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www.wn-kindergarten.org.nz

INTRODUCTION

Welcome to the Wellington Region Free Kindergarten Association Facilities Manual. This is a comprehensive manual with information for kindergarten teachers and kindergarten committees on Property Management and Emergency Management. 

The manual is divided into the two sections above, with a detailed contents page clearly identifying where information can be found. If you need further information, please try the following publications:

· New Zealand Playground Safety Standards

· Nga Kupu Oranga Healthy Messages

Section 1 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 the Association, the 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. There is 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 kindergarten 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 2  covers emergency management in the event of Fire, Earthquake or other Civil Defence emergencies. It  outlines  all practice drills and reporting requirements.   A Wellington Kindergartens  “suggested” list of emergency supplies is to be held in kindergartens. We have used the Ministry of Civil Defence and Emergency Management Resource, Emergency Procedures: Guidelines for Early Childhood Services for this information. Because of the geographical spread of our kindergartens across five local councils, each one with different expectations regarding Civil Defence emergencies, we suggest kindergartens contact their local council to clarify any specific requirements. Appropriate forms will be found at the rear of this section as well as a copy of 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 this Facilities Manual helpful. We have provided one copy for the teachers which must remain in the kindergarten and one copy for the use of the committee. All of the additional publications should remain at the kindergarten.

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 1.1 – Emergencies

EMERGENCY PHONE NUMBERS


(Insert your relevant local contacts)

	Contact
	Phone Number

	Police
	

	Fire Service
	

	Civil Defence
	

	WRFKA
	04 232  3069

	Rob Dunn
	029 762 3866

	National Poisons Centre
	0800 Poison or

 0800 764 766

	
	

	
	

	
	


Section 1.1 - Emergencies

EMERGENCY OR URGENT & ESSENTIAL MAINTENANCE PROCEDURES




MAINTENANCE EMERGENCY 

eg: Leaking tap, blocked toilet, faulty gate, broken window, no power

· Establish the cause of the problem

· 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 stop children accessing area

· Contact the appropriate tradesperson as listed on the Kindergarten Property Maintenance Flow Chart or the 
tradesperson’ list (See Section 1.6.)

· The Association will pay all invoices for urgent maintenance work.

· If you are unable to contact the Association please contact a tradesperson off the 

        preferred tradespersons’ list  (See Section 1.6).

THEFT OR VANDALISM
· Try not to interfere with the scene.

· Ensure the environment is safe for children.

· Phone the Police to report damage.  For insurance purposes, please ensure you are given a Police Incident Report with a job number.

· Inform the Association – email Lindy@wn-kindergarten.org.nz

· Organise glazier or locksmith to secure the building again.

· Fill out an insurance claim form if the loss is greater than the excess of $250.  A copy of the insurance claim  form is in section 1.6  of this manual.   Also attach the Police Incident Report and send the form and Police report  to the Association who will then forward it all to our insurers.

Section 1.2

PROPERTY MANAGEMENT

Overall responsibility for Kindergarten property is the Association's, either through ownership or legal liability.  

Maintenance of the Kindergarten building falls into two categories:

· Planned Maintenance 

· Important but non-urgent 

· Urgent  and Essential Maintenance (see Section 1.1)

.

Section 1.2 – Property Management

PLANNED MAINTENANCE


The Association provides information and expertise on matters of property through the Facilities Manager, Rob Dunn.

Every five years an up to date profile of each Kindergarten is prepared, with an identified five year planned maintenance schedule. This work is prioritised and attended to by the local committee or the Association, by 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 conditions are painted more frequently.  The interior painting of kindergartens is the responsibility of the local committees.  However if communities wish to paint the interior of the kindergarten the Association will assist with the cost of the paint.

Fire equipment 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 Fitness.  Only buildings which have electronic fire alarms are required to have a Building Warrant of Fitness.

Section 1.2 – Property Management

URGENT MAINTENANCE


Urgent maintenance is organised by the Association, with staff notifying the Association office in the event of an emergency (see page 7 for procedures).

Staff or committee may identify a maintenance matter which they believe to be urgent and will notify the Association.  The Association will record and prioritise the work.

