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	REFERENCES USED IN THIS SECTION
· Information booklet for committees 

· Information booklet for Treasurers 

· Whānau Folder

· Board Manual

· Policy and Procedure Guide

· Promoting Kindergartens Kit

· Reorganisation Kit


	RESOURCES ON Website

· Budget information

· Long term development template

· Management plan information

· Senior Teacher, Head Teacher and Teacher job descriptions

· Excursion Application Form

· Generic letter to parents re Excursions.

· Information Booklet for Committees




RELATIONSHIPS AND STRATEGIC MANAGEMENT
	TOPIC
	
	REFERENCE /LINKS

	Working  with Committees


	There are two booklets of information relating to committee roles and responsibilities that are available.  

One copy of each of these is kept in the kindergarten and extra copies are available for committee members. 

For further information the management and office personnel can answer your queries.


	· Information Booklet for Committees, on Association Website

· Information Booklet for Treasurers, on CD

	
	Timeline

· At a committee meeting, in term 2, organise a date for the Kindergarten AGM in term 3.

· Before the AGM the Treasurer and the Head Teacher need to draft a budget for the next year

· The Head Teacher needs to write an AGM report to be presented at the meeting. A copy of this report needs to be sent in to the Association. This can be emailed.

· At the AGM the draft budget needs to be confirmed.

· All forms and information required for this will be available on the website.

· Teachers, along with the committee, also need to develop a Five Year Building and Environment  Plan which will include any redevelopment of the indoor or outdoor environment and major equipment they would like to purchase related to this. 

· A fundraising plan for the year needs to be developed. This is sometimes done by the committee or sometimes in consultation with committee and teachers.

· A Promotion Plan for the year also needs to be developed, this is usually done by the teachers in consultation with the Committee 

· A committee meeting is then held each month. Teachers can take turns to write the teaching Teams report to Committee. Head Teachers and ideally teachers should attend each meeting

· A copy of the Teaching Team’s report, along with minutes of the meeting and a treasurer’s report (if there is one) need to be sent into the Association each month. These can be emailed.


	· Management and Implementation Plan  
· AGM Report Template is on the Association website

All of these templates are available in the Management Plan and Implementation Plan

· Teaching Teams Report to Committee Template is on the website



	Kindergarten Management and Implementation Plans
	· Every kindergarten must review its Kindergarten Management and Implementation Plan annually. 

· Some sections require committee input; others are completed by the teaching team. 
· The Instructions and templates for the Management and Implementation Plan are all found on the Website and all changes can be made using these templates
	· Management Plan and Implementation Plan Instructions and Templates kit

	Policies and Procedures
	· Each teaching team maintains a set of procedures which details how  processes are carried out in their kindergarten
· There is detailed information about required procedures and what needs to be included in them in the Management Plan and Implementation Plan Instructions and Templates kit
· Kindergarten Procedures are reviewed at least every 2 years or when any significant changes are made.

· All Association Policies are in the Policies and Procedure Guide.   

· Make sure you are familiar with current Association policy and the kindergarten procedures for events such as celebrations and collection of children.  

· In particular be fully conversant with the Child Protection Policy and the Positive Guidance Policy.

· WRFKA policies are reviewed regularly, and input is encouraged from teaching teams.


	· Policies and Procedure Guide

	Senior Teacher Role
	· Each kindergarten has a Senior Teacher.  

· The Senior Teacher is the person responsible for providing professional support, advice and guidance to Teachers.  

· There are a team of 6 Senior Teachers based at the Association office. 

·  Kindergartens are generally grouped on a geographical basis and Senior Teachers work with kindergartens within clusters.

· Your Senior Teacher can also direct you to a more appropriate person if necessary:

Senior Teachers are available to give advice and guidance to new Teachers and you should not hesitate to contact them about any concerns or issues you have.


	· Senior Teacher Job Description 

	
	*Senior teacher Visits
· There is flexibility in the way Senior Teacher’s provide support for kindergartens. 

· They aim to spend time in each kindergarten each term. This provides an opportunity for focused professional discussion and an opportunity for Senior Teachers to know more about the environment in which you are teaching. 

· At the beginning of term date/s will be arranged for Senior Teachers to visit your kindergarten. Prior to the visit it is helpful for the team to reflect on topics they would like to discuss. 

· At least a twice a year Senior Teachers will complete a record of these discussions using a template entitled ‘Record of Senior Teacher Visit’ 


	

	
	Senior Teacher Team as at June 2009

Jenny Varney (K4 leader of the ST Team), Lynette Wray, Margaret Bleasdale Paula Hunt  Claire Jongepier and Anne Masterton


	

	Association Staff


	· Information about the roles of the Association Staff is available as part of the Induction of new staff
	· Refer to the Induction pack for New Staff

	Role of Board
	· A Board made up of parent, community and staff representatives governs the Association. Further information about the role of the Board is available on our website
	· Refer to Policies and Procedure Guide (Section 9) Relationship and Strategic Management

· Criteria for Membership of WRFKA

	Relationship with other Agencies


	Other agencies that you will need to liaise with on a regular basis include: 

· Local Schools

· GSE

· CYFS

· Tertiary Providers e.g. VUWCOE, Whitirea

· Local Health Authorities. Hearing and Vision 

Testers

· Promoting Participation Coordinators

· Dental therapists.

· These network contacts can be used to raise the profile of the kindergarten within the local community.

