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	Communication within the Association



	Contact Information 

For Association Staff

For Each Kindergarten


	· The Association Office  phone number is 04 232 3069, and the Office team all have direct dials, with individual voice mail – please see attached list for current contact details including email addresses. 

· There is also an 0508 number, 0508 546 397, for people phoning from outside the Wellington free calling area, north of Pukerua Bay.

· The General Manager, Facilities Manager, Project Manager and the Senior Teachers each have cell phones.

· There is one fax line into the office, 04 232 3096

· Each kindergarten has a phone number, fax number and email address.

·  To find out the best time to contact kindergartens consult the session time list as these vary throughout the Association. 


	· The contact numbers and email addresses for Association Staff are given on the list in this section and a copy is included on the Association Website 

· These lists are updated regularly and distributed. Contact the Association for the latest updates.

· The Association website also gives the contact information for the Association Staff. 

· The contact information for each kindergarten and information on session times is included in this section and  up to date information is included on the website 

· The Association website also gives the contact information for each kindergarten.



	Whakaaro


	· Each Friday a weekly newsletter (the Friday Whakaaro) is emailed to kindergartens, Association staff and those relievers who request a copy. 

· This newsletter contains a range of information.

·  Teachers use the Whakaaro to celebrate the great things that are happening in their kindergarten, to request information from others in the Association and to offer equipment redundant to their needs.

· The Whakaaro has a wider circulation than just to kindergartens.  It is emailed also to other professionals who we have liaison. 


	

	Senior Teacher News


	· At the beginning of each term a section of the Whakaaro includes news from the Senior Teachers, covering information on professional support.


	

	Staff Meetings


	· There are 5 staff meetings a year. 

· One whole staff meeting for all teachers and support staff is held at the beginning of the year. 

· One staff meeting for each of the 10 clusters in approximately the third or forth week of each term. 

· At these meetings information is shared between the Association and teachers and amongst kindergartens. 

· The cluster staff meetings are compulsory.


	· Teachers and Head Teachers Job Description

	Senior Teacher Visits 


	· Senior Teachers visit each kindergarten at least once a term. 

· These visits provide an opportunity for teachers to clarify information with their Senior Teacher. 

· The discussions at these visits are recorded, at least a couple of times each year.


	· For more information refer to the Relationship and Strategic Management Section of this manual

	Senior Teacher Advisory Committee (STAC)


	· For a full outline of the work of this committee please refer to the Relationship and Strategic Management Section of this manual.

· Each staff meeting cluster group elects a representative to STAC. 

· The representative contacts each of the kindergartens they represent to see if there are any agenda items for the committee. The committee meets once a term usually in the fifth week of term.

· The discussions at these meetings are minuted and distributed to kindergartens. 


	

	Communication with the Community



	Website


	The Association website contains information on:

· The Association

· Description of what happens in kindergartens

· Contact information for all kindergartens

· News and Events

· Frequently Asked Questions

· The website is currently being redesigned to make it more user friendly and easier to update. 

· Teachers are encouraged to promote the website with parents/whānau/ and caregivers.


	www.wn-kindergarten.org.nz 

	Community Newsletter


	· A newsletter is prepared, by the Board of the Association, to the community twice a year.

·  This is distributed through the kindergartens.


	

	Kindergarten Newsletters


	· Kindergarten teams are encouraged to prepare newsletters for their parents/whānau/caregivers regularly throughout the year. 

· This provides a good opportunity to highlight what has been happening in the kindergarten programme and to help build on the partnerships with parents/ whānau/caregivers. 

· In some kindergartens the committee will also prepare a newsletter.


	

	Whānau News
	· Is published approximately four times a year and includes brief articles from all kindergartens in each of the three local associations, including Wellington Kindergartens.  It is distributed to kindergartens and to many community services such as Plunket, local doctors, libraries etc.
	

	Media


	· Teachers are encouraged to have contact with the media to inform the wider community about a fundraising event, completion of a project or the purchase of new equipment and aspects of the curriculum.  

· Contact with the media about everything else must go through the Association.


	Policies and Procedure Guide:  Media Policy

	Marketing



	Whānau Introductory Folders


	· From the beginning of 2006 families starting kindergarten  receive a folder on admission with information to help with their induction. 

· Some of the topics in this folder need to be adapted with the details for your kindergarten. 

· The list of the topics is given below. Those sheets that need adapting to include your kindergarten details, marked with an *

· Welcome Sheet*

· On Your First Day

· How we are Funded*

· Fees

· Attendance

· Term Dates

· Transfers

· Helping Children Settle into Kindergarten

· Health and Wellbeing

· Toilet training

· Immunisation

· Sickness

· Child Protection Policy

· Parents and Whānau at Kindergarten

· Communicating with Parents and Whānau

· Parent Helping at Kindergarten

· Celebrations

· The Kindergarten Committee

· Committee Fundraising

· How Young Children Learn

· How We Support Children’s Learning

· How You Can Support Your Child’s Learning

· Your Child’s Portfolio/Profile

· Positive Guidance at Kindergarten

· Playing as a Good Friend

· Health and Safety

· Civil Defence Emergencies

· Transition to School

· Enquires, Concerns, Complaints

· Wellington Kindergarten Association

You need to add a copy of your Food and Drink Procedure from your Kindergarten Management Plan.


	

	Promotion of Kindergartens – Association’s Role


	· In 2004 the Association undertook a re- branding exercise and the new logo for Wellington Kindergartens – A Confident Start was introduced. 

· The Association is involved in at least one major promotion each year, e.g. Parent and Child Show, Kindergarten Awareness Week (usually in October). Throughout the year the Association supports kindergartens to promote themselves in their local communities, for example by taking advantage of promotional opportunities in local newspapers.

· The following general pamphlets are available for kindergartens to distribute:

Wellington Kindergartens – The confident start… for over 100 years

Contains information on:


the Association, 


kindergartens, teachers, programmes, 
parent and family involvement, facilities, 
funding and contacts.

About Kindergarten: About Children

            Contains information about:

What makes kindergarten so good

What do children learn at kindergarten

FAQ about children’s learning

Contacts

Why Teach at a Wellington Kindergarten

Contains employment information for prospective employees.
	Policies and Procedure Guide:  Promotions 



	Promotion of Individual Kindergartens – Association Support


	· Signs, business cards and fridge magnets using the new logo and designed for individual kindergartens can be ordered through the Association. 

·  For information about the cost of these please contact the Association office.

· Letterhead:   Each kindergarten has been supplied with letterhead  on CD, with the Association logo for their individual use.

· The Association also provides assistance with designing signage, pamphlets, posters, flyers, and organising letter box drops. 

	

	Promotion of kindergartens – Kindergarten’s role


	· Teachers are responsible for promoting their kindergarten in the wider kindergarten community. 

· To support teachers to do this the Association offers the practical support mentioned above. 

· Support is also offered through a kit called Promoting Kindergartens – A Guide to Developing a Promotional Plan for a Kindergarten.
	· Promoting Kindergartens – A Guide to Developing a Promotional Plan for a Kindergarten. A copy of this kit is included on the enclosed CD.


