 and 16 of the CYPF Act, any person who believes
that a child has been, or is likely to be, harmed physically, emotionally or sexually or
ill-treated, abused, neglected or deprived may report the matter to Child, Youth and Family or
the Police and, provided the report is made in good faith, no civil, criminal or disciplinary
proceedings may be brought against them. Child protection information must be shared as
soon as possible with the tamaiti’s new school or ECE. Best Practice: Inform parents of your
intention if it is safe to do so. However, parental consent is not required to transfer this
information as it will be used to prevent harm to a tamaiti. Where parents object, the facts
should be recorded and note the reasons for your decision to transfer information.
All records/documentation will be securely stored, and confidentiality will be of utmost
importance.  All information shared will be in accordance with the Privacy Act.
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Recruitment and employment (safety checking)

New staff will undergo full safety checks in accordance with the Ministry of Education,
Licensing Criteria (GMA7A), which consists of the seven action points listed below, that
comply with the Children's Act 2014.

● Confirmation of Identity
● Interview
● Work History
● Reference Check
● Police Vet
● Risk Assessment
● Record Keeping (privacy act – principle 9)

All employees will undergo a safety check every three years after their initial safety check.
This information will be kept on their file securely and includes

Identity check

● Seeking information from relevant professional organisations e.g. teachers council
regarding certification

● Police vet if required for unregistered staff
● A risk assessment to assess whether employee is fit to continue working with

children
● Record Keeping (privacy act – principle 9)

If there is any suspicion that the applicant might pose a risk to a child that applicant will not
be employed.

Training

● Staff are made aware of this policy at the time of their induction and annually during the
review of this policy. Further training and support will be offered. Staff will be offered
professional development opportunities that include but are not limited to Child Matters,
Child Protection for ECE Leaders/Teachers - Eric Hollis, MOE Child Protection ELearning –
Akoranga Whakamaru Tamaiti a-Tahiko

● We make sure all staff know and understand what abuse and neglect are, and how to
recognise indicators (see Appendix 1).

● We make sure that all staff know and understand that corporal punishment and seclusion
of children are strictly prohibited in our centre, in line with Section 24 of the Education
and Training Act 2020.
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Contacts

Oranga Tamariki: 0508 FAMILY (0508 326 459)

Special Education Traumatic Incident Coordinator 0800 84 83 26

Attachments

‘Child Abuse Reporting Process’ flowchart

Child, Youth and Family: Signs of Abuse and Neglect

Record of Incident templates

Links to other policies:

Health and Safety

Accident and Illness

Child Health

Teacher Certification

Students In The Centre
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Physical clues to child abuse

Physical abuse
• Unexplained bruises, welts, cuts,

abrasions
• Suspicious locations include: Face, lips,

gums, mouth, eyes torso, back, buttocks,
back of legs, external genitalia

• Bruises of different colours in different
stages of healing

• Shape of suspicious injuries
• Clustered, form regular patterns
• Teeth marks, hand prints, fingertips
• Imprint of article (e.g. belt)
• Unexplained burns
• Small circular burns
• Immersion burns
• Burns showing a pattern (e.g. iron)
• Rope burns on arms, legs, neck, torso
• Unexplained injuries
• Fractures of skull, facial bones, spine
• Dislocations of hip or shoulder
• Multiple fractures at different stages of

healing
• Bald patches resulting from hair pulling
• Any fractures in infants

Sexual abuse
• Unusual or excessive itching or pain in

the anogenital
• Torn, stained or bloody underwear
• Bruises, lacerations, redness, swelling or

bleeding in the anogenital area
• Blood in urine or stool
• Pain experienced in urination or bowel

movement
• Sexually transmitted disease
• Urinary infection

Neglect
• Inappropriately dressed for season or

weather
• Is often very dirty or unbathed
• May have severe untreated nappy rash

or other persistent skin disorders
resulting from lack of hygiene

• Inadequately supervised
• Left with inappropriate care-giver
• Has unattended health problems
• Malnourished
• Inadequate housing
• Non-organic failure to thrive

Emotional abuse
• Bed-wetting or bed soiling
• Frequent psychosomatic complaints
• Non-organic failure to thrive
• Appears pale, emaciated, has sunken

cheeks
• BMI extremely low (e.g. wrinkled

buttocks)
• Dehydration (skin may feel like paper)
• Prolonged vomiting or diarrhoea
• Falling behind significant milestones
• Malnutrition
• Dressed differently to, or has deprived

physical living conditions to, other
children in the family

Non-organic failure to thrive
Non-organic failure to thrive has traditionally
been regarded as due primarily to maternal
rejection and neglect. However, a more
balanced view of the mother-child relationship
should be taken. The basis on which
intervention is made should be direct
observation of the parent and child
relationship in as many different environmental
contexts as feasible, especially during feeding.
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Behavioural clues to child abuse

Physical abuse
● Cannot recall how injuries occurred
● Offers inconsistent explanations
● Is wary of adults or of a particular

individual
● May cringe or flinch if touched
● May display a vacant stare or frozen

watchfulness
● May be extremely aggressive or

extremely withdrawn
● Indiscriminate affection-seeking

behaviour
● Extremely compliant or eager to please
● Tries to protect parents or caregiver
● Acts out negative behaviour or

language in play
● Frequently provokes punishment
● Dressed inappropriately to hide bruises

or other injuries
● Afraid to go home
● Describes abusive situations
● Regressive behaviour
● General sadness
● Could have vision or hearing delay
● Is aggressive to animals or other

children

Sexual Abuse
● Age-inappropriate sexual play with

toys, self, others, e.g. demonstrates
explicit sex acts

● Age-inappropriate sexual drawings or
descriptions

● Unusual or sophisticated sexual
knowledge

● Refuses to go home, or to another’s
home for no apparent reason

● Discloses or describes sexual activity
or hints at it

● Comments like “I’ve got a secret” or “I
don’t like uncle”

● Fear of certain people
● Fear of certain places (bathroom,

bedroom)
● Regressive behaviour

Neglect
● Developmental lags, possible global

delays
● Demonstrates lack of attachment to

carers
● Demonstrates indiscriminate

attachment to other adults
● Is left at home alone or unsupervised
● Demanding of affection or attention
● May steal food
● Has a poor social skill
● Has no understanding of basic hygiene
● Discloses

Emotional abuse
● Developmental lags, possible global

delays
● Depression, anxiety, withdrawal or

aggression
● Self-destructive behaviour
● Overly compliant
● Displays extreme attention-seeking

behaviour
● Extreme inhibition in play
● Models negative behaviour in play

(spanking, yelling at dolls)
● Frequent psychosomatic complaints
● Nightmares, poor sleep patterns
● Antisocial behaviour
● Lack of self-esteem
● Obsessive behaviours
● Appears generally sad
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Record of Incident or Allegation - Strictly Confidential

Name/s of child/ren:  ________________________________________________

Date: ____________________ Time: _________________

What happened or was alleged?  (Be clear use anatomical words):

How did the teacher manage the behaviour/situation?

How did the child/ren respond?

What action was taken?

Staff involved:

Notetaker:______________________________
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Describing injuries

Abrasion - a superficial scraping injury of the body surface with or without bleeding

Bruise - Leakage of blood from blood vessels discolouring the tissues of the body

Incision - A cutting type injury that severs tissues in a clean and generally regular fashion

Laceration - a tear or split in the tissues

In describing a wound consider the following features:

● Site
● Size
● Shape
● Surrounds
● Colour
● Contours

● Course
● Contents
● Age
● Borders
● Classification
● Depth

Tamaiti/Child: Date: Time:

Kaiako 1: Kaiako 2:
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Action Chart

50



51



Civil Defence Action Plan - Teina

This  action plan outlines the steps required to be taken in a situation where
safety requires complete evacuation of both centres.

1. Dial 111 if any immediate dangers are present or there are any serious injuries.
2. Person responsible to take a roll call of children/ staff/ visitors to ensure everyone is present.
3. One adult (as assigned by the Person Responsible) to listen to one of the following radio

stations for Civil Defence information
a. National Radio - 1188 AM; 101.5 FM
b. Newstalk ZB - 747 AM
c. The Hits - 97.5 FM
d. More FM - 95.9 FM
e. Radio Live - 95.1 FM

4. Gather the emergency kit/ water containers located in the whanau room.
5. Collect all the children's medication (if any).
6. Take all children's bags with spare clothing if possible.
7. Collect rolls/ staff sign-in sheets/visitor book.
8. Collect enrolment folders from the main office.
9. Take at least one cell phone with you.
10. Leave a message on the answer phone, and a note on the main ranch slider door stating what

Civil Defence centre everyone has evacuated to, and any applicable cell phone numbers that
you may be contacted on.