· Plunket


	· Promoting Kindergartens Kit

	Reorganisation


	Due to the Government Policy on 20 Free Hours, a number of kindergartens have already reorganised their operating hours to improve teacher/child ratios and better meet community need. Further information can be found in the Reorganisation kit and the Policies and Procedure Guide or through talking with your Senior Teacher.
	· Policies and Procedure Guide 

(Section 9) Relationship/ Strategic Management 

· Promoting Kindergartens Kit

· Reorganisation Kit

	Partnership with Parents

· 
	· Building up relationships with parents/ whānau/ caregivers takes time and is one of the most important things that you need to do. 

· Please look through the Promoting Kindergartens Kit at the reflective questions when reviewing how you provide a warm welcoming environment for parents/ whānau/caregivers.

· It is advisable that the teaching team has decided on a procedure for Enrolments and Admissions. 

· You also have a Transition to School procedure that needs to be updated regularly.

· Each family receives a copy of the Whānau Folder when their child starts kindergarten. 

· This gives them all the basic information that they require when they start. 

· There are some pages at the beginning that each kindergarten fills in themselves. 

· Extra copies can be obtained from the Association.

· The Association Board sends out a regular newsletter to all parents telling them about what the Association has been working on or involved in.

· Usually the kindergarten committee will send out a termly newsletter to families telling them about fundraising events for that term.

· The teaching team needs to send out regular newsletters to their families informing them about what has been happening in the programme, telling them of dates to note for events that will be taking place, reminding them of fundraising events  and keeping parents informed about other kindergarten activities.
	· Whānau Folder

· Promoting Kindergartens kit.



	Excursions


	· An application form needs to be sent in to your Senior Teacher at least 10 days prior to any excursions that the kindergarten goes on. 

· A note needs to be sent out to all families explaining where you are going, how you are getting there, the ratio of adults to children and how much it will cost.

· A permission form needs to be added to this form.  (Example  attached to policy in Policies and Procedure Guide.


	· Excursion Application form on website

· Policies and Procedure Guide (Section 10)        Teaching and  Learning -    

         Excursions and 

        Travel 

         Arrangements

	Whānau Contact Book


	· A book needs to be kept with a record of any significant conversations that you have with parents or any concerns  about children or whaanau that you may have. 

· This is confidential information and needs to be kept in a safe place. 

· There is a sample form enclosed at the end of this section.
	

	Complaints


	· Parents are encouraged to talk to the teachers in the first instance. 

· If they are not happy after talking with the teachers they can ring the Association on (04)232 3069 or phone the ST for the Kindergarten directly.

· The Association will always be seeking a low-level resolution to any concern, and are always happy to talk with parents and whānau. Any official complaints are always investigated by the Association.


	· Complaints Policy  (Displayed on the wall at the kindergarten)

	Assessment


	· Each child will have a portfolio. Information about a child’s learning journey is collected by the teachers, by the child and information from family/whānau is encouraged. 

· This information is about children’s interests and strengths and should show children’s progress. 

· Please see APE guidelines for further information.


	· WRFKA  Assessment, Planning and Evaluation Policy and Assessment Planning and Evaluation guidelines. 

	History of the Association

	· Information about the history of the Wellington Kindergartens  is available on our website
	

	Senior Teacher Advisory Committee/Health and Safety


	· The primary function of the Senior Teacher Advisory Committee is to provide a forum in which teachers' professional issues can be raised and discussed with Senior Teachers. 

· Senior Teachers also use this forum to raise and discuss issues and ideas with teachers.  

· Matters discussed at STAC are of a generic nature and do not include individual professional matters that are dealt with by individual Senior Teachers. 

· Management and employment issues are outside the boundaries of this committee’s function. 

· The STAC representative’s role is to liaise with the teachers in the regional staff meeting group which they represent and to raise any professional issues and ideas for discussion at the STAC meeting. 

· STAC meets once a term, usually the fifth Wednesday of the term from 2pm to 4pm at the Association.
	· STAC Minutes sent out to each kindergarten by email after each meeting

	Health and Safety Committee
	· Health & Safety committee meets once a term.

· Five representatives are elected annually.

· Issues around health and safety are discussed.


	

	Staff Representatives on the Board of the Association


	· Two Staff Representatives are nominated by and voted for by teachers each year.

· The role of the Staff Representatives is to represent the staff perspective at Board meetings. 

· Staff Representatives have the same rights and responsibilities as all Board Members.

	· Board Manual

	Roles of Experienced Head Teachers


	Mentoring  Programme

· A group of experienced Head Teachers are available to mentor new Head Teachers. 

· If you would like to have a mentor please ask your Senior Teacher. 

· There is ongoing training for Head Teachers who want to train as mentors.

· There are two experienced Head Teachers who take turns to be on the Appointments Committee when new Head Teachers are appointed. 

· Each year Head Teachers are asked to express their interest in undertaking this role.
	


Whānau Contact

	CHILD:




	DATE:
	MAIN POINTS OF INTERACTION:

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Family/Whanau

Thank you for taking the time to read your child’s profile.  If you would like to talk more about your child’s learning and development please let one of the teachers know so we can arrange a suitable time.  

To help us plan for your child’s learning we ask you to give us some information and thoughts.  Please sign this form when you have read this profile and use the following questions as a guide for what you want to tell us:

· What do you really enjoy about your child at the moment?

· What is your child interest in at home?

· Are there any issues you are concerned or worried about at present?

· Are there any learning stories that you would like to tell us about, or write for us?

· What would you like your child to be learning at the moment?

	DATE
	SIGNED
	QUESTIONS OR COMMENTS

	
	
	


