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INTRODUCTION

Welcome to the Wellington Region Free Kin@etgn AssociatiofracilitiesManual. This is a
comprehensive manual with information for kindergarten teachers and kindergarten committees
Property Management, Occupational Health and Safety and Emergency Management

The manual is divided inthe three section@bove,with a detailed contents page clearly identifying
where information can be found. If you need further information, please try the following
publications:

A New Zealand Playground Safety Standards
A Nga Kupu Oranga Healthy Messages

Sectionl outlines the WRFKA property management procedures. There is a space for you to add
emergency phone numbers and an outline of what to do in the event of theft or vandalism.
Insurance claims are also covered. It clarifies the responsibilities of thei#&gsnche teachers and
the committees in the maintenance and development of the kindergarten buildings and grounds.

Section 1 also includes a list of preferred tradespersons, and suggestions of where to purchase some
playground/building resources. Theeis a summary of the land and building ownership status

showing whether your kindergarten building and grounds are owned by WRFKA, the Ministry of
Education or whether the land is under a lease agreement. This section also covers cleaning of the
kindergaten with a list of tasks for cleaners. Cleaner contracts are available from the Association.
Section 1 outlines the Legislation and Resource information. At the back of this section are all the
appropriate property forms.

Section 2covers Occupational S&§ and Health. It outlines our aim to provide a safe environment
for children, teachers and visitors to our kindergartens and includes our policies and procedures for
managing OSH issuddazard and Safetyhecklists and other forms are at thed of thissection.

Section 3coves emergencynanagemenin the event of Fire, Earthquake or other Civil Defence
emergencies. Ioutlines all practice drills and reporting requirement#\ Wellington Kindergartens
G&adz33SaiSRe f A& iistdFe hedWnkiNde§aténd. Wa izidlu¥ed tBedMinistry of
Civil Déence and Emergency Manageméresource, Emergency Procedures: Guidelines for Early
Childhood Services for this information. Because of the geographical spread of our kindergartens
across fivdocal councils, each one with different expectations regarding Civil Defence emergencies,
we suggest kindergartens contact their local council to clarify any specific requirements. Appropriate
formswill be foundat the rear of this section as well as gg®f your kindergartens Evacuation

Plan. If this is not your current Evacuation Plan please copy the current plan and add it to this
manual, and send a copy to the Association.

We are sure that you will find thiBacilitiesManual helpful. We have prowed one copy for the
teachers which must remain in the kindergarten and one copy for the use of the comnitted.
the additional publications should remain at the kindergarten.

This Facilities Manual is also available on our welgsite/w.wn-kindergaren.org.nz

Please do not hesitate to contact the Association on (04) 2323069 if you require any further
information.

www.wn-kindergarten.org.nz
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Section 11 ¢ Emergencies

EMERGENCY PHONE NUMBERS

(Insert your relevant local contacts)

Contact Phone Number
Poice
Fire Service
Civil Defence
WRFKA 04 232 3069
Rob Dunn 029 762 38664

National Poisons Centre

0800 Poison o
0800 764 766




Section 11 - Emergencies

EMERGENCY OR URGENT MAINTENANCE PROCEDURES

MAINTENANCE EMERGENCY
e Establishthe cause of the problem

e Do a basic check and complete the following as necessary:

turn off water Toby

turn off electricity

turn off water to hot water cylinder

turn off gas

erect a temporary barrier to stoghildren accessing area

MT T

e Phone Association, deribe the problem clearly.
e Association will immediately dispatch a contractor.
e The Association will pay all invoices for urgent maintenance work.

e If you are unable to contact the Association please contact a tradesperson off the
preferredtreRS & LISNE 2y a Q K6pa i 0{S8S {SOilAazy

THEFT OR VANDALISM
e Try not to interfere with the scene.
e Ensure the environment is safe for children.

e Phone the Police to report damagéor insurance purposes, please ensure you are given a Police Incident
Reportwith a job number.

e Inform the Association.
e Organise glazier or locksmith to secure the building again.
o Fill outaninsurance clainfiorm if the loss is greater than the excess of $220mpy of the insurance claim

form isin section 1.60f this manal. Also @ach the Police Incident Report andend the form and Police
report to the Association who will then forward it all to our insurers.



Sectionl.2

PROPERTY MANAGEMENT

Overall responsibility for Kindergarten property is the Associatieither through ownership or legal liability.

Maintenance of the Kindergarten building falls ihte categories:

F Planned Maintenance

F  Urgent Maintenance



Sectionl.2 ¢ Property Management

PLANNED MAINTENANCE

The Association providenformation and exprtise on matters of property through the Facilities Manager, Rob
Dunn.

