

“Where your child has the freedom to explore the world!”

71 Vivian Street

Burwood

Ph: 383-1418

littleexplorers@xtra.co.nz
Welcome to Little Explorers:
This centre is locally owner operated.  The philosophy of the centre is that children learn through active exploration of the environment.  We believe in providing a rich resourced environment with qualified educators who support the children to develop their full potential.

When visiting our centre you will see our programming through displays and the interactions between children and their educators.
Centre Programme:

This Centre is licensed by the Ministry of Education and our programme incorporates the early childhood curriculum called Te Whaariki.  This curriculum is designed to support children to develop holistically.  The four principals are Empowerment, Holistic Development, Family and Community, and Relationships.  Within these principals are five areas of learning and development. Well-being, belonging, contribution, communication and exploration.  

We provide a free-play environment where educators support and develop children’s interests so that children learn through their own personal experiences. 
Children are provided with varied daily activities presented in different forms.  

Books

Puzzles

Blocks and construction equipment 

Music and movement

Artwork and collage

Dramatic play

Outdoor play

Sand, water and messy play

Science and nature

Small group times

Social intereactions

Your child will receive a portfolio of their development at the centre through learning stories, you are welcome to look at this profile at any time, just inform staff if you require taking it off the premise as staff may presently be working on a story or information for your child.

Through the children’s learning stories educators develop children’s learning dispositions:

Taking an interest

Being involved

Persisting with difficulty, challenge and uncertainty

Expressing an idea or a feeling

Taking responsibility in the social setting.

Centre Charter
The centre’s charter statement is displayed on the notice board inside the front door; a copy has also been attached at the end of this prospectus.
Centre Hours:
7.30am-5.30pm Monday to Friday excluding statutory holidays.

Staff

All staff are qualified, in training or very experienced.  The centre has a strict policy for employing staff which includes all people in contact with the children being police vetted.   

Fees: 
Sessional Rates:

$21 per 3 hour session 9am-12pm, 9.30am -12.30pm, 12.30pm-3.30pm or 1.00pm-4.00pm

$25 per 4 hour session 8am-12pm, 8.30am-12.30pm, 12.30pm-4.30pm or 1.00pm-5.00pm

Full Day Rate:
$40 up to 7 hours

$45 up to 10 hours

Full Time Rate:

$180
Extra hours may be added on if available at the rate of $7.00 per hour.
· 10% discount is given for the second child when more than one child attends from the same immediate family, only if neither child is receiving free ECE. 
· A late fee will apply for every minute over the last scheduled session for that child at the centres normal rate and the parent will be verbally remindered as centre numbers could be affected.  After centre hours a fee of $1 for every minute will be charged.  On the first occasion, if the time is less than 15 minutes a verbal reminder will be given.
Fee payments can be made by filling in the form and posting cash or cheques in the letterbox by the office in a bank bag provided or by automatic payment (remember to reference your child’s name and centre code.)
Signing in and Out:

You are required to sign your child in and out daily.  This confirms your child’s attendance and could affect the centre funding.

Absences

If your child is going to be absent from the centre for any reason please ring and inform staff in the morning with the reason as this needs to be recorded along with their absence.

What you need to bring:

On enrolment you are required to bring:

· Your child’s birth certificate

· Immunisation record

· Deposit ( 2 weeks fees bond)
· Completed enrolment form

When your child starts at Preschool:

· Change of NAMED clothes, both hot & cold weather. (Extra clothes and shoes if toilet training)
· Coat and woollen hat for winter
· Sunhat and sunblock for summer
· Lunchbox (the centre provides morning and afternoon tea)

· Nappies and Wipes for children in nappies (if cloth nappies liners are required)
· Breast milk or formula for babies.

· Any special comforters.

Parent Education and Library

Please check the notice boards when you arrive for interesting, educational and informative ideas.  A parent library is also available in the parent/ staff room.  Please record if you are borrowing books in the notebook provided.
Recycling
We are always collecting creative junk to using in the centre.  For example egg cartons, washing powder scoops, cardboard boxes, plastic bottles, old shoes, dress-up clothes, bags, magazines, wrapping paper, white paper, corks, bottle tops, etc, anything that may be useful for collage, creativity or carpentry would be appreciated.