11. Make your way to the nearest Civil Defence centre
a. St. Michael's School - School Hall located on Clayton Road ph. 07 348 3687
b. Kaitao Intermediate - Bell Road / Perepe Street ph. 07 348 1362
c. Western Heights Primary School - Clayton Road ph. 07 348 8459

12. Children are only to be released to those authorised to pick them up or an authorised official.
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Civil Defence Action Plan - Tuakana

This  action plan outlines the steps required to be taken in a situation
where safety requires complete evacuation of both centres.

1. Dial 111 if any immediate dangers are present or there are any serious injuries.
2. Person responsible to take a roll call of children/ staff/ visitors to ensure everyone is present.
3. One adult (as assigned by the Person Responsible) to listen to one of the following radio

stations for Civil Defence information
a. National Radio - 1188 AM; 101.5 FM
b. Newstalk ZB - 747 AM
c. The Hits - 97.5 FM
d. More FM - 95.9 FM
e. Radio Live - 95.1 FM

4. Gather the emergency kit/ water containers located on the top shelf of the mat time cupboard.
5. Collect all the children's medication from the kitchen.
6. Take all children's bags with spare clothing if possible.
7. Collect rolls/ staff sign-in sheets/visitor book.
8. Collect enrolment folders from the main office.
9. Take at least one cell phone with you.
10. Leave a message on the answer phone, and a note on the front door stating what Civil

Defence centre everyone has evacuated to, and any applicable cell phone numbers that you
may be contacted on.

11. Make your way to the nearest Civil Defence centre
a. St. Michael's School - School Hall located on Clayton Road  ph. 07 348 3687
b. Kaitao Intermediate - Bell Road / Perepe Street ph. 07 348 1362
c. Western Heights Primary School - Clayton Road ph. 07 348 8459

12. Children are only to be released to those authorised to pick them up or an authorised official.
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Cleaning Sick and Soiled Children

When a child has been either sick or soiled an area, that area will be o� limits until the
cleaning procedure has been completed and the area is hygienically clean.

● Another teacher should be informed immediately of the incident and the area quarantined
however is necessary. If indoors, the 'cleaning in progress' sign should be placed in the area.

● The child is to be assisted to the bathroom where they will be cleaned and clothes replaced if
necessary.

● The child should be cleaned with wet wipes, and their soiled clothes rinsed and placed in a
plastic bag.

● If the child is requiring more thorough cleaning, they will be undressed and placed in the
shower/bath with warm water. The shower curtain will be closed for the privacy of the child,
but the bathroom door kept open for other children and the safety of the teacher. They will
then be towelled dry and dressed in clean clothes.

● Soiled linen used is to be placed in the soiled linen bucket. This is separate to the usual bin
used for bed and kitchen linen. They will be soaked in hot, soapy water with either bleach or
white vinegar before being washed.

● The affected area is to be cleaned with bleach solution (if appropriate), otherwise ammonia or
detergent solution for carpets. Areas outside can be rinsed with hot, soapy water and/or
hosed down.
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Earthquake Drill Procedure

Emergency Signal
Staff should call "EARTHQUAKE" to signal the beginning of an earthquake drill.

After the Signal

Child safety and security will be first priority. All adults will secure infants & toddlers quickly and be
required to take appropriate action as outlined. The appointed warden will check for
stranded/unsecured children before joining with secured children and staff. If a sturdy desk or table is
near and available, children should take cover under it and hold onto its legs. If the desk or table
moves, move with it. If cover is not available children should drop to their knees, away from windows
and preferably in a marked area. They should adopt the "turtle position": keep knees together; clasp
both hands firmly behind their heads; bury their faces in their arms, protecting their heads; close their
eyes tightly; and stay in this position until it is safe to move. In an earthquake this may be several
minutes (and may seem far longer). If children and staff cannot move away from windows, they
should turn away from the glass to minimise injuries from broken glass. Adults and children will
practice this to become familiar with the procedure should an earthquake occur.

Teina

At Teina, staff put their arms around and/or over babies to make them feel safe and to stop them from
moving away.When they are lying on the floor, staff shield them with their own bodies to prevent any
injuries that can occur from falling objects.

Remain in Place

Everyone should remain in the building until the shaking has stopped and the "All Clear" is given by
the person responsible. Staff and children should resist the urge to escape from the building. Falling
debris is responsible for most earthquake casualties. Usually, less debris and glass will fall inside the
building than outside.

If Outside the Building

In a drill simulating an earthquake when staff and children are outside the building, staff should give
the alarm "EARTHQUAKE". If all children are clear of the building and of other hazards which might
fall on them, the drill should have them sit down at once. If they are in a potential hazard area, staff
should assist children and others to a safe assembly area. They should then sit down until the "All
Clear" is given.

Earthquake / Fire

When planning and practising drills, staff should bear in mind that there is a risk of fire during and
after an earthquake. This could result from breaking of gas pipes, electrical wiring, or dislodged
heaters, stoves, open fires, chimneys, etc.
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Evacuation of the Building

If the drill includes the signal to evacuate the building, everyone should go by the safest escape route
to an agreed safe assembly area. Keep well clear of overhead power lines, banks, or other objects or
structures which may fall.

After the Event

Assemble at safe area and check the role after any event . After a significant event , turn off water,
power and gas and contact parents from the emergency list attached to the civil defence kit.
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Emergency Kit Check Procedure

This is the procedure for carrying out regular monthly checks with the emergency kit and
ensuring children's details are up to date, equipment is in good working order, and

perishable goods have not expired.

1. Print out a new client list that has up to date details of children's primary caregivers name and
contact phone number/s

2. Ensure the action plan is correct. Update if needed.
3. Ensure any perishable foods have not expired by checking the list. If anything is due to expire

soon or has expired, add it to the grocery list with the correct quantity. Then replace expired
goods with the new goods once the centre has received them.

4. When expired good are replaced, update 'Emergency Kit' list with new expiry date/s
5. Check torches and batteries are working. If not, inform management that they need to be

replaced ASAP.
6. Check that the radio is operational and that frequencies are working. Check the Civil Defence

website to ensure correct radio frequencies are listed on the action plan. Update if necessary.
7. Check the water containers above the emergency kit have not expired. If they have, empty

water and fill the containers with water. Drop purifying tablets into the water according to
instructions, reseal and update expiry date on container 1 year from new refill.

8. If necessary, replace the old emergency kit list with an updated one. These are to be placed in
the 'Health and Safety' folder, Emergency kit pouch, and on the wall in the teacher's office.

9. Complete maintenance check form located in the 'Health and Safety' folder. Ensure to sign
and date form once all requirements have been checked.
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Fire Evacuation

Teina

Building Warden

1. Put on a Hi-Vis vest
2. Building Warden (Person Responsible) to activate fire alarm.
3. Collect telephone, daily register/roll and visitors book. Ensure the Fire Service has been called.

Dial 111
4. Go straight to ASSEMBLY POINT (OUTSIDE TUAKANA CENTRE)
5. Call the daily register/roll to ensure all children and staff and visitors are safe, then enter

Tuakana Centre.
6. Advise Fire service, on their arrival, of the evacuation status

Floor Warden

1. Put on a Hi-Vis vest
2. Assist all children to leave the building via the FIRE EXIT.
3. Check all the rooms and close all doors behind you.
4. Go straight to ASSEMBLY POINT (OUTSIDE TUAKANA CENTRE).
5. Report to the Building Warden.

Tuakana

Building Warden

1. Put on a Hi-Vis vest
2. Building Warden (Person Responsible) to activate fire alarm. Press 7 & 9 on the keypad or

break glass and switch on fire alarm
3. Collect telephone, daily register/roll and visitors book. Ensure the Fire Service has been called.

Dial 111
4. Go straight to ASSEMBLY POINT (SANDPIT)
5. Call the daily register/roll to ensure all children and staff and visitors are safe.
6. Advise Fire service, on their arrival, of the evacuation status.