Every five yearsan up to date profile of each Kindergartés prepared with an identifiedfive year planned
maintenance schedule. This work is prioritised artdrated to by the local committee or the Associatidoy
agreement.

The painting programme is included in this section of the property budget. Kindergartens will have the exterior
painted every 7 to 9 years. Only kindergartens exposed to severe cosditie painted moreréquently. The
interior paintingof kindergartends the responsibility of the local committeeslowever if communities wish to

paint the interior of the kindergarten the Association will assist with the cost of the paint.

Fire eqgupment servicing is part of the planned maintenance of all kindergartens and is organised by the
Association each year.

IQP (Independent Qualified Persons) visits are organised each year for those kindergartens which require a
Building Warrant of FithnessOnly buildings which hawdectronic fire alarmsare required to have a Building
Warrant of Fitness.



Sectionl.2 ¢ Property Management

URGENT MAINTENANCE

Urgent maintenance is organised by the Association, with staff notifying the Assoditftce in the event of an
emergency(see pag€ for procedurs).

Saff or committee may identify a maintenance matter which they believe to be urgent avitll notify the
Association. The Association will record and prioritise the work.
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Sectionl.2 ¢ Property Management

LEGISLATION AND RESOURCE INFORMATION

The following Statutory Legislation applies to Early Childhood Education Centres:

The Building Act 1991

The NZ Building Code

The Education (Early Childhood Centres) Regulations 1990

Heath and Safety in Employment Act 1992

For Kindergartens on Crown owned lar@property Occupancy Document

The following resources provide information and guidelines:

=

=

NZS 5828004Playground Equipmernd Surfacing

NZS 1900 Chapter 5 Fire resistingstruction and means of egress

The Fencing Act 1978 and amendments

NZS 2258 Glass and Glazing

NZS 4121:1985 Design for access and use of building and facililisaliigd persons.
NZS 6703:1984 Appendix B Recommended Standard service llluminances

NZS 4503: 1974 The distribution, installation and maintenance of Hand Operated Fire Fighting Equipment
The fencing of swimming pools Act 1987

Department of Labour: The employers guide to managing Occupational Safety baglth
Ministry of Health: Nga K OrangaHealthy Messages

Health and safety resource for Early Childhood Services

Department of Labour. Guidelines for the Management of Lead based Paint.

11



Sectionl.2 ¢ Property Management

ASSOCIATION RESPONSIBILITIES

The Association igsponsible for the following matters.

. Administerfive yearly surveys of all kindergartens

. Lease negotiations

. Fire equipment and servicing

. Building Act and Registration Compliance Certification

. Structural repairs, roofs, guttering |@s, floorboads, weatherboards.

. Maintenance of fixed floor coverings

. Property purchase and sale

. Insurance claims. Any costs undiee insurance excess of $250 e responsibility of the

local committee. The excess is the same for alarmed oatenmed buildings
. Other property matters by negotiation.
The Association undertakes the costs of these works from the maintenance budget.
Committees are not to undertake works falling into these categories without reference to the Association.
The Association is apmiative of committees who chose to meet some of the above costs from their own
committee funds. This enables the limited property budget to be spread among kinderghdéate less

financially viable.

If committees are in any doubt about who is respitate for particular maintenance matteos wish to negotiate
costsplease ring the Association.

12



Sectionl.2 - Property Management

LOCAL COMMITTEE RESPONSIBILITIES

Local committees are responsible for the day to day maintenance of the buidihgrounds. The general rule is

that the Association will attend to matters which require a tradesperson. However, because of budget
constraints, committees often pick up the costs of smaller maintenance jobs to allow the Association to give
additional asistance to Kindergartens in communities where parent support is less available for maintenance

matters.

The following are the responsibilities of the local committees. This list is not exhaustive.

Replacing broken window glass

Minor repairs to sealedreas, paths, grassed areas, fences etc.

Regular clearing of debris from yard stormwater drainage areas

Regular clearing of leaves and silt build up in spouting

Repairs and maintenance to playground equipment structure and softfall areas

Repairs todrniture and movable play equipment. Note especially the condition of plastic caps on chair
and table legs.

Repair to and purchase of loose floor coverings
Purchase of replacement and any new furniture or equipment

Vandalism repairs below the cost oisurance excess, currently $250 for all premises regardless of
whether they are alarmed or not.

Determine with Head Teacher who will complete the Kindergarten Term Safety and Maintenance
ChecklistQSH/2.