Guidelines to Settling a child at Little Explorers
You are encouraged to spend time prior to your child’s first day to support your child to become comfortable in the new environment.
Staff members will greet you and your child to establish a warm and caring relationship.  Staff members will introduce you and your child to other staff members, children and parents during your child’s settling period.

Once you and the staff feel your child is ready to be left (usually after a couple of visits) you will be encouraged to leave at first for a short period of time i.e. 1-2 hours. When you leave always remember to say “goodbye”, so your child develops trust in you. You are welcome to have telephone contact with staff to keep informed on your child’s progress.  Tears on the first few visits are very normal, especially on the second visit when your child realises what is happening, please talk to staff.  We ask that you be easily contactable for the first day of leaving your child in case he/she becomes distressed.  We would like the child’s time to be pleasurable. 

Staff will support your child on their first day through distraction, encouraging him/her to take an interest in centre activities and by offering nurturing in the form of cuddles if required. On your child’s first day a staff member will be allocated to support her/him over the first few weeks. Do not linger; farewell your child and leave to limit your child’s anxiety. All children react differently and it may take some time and persistence before your child settles.  Communicate with staff your questions and concerns.
Lost Property:

All children’s clothing must be clearly named so that staff can return them to your child’s bag. A lost property bin in situated in the hall near the door.  This is where all unnamed clothes are placed at the end of the day.  Monthly the bin will be displayed for a period of 1 week then the items will be given away to a clothing recycling charity.

It would be appreciated if children did not bring toys or valuables from home as they can easily be lost or damaged. (this doesn’t include comforters or a favourite toy for new children needing reassurance.)
Lunchbox
· We encourage healthy eating, no chips, fruit strips or strings, chocolate or sweets

· The staff will heat up food if provided in ready to eat container and form, i.e. leftovers.  Staff will not prepare noodles or other time consuming meals.

· Due to children’s allergies the centre is NUT Free, this includes peanut butter.

· The centre provides morning and afternoon tea, although if your child has not eaten all their lunch they will be reoffered their lunchbox at afternoon tea time.

· Please inform staff of any food allergies or dietary requirements as the centre participates in baking weekly as well as providing snacks.
Smoke-Free

Little Explorers is a totally smoke-free environment.

Change of Details

If you change address/phone numbers or emergency contact details please inform staff immediately. 

Car park safety
Please be aware of cars in the car park and hold your child’s hand while entering and exiting the centre.  Children arriving in vehicles must be correctly restrained as required by the Ministry of Transport.  This is for your child’s safety.

Medication

All medication needs to be recorded in the medicine record either daily or on the continuous medication record.  Otherwise staff will not be able to administer it to your child.  

Policies

Please read the policies below, if you have any questions please talk to the staff.  All the centres policies and the Early Childhood Regulations are located in a file under the sign in desk; you are welcome to read them at any time.  
FEES POLICY

Reference: Section 312 of the Education Act

1989 and DOP 11c.

Rationale

· To keep an accurate record of, and to properly account for monies received and spent.

 Section 312: requires centres to maintain records of fees charged and payments made. The schedule of fees must be made available to all those subject to a fee. 

Objectives

To accurately record the fees due and received.

To inform parents of the fees schedule for the centre.

Procedures

· The fees are displayed on the centre notice board, with all new parents being given the fees in their enrolment information pack.

· Parent’s accounts are calculated on a Monday for the previous week and invoices are emailed or printed out for parents that do not have an email address.

· All accounts must be paid within five working days after receipt of invoice.

· If account becomes overdue a letter will be sent out asking for payment immediately.

· If account remains unpaid a letter will be sent out informing that the child can no longer attend the Centre until the account is paid in full. All correspondence will be kept on file. After 2 weeks the child will loss their position if the debit is still unpaid. After the payment is made you may have to re-enroll and may have to go on the waiting list if the position has already been filled.

· If two written attempts will be sent to recover the outstanding balance after which the account will be forwarded on to the Centre’s debt collection agency for recovery.
· A payment (equivalent to two weeks fees) must be made in advance of the child/ren starting at the centre.  This will be paid when the form is completed and the position is held.  This payment is held in a separate account and refunded when the child leaves the centre. It is not shown on the child’s weekly account.

· On leaving this advance fee payment will be refunded or will be used to pay any outstanding debt owing.

