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	ICT

· Kindergartens are using an increasing amount of computer and digital equipment both in their work with children and in administration, including PC’s, printers and digital still cameras, with many kindergartens also having laptops and digital video equipment. 

· The WRFKA policy on ‘Information Technology Usage’ specifies the expectations for use of Association computers.  

· The Admin Section of Te Pukapuka Ako contains information on how to ensure that your computer systems are operating safely and efficiently.

· The Association Office Team can offer advice on the purchase of further equipment and software.  (we have access to volume licensing pricing for all Microsoft programmes and also antivirus software) 

· The Association recommends that kindergartens use David Cahill for ICT support 

· Please ensure that you check with the Association office before making any large ICT purchases, such as laptops, PC’s, or printers photocopiers as we do have access to bulk pricing and can ensure that purchases will meet your requirements
· The Association has access to bulk purchasing discounts for Microsoft Office software, including publisher and also for Symantec Antivirus software.
· Our Professional Development calendar provides details of all upcoming ICT courses (and usually includes basic and intermediate level word processing, file management, email and internet and use of digital cameras, as well as KOMS courses). Teachers can also request particular courses to suit their requirements or interests.
	· Policies and Procedures Guide (Information Technology Usage)
· Kindergarten Computer Guidelines Jan 2005

· Admin section of Te Pukapuka Ako

David Cahill

sales@service.co.nz
Phone:  021 257 2382
Please contact Lynette to organise this

	KOMS

· The Kindergarten Online Management System (KOMS) has been developed as an internet based administration package. This means that the information is automatically backed up on line when new data is entered. It also allows updates to be incorporated easily and allows Teaching Teams to access and update the data off site.  

· This system incorporates children’s identity, enrolment, attendance, contribution and funding data.

· The identity module stores children’s personal information (such as contact details, health and ethnicity). 

· The reports module allows teachers to search for and print off or export, an increasing amount of data, including the Kindergarten’s monthly roll return, RS7 and RS61.

· The enrolment module supports teachers in managing the kindergarten waiting list and session enrolment, as well as attestation information for Free Hours.

· The attendance section enables teachers to track children’s attendance and adherence to MOE funding rules, as well as complete a monthly roll return.

· The funding module includes a section where teachers record all money received in the kindergarten. 

· For more detailed instructions, please refer to the KOMS manuals or instructions from the Association. Training courses are regularly run as part of the Professional Development provided by the Association. 
	· KOMS2 Manual August 2007

· Handbook on Free hours and Invoicing

· Reconfirming monthly rolls instructions April 2008

· A number of people are able to support teachers, including the Help Desk at EYEDE 04 9398764

	Email / Internet

· Email is an important avenue for communication both within the Association and outside. 

· It is important to develop a process in your team that ensures that all teachers have access to relevant emailed information. 

· If you have trouble connecting to the internet, you may have to reset your modem.    Sometimes after power fluctuations you may find you are unable to connect to either your emails or KOMs.  Please refer to the Modem Instructions.


	· Policies and Procedures guide: 

       Information Technology Usage 




	Telephones

· The Association and all our kindergartens are contracted to Telstraclear as their telephone and internet provider. 

· To report any faults on your telephone lines please phone Telstra faults on 0508 555500.
· All Kindergartens must have a telephone that operates without electricity
	· Policies and Procedures guide: 

Use of telephones