GUTTERING

Regular

clearing of guttering is ddgl to the integrity of Association buildinggspecially in areas where leaves

from nearby trees eventually block downpipes, causing water to flow back and sometimes into the building.

Internal

guttering is almost always made of galvanised steel whighteally becomes susceptible to corrosion.

Leaves contain a toxin which if left in contact with steel, will easily eat through the galvanise and then on to the
unprotected steel.

Please checthe kindergartenguttering regularly.

TRADESPERSONS

If cammittees wish to undertake minor maintenance work the Association hdist aof reliable
Tradespersong; see section 1.8 for preferred tradespeopleWe are always looking for reliable
tradespersons to add to our list (see page 36).

Thosecontractorson aur preferred list of tradespeoplehave permission to work at the kindergartens
during session times providing full safety precautions are taken.

13



. Any other tadespersons must not work in kindergartens while children are present, without the
permissiorof the Association or Senior Teachefhe Association should be notified for permission.

PERIODIC DETENTION (PD) WORKERS

Teams of labourers are available from the Justice Department Community Corrections (PD Teams).

By contacting the local CommuniBprrections Office, kindergartens can arrange for PD workers to regularly
maintain the kindergarten grounds or work on a specific project.

Careful monitoring of the PD teams is required and kindergarten committees should work with the PD
supervisors, th&indergarten staff and the Association.

PD workers must not work in kindergartens while children are present. Any exceptions to this rule must be
discussed with kindergarten staff and the Association.

Teachers should chedke building and playgroundfollowing the PD visits.

LEAD PAINT

Ingesting lead paint is a serious concern in young children and can have long term health implications.
Lead paint is a hazard if it is flaking off the wood or is disturbed by sanding or burning off.

Lead paint s used extensively prior to 1970 and less frequently between 1970 and 1980.

If any committee wishes to do painting at the Kindergarten please contact the Association so we can test for lead
paint and take appropriate steps to avoid contamination.

14



Setion 6

Sectionl.2 - Property Management

STAFF RESPONSIBILITY IN PROPERTY MATTERS

e Teachers have a role in monitoring building and equipment maintenance and reporting to the Local
Committee on a regular basis.

o Staff must follow the Hazard Cherg and Reporting Procedures outliriedhe OSH Section of this manual.

e Teachers need to be aware of wear and tear in the playground. The MaictChecklist on the following
page is a guide to keeping equipment safe for children. The list i® geans exhaustive. Every
playground has its own hazards and it is the responsibility of staff to recognise these and ensure the safety of
children at all times.

DRAINAGE (Sumps)

Exposed (or open drains) and grilled drains

Awareness of clearingisd, silt, leaves from exposed or open drains aniléd drains is appreciated.
Committeesshould be aware of this issue.

15



PM/1

MAINTENANCE CHECKLIST

Teachers need to be aware of wear and tear in the playground. The following list is a dudpitg equipment

safe for children.

Gates

Oil Latches

Check latches are in good repair

Fences

In good repair

Safety Surfaces

Regularly topped up

Retaining in good repair

Spills raked or swept up

Swings

Oil mechanisms

Check drainagkoles in tyre swings to prevent
OKAf RNBYQa FTAY3ISNA o6SAy3a aiddzOy

Ground under swings in good repair

No corrosion of parts

Slides

Ladders/approaches in good order

No cracks, splinters, rough edges

Landing pad in good repair

Cable Reels

Checkdr loose bolts, splinters

Check itable reel holes create a hazard

Sand Pit

Sand raked regularly

Cover and attachments in good repair

Sunshade provision adequate

Decking

Free of stones, sand etc

No splintering, cracking

Railings in goodrder

Moveable Equipment

Well oiled

Rubbers on handles where appropriate

Trims firmly fixed

In good repair

Grounds

Free of all litter

Free of animal droppings

Holes filled

All Poisonous plantsag per schedule itNga Kupu Orangaappendx 6)
removed or made inaccessible to children.
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Section 1.3; Enhancements to Kindergarten Buildings or Grounds

ENHANCEMENTS TO KINDERGARTERINGOR GROUNDS

All kindergartens are built to a minimum code and the licence to operate is grantgdvben the environment

meets the Ministry of Education standardTherefore any enhancements to the building or grounds are generally
funded by the local committee, with the approval of the Association. The Association owns the building and land
of only 11 of its60 Kindergartens but acts as trustee for all kindergartens within the Associaffosummary of

the property status is enclosed at the end of this manual for your information).

If your kindergarten is planning any work on the building or gasuplease contact the Facilities Manager at the
Association in the first instance.