Floor Warden

1. Put on a Hi-Vis Vest
2. The inside person is responsible for checking toilets, the 4 year old room and the kitchen.
3. Assist all children to leave the building via the FIRE EXIT.
4. Check all the rooms and close all doors behind you.
5. Go straight to ASSEMBLY POINT (SANDPIT).
6. Report to the Building Warden.
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Health & Safety in Employment

Hazard Identification & Management

The primary responsibility of all staff (in Hazard Management) is to  use care at all times and to take
personal responsibility for looking out for hazards (circumstances or objects which could lead to harm
or accidents). Where practical, staff themselves will take responsibility for taking positive and
immediate steps for eliminating, isolating or minimising hazards. If the hazard cannot be removed or
safely reduced immediately, staff members must make the situation as safe as possible and
immediately advise the Principal Teacher of the hazard. The Principal Teacher will take whatever
steps are necessary to isolate, reduce or eliminate any hazard observed by them or notified to them.
The Principal Teacher will notify the Licensee/Management Committee of any hazards which the
Principal Teacher cannot within their authority or resources isolate, remove or reduce.

Accident Register

An Accident Register is maintained at the Centre for all staff. A separate Accident Register is
maintained at the Centre for all children. The primary use of this form (for the children) is to record
and to notify parents. Worksafe requires certain injuries to be notified to them directly. Incidents seen
as 'notifiable' are listed on the Worksafe website. In the event of a potential notifiable incident, where
practical, the site should not be disturbed until authorised by Worksafe. If the injury is of a serious
nature, please go to the Worksafe website www.worksafe.govt.nz/notify-worksafe and follow
directions accordingly. If unsure, call Worksafe on 0800 030 040 and they will walk you through the
process.

Procedures For Handling Emergencies & Drills

● Staff are required to keep their First Aid training current and up to date.
● Agreed evacuation plan to be followed.
● Fire Evacuation drills are carried out once a term
● Earthquake drills are carried out once a term.
● Staff are required to stay with children until parents come to pick them up or other

arrangements are made for their care.
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Health & Safety

Purpose

To ensure the health and safety of all children and staff at our centre

Purpose: To implement procedures that support the Education (Early Childhood Centres) Regulations

Guidelines

Health:

● Any health problems/needs are recorded on enrolment forms.
● A list of children's allergies is kept on a white board in the kitchen for staff reference.
● A note of all accidents is written in the accident book and signed by the parent/caregiver.

Children in the vans are sent home with a copy of the report for their parent/caregiver.
● Safety Procedures:
● Fire, earthquake and civil defence evacuation drills and strategies are in place. These are

displayed on the centre wall and are practised each school term, and records of this are kept.
● Parents will be advised on centre emergency procedures.
● Emergency contact numbers will be regularly updated.
● Daily check of the indoor and outdoor environment will be carried out.
● Hazards will be identified, recorded and isolated and fixed as soon as possible.

Process

Staff will ensure that;

● The premises are kept in a safe and hygienic manner at all times.
● All centre play equipment and materials are safely stored and secured.
● Equipment stored above child's height to be secured to avoid any accidents
● All floor and table top surfaces to be cleaned a minimum of once a day, with the exception of

food/kai tables which will be thoroughly cleaned after each use.
● The microwave and fridge is thoroughly cleaned at least once a week or as necessary to

maintain a hygienic standard.
● All play equipment will be sanitised as outlined in the equipment policy.
● Children will wash hands in the bathroom wash basin with liquid soap and paper towels will

be used to dry hands, before food/kai and that the children's hands and faces are washed
after food/kai times. Dampened individual wash cloths will be supplied to wash hands and
mouth after kai before play continues.

● All kitchen utensils used for food preparation are to be kept in the appropriate kitchen storage
area.

● All bathroom/toilet and kitchen cleaning equipment is clearly labelled and used accordingly.
● The toilets, hand-basins, wash basins, walls and floors are cleaned and sanitised a minimum

of once a day.
● No persons are to sit upon surfaces where food is served or prepared.
● Records are kept in the form of accident, medicine, illness books.
● There will be at least 1 first aid qualified adult per 25 children present at all times in each

centre (HS25).
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● Poisons are kept in teacher only areas.
● First Aid Kits are kept replenished by the person responsible and kept out of reach of children.
● Staff and management will follow all procedures to keep compliant with the Health & Safety

in Employment Act.

Staff having identified any safety and hygiene issues will report these to the Health and Safety

Officer of the Centre. The Health and Safety Officer will be responsible for:

○ Reporting all incidents to Management.
○ That Management will respond and undertake to seek a solution to the issues as

deemed necessary.
○ Management will report back to the Health and Safety Officer for the purpose of

signing off.

Worksafe requires certain injuries to be notified to them directly. Incidents seen as 'notifiable' are

listed on the Worksafe website. In the event of a potential notifiable incident, where practical, the site

should not be disturbed until authorised by Worksafe. If the injury is of a serious nature, please go to

the Worksafe website www.worksafe.govt.nz/notify-worksafe and follow directions accordingly or

call Worksafe on 0800 030 040 and they will walk you through the process.
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Hygienic Laundering Procedure

Washing to be done daily.
Tuakana bedding is brought over on Wednesdays and Thursdays.

Teina bedding to be washed on Fridays.

Kitchen Laundry

● Kitchen Cloths (yellow and blue)
● Tea Towels

Bed Linen Laundry

● Bed linen
● Pillow slips
● Sheets
● Blankets
● Sleep bags
● Mattress protectors

Other Laundry

● Couch covers
● Dress up clothes
● Scarves
● Cushion covers

Bibs and flannels
● Brown and Red (Tuakana Centre)
● Light blue, Dark blue, Beige and Teal

(Teina Centre)
● Bibs

All flannels and bibs used for cleaning children
after eating can be washed on their own or with
towels.

First aid flannels
● Green flannels (Both Centres)

Pre-soak in "soiled clothing" bucket with water
and solution of napisan overnight before
washing alone or with bed linen laundry.

Procedure
1. Place washing into separate washing hampers (labelled for sorting correctly).
2. Place the chosen basket of washing into the washing machine.
3. Scoop in required amount of washing powder (see side of box).
4. Choose the correct settings for the washing load e.g. Quick, Favourite, Low, High, Cold, Warm

or Hot wash.
5. When the wash cycle is complete hang washing out to dry or alternatively use the dryer if

weather is not permitting.

Washing Machine Directions
1. Push "Power" button to turn on
2. Select cycle by pushing "Programme"
3. Quick Wash = small loads
4. Favourites = larger loads
5. If need be adjust water levels and temperature by pushing corresponding buttons
6. Press "Start" to proceed
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Immunisation

Purpose

● To meet ECE Regulations
● Ministry of Health Regulations
● To protect the well-being of the children and adults in the centre

Objective

The centre will not exclude children on the roll who have not been immunised.

Guidelines

● Upon request the centre can supply the Ministry of Health with an up to date immunisation
list of children attending the centre. The centre will keep an immunisation register via APT
Childcare Programme.

● The immunisation register will cover HepatitisB, Diphtheria, Tetanus,Whooping Cough, Polio,
Measles, Mumps and Rubella.

● Parents/Caregivers will be asked to complete the immunisation section of the enrolment form
before their child starts attending the centre.

● When children are enrolled at the centre, staff must ask parents/caregivers to show the
immunisation certificate. Staff will photocopy and record information from the certificate on to
the immunisation register, which is part of the APT Childcare computer software. It is to be
recorded if no certificate is shown.

● Parents/Caregivers are requested to keep the immunisation data updated.
● In conjunction with parents, staff at the centre will keep the information updated and

confidential. However the Ministry of Health is able to view all information on the register and
may use the register to identify children who are not immunised.

● The Ministry of Education Office and ERO also has the right to view this information as part of
the licensing and audit of early childhood centres.

● In the case of an outbreak, for the protection of the child and to prevent further spread, the
centre holds the right to exclude all children who are not immunised for the duration of the
outbreak.
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Infectious Diseases

Purpose

Exclusion of children with infectious diseases from Early Childcare Centres is sometimes necessary
where there is potential for further spread of infection. We will act immediately to keep the children
and adults at our preschool safe from infection by clearly stipulating what circumstances a child
should be excluded. Exclusion is at the centre manager's discretion.

Guidelines for excluding a child from attending Preschool

A child suffering from any of the following symptoms will be required to leave the centre AS SOON
AS POSSIBLE. If a parent is unavailable or unable to remove their child soon enough, the emergency
contact person listed on the child's enrolment form may be contacted.

