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Parents Information Guide

Welcome

By the time you open this information guide you will already have taken your first
steps towards becoming part of Playtopia Educare. The purpose of this guide is to
help you understand better what you can expect for your child’s education.

Organisation

Playtopia Educare is an independent Early Childhood Education Centre. We also run
OSCAR programmes (before school care, after school care and school holiday
programme) for ages 5-13.

Programme

During early childhood, children are constantly physically active. We work with this
rather than against it, seeing the child as an “adventurer and explorer” and
providing experiences for him or her to learn and develop naturally at his or her own
pace.

We create an environment that supports our families, our community and builds the
foundation of who our children will become as adults, our future community, and
the future of our environment. We value the conftribution of parents and whandu
and see their input as an integral part of our curriculum.

Children are encouraged to develop at their own pace and developmental level
through a varied programme which includes mat time, music, art, dramatic play,
early maths, pre-reading skills, sensory play, and physical development daily. Social
development also plays a key role in your child’s learning as sharing and social
interaction with peers and adults is a part of the Playtopia Educare learning
experience.

The child’s profile book will be on a secure online portfolio (Storypark), this is a key
tool for communication and parents are encouraged to log in regularly to see
cenfre updates and to follow your child’s learning. There is space for parents /
whanau to contribute comments and photos, etc. to the portfolio so that it can
become a shared celebration of the child’s learning.

A regular newsletter is distributed at the centre to all the families outlining some of
the activities that have taken place in the centre in the past weeks, staff news such
as fraining and professional development, centre planning and other important
issues that may need to be addressed to keep everyone informed.

Playtopia Educare — Parent Information Guide pg. 2




We Provide:

* Staff who are Early Childhood trained and who hold current certificates in First Aid;
* Teacher/child ratio’s that are in accordance with the centres “Certificate of
Licence” set by the Ministry of Education;

* A warm friendly environment;

» Care routines carried out with individual needs to match every child, and attention
to health and safety are designed to promote independence and self-esteem;

* A child centred curriculum which offers opportunities for learning through
exploration and play;

* Fun activities which facilitate children’s development - physical, intellectual,
language. emotional and social;

* Opportunities for children to learn and play with and alongside others. We provide
positive behaviour guidance through encouraging:

* An understanding of centre rules and the reasons for these;

* An understanding of fairness;

* An understanding of the consequences of stepping beyond the limits of
acceptable behaviour;

* Anincreasing ability to take responsibility for their own actions;

* The ability to listen attentively and respond appropriately to speakers.

Things you need to know
Enrolment Form

All parents are required to complete an enrolment form with personal addresses and
business contact numbers, doctor's name and phone number, any allergies or
treatments required, child vaccinations and those authorised to collect the child. It is
important to notify staff if there is any change in people authorised to pick up
children. As part of this process regulations require us to take copies of your child’s
birth certificate and immunisation record if any.

Sickness

We ask you to keep your child home if s/he is unwell. This is for the comfort of the
child, and to prevent the spread of illness and disease and epidemics such as
vomiting, diarrhoea, measles, mumps, etc. If we detect sickness, we will contact you
so that other arrangements can be made for your child’s wellbeing and collection.

Holidays
Please noftify the Centre in advance if your child will be absent due to holidays. In

the event of absence for any reason fees are payable in full for the first week and at
half rates’ thereafter providing notice has been given to the Centre.
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Bags

Please provide your child with a clearly named bag containing a change of clothes,
a warm hat for the winter months, and a sun hat for the summer. These hats are to
be named and if possible, left at the centre in the hat rack provided.

Sleeping children

All children are given the opportunity to have a mid-day rest after their lunch. Those
who do not sleep are encouraged to rest and have a “quiet time” to allow children
who need to sleep the opportunity to do so. Children will be provided with their own
stretcher bed and bedding. For further information please refer to our Sleeping
Children policy.

Medicines

If your child needs medicine or special freatment, please notify staff on arrival and
SIGN THE MEDICAL REGISTER which authorises us to administer medicine as directed
by the parent/caregiver. We will not give medicine unless authorised. All medication
must be taken out of the child’'s bag and handed to staff on arrival. NO
MEDICATION TO BE LEFT IN CHILD'S BAG as this could be a danger to other children.
Please make sure to collect medicine on departure at the end of the day.
Accidents If there is an accident or an emergency, we will fry to contact the parent,
but must be free to ask for help as we think appropriate including taking a child to a
doctor/getting medical advice or administering First Aid.