All building and grounds proposed works by Kindergarten committees must be approved by the Association
prior to committee to any quotes or building consents.Committeesmust use thedBuilding and Grounds:
Proposed Works Applicatiah (PM/3) form on page 26 of this manual anfbrward this to the Facilities
Manager at the Association.

Funding for this work is usually raised by the local committee although the Assoai@yocontribute through its
own funds or by way of interest free loan to the kindergarten committee.

Alterations to buildings requérthe consent of the MoE if the Ministopvns the building or theandowner if the
land is leasedsee Property Status Sunary).

The Kindergarten Association can arrange the following assistance to Kindergartens
. Clarifying Regulations regarding all matters to do with the licensing of Kindergartens.

. Giving professional and practical advice on playground development indacoe with educational
and safety guidelines.

. Advising on specifications for swing frames, sandpits and safety surfaces etc.

. Preparing simple plans and specifications where appropriate for the work involved or liaison with other
professional expert$ hecessary.

. Actual work relating to minor capital works and preparation of all documentation, calling of tenders and
providing a tender summary.

. Painting documentation, calling of tenders and supervision of same during the course
of work

. Communicating with local authorities.

. Maintaining a register of tradespeople and building and maintaining links with the property network in
general.

. Ensuring that ugo-date information is available regarding building codes, resource management

legslation, safety etc.

. Overseeing projects as required

17



Section 1.3; Enhancements to Kindergarten Buildings or Grounds

PROCEDURES FOR AVHDOPMENTS OR AIATHANS TO KINDERGERTBUILDINGSR
PLAYGROUNDS

1. Teachers identify a need for an additionalteration.

2. Discuss with Committee.

3. Discuss with Senior Teachers ainel Facilities Manager at thssociation

4, Prepare a 5 yeaohg term plan, if required, in consultation with Senior dresrs and the Facilities

Manager at the Association, or ifang term plan exists check the relevance of the desired
alteration to the plan.

5. Decide on the scope of the current project.
6. Senda Buildingand Ground Proposed Works application foriffFM/3) together with simple
concept plans or working drawings dejiamg on the project, to the~acilities Manager at the
Assaciation for approval in principle.
7. The FacilitieManager and the Senior Teachers ealhsult.
8. Quotes
2 KSy 200FAYAYy3I [[d2GSa F2NIlFye 62N] GKlodi @&2dzQNB
how hard it is to find tradespersons willing to quote on jobs) it is okay to obtain just one quote
but this should be run past the Association first before going ahead with the quote. The

Facilities Manager will be able to give you an idea of whettheeiquote is okay or not.

When obtaining quotes for grants most organizations specify that at least two or three quotes
be obtained.

9. Kindergarten receives written approval for project to proceethe Facilitiedlanager should
be kept up to date on s&uule of proposed works.

10. Work is commenced. This must happen outside session times, unless special permission is
sought from the Association.

Please see the following pages for more information on Playground development and alterations

18



Section 13 ¢ Enhancements to Kindergarten Buildings or Grounds

PLAY AREA DEVELOPMENT

No play area development is to be undertaken without the approval of the Association

This is to ensure all legislation is complied with and that all development meetsitteational and safety needs
of children. A detailed plan of works including layouts is to be supplied.

The Association, through the Senior Teachers ladlitiesManager, will provide comprehensive information
regarding development of outdoor areas.

To assist with playground development, the followimiiprmation isincluded for your guidance:

i} Outside Playground Development Page20
] Playground Development ChecklistPage21
a Buildings andarounds: Proposed works application form Page24

The Wellington Region Free Kindergarten Association will process applications and offer advice where
appropriate.

COSTS

Playground development is funded by the local committee. Committees can apply to community funding
organisations for communitgrants.

The Association distributes information to Kindergartens regarding Community funding organisations if you wish
to fund an enhancement from Community Grants.

19



Section 1.3; Enhancements to Kindergarten Buildings or Grounds

OUTSIDE PLAYGR@MUDEVELOPMENT

The Association must be consulted prior to the commencement of any outdoor development.
The following issues must be considered when developing outdoor areas.

ISSUES INVOLVED IN DESIGNING PLAYGROUNDS:

Natural and existing featuresvill shape your decision, ie. the contours of the land, vegetation and siting of the
building will all affect how you develop your grounds. Often inappropriate or difficult features can be altered and
improved: previous investment is not lost.

Flexibility of provision is essential. Static structures do not allow for flexible use. A variety of props that can
suggest a multitude of play themes or experiences are more appropriatedamg

Supervision Care needs to be paid to the layout of grounds so téathers and can supervise effectively.
Safetyis the first consideration in the outdoor play area.