● The illness prevents the child from participating comfortably in programme activities.
● The illness results in a greater care needed than we 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.
● No child with diarrhoea or vomiting should attend Agape Christian Preschool. Children must

be symptom free for 48 hours and in the case of diarrhoea have had at least one normal
bowel motion before returning to the preschool.

● Rash with fever or behaviour change – until a doctor has determined that the illness is not a
communicable disease.

● The child has an infectious disease as listed on the 'Infectious Diseases' list.
● For some vaccine preventable diseases, there is a requirement to exclude unimmunised

children who have had contact with a case of the disease. This applies to Measles, Diphtheria
and Whooping cough, and would be arranged on the advice of the Medical Officer of Health.

● Public Health Service exclusion guidelines will be followed for any conditions not listed
above.

● Individual health plans will be written in consultation with parents for children who suffer
from Asthma, Epilepsy or specific allergies, or other medical conditions.

● A child prescribed antibiotics for any illness should not return until at least 24 hours after
treatment has started.

● We reserve the right to request a medical certificate from a health professional before
allowing a child to return from illness.

● *Refer to Infectious diseases chart on page 31
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Lockdown

Purpose

To ensure all children, teachers, other staff, parents and any whānau are kept safe from harm, and

that they are kept calm and cared for in the event that Agape declares themselves in lockdown or we

are required to go into lockdown by New Zealand Police or the Ministry of Education.

Reasons for Lockdown

● Severe weather/storms preventing the safe leaving from Preschool
● Extreme smoke from fire in surrounding buildings
● Chemical or hazardous substance spill
● Gas leak/atmospheric hazardous substance
● Dangerous animal/insects
● Potentially dangerous intruder/unwanted or uninvited visitor
● Potentially violent/dangerous person nearby
● Unidentified external substance
● A lockdown would be used anytime a threat is present that requires the children and any

other persons at the service to be contained and protected inside or in a safe location away
from the service.

● Lockdown means that all windows and external doors are closed and locked and where
possible internal doors are locked once all children and other persons have moved to a safe
space/position.

● A safe space needs to have no visible access from outside, have enough room for children to
engage in quiet activities, access to appropriate heating or cooling and preferably still have
access to toilet facilities or a covered portable toilet with some privacy where possible.

● At Agape our designated safe space is the 4 year old/ sleep room for the Tuakana centre and
the cot sleep room for the Teina centre

● Sheets will be used to cover doors and windows where there are no curtains.
● All external doors and gates will be locked by the person responsible once all children and

any other persons are in the safe area.
● The person responsible or other designated person must be nominated to manage the

lockdown procedure.
● At Agape the person responsible is the kaiako rostered on inside
● Communication channels such as social media, text and radio must be predetermined so as to

update families and be informed of the situation.
● Text messages will be sent to parents as indicated on the enrolment form.
● A message will be posted on the Agape Christian Preschool Facebook page
● A message will be posted on the Agape Christian Preschool website
● A phone call will be made to all parents as nominated on tamariki enrolment forms once all

persons are accounted for and settled in the safe space.
● The phone to be used for communication will be the Agape Christian Preschool phone; 07

348 1221.
● As the lockdown may go on for several hours, access to (or taking with you) the Civil Defence

Kit, especially first aid kit, water and food is vital. The Kit is located in the cupboard by the mat
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(Tuakana) and the hallway cupboard (Teina) There is sufficient food, water and supplies to
last for 3 days.

● Another emergency kit including other items needed such as device chargers, nappies, wipes,
medication and bedding should be easily accessible also.

● Depending on the location of the threat, children may need to be taken to a safe place outside
of the building. Ensure all teachers and other staff know of potential safe places to hide. At
Agape this is located next to the Teina centre garage

● The Manager is to ensure Lockdown drills are to occur quarterly and a record made and filled
in the office. Whanau will be notified prior to a drill taking place, including the language used
to communicate with tamariki, so as to support tamariki.

Lockdown Procedure

● Sound the alarm (shout LOCKDOWN, avoid using the fire alarm) and quickly and calmly
remove children and all other people from the indoor and outdoor play spaces/ hallways and
toilets and bring them to the safe area.

● Close and lock all windows and external doors.
● Close curtains/blinds.
● Turn off lights/music/anything making sound.
● Lock internal doors or barricade with furniture.
● Ensure everyone remains low to the ground and away from any windows.
● Ensure everyone remains as quiet as possible.
● Using the roll, ensure everyone is present and accounted for.
● Once lockdown has been determined, no one is to enter or exit the premises until the all clear

has been given. In the event that a parent arrives to collect a child/children, they will remain
with the group in the safe space until the all clear is given by Police.

● No one is to answer the door under any circumstances until the all clear is given.
● Once everyone is safely in the designated safe spaces, if Agape has declared lockdown, police

must be informed of the situation - Call 111
● Identify yourself and Agape Christian Preschool, including:

○ Address; 153 & 155 Clayton Road.
○ 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

● Everyone must remain in the safe location until the ALL CLEAR is given.
● Inform parents of lockdown and keep them informed of proceedings as best as you
● can.

○ This is done via the Agape phone, with a text message.
○ Once police arrive, liaise with them to secure the scene.
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Following the Incident

● The aftermath of a lockdown situation will require careful management as even in the ‘best
case’ scenario of no one being injured there may be traumatised staff and children, concerned
parents, disruption to Agape and media interest.

● The Trauma Incident Teams from the MOE will provide support.
● Manager to liaise with the media if necessary. Employees are not to communicate with the

media.
● Manager will decide whether to temporarily close, or continue operating. (The Trauma

Incident Teams will provide guidance on suitable responses)
● Teachers, parents/caregivers are encouraged to talk away from children so as not to project

their fear, worry etc onto children.
● Ensure the continued monitoring of the wellbeing of all children, their families and teachers,

providing appropriate support.
● All teachers and other staff offered leave, counselling and support.
● For further information on helping children through trauma:

www.education.govt.nz/school/student-support/emergencies
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Medicine Administration

Medicine (prescription and non-prescription) is not given to a child unless it is given:

● by a doctor or ambulance personnel in an emergency; or
● by the parent of the child; or
● with the written authority (appropriate to the category of medicine) of a parent.
● Medicines are stored safely and appropriately, and are disposed of, or sent home with a

parent (if supplied in relation to a specific child) after the specified time. (HS28)

Documentation required:

● A record of the written authority from parents for the administration of medicine in accordance
with the requirement for the category of medicine

● A record of all medicine (prescription and non-prescription) given to children attending the
service.

Records include:

● name of the child;
● name and amount of medicine given;
● date and time medicine was administered and by whom; and
● evidence of parental acknowledgement.

Rationale/Intent:

● Agape aims to uphold the health and safety of children by ensuring that children are given
proper care, and that medication is not administered inappropriately.

● Medicines must be stored out of the reach of children, but still be easily accessed by an adult
if needed in an emergency. Some medicines may require refrigerated storage.

● Services must take note of the expiration dates of any Category 1 medicines, and ensure that
they are not administering medicines that have passed their use-by date. Service supplied
(Category 1) medicines that have expired must be disposed of appropriately – check with a
pharmacist about the best way to do this. Parent-supplied medicines should be sent home for
disposal.

● The different categories of medicines have different parent authorisation requirements, as set
outAppendix 3.For categories (i) and (iii), parent authorisation must be given at enrolment of
the child at the service. Category (ii) medicines require daily parental authorisation. For
category (i) medicines, services must be specific about what products they will use (including
brand names).

● When administering medicine, check that the right dose(use a standard measuring syringe or
spoon) of the right medicine is given to the right child(double-check the details on the label
each time) at the right time(follow any instructions provided by parents or medical staff about
this).

Administration:

● Every service must keep a record of all medicine (prescription and non-prescription) given to
children when attending the centre, regardless of whether it is administered by a staff
member or by the child’s parent.
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● The record of medicine administered to children should be kept for 2 years.
● Keeping a record of medicine administration demonstrates that the service has fulfilled its

duty of care; that the child needing medicine has been given the right dose of the right
medicine at the right time.

● It is a useful record for both parents and medics in the event of a child experiencing an
adverse reaction or sudden-onset illness.

● The recording of category (i) medicines administered in relation to injuries as required by
criterion HS25 will meet this requirement for those medicines.

Authorisation and Acknowledgement:

● The written authority for categories (i) and (iii) medicines is on the enrolment form so must be
kept for 7 years. For category (ii) medicines, the written authority should be kept for as long as
the child is receiving that medicine.