Clothing

Please dress your child appropriately (i.e., not in their best clothes). We encourage
children to explore and to develop skills by active play and to learn self-toileting,
feeding, dressing, and putting on shoes. PLEASE NAME EVERYTHING!

Toys

Please don’t bring toys to the centre unless they have some special significance
such as a ‘cuddly’ toy for sleeping. In this case make sure it is named and make staff
aware of its importance to your child.

Meals

Children are expected to bring along their own lunch boxes. Please do not give your
child sweets to bring to Centre as it is not fair to the other children. In our efforts to
keep children healthy we will provide filtered water for the children so bringing fruit
juice, fizzy or energy drinks will not be permitted. Please let us know if your child has
any special requirements that we should be aware of in case of treats provided by
others.
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Issues and Concerns

Staff are keen to discuss issues and concerns as they arise on a day-to-day basis. If
you wish to take a concern to the centre director this can be done either through
staff or through a phone call or confidential letter. If necessary, arrangements can
be made for a meeting with the director and/or staff.

We hope that your concern has been resolved before this stage. However, if you
feel that the Centre Manager/Centre Director/Licensee hasn'’t resolved your
complaint to your satisfaction, you can direct your complaint to the Ministry of
Education.

Write to:

Ministry of Education
1144 Pukaki Street
Rotorua 3010

Email: enguiries.rotorua@education.govi.nz

Website: www.education.govt.nz

Our complaints procedure is in the blue folder on the notice board at the reception
desk. We also have a copy in the centres policies file on the reception desk.

Operational Information

Our latest Education review office report, financial results (Funding received from
MOE and how we have spent it) and ECE regulations are on display on the notice
board. We also have a file with all our centres policies and procedures available for
you to look at. If you have any recommendations and changes to our operational
policies that you would like to talk to us about, just let us know as we are always
open to look at improving our service.

Hours

Our normal hours are 7.30am to épm, 5 days a week. There is a late pick up fee of
$10 per 10 minutes when children are not picked up by é6pm unless a prior
arrangement has been made. Never leave a child unless staff have acknowledged
their arrival. If someone else is to collect a child, please make sure that we have a
contact number for emergencies.

Accounts
Accounts are to be paid weekly in advance of attendance. Money that we receive

from WINZ will be credited to accounts when received and parents remain liable for
the full amount until we receive the subsidy. We are a private, fee charging service.
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Parents are paying for a place for their child, not when their child attends. To
provide continuity of care and to abide by Ministry of Education ratios, the Centre
employs teachers on permanent employment agreements and incurs costs for
salaries daily.

Fees are still payable when the child is sick or not attending for any reason as we are
keeping the position available for them. Our fees are calculated to included
excursions and all extras and hence there are no hidden or optional costs to pay
beyond the weekly fee. For this reason, we do not credit public holidays and fees
are payable for these days. We are happy to consider make-up days for public
holidays when our numbers permit.

Bank Account: Kiwi Bank, Playtopia Educare Early Childcare — 38-9023-0203354-03

Childcare subsidy

Please visit the WINZ website https://www.workandincome.govt.nz/products/a-z-
benefits/childcare-subsidy.html it explains how the subsidy is paid, who qualifies and
how to apply. Application forms are available through WINZ. The subsidy is available
to families who attend a licensed centre for a specified number of hours per week,
and who meet the special circumstances. The centre is required to confirm
aftendance. The parent is responsible to advise WINZ of any change in
circumstances likely to affect the entitlement to a subsidy, and to inform the centre
as well. Please, always obtain a receipt from WINZ when leaving an application form
with them.
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Childcare Fees

Hours: Monday to Friday (starting January 2022) 7:30am — é6pm
Closed on Public Holidays

All Day Short Day
6.5-10.5 Hours (7:30am — épm) 6.5 Hours (Between 8.30 am — 3.00 pm or

9.00am - 3.30 pm)

Number 2-Year- 3-5-Year- Days 2-Year-Old 3 -5-Year-
of Days Old Old Old
2 $70 $30 2 $60 Nil
3 $115 $50 3 $100 Nil
4 $150 $70 4 $130 $30
5 $180 $90 5 $160 $60

Subsidies

We offer 20 Hours ECE subsidy for 3—-5 Year Olds

You may use a maximum of é free hours a day. The subsidy hours have been
accounted for in the fees listed above.

We are registered with WINZ, depending on your income you might qualify for a
subsidy to cover the above costs.

A last word

Thank you for taking the time to read this parent guide. It is designed to be part of
your orientation to our community, and we hope that it will help you and your
child/ren find your way in the exciting journey you have embarked upon.
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