Safety surfacing must be under any structoreer 500mmin height. Information regardingafety surfaces is
available from the Association Office. Safetyfacing boundaries must extend sufficiently to provide a safe fall
zone.¢Please consult your ST or the Facilities Manager for more information

Equipment: Equipment must be appropriate for the age of the children, not forgetting that toddlers aza oft
Kindergarten playgrounds. All equipment must be maintained in a safe condition.

Moveable Equipment. Must be certified and must meet Section NZS5828/2004 Playground Equipment
Standards. When delivered the equipment must come with certificationimstclictions on how to be set up
correctly. If this does not occur the equipment is then illegal and should not be on an early childhood site.

Traffic Routes, Siting, etclt is important to look at how areas impact on other areas, eg. the sandpitdshoti
be close to the doors to the building, the static areas should not block traffic routes; quiet areas should not be
close to noisy areas.

Sun/Shade/Wind: Check prevailing wind before deciding on the location ofstepit. Is there enough ordo
much shade?

Drainage: Drainage plans are held at the office. Care must be taken that sandpits are not built over drains. Does
the curent drainage work effectively?

Storage: Plan carefully for the storage of all equipment. Children and teackieosild be able to access
equipment safely. Storage of equipment should belase as is practicable to where the equipment is used.

Children with specific needs Care must be taken to plan the outdoor environment to inclatiddren of all
abilities

Some Guidelines
e Generally large fort structures will not be approved.
e Swing frames should be designed to allow a range of apparatus to be attached.
e Low platforms allow a range of equipment to be linked to them.
* Fixed wooden structures providing sunshade very effective in the Wellington Region climate.

The Association has information available to assist committees and teachers to develop playgrounds.

20



PM/2

Section 1.3; Enhancements to Kindergarten Buildings or Grounds

PLAYGROUND DEVELOPMENT CIHCKLI

The following checklist has been developed to assist Kindergarten Committees and staff in playground
developments. We advise that each item listed below be addressed during the planning stage.

Yes No

1. Has an overall plan been developed to@neasthat individual
playground components are most suitably placed?

2. Have the following people been included in the planning process?

- kindergarten staff

- committee members
- Senior Teachers

- FacilitiesManager

3. Have plans for suitable safety surfacing been included?

LAYOUT AND LOCATION

4. Are traffic routes to the building, gate, shed and equipment planned?

5. Are swings sited so that children do not have to pass in front or behidder to reach
other equipment?

6. Does safety surfacing for under swings extend beyond the fulifahe swing?

7. Are equipment, barriers and retaining walls and edgings placed seltiidten cannot fall
on them?

8. Are slides sitedway from the full strength of the sun?

9. Is there comfortable seating for adults, especially around sandpits?

10 | Are the following activities provided for:
- sand play
- junk play
- water play
- carpentry
- active physical play
- space for running/ball games etc
- nature/gardening
quiet play

11 |[L3a adFFTAOASYUd &LI O35 FyR al Bdlacive ahysked play

12 | Has the playground design ensured that particular play areas doamepete for space o
impact negatively on adjacent areas?

13 | Is the landscaping attractive with both shady and sunny areas?

14 | Has provision been made for:
-WgAER I NBF&EQ
-OKAf RNBYyQa 3l NRSya
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15 | Have the predominant wind directions and path of the sun bieden into consideratior]
when siting playground components, especially sandpits?

16 | Is access to stage areas easy, for both adults and children?

17 | Have drainage factors been taken into account when sitiagground components?

TYPES OF EQUIPMENT

18 | Is equipment designed and installed so that children unable tosafely and correctly ar
unable to access it (eg toddlers unableyt to fire fighter pole)?

19 | Does equipment provide physical challenge at various skill levels?

20 | Does the equipment encourage social play and avoid the need to
wait in line?

21 | Can equipment be used in a variety of safe ways instead ofdjaginone safe use?

22 | Are hand grips the right size for safe gripping?

23 | Does equipment avoid fall heights of more than 2.5 metres?

24 | Are guardrails provided around all raised platforms and along
ladders or stairs?

25 | Are guardrails veical instead of horizontal, to discourage climbing?

26 | Are angles and holes wide enough to prevent entrapment of hefialgers or clothing?

27 | Does high equipment (such as slides and climbing frames)doffer € 2 dzu Q 2 L]

28 | Are slides bilt into a mound instead of freestanding?

29 | If metal, is the sliding chute of the slide made of one continuous sheet?