● Parental acknowledgement of the medicine having been given to their child must also be
recorded. Category (i) and (ii) medicines require daily parental acknowledgement, whereas
parental acknowledgement may be obtained and recorded weekly or every three months for
category (iii) medicines whose dosage does not change.

● A category (i) medicine is a non-prescription preparation such as arnica cream, betadine
antiseptic cream and calamine lotion that is not ingested, staff may elect to use for the ‘first
aid’ treatment of minor injuries and provided by the Agapé and kept in the first aid cabinet.
30+ SPF Sunscreen will be applied during summer months.

● Category (ii) medicines are prescription (such as antibiotics, eye/ear drops etc) or
non-prescription (such as paracetamol liquid, cough syrup etc) medicine that is used for a
specific period of time to treat a specific condition or symptom, provided by a parent for the
use of that child only or, in relation to Rongoa Māori (Māori plant medicines), that is prepared
by other adults at the service.

● To be filled in if your child requires medication as part of an individual health plan, for example
for an on-going condition such as asthma or eczema etc and is for the use of that child only.
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Nappy Changing

Purpose

So that all staff are aware of and follow the same procedure to ensure that the health and well-being
of all children are met.

Objective

That all children develop a positive attitude towards toileting.

Guidelines

● The child being changed will not be left alone at any time.
● The child's dignity will be maintained at all times.
● Staff will wash their hands before and after each nappy change.
● Children will be supported in washing their hands after each nappy change
● Gloves are not compulsory, but will be available for adults to use if required
● We have a strong purpose built changing table and a vinyl changing pad.
● All nappy changes will be recorded in the nappy changing chart, which parents can readily

access
● To prevent the spread of microorganisms that cause illness such as diarrhoea we ensure:
● The changing pad is sanitised after each nappy change by spraying with bleach solution and

then wiping dry with a clean paper towel.
● Bleach solution is to be a ratio of 50mls bleach: 350mls water, when bleach is 4% Sodium

Hypochlorite.
● All wet and soiled nappies, including used gloves are disposed of in the nappy disposal bin.

This bin is cleared at the end of each day and is transferred to the green bin located outside.
● All staff use correct language, gestures and appropriate handling while nappy changing.
● Student teachers are not permitted to change children's nappies, or toilet children without a

permanent teacher present
● Parents supply their own nappies and, if required, named creams, which are named and kept

near the changing table.

Procedure

● Wash hands before every nappy change.
● Ensure the child is safely positioned on the change table, and DO NOT leave child

unattended, remain with child until nappy change is complete.
● Dispose soiled nappy into the nappy canister.
● Remove and dispose of gloves into a nappy canister.
● Spray down change mat with pre-mixed bleach solution and dry completely with a clean

paper towel.
● Wash hands.
● If using gloves a new set of gloves are to be used for each change.
● If a child has soiled themselves and needs to be cleaned under running water, follow the

'Cleaning Sick and Soiled Children' Procedure.
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Nutrition

Purpose

To ensure the safety and wellbeing of children.

Objective

To encourage healthy eating.

Guidelines

● Ensuring children wash hands before kai times.
● Staff to ensure they have clean hands and working spaces when handling food.
● All food is clean when stored, prepared and served.
● Supervising children at all times during kai time.
● Agape prepares and serves Kidscan meals daily. If a child has food allergies or particular

dietary requirements parents may be encouraged to bring their own lunchbox.
● Talking with children at kai times about healthy foods, when the opportunity presents itself.
● Having a shared morning and afternoon tea consisting of a variety of foods such as fruit,

vegetables and baking.
● Role modelling healthy eating habits.
● Encouraging children to drink water, and to ensure drinking water is available at all times.
● No child is to have food or fluid while in bed or resting.
● The Tuakana centre will provide fruit for morning tea, and baking carried out by the children

on occasion. If required, infant formula or milk is also provided by parents.
● Parents are welcome to supply a cake at celebration times such as birthdays. Staff will ensure

that all dietary requirements are adhered to at these times. Parents with children with special
dietary requirements are welcome to provide alternative food options to be used at these
times.

● Parents/whanau will alert the centre to any food allergies or special dietary requirements.
These requirements will be noted on the child's enrolment form and in the kitchen area where
staff can easily see it. If there is a risk of anaphylactic shock, a management plan will be
provided by parents in consultation with a doctor.

● Karakia is said before all shared mealtimes.
● A diary will be kept of any food provided by the centre.
● Meat and certain perishable food items will be stored in the fridge.
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Pandemic

Purpose

The purpose of this policy is to meet the recommendations of the Ministry of Education to develop a
pandemic plan in accordance with the Education (Early Childhood Centres) Regulations 2008
(Regulation 46) and Licencing Criteria HS26.

Having a Pandemic Policy in place will provide staff and parents with an awareness of health and
safety implications and will reduce uncertainty and confusion

Objective

Agape Christian Preschool aims to provide a safe environment for children and staff. We will follow
all requests by the Ministry of Health and/or the Ministry of Education.

Guidelines

● In the event of a pandemic outbreak we will be able to effectively manage and implement our
planned health and safety responses. By being prepared we will be able to better manage
children and staff affected by the pandemic, reducing the risk of further spread of infection.

● Agape will open/close only after receiving instructions from the Ministry of Health, local
health authorities or the Ministry of Education

● Management will work closely with the Ministry of Health and other relevant authorities,
following their advice

● Our emergency contact details will be regularly updated and we will have a process in place
for contacting families

● We will ensure the centre has adequate supplies of medical, cleaning and hygiene products.
● A process is in place for recording details of staff or child illness and management will ensure

that all cases and status reports are notified to health authorities to track 'contacts' of people
showing symptoms.

● Agape will have a recovery plan in place.

Procedure

In the event of a pandemic outbreak or the centre being closed down under the request of the
Ministry of Health, we will follow this procedure;

● We will communicate with families immediately, following the guidelines from the Ministry of
Health

● We will put up notices at all entry points advising people not to enter if they have symptoms
● We will display information from the Ministry of Health on pandemic outbreaks for parents

and staff
● We will record details of all our staff or child illnesses (we do this irrespective of a pandemic)
● A system will be implemented to manage children and staff who become ill, involving

immediate isolation and sending home immediately
● We will continue to ensure regular hygienic cleaning and sanitisation of the centre, toys and

equipment
● All inside spaces will be well ventilated
● Teachers will emphasise hand-washing and cough/sneezing etiquette with the children
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● We will hot-wash dress ups, puppets etc and dry in a dryer where possible or hang in the sun
to dry

● If our centre closes, parents will be notified, notices will be posted on door and relevant
groups updated through text alerts, emails, social media and our website

● We will follow the guidelines from Ministry of Health on when Children and Staff can return
to the centre

Recovery Plan

● There will be a debrief of the pandemic event for the staff and families
● We will ensure the centre has been "deep cleaned" and disinfected
● We will only re-open when we have the capacity of staff to resume normal centre operations
● We will continue to support and monitor the wellbeing of staff and children
● We will restock our emergency supplies kit
● We will review our pandemic plan and procedures
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Pick up & Drop o�

Centre vans will be operated by a licensed, police vetted Agape staff member in uniform. Please note,
drivers can change at last minute due to unforeseen circumstances.

Children will be picked up and dropped off at one address only, as van schedules are planned in
advance.

If you receive this service, caregivers must ensure they are home at an arranged time of pickup and
drop off. If no one is home at drop off the child will be returned to the centre and caregivers will need
to make their own arrangements for pickup from the centre ASAP. There will be a charge for
additional time spent at the centre.

If someone other than caregivers are at home at the time of drop off, the caregiver must inform the
centre prior to us leaving the child, otherwise the child will be returned to the centre. You are
welcome to provide a list of authorised people that we will keep on file.

Please be aware that due to traffic, etc. the vans may run early or late.

Daily van runs are organised well in advance, therefore the arrangements cannot be changed on the
day (unless for absences).

If your child is going to be absent please phone the centre landline on 07 348 1221 before 8am.

Driver to remain with van AT ALL TIMES while children present.

Pick Ups

● Parent to bring child to van and sign sheet.
● Driver will ensure the child is restrained correctly in the car seat.
● When the van arrives at the centre another staff member from both centres collects children

from the van while the driver stays with the van until any remaining children are signed into
the centre.

● Staff member who brings children into the centre ensure they are signed in.