· Full time children pay a flat full time rate whether the Centre is open or closed due to them receiving a discounted rate. Part time children do not pay for statutory days.

· Payment must be made for bookings whether the child attends or not as the centre still incurs costs whether your child attends or not. There are no make-up days.  

· Fees must be paid in Cash, Cheques, direct credit or automatic payment.

· For holidays parents must apply in writing or email 2 weeks prior to commencement to receive a 50% fee deduction. This is to the maximum of 10 days per calendar year calculated on the number of days attending per week. i.e. attends 2 days per week gets 4 days holidays at reduced fee as well as no fees for 2 week Christmas period.

· The fees are recorded onto the computer childcare system which includes, date, name and amount deposited for each parent.

· A late fee will apply for every minute over the last scheduled session for that child at the centres normal rate and the parent will be verbally remaindered as centre numbers could be affected.  After centre hours a fee of $1 for every minute will be charged.  On the first occasion, if the time is less than 15 minutes a verbal reminder will be given. On the second occasion a fee will be charged.
· 10% discount is given for the second child when more than one child attends from the same family.  (only if neither child is receiving Free ECE)
· Fees may increase with inflation and an increase in running costs with parents being given 1 months notice in the form of a letter and centre notices displayed on the board.
· Casual positions must be paid for on the day of attendance.
· Any dishonoured cheques will be rebanked once after consultation with the drawer.  If the drawer’s cheque is dishonoured again they will be asked to pay by another form in the future.

ILLNESS POLICY

Reference: Regulations 28 [1] [2] [3] [4] [5] and 29.

Canterbury District Health Board: Early Childhood Information Pack Pg 31-35

Nga Kupu Oranga: Pg 28-46

Rationale: 

· To minimize transmission of illnesses.

· To ensure the health and well-being of every person in the centre is respected.

Procedures if a child becomes ill in the centre:
When a child or staff member becomes ill they will be sent home as soon as possible.  They will be recommended to stay home until well again.

If a child is unable to go home immediately they will be kept in the office or parents/staff room away from others.  Their temperature will be monitored with the treatment being provided. If parents have approved on the enrolment form paracetamol will be given to children with temperatures above 38.3  

Parents will be contacted immediately and advised to seek medical advice then ring to inform the centre of the illness. If parents are unavailable the child’s emergency contact will be notified.  

Staff may get immediate help from a doctor if you notice a child who:

General

· has been ill, or is ill and seems to be getting much worse

· cannot be woken or is responding less than usual to what is going on around them

· has glazed eyes and is not focusing on anything

· seems more floppy, sleepy or less alert than usual

· has a seizure or fit (unless they are already known to have fits or seizures and the parent/ caregiver and centre have discussed what to do)

· has an unusual cry that lasts for one hour or more

· has a bulge or swelling on the groin that gets bigger when the child cries and does not get smaller or go away when crying stops

· has a severe stomach pain that makes them bend over and scream or cry

· has been badly injured

· has stomach pain without vomiting or diarrhoea after a fall, a blow or injury

· has fallen and knocked their head and appears dazed, or was knocked out for any length of time

Temperature

· feels too cold or too hot (a temperature of 38.3 degrees or more)

Circulation and skin colour

· body is much paler than usual or suddenly turns very blue or white

· nails are blue or big toe is completely white and after squeezing the toe, normal colour takes more than three seconds to return

· has a rash which covers a large part of the body

· has a blood-red or purple rash of tiny spots or bruises, but has not been injured

· goes blue

Breathing

· goes blue or stops breathing

· breathes more quickly than normal or grunts when breathing

· makes a wheezing noise when breathing out

· breathes so fast and hard that they cannot speak, eat, cry or play

· skin below the ribs sucks in as the child breathes

Vomiting and diarrhoea

· has vomiting at least half of the last three feeds

· has green vomit

· has faeces that are black or bloody

· has vomiting and diarrhoea together, is refusing fluids and has passed less urine than usual.

Other parents will be informed of infectious illnesses in the centre through whiteboard notices. 

Prevention of spreading illnesses procedures:

All staff will remain a high standard of hygiene to prevent transmission of illnesses. 

Children should stay away from the centre when they are ill and causing concern or:

· Have little interest in activities or play

· Have little energy, want or need to sleep or rest for long periods

· Cry easily, are irritable or in pain

· Constantly want to be held or comforted

· Have a fever. Above 38.3 degrees.