30 | Are the access and top of the slide protected by adequate guardradlsvide enough fo
more than one child at a time?

31 | Is the runoff end of the slide parallel to the ground to decelerate speed?

32 | Are swing seats lightweight, sfipsistant and without hard edges?

33 | Are there a variety of ways on and off platforms and forts?

34 | Are platforms and forts ableotbe modified by children using moveable equipment,
planks, ladders?

35 | Is the sandpit large enough to cater for the number of children using it?

36 | Has drainage been addressed, particularly when setting sandpits into the ground?

37 | Is spiltsand able to be swept back into the sandpit?

38 | Has provision been made for a suitable sandpit cover?

39 | Does the layout of the playground ease supervision?

22




MATERIALS AND INSTALLATION

40 | Is timber sanded or painted to prevent splinteg?
41 | Are timber ends rounded?
42 | Is drainage adequate at the base of equipment to prevent
rotting or corrosion?
43 | Is timber fastened with bolts rather than nails?
44 | Has timber been pressutecated with preservatives?
45 | Have presevative-treated offcuts been removed?
46 | Have foundations been set at least 50mm below ground surface?
47 | Have sharp edges on concrete blocks and pipes been smoothed off?
48 | Have steel supports been bedded in concrete?
49 | Has steel tubingéden galvanised?
50 | Have tyres without steel belting been used?
51 | Are chain link openings too small to trap a finger?
52 | Has all unfixed equipment been removed or secured?
53 | Are chains fastened onto timbers so that they do not create pauthts?

Checklist adapted from:

Jill Root (1983) Play Without Paim manual for playground safety.
Child Accident Prevention Foundation of Australia, Melbourne.
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PM/3

BUILDINGS AND GROUNDS: PROPOSED WORKS APPLICATION FORM

Must be sentto the Facilities Manager at the planning stage of any project

Name of Kindergarten:

Date:

Contact Person

Address:

Telephone No:

Email:

Briefly, what are you planning?

Why are you hoping to do this?

What progress have you made?

Has this been discussed fully with staff and commfttee

Are staff and committee in agreement?
If not, please explain.

Has the plan been discussed with Senior Teachers?

How much do you expect the work to cost?

How do you plan to finance this?

Is the expenditure included your budget?

When do you hope to have the work done?

Who are you planning to get to do it?

Who will supervise the work to ensure it is completed t
a satisfactory standard?

What help or advice do you need rigihow?

Any other comments

NB. No work shall progress until written permission is received from the Association
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Section 1.4 Cleaning

CLEANING THE KINDERGARTEN

e Kincergartens must be cleaned daily and are expected to have adiesn at least twice a year.
¢ Committeesshouldappoint a member to be the liaison person between the cleaner and the staff.

¢ Cleaning isa large annual codb the Association. Since the introduction of 20 hours early childhood
education in July 2007the Association has taken over paying kindergarten expenses which include
telephone and broadband charges, cleaning, support staff, rates, power and insurance.

o 1y 2LINIGAYT FEt20FGA2Yy A& LIAR SIOK Y29KXKt RNRIYQ & K
activities, administration costs, repairs and maintenance and resources.

e Each kindergarten will receive $1200 per year for term cleans and this will be paid out twicecyarly
July and again in December.

e The term clean allocation is tze used for cleaning tasks that are additional to the normal daily routine.
For example, it could be used for stripping/polishing floors, cleaning windows, cleaning carpets,
washing/waterblasting decks etc. It can be spent at the teachers/committeesti@t but it is not to be
used on activities other than cleaning.

There is a variety of cleaningangements currently in place in kindergartebese are explained below:

GATEELEANING SCHEME

The Association runs a cleaning scheme where onenicig firm (currently Gates Cleaning Company) is
contracted to clean all kindergartens belonging to the scheme.

Gates employ cleaners who live close to the kindergarten which they clean. Gates manage the ACC and PAYE and
invoice the Association monthlynd the Accounts Officer in turn debits the pool accounts of individual
kindergartens.

The advantage of using the cleaning scheme is that the cleaning contractor employs trained staff who are able to
use equipment and efficiently.

KINDERGARTENS EMPANNWDEPENDANT CONTRABRT

In this instance the Kindergarten employs a person who is set up in business as a cleaner. This person agrees to
do a particular list of jobs for a set price invoices the kindergarten on a regular Basi&indergarterforward
this to the Association for paying.

An indepenént contractor manages his own ACC and PAYE and can be terminated immediately if necessary.
The independnt contractor does not require an employmeagreement but does requirea copy of the
following cleamg scheduleor one similarwhich must be adhered to.