Drop O�s

● All bags are gathered and taken to the van by the van driver.
● Over 2's then signed out and taken to the van by van driver and Teina staff member to sign

out and bring under 2's to the van.
● Van driver to ensure all children restrained correctly in car seats before leaving.
● Parents collect their child/ren from the van and sign sheets.
● If a parent or authorised person is not home, the driver must contact the centre immediately

for further instructions.
● If a parent or authorised person cannot be reached and the child is left with no one to be

dropped off to, the van driver will return the child to the centre after their run. A message will
be left with parents registered phone number instructing them to collect child/ren from the
centre.
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Poisonous Plants

Purpose

To ensure that all children cannot gain access to poisonous plants.

Procedures

● Before children go outside at the start of the day, the outdoor person will check the boundary
of the outside area for any poisonous plants.

● When planting in the centre gardens, staff will ensure at all times that no poisonous plants
are planted.

● Staff will recognise plants that are poisonous as per chart posted on the wall at the centre.
● If a poisonous plant is found it will be disposed of immediately.
● Information regarding the identification of poisonous plants is kept on the premises for easy

reference.
● The nationwide Poison Centre phone number is clearly visible in the office.

Guidelines

Children will be prevented from having any contact with poisonous plants at all times while at the
centre. Staff will be made aware of any poisonous plants.
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Smoking, Alcohol & Substance

Purpose

To provide a safe environment for both children and adults alike

Objective

To protect the children and adult's well being.

Guidelines

● There will be no smoking within the buildings or playground of Agapé Christian Preschool at
all times.

● Those who smoke may go to the selected area.
● Smokers will at all times be responsible to keep selected area clean and tidy.
● No person may use or be affected by alcohol or other such substances while at the centre.
● If a member of staff is found to be under the influence of alcohol or other such substance,

while at the centre, this is a case for instant dismissal.
● This policy complies with the Smoke-Free Environments Act 1990
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Sta� Health

Purpose

To ensure the well-being of our Centre is upheld.

Objective

● Staff who are unwell should not be attending the Centre;
● For the well-being of the staff members
● For the well-being of other adults and children in the Early Learning environment
● To prevent the spreading of diseases and viruses to other staff and children

Procedure

The licensee will take reasonable steps to ensure that all adults working in the centre are in good
health (with no infectious diseases as listed in Health Regulations) and that those with contagious or
detrimental disease or condition do not come in contact with children.

All staff will need to make contact by phoning the principal teacher by 7.00am or earlier if they are
unwell and cannot attend work that day.

All registered teachers will be trained in First Aid and will hold a current First Aid Certificate
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Teething

Purpose

Teething can be a large part of development and life for infants and toddlers. This can have a
significant impact on our programme and the children and teachers in the environment. A supportive
partnership between parents and teachers is important to minimise any negative experiences for
children.

Guidelines

● Parents can provide teething rings and remedies for their child as necessary.
● Teachers will administer pain relief for children in accordance with our medicines policy.
● Teachers require open communication with parents to ensure information regarding what pain

relief has been administered to children prior to their attendance each day.
● In cases where the pain from teething is so intense it impacts on the child's ability to fully

participate in the programme, the centre manager reserves the right to request a parent keep
their child at home until they are well.
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Appraisal

Purpose

Appraisal is a process for review of current work and achievements undertaken by teachers,
administration, managers and principal teacher. The aim of the process is to identify professional
growth, achievement and responsibility for each team member and reward them accordingly. As well
as identifying goals and areas of support to be provided.

Te Whaariki

Contribution - Goal 2: Kaiako experience an environment where they are affirmed as individuals.

Procedures

● Informal appraisal is regular and ongoing.
● All teachers at Agape take part in annual formal appraisals.
● The appraisal process is purposeful and constructive, and focused on learning needs for both

children in current care and teachers.
● Individual meeting times are made between the principal teacher/ manager and each teacher

and administration. At these meetings appropriate short and long term goals are discussed.
For each staff member these are suitably linked with job descriptions.

● Teachers, administration, managers, and principal teacher receive a copy of their appraisal
reports and subsequent discussion summary.

● All appraisal sheets and notes are treated as confidential documents.
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Collaboration With Parents

Purpose

Our aim is to make communication with parents as open, regular and informative as possible. We
recognise that while parents are interested in all aspects of the centre, they are often restricted by
time. We have therefore instigated a variety of communication means.

Objective

Goals and aspirations are discussed and shared amongst all participants.

Guidelines

● Teachers verbally communicate with parents daily.
● White boards or notices are located near the main entrance and cubby areas, to communicate

necessary information to all parents.
● Programming information is displayed prominently in each centre and posted each week on

Educa
● At the Teina centre we provide a van riders communication book so we can communicate with

parents and vice versa regarding their child's daily activities such as mood, sleep, toileting, kai,
bottle etc.

● Teachers invite individual meetings/discussions to take place as required.
● Parents are encouraged to have input into the review of centre policies.
● Children's learning is displayed prominently and updated regularly to show learning and

development following the children's interests.
● Educa is used as a tool for positive communication, to share children's learning experiences

with parents/whanau. Parents/whanau are also encouraged to share about their child/ren.
Newsletters are displayed and any other relevant information as it arises.

● All policies are available to parents at the centre and online on Educa.
● Nappy changes, toileting and sleep times are recorded in information books and available for

parents/caregivers of the child to view.
● Profile books are kept for each child to communicate information to parents and teachers

about their child's development, and contain stories to celebrate learning.
● Parents are encouraged to add to their child's profile books or to communicate through Educa.
● Parents are encouraged to communicate with teachers and management freely and we

greatly value their contributions.
● Teachers are bound by confidentiality and are not permitted to release any information

concerning another child's health or behaviour.
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Complaints

Purpose

Parents/whanau should feel comfortable in presenting any concerns, and they should feel their issues
are heard and dealt with appropriately.

Objective

Parents, caregivers and whanau are able to approach and express their concerns and complaints to
management and staff. This can be beneficial as it helps us to continually improve the care we give to
children.

Guidelines

● While safeguarding the wellbeing of children and staff, confidentiality will be paramount. This
procedure is open to all parents and whanau.

● A copy of the ECE Regulations are available at the front desk for all family/whanau to read.
● If you have a query or a complaint, inform the Licensee or Principal Teacher.
● Complaints and concerns may be made verbally or in writing. Please note: staff ratios and the

nature of the complaint or query may make it necessary to arrange a mutually agreed
appointment time.

● All concerns/complaints are to be received as soon as possible, but no later than 28 days, to
allow persons concerned to be able to recall any information.

● Anyone writing a complaint or a concern is requested to respect confidentiality, primarily to
safeguard the centre and the rights of the children to a safe and healthy environment.

● If an agreement cannot be reached the licensee or principal teacher will seek mediation
preferable from someone with current early childhood knowledge and experience, such as:
Ministry of Education, CECCEA or any other appropriate professional advisor.
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Conflict of Interest

Purpose

● Decisions made are in the best interest of Agape Christian Preschool when contemplating
entering into a transaction, contract or arrangement that might benefit the private or personal
interests of the decision maker

● The governing group and decision makers act at all times in the best interest of Agape
● People do not directly or indirectly receive any profit from their position
● Any financial interest is disclosed
● People do not use their position to obtain information to achieve financial benefit for

themselves or another close family member, friend, or for another organisation. Family
includes anyone related by blood, marriage or domestic partnership.

Procedures

1. An interest register will be regularly maintained and monitored where everyone will register
any perceived, current or potential interests.The interest register will include information
about:

a. the person affected
b. the type of conflict of interest, and
c. how it will be ensured that decisions are made in the charity’s best interest.

2. At the beginning of every management meeting, conflicts of interest will be declared that
relate to the agenda items for discussion.

3. When there is a conflict of interest, the affected person will not take part in the discussion or
decision making.

4. The minutes of meetings will record all disclosures and declarations of conflict of interest.
This should include:

a. the type of conflict of interest; and
b. the person affected; and
c. whether the conflict of interest was declared in advance (new conflicts of interest will

be added to the conflict of interest register)
d. a summary of the discussion, and
e. how it was ensured that decisions were made in Agape’s best interest, including

anyone that withdrew from the discussion and decision making.
5. An ongoing conflict register will record this information, and any related party transactions

will be recorded in the Performance Statement at the end of the year.
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Equal Employment Opportunities

Purpose

It is our intention to employ the applicant who is most likely to embrace our philosophy. At Agapé we
value and utilise individual differences.We appreciate the unique skills and talents that each
individual employee brings with them to our team.