· Any child with diarrhoea or vomiting should stay away until symptoms crease and they are well, 48 hours after last symptom.

Educators along with children can not attend when they have anything contagious or when their sickness affects their ability to perform their required duties. 
The licensee may exclude a child from the centre that is unwell and require doctor’s diagnosis prior to the child returning. 

The health schedule is situated in the Nga Kupu Oranga file with individual illnesses being highlighted to parents when they are present in the centre.  Page 31 lists the illnesses and the recommended absences; these are the guidelines that Little Explorers abide by. Children that have an infectious disease must remain away from the centre until they have doctors clearance to return, have had the recommended exclusion period as listed in the Nga Kupu Oranga Pages 15-18 or have been approved to return to the centre by centre management. 

Illnesses are recorded in the absence record. 

A computerised immunisation register is held and updated regularly at the centre.  This must be sighted on enrolment or at the age of 15 months if they enrolled prior the 15months old. The decision to immunise a child is up to the parents and whanau and the centre will respect that but the centre needs to be aware of the child immunisation status so that immediate contact can be made should an outbreak occur.

During the event of an outbreak of a communicable disease staff will increase the frequency of cleaning and the strength of the cleaning products used. 

Existing Conditions:
It is the parent’s responsibility to inform staff of any existing conditions their child has on enrolment or should a condition develop subsequently e.g. asthma, allergies.  Staff should be advised of any special medical treatment that may be required. All staff will be made aware of children’s needs or allergies.  A list of allergies is displayed in both playrooms and updated as required. If children require continuous medication this is to be recorded on the continuous medication form in the medication file.  

Parents need to update staff if the condition changes and the treatment or plan changes.  

Staff need to read information on the child’s condition when they become aware of it and to inform other staff members.  Read: Nga Kupu Oranga Pages 40-46 or source information from the parents or a doctor.
SLEEPROOM POLICY

Reference: 

Regulation 21: 1, 2, 3 & 4

Rationale:

· To ensure that all staff and parents are aware of the centre’s procedures for sleeping children.

· To ensure that the centre provides a space for children requiring a quiet sleep during their day.

Procedures:

· Little Explorers ensures adequate space and facilities are available for children to have undisturbed rest.

· Under 2 children are provided with individual 2 multi cots and 1 free standing cot in a sleep room. This room is visible with a large glass window.  Children are also physically checked every 5 minutes by a staff member.  This is recorded on the sleep record.

· Over 2 Children are provided with a toddler cot placed in the quiet area in their play room. 

· Children are able to sleep according to their own sleeping patterns.

· An over two’s staff member will stay with the children as they go to sleep.

· For health and hygiene reasons the centre provides individual bedding for all children which is washed weekly. This bedding is stored in individual bags then hung on hooks in the sleep room for under 2’s and in the staff storage room for over 2’s until the next day of attendance.

· Children will at no time be given bottles or food in bed.

· All bedding is stripped for washing and airing every Friday. 

· The under 2’s sleep room is ventilated with an openable windows and a fan.

· Each child’s sleeping times will be recorded daily on a sleep record which is hung on a clipboard near the sleep room door in the under 2’s and in the over 2’s on the playroom wall. 

· The Early Childhood Regulations (1998) are adhered to at all times. 

· Parents are informed of the sleep procedures for the centre on enrolment and sign their acceptance of the practices.

· Staff communicate with parents regarding their child’s sleep requirements. 
Please talk to staff or management if you have any concerns or a complaint.  

I hope you, your child and your family enjoy the time at the centre.
The enrolment form is attached to the inside of this information, fill it in and return as soon as possible.
Charter Statements

Guiding Principals

Management and educators of chartered early childhood services, in partnership with parents, guardians and whanau, will promote and extend the learning and development of each child attending or receiving the service, through the provision of quality early childhood education and care.

Educators will develop and implement curriculum which assists all children to grow up as competent and confident learners and communicators, healthy in mind, body and spirit, secure in their sense of belonging and in the knowledge that they make a valued contribution to society.

Learning and Development

Educators at Little Explorers will implement a curriculum enabling the children to experience an environment in which relationships and interactions with others are positive, responsive, reciprocal and encouraged.