KINDERGARTEN EMPLAYERSON FROM THEMGAUNITY

Some Kindergartenemploy a person from their own community but we are trying to move away from this
concept.  For tax purposes, they are treatsdan independent contract@s aboveand are not considered an
employee. A monthly invoice should be sent to the Kindeegeor direct to the Association by the cleanéike
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the independent contractors, thes@eople ae responsible for their own AGd PAYENd can be terminated
immediately if necessary.

If you are needing help in finding a new cleaner the Association may be able to recommend someone in your
area.

A copy of the cleaning specifications for contractors under the scheme is attached

The specifications are to be used as a guide for Committees when establishing individual cleaning contracts.
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WELLINGTON REGION FREE KINDERGARTEN ASSOCIATION (INC)
61 SNBAYIFFGSNI NBFSNNBR (2 Fa adkK$S

CLEANING SCHEDULE AND GENERAL 3HFEINFIC
FOR CONTRACT CLEANING OF VARIOUS KINDERGARTENS

DAILY

Clean and disinfect all toilet pans, handbasins, tubs and sinks
excluding kitchen sink.

Clean taps to handbasins, sinks and tubs excluding kitchen.
Plugholes must be kept clear of waste material
Toilet seats to be left up on completion.

Clean mirrors and spot wipe walls around handbasins, toilet pans
under hand towels.

Sweep all flooring and under mats.

Move light moveable equipment eg prams, clothes baskets etc an
sweep under.

Vacuumall carpets and mats.

Wet mop and disinfect toilet floors and spot mop all other areas fq
paint etc.

Put down all chairs.

Empty wastebins as directed.

FINISHING

Check that:

No taps have been left running.
All heaters are switched off.
All lights lave been switched off.

Any mats that have been taken outside for shakiage been
returned.

Doors and
windows are secure.

Reset the alarms and double check the doors have been locked
properly by you.

WEEKLY

Mop all floors.
Buff all flors.

Spot clean windows in doors and observation windows for finger
marks.

Dust all furniture and fittings including desks, tables, benches, she
skirting boards, cabinets, radiators up to 2m.

27

Qx

ax

O«



Damp wipe windowsills.

Cleaners are not expected to alesurfaces to wipe or dust.

TERM HOLIDAY BREAKS

Clean all windows both sides.

Strip and reseal all vinyl floors, where appropriate and apply
approved new coats of sealer and polish (minimum two coats) evq
All skirting boards and adjacent vealb be left clean on completion
work.

NB: Stripping and/or buffing éibors will only be carriedbut on
floors clear of equipment and floor coverings.

Contact Maureen Gatgphone/fax 388 8844)f carpets are to be
rolled up in peparation for stripping/buffing.

Some floors are Homogeneous vinyl, factory sealed with polyuret
and consequently shall be maintained in accordance with the
manufacturers recommendations.
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CONDITIONS

1. Premises will be cleaned five days per Wwegclusive of public holidays or term breaks for four terms
set down by the Teacher.

2. Contractor will supply all consumable cleaning materials including mops, buckets and cloths, nece
to complete the work to a satisfactory standard.

3. WheNB | @I At otSs GKS /2ydNI OG2NI YIe d&as GKS
floor polisher, vacuum cleaner. Such equipment shall be maintained by the Contractor in good wi
order. Kindergarten will supply vacuum bags.

Kindergatens need to consider planning to purchase their own vacuum cleaners and buffers. Plea
contact Association Facilities Manager for suppliers and /or prices.

4. Payment will be 7 days following presentation of invoice. Subject to Clause 13 and 14.

5. No allowance is made for the steam cleaning or shampooing of carpets in the quetii®service is a
negotiable extra.

6. The Contractor at his/her own expense shall, before commencing operation under this Agreemen
out and during thecontinuance of this Agreement keep in force, a public liability policy with a reputa
insurance company to adequately cover him/herself against liability for all claims for personal injur
damages or compensations and in respect of damages to prop#siyaato of or relating to the cleanin
work. Minimum value cover $250,000.

7. Work will commence no sooner than 4.30 pm, unless by prior agreement with staff, and shall be
completed by 6.30 am. Notice shall be given of any scheduled Kinderga&gimgs.

8. Any special or irregular cleaning work required, to be subject of negotiation between the Associatit
Kindergarten and the Contractor.

9. Under no circumstances are young children allowed on the premises after hours.

10. In the event of misplacing keys, the Association must be informed immediately. The Contractor wil
responsible for replacement of same or the locks at the discretion of the Association.