Te Whaariki

Contribution - Goal 1. Children experience an environment where there are equitable opportunities
for learning, irrespective of gender, ability, age, ethnicity or background.

Procedures

● Applicants will be given a copy of our philosophy to decide if they want to go further with
applying for a position, as they will need to fully embrace this.

● All applicants regardless of culture, gender, religion, sexual orientation, social strata, physical
ability or age will be given equal consideration for teaching positions.

● Applicants will be considered by the Licensee, Trustees and Principal Teacher.
● Agapé will adhere to all relevant legislation regarding equal employment opportunities
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Financial Management

Purpose

Good financial management practices ensure the long term viability of the service.

Objective

As the centre is a not for profit organisation, all financial matters are reported to staff,
parents/whanau and the community by way of regular reports and annual audited accounts are
available on request. Annual audited accounts are required by the Ministry of Education and the
Charities Commission.

Procedures

● Parent fees paid by cash are receipted, entered on APT and banked into our account by the
administrator

● Parents can also pay by automatic payment and receipts will be issued for these
● Bulk funding money is paid directly into the bank account
● Account inquiries are directed to the administrator
● Monthly expenditure is approved by Management, administrator ensures these are paid and

Trustee as secondary authority
● Administrator manages income & expenditure through APT Childcare Software and MYOB

Software
● Administrator processes payroll weekly and Trustee as secondary authority
● Administrator gives monthly financial report to management
● An annual budget is completed by the management and approved by the Trust
● The financial year ends 31st March and audited financial accounts are posted on the

noticeboard, sent to MOE, charities commission and are made available to parents/whanau
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Non Compliance Complaint Procedure

If Parents/Whanau wish to complain about a non-compliance of licence conditions, this may be done
by way of a formal letter in writing addressed to the:

The Licensee

Agapé Christian Preschool

P O Box 4052

Western Height Rotorua

Issues will be addressed in writing as soon as possible (within 5 days).

Consultation will take place with the Licensee or Principal Teacher, where confidentiality will be
paramount. This can be done verbally or by way of writing.

If an agreement can be reached by all parties concerned, details will be recorded in writing along
with a copy to be placed in the Management folder.

If an agreement cannot be reached, the Licensee or Principal will seek mediation preferably from
someone with current early childhood knowledge and experience.

Should your complaint relate to a breach in licensing conditions and is unable to be resolved with the
Licensee or Principal Teacher then please contact the Ministry of Education's local Rotorua office.

Ministry Of Education

Level 4, 1144 Pukaki Street, Rotorua

P O Box 1749, Rotorua

New Zealand Phone: (07) 349 7399

http://www.minedu.govt.nz

email: enquiries.rotorua@minedu.govt.nz

A copy of the Early Childhood Regulations and the Education Review Report (ERO) is available for
Parents/Whanau to access at any time on the Parents/Whanau Notice Board.

Anonymous complaints will not be addressed.

Licensee
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Nanette Alexander

Complaints Flow Chart
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Parent Fees

Purpose

Agape is a non profit, fee charging educational service. Failure of parents to follow the rules
regarding fee payments may lead to their child's exclusion from the centre.

Procedures

● Fees are to be paid for every week that Agape is open each year regardless of statutory
holidays, illness, family holidays, teacher only days, or any other absences.

● All fees are to be paid either by automatic payment or cash each week. If arranged, fortnightly
or monthly payments are welcome.

● Invoices are sent weekly to the parent's/guardian's chosen email address.
● Parents wanting to hold a space for their child (eg. while on holiday) will need to book and

pay for the hours they wish to hold to ensure the space will be available.
● WINZ subsidies are available.
● Children over 3 years of age are eligible for 20 hours free ECE and 10 hours from the equity

funding Agape receives.
● Under three year olds are eligible for 15 hours free from the equity funding Agape receives.
● For the Government's "20 hours ECE" scheme, parents/guardians are required to complete an

attestation form stating the days and hours (up to 6 hours per day, 20 hours per week).
● Any fee changes will be entirely at the discretion of management. At least 2 months notice

will be given when such a raise is to occur.
● From time to time, excursions will be organised further afield requiring payment of specific

charges to cover transport and/or entry costs. These will be notified on a case by case basis
and consent will be sought in each case.

● Parents are expected to collect children as per enrolled times. Negligence of this may result in
a late fee.

● In cases of hardship, applications for reduced fees will be considered by management.
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Parent Induction

Purpose

Parents and children need to feel welcome and comfortable in their new environment. Our whanau
liaison worker/teachers/administrator will encourage and support parents and children in their
transition to our centre.

Objective

That each child and parent/caregiver experience an environment where they know they have a place,
where they feel comfortable with the routines, customs and regular events.

Guidelines

● Parents/caregivers are taken through an induction plan by the Administrator or Principal
Teacher when newly enrolled at the centre.

● Parents are introduced to all kaiako working with their children.
● The parent/caregiver and child are introduced to all staff.
● Parents/whanau are encouraged to ask any questions they may have regarding the centre's

service and programme.
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Personnel

Purpose

We value our teachers and choose to employ only the best. They are the most valuable resource that
children in our centre have. Our teachers need to be nurtured and rewarded in order for them to teach
to their full potential.

Te Whaariki

Belonging - Goal 2. Teachers experience an environment where they know that they have a place.
Contribution - Goal 3. Teachers experience an environment where they are encouraged to learn with
and alongside others.

Procedures

● All teachers employed by Agapé are over 17 years of age.
● In accordance with government regulations, Police vets are performed on all prospective, non

registered, Agapé employees. Checks are redone every 3 years
● Agapé ensures adequate resources and work spaces are available to all teachers.
● Teaching staff will be allocated, when practicable, non-contact time on a weekly basis.
● While employed at Agapé, teachers are given encouragement to further their experiences and

qualifications in early childhood.
● Professional development requirements are identified through the regular appraisal process.
● A budget is allocated for professional development.
● Agapé is committed to maintaining its low teacher turnover by being good and fair employers.
● All teachers at Agapé are working under individual employment agreements.
● Management respects the right of all employees to membership of an employee’s

organisation and choice of representation in negotiating for an employment contract.
● Agapé has an induction handbook. At least one copy is kept in the office at all times. Staff

members can request a copy.
● Any personal grievance should be in writing addressed to Nanette Alexander (Agapé

Licensee) If the grievance is still unresolved outside mediation will be sought.
● Nanette Alexander is the Privacy Officer for Agapé. All confidential personnel files are kept

under lock and key.
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Relievers

Purpose

We aim to provide a consistent environment for children and teachers. We also appreciate the need
for our permanent teachers to complete professional development, and take annual leave and special
leave. To ensure an appropriate ratio at all times we are required to utilise relieving teachers at these
times. These teachers require some guidelines to ensure they are acting in accordance with our
policies and procedures.

Procedures

To ensure relievers experience an environment where they feel comfortable with the routines,
customs and regular events.

Guidelines

● If time allows, the Principal Teacher will ensure that relievers are given a brief induction
before commencing work with children.

● If a relieving teacher is present in the environment this information will be communicated to
parents via the whiteboard.

● The Principal Teacher will use their discretion when making the decision to allow a new
relieving teacher to take on roles of responsibility such as mat time and toileting.

● Relievers are police vetted before commencing their role in the centre.
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Sta� Complaints Procedure

Purpose

In dealing with complaints from staff, we will be consistent in terms of fairness and procedures. We
believe staff should feel able to forward any concerns, and be assured that their issues are
acknowledged and dealt with.

Objective

Staff are able to approach and express their concerns and complaints in a biblical manner. We are
required to follow the biblical principles set in Matthew 18 v15.

Procedure

● All concerns should be discussed between yourself and the person directly. If an agreement is
reached, this should be confidential between the two of you.

● If an agreement cannot be reached please discuss any concerns together with the Principal
Teacher or Licensee.

● Where the complaint does not involve another person, please feel free to discuss with the
Licensee/Principal Teacher.

● If you are not satisfied after these discussions, please put your concerns in writing.
● Documentation relevant to the issue at hand will be gathered and accurately recorded by the

Licensee/Principal Teacher.
● Advice will be sought before responding to the complaint.
● Issues will be addressed in writing as soon as practically possible.
● A formal discussion will take place with the Licensee and or Principal Teacher and the

complainant. Necessary action will be taken if valid.
● Total confidentiality will be maintained throughout by the Licensee, Principal Teacher and

complainant.
● If you are still unsatisfied please address your complaint to the Trustees.
● Anonymous complaints will not be actioned.
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Sta� Performance & Misconduct

Purpose

Agapė Christian Preschool will endeavour to assist staff members to perform to a high standard.