Section 1.2 – 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


Health and Safety in Employment Act 1992


For Kindergartens on Crown owned land - a property Occupancy Document

The following resources provide information and guidelines:

· NZS 5828:2004 Playground Equipment and Surfacing

· NZS 1900 Chapter 5 Fire resisting construction 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 facilities by disabled persons.

· NZS 6703:1984 Appendix B Recommended Standard service Illuminances

· 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 and 
Health

· Ministry of Health: Nga Kupu Oranga: Healthy Messages

· Health and safety resource for Early Childhood Services

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

Section 1.2  –  Property Management

ASSOCIATION RESPONSIBILITIES

The Association is responsible for the following matters.  

· Administer five yearly surveys of all kindergartens

· Lease negotiations

· Fire equipment and servicing

· Building Act and Registration Compliance Certification

· Structural repairs, roofs, guttering, piles, floorboards, weatherboards.

· Maintenance of fixed floor coverings

· Property purchase and sale

· Insurance claims.  Any costs under the insurance excess of $250 arethe responsibility of the local committee. The excess is the same for alarmed or non-alarmed 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 appreciative 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 kindergartens that are less financially viable.

If committees are in any doubt about who is responsible for particular maintenance matters or wish to negotiate costs please ring the Association.

CRITERIA USED TO SELECT CONTRACTORS 

__________________________________________________________________________________________

The Facilities Manager is responsible for the final selection of contractors used by the Wellington Kindergarten Association (WRFKA). 

All contractors used by must be approved by Facilities Manager prior to working in kindergartens

Contractors selected to undertake work for WRFKA and kindergartens will be selected based on the following criteria:

· Qualified (where applicable)

· Registered (where applicable)

· Experience in ECE environment or similar

· References

· Price

· Personality – able to work with teachers and with children

· Communication skills

All contractors will be Police vetted. 

Section 1.2  -   Property Management
LOCAL COMMITTEE RESPONSIBILITIES

Local committees are responsible for the day to day maintenance of the building and grounds. 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 assistance 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 sealed areas, 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 to furniture 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 of insurance 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 Checklist (OSH/2).

GUTTERING

Regular clearing of guttering is critical to the integrity of Association buildings, especially 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 which eventually 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 check the kindergarten guttering regularly.

TRADESPERSONS

· If committees wish to undertake minor maintenance work the Association has a list of reliable Tradespersons – see section 1.8  for preferred tradespeople. We are always looking for reliable tradespersons to add to our list (see page 36).

· Those contractors on our preferred list of  tradespeople have permission to work at the kindergartens during session times providing full safety precautions are taken.

· Any other tradespersons must not work in kindergartens while children are present, without the


 permission of the
 Association or Senior Teachers.  The 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 Community Corrections 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, the kindergarten 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 check the building and  playground following 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 was 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.


Section 6
Section 1.2  - Property Management


STAFF RESPONSIBILITY IN PROPERTY MATTERS

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

· Staff must follow the Hazard Checking and Reporting Procedures outlined in the Hazard Management system/ flow chart available on GOSH  of this manual.

· Teachers need to be aware of wear and tear in the playground.  The Maintenance Checklist on the following page is a guide to keeping equipment safe for children.    The list is by no means 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 clearing sand, silt, leaves from exposed or open drains and grilled drains is appreciated.  Committees should be aware of this issue.


MAINTENANCE CHECKLIST

Teachers need to be aware of wear and tear in the playground.  The following list is a guide to keeping 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 drainage holes in tyre swings to prevent

children’s fingers being stuck

	
	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
	Check for loose bolts, splinters

	
	Check if cable 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 good order

	
	

	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 plants (as per schedule in Nga Kupu Oranga, appendix 6) removed or made inaccessible to children.


Section 1.3 – Enhancements to Kindergarten Buildings or Grounds

ENHANCEMENTS TO KINDERGARTEN BUILDINGS OR GROUNDS


All kindergartens are built to a minimum code and the licence to operate is granted only when the environment meets the Ministry of Education standards.  Therefore 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 its 60 Kindergartens but acts as trustee for all kindergartens within the Association.  (A summary 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 grounds please 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..  Committees must use the “Building and Grounds:  Proposed Works Application” (PM/3) form on page