11. Alterations must not be made to the settings of time clocks ontrestats.
12. At no time during cleaning are power supplies connecting computer equipment or fish tanks to be
disconnected.

13 The Contractor shall be responsible for and make good any damage to Association or Kindergarte
property caused by \Wul or negligent act or omission of any employees or servant andgkeciation
may make good such damage and recover the cost thereof at their option by setting off the same :
monies due to the Contractor.

14. Should the Contractor fail to agrout the work set out in the Specification in a manner satisfactory tc
the Association, then the Association may deduct from the remuneration as liquidated damages a
proportionate amount for that part of the work deemed not to have been completed setisfly.

15. Cleaners must ensure that buildings are left secure when they leave.

STANDARD OF WORK

When the kindergarten is not cleaned to a satisfactory standard, the teachers will notify their Committee
Cleaning Person who will then commungé#eir concerns to the cleaner, through the notebook system set up.
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If the problem is not rectified the following day, the Association needs to be informed and they will contact the
contractor.

The following shall be undertaken by teachers priorttee close of each session at the Kindergarten

e Sweep any excess mess off floor and wipe tables.
e  Spot mop paint spills.
e Check toilets, handbasins, locker room during and immediately after sessions.

e Put chairs up ready for cleaner.

The cleaner will@dvise immediately of any urgent matters causing concern.
Kindergartens will make available two contact persons for emergencies. These names and numbers will be
gNRGGSY Ayid2 OfSIHySNDRa y2i(86221 yR 68 3A@Sy (2 (KS

Any danges of alarms must be notified immediately to Association and contractor.
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Section 1.5

INSURANCE

The Association uses Wilkinson Insurance Brokers to administer its insurance policies. All policy information is
available from the Association.

If you need to make a claim on insurancentactthe Kindergarten Association with relevant details, compéete
Claims Notification form( seefollowing pagé and forwardthe formto the Association.

The Association acts as the-lgetween throughout tre claims process that is if the brokers require more
information, they contact the Association.

It is the Kindergarten's responsibility to phone the Police in the case of vandalism or theft. Kindergartens should
ensure they gea Police Incident ReppForm and this should be forwarded to the Association with the Claims
Notification form.

The excess on all claims is $250, regardless of whether the kindergarten has an alarm or not.
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CLAIMS NOTIFICATION
NZ Kindergartens Inc.

Please complete & forward to: Wilkinson Insurance Brokers Ltd, PO Box 11 641, Wellingtan

Kindergarten: ASSOCIATION:

Mame. ... o S i 514 A i wssn Name..

Address .. N e Address.

Telephone (. ...).. ... - . — Telephone (...)

Contact Name. ... 5 A e 0 Contact Name. ...

DETAILS

DATE OF LOSS: e TIME: el 15 /40111

DETAILS OF LOSS

IF CLAIM ARISES OUT OF BURGLARY, THEFT OR LOSS STATE POLICE STATION TO WHICH LOSS WAS
REPORTED AND ATTACH A COPY OF POLICE COMPLAINT ACKNOWLEDGEMENT FORM.

POLICE STATION . ..o irm S5 ieosbinrmmmorsssensssasssses (7.1 = S
ARE PREMISES FITTED WITH A BURGLAR ALARM SYSTEM? Yes [ ] No [ )
IF SO, WAS ALARM OPERATIONAL AT THE TIME OF LOSS? Yes [ ] No [ ]

IF A CLAIM ARISES OUT OF BURGLARY, HOW WAS ENTRY (OR EXIT) GAINED?

Description of Praperty Damaged, Lost or Date Purchase | Replacement | Amount
Destroyed Purchased Price Cost Claimed

S

NB: Please attach accounts if repairs have already been completed, or quotations for replacement

items.
IS A LOSS OF PROFITS EXPECTED AS A RESULT OF THIS CLAIM? Yes[ ] No[ )
SIGNATURE (Insured) ... Date: ...

Association Secretary Signature: ...
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Section 1.6

REFERENCRESOURCES,
TRADESPEOPLE AND SUPPLIERS

REFERENCES

Bibliography

= Outdoor Book- A practical guide to developing early childhood play areas.
Published by Auckland Kindergarten Association.

= Outdoor Video- Produced by Auckland Kindergarten Association.

RESOURCHELD AT THESSOCIATION INCLUDE

Playground photos

Safety Surface Information

Childspaces: Design sourcebook for early childhood environments
Playground equipment catalogues

Outdoor Book A practical guide to developing early childhood play areas.
Published by Addand Kindergarten Association.

Outdoor Video Produced by Auckland Kindergarten Association.
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