Te Whaariki

Belonging - Goal 4. Teachers experience an environment where they know the limits and boundaries
of acceptable behaviour.

Procedures

1. Performance Expectations
● Agapė Christian Preschool will endeavour to assist staff members to perform to a high

standard through regular feedback, and the provision of professional development
opportunities.

2. Conduct Expectations
● Agapė Christian Preschool’s conduct expectations are specified in the Teachers Code

of Conduct and the Centre Policies. A copy of these are available in the centre
staffroom.

3. Managing underperformance and misconduct
● Where a staff member is not able to demonstrate performance or conduct to a

satisfactory standard, action will be taken to address the underperformance or
misconduct.

● Such action will occur in a timely manner.
● Measurable goals will be set and any training and support needed will be provided. A

time frame will be agreed upon. If the staff member fails to improve within a
reasonable time further disciplinary action will be taken.

● The expected outcome of the underperformance or misconduct process is that a staff
member will improve his or her performance or conduct and continue to contribute to
the ongoing success of Agape Christian Preschool.

4. Dismissal for Serious Misconduct
● A staff member may be dismissed for serious misconduct without warning. Serious

misconduct includes, but is not limited to:
a. compromising the safety or well-being of a child or young person in the care of Agape

Christian Preschool;
b. being convicted of a crime involving violence against the person, sexual offending or

dishonesty; or
c. Any action that may bring the reputation of the Trust into disrepute.

5. A staff member:
● will be afforded fairness and impartiality throughout any process to manage

underperformance or misconduct;
● may seek procedural advice from the Employment Relations Service
● have the right to representation; and
● may seek a review of the decision.
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Definitions

‘Disciplinary action’ means:

1. formal counselling of a staff member by an appropriate supervisor;
2. giving a staff member a written warning (including, where appropriate, a final warning);
3. withholding an increment;
4. demotion of a staff member;
5. other action as recommended by a trustees; or
6. termination of a staff member’s employment.

‘Misconduct’ means:

1. dereliction of duty or wilful conduct that is unsatisfactory. In deciding whether conduct is in
fact misconduct, decision makers and the Board of Trustees will have regard to the Teachers
Code of Conduct. Examples of behaviour which may be examined as possible misconduct
include:

a. conduct which is an impediment to the satisfactory performance of the work of the
staff member or other staff members in the Childcare Centre;

b. failure to comply with a reasonable instruction given by the Principal Teacher in line
management of the staff member;

c. bullying behaviour that may be reasonably perceived as harassing, intimidating,
overbearing or physically or emotionally threatening, or other unsatisfactory conduct
which breaches the Code of Conduct;

d. an action of the staff member which is prejudicial to the health or safety of other staff,
children, parents or members of the public;

e. a conviction, sentence or other order imposed by a court which restricts the activities
of a staff member in a manner that constitutes an impediment to the staff member
carrying out their duties.

‘Serious misconduct’ means:

1. recurrence or continuation of conduct which has been previously found to be misconduct on
the part of the staff member; or

2. serious misbehaviour, which may be a single occurrence, of a kind which constitutes: a serious
impediment to the carrying out of a staff member’s duties, or to other staff carrying out their
duties; a serious risk to the Preschool’s property; serious misconduct by the intentional
harming of a child/ren; a serious dereliction of duties; or, a conviction by a court of an offence
which constitutes a serious impediment to the carrying out of the duties. Behaviour that
constitutes serious misconduct can take many forms but could include serious and/or
persistent harassment or bullying, or a criminal offence such as theft, fraud or assault.

‘Underperformance’ means:
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● failure to meet the performance standards of the position.

Students in the Centre

Purpose

To provide students who are undertaking courses that require an opportunity to experience a quality
Early Childhood Learning Environment, being a place where theory can be put into practice, in a
caring and supportive way.

Process

1. That the Schools of Educational Institution apply to the Principal Teacher for approval of
student placements in the Centre, giving sufficient written or verbal notice.

2. The Associate Teachers of the centre are to be notified of the students on placement,with the
commencement date and duration of placement, to ensure that both staff, parents/whanau
are informed.

3. The Associate Teacher and staff ensure the safety of all students, children and staff by not
leaving the student unsupervised at any time while on placement in the centre.

4. The Principal Teacher informs students, that they are not counted in the child/ staff ratio,
therefore cannot perform the duties of a paid staff member, (i.e. toileting, nappy changing, or
supervising a group of children alone),but all encouragement should be given to students to
participate in centre activities/programmes alongside staff, therefore meeting their learning
objectives.

5. The Associate Teacher will ensure at all times, the confidentiality of the centre's children and
their parents/whanau are not put at risk by the student, i.e. Observation being performed with
the child's real names recorded or photographs and videotaping being done without the
knowledge of centre staff and the consent of parent/whanau.

6. The Associate Teachers will familiarise themselves with the student course requirements,
therefore giving the student the opportunity to complete tasks during their placements.

7. The Principal Teacher or Associate Teacher is to familiarise the student with the centres
emergency evacuation procedures, child management and child abuse policies, philosophy,
charter and any other policies as required.

8. Students on placement will not be used in a relieving capacity at any time.
9. If at any time the students actions contravene the regulations and the safety and well-being

of the children at the centre, the student shall be removed immediately from the Centre. The
student's practicum shall be suspended until the matter has been fully resolved by the
Principal Teacher in consultation with the Associate Teacher and Student's Tutor. The
student's actions will also be reported to the appropriate training provider as deemed
necessary in accordance with the centre policies.

10. Students will be under the direction of the Principal Teacher and Associate Teacher. The
Associate Teacher will meet weekly with the Student to determine the student's progress
with a final meeting to discuss and sign off competencies.

11. The student will sign in and out of the centre's visitor book upon arrival and exit daily.
12. No student is authorised to administer first aid or medicine to any child.
13. All students are required to display a personal profile intended as an introduction for parents

to read.
14. All students have been police checked by their training organisations before the placement, in

line with the Vulnerable Child's Act.
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Teacher Certification

Purpose

Agape Christian Preschool recognises teacher certification as a means of ensuring that all qualified
teachers meet a national quality standard.

Te Whaariki

Contribution - Goal 3: Kaiako experience an environment where they are encouraged to learn with
and alongside others.

Procedures

● Agape will meet all costs involved in gaining and renewing teacher certification.
● Provisionally certificated teachers at Agape will take part in our own induction and mentoring

programme towards full certification.
● Fully certificated teachers will be responsible for keeping their certification practising

certificate current.
● Fully certificated teachers will provide mentorship and induction to provisionally certificated

teachers at Agape Christian Preschool.
● Newly qualified teachers will receive an increase in pay only once their provisional

certification is confirmed.
● Agape mentoring teachers will only endorse provisionally certificated teachers in the

completion of the certification process if they successfully meet the New Zealand Education
Council's Code of Professional Responsibility and Standards for the Teaching Profession.

● Annual summary is required for all teachers on provisional, subject to confirmation or full
certification status by centre manager and principal teacher. This summary will state if
teachers have or have not met the standards for the teaching profession as set out by the
Education Council.
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Teachers As Parents

Purpose

Some teachers are also parents of preschool aged children. A child will not be expected to
distinguish between their parent's roles as teacher or parent. To ensure all parties concerned are
clear on their roles and expectations of management, the following procedures apply to all
teacher/parents who choose to use our service.

Objective

All teachers, parents and children experience an environment where they know that they have a
place.

Procedures

● Children of teachers may attend the centre where their parent is teaching. Management
discretion will monitor and review each individual arrangement. Management will take action
when there arises circumstances deemed contrary to the arrangement made.

● Teacher/parents who are employed full time will pay reduced fees. This will be negotiated
between the Teacher/parent and Licensee.

● Children of teacher/parents will attend only if and when there is space available.
● Teacher/parents are required to complete all enrolment and parent procedures (i.e. Enrolment

forms, parent contract, permission slips, signing of register, signing for medicine, paying for
outings etc.)

● The child of a teacher/parent and all other children will be treated equitably by all teachers.
● Other teachers are to give feedback to the teacher/parent in the same way as they might any

other parent.
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