A range of developmentally appropriate activities and experiences will be offered to the children who attend Little Explorers to extend their thinking and actions. These will cater for the needs of each child fostering their physical, emotional, social, cultural, creative and cognitive development.

Each child preference in participating in activities will be respect by educators.

Educators will enhance children’s learning through planning and evaluating the physical environment and providing resources to support the needs of each child and to facilitate quality curriculum and interactions.  Spontaneous learning will also be extended and supported by educators.

Staff will model non-discriminatory behaviour and encourage this with children. Respecting diversity and individual differences and providing a variety of resources.

Educators will implement teaching strategies that allow for differing abilities, ways of learning and interests to include all children.

Educators at Little Explorers will demonstrate understanding of current theory and principles of learning and development and of different characteristics of infants, toddlers and young children. 

Educators at Little Explorers will demonstrate knowledge and understanding of each child, identifying learning and development of each child, identifying learning goals for individual children, and use this information as a basis for planning, evaluating and improving curriculum programmes.

At Little Explorers educators will implement curriculum and assessment practices which reflect the holistic way that children learn. Practices will reflect the reciprocal relationships between the child, people and the learning environment. Educators will communicate and involve parents, guardians and where appropriate, whanau. The children’s sense of themselves as capable people and competent learners will also be enhanced.

Educators at Little Explorers will plan, implement and evaluate the curriculum for children in which:

· Health and hygiene is promoted, emotional well being is nurtured and they are kept safe.

· Connecting links with the family and wider world are affirmed and extended; children know they have a place and feel comfortable with routines, customs and regular events; and children know the limits and boundaries of acceptable behaviour.

· There are equitable opportunities, irrespective of gender, ability, age, ethnicity or background; children are affirmed as individuals and children are encouraged to work with and alongside others.

· Children develop verbal and non-verbal communication skills for a range of purposes; children experience stories and symbols of their own and other’s cultures; and children discover and develop different ways to be creative and expressive.

· Children’s play is valued as meaningful learning and the importance of spontaneous play is recognized; children gain confidence in and control of their bodies; children learn strategies for active exploration, thinking and reasoning; and children develop working theories for making sense of the natural, social, physical and material worlds.
Communication and Consultation

Management and staff at Little Explorers will ensure communication and consultation with each other and with parents/guardians, whanau, hapu, iwi and local communities acknowledges and respects all other parties values, needs and aspirations.

Educators will be aware of specialist services available to them and will seek guidance when appropriate to enable them to work effectively with children and their parents/guardians and whanau.

Educators at Little Explorers will welcome parents/guardians and where appropriate whanau into the centre to discuss any concerns and participate in decision making concerning their child.  

Educators will provide opportunities for parents/guardians and where appropriate whanau to discuss both informally and formally, their child’s progress, interests, abilities and areas for development on a regular basis, sharing specific observation-based evidence.

Little Explorers will make accessible to parents, information concerning their child, policies and procedures regarding the operation of the service and Education Review Office reports.
Operations and Administration

The management of Little Explorers will develop and regularly review a statement of the service’s philosophy and the charter, in consultation with educators, parents/guardians and, where appropriate, whanau.

The management and educators of Little Explorers will implement policies, objectives and practices which will reflect the centre’s philosophy, quality curriculum, current theories of learning and development, the requirements of the DOP’s and legislation

Management and educators at Little Explorers will ensure that parents/guardians and whanau have opportunities both informally and formally to share their aspirations for their child.

Policies, objectives and practices at Little Explorers will reflect the unique place of Maori as tangata whenua and the principles of partnership inherent in Te Tiriti o Waitangi.

Management and educators at Little Explorers will develop and implement policies on inclusive practices, equity and culturally appropriate. 

Policies, objectives and practices at Little Explorers will be regularly evaluated and modified by an on-going, recorded process of internal review.

Little Explorers will implement personnel policies which promote quality practices including appointment of competent staff, staff appraisal and professional development for both management and educators.

Employment policies at Little Explorers will incorporate the principles of being a good employer, including equal employment opportunities.

Little Explorers will implement financial management policies which include budgeting to ensure their policies and objectives are met.

The management at Little Explorers will make the audited annual financial statement available to educators, parents/guardians, whanau, the local community and government, to account for the use of Ministry of Education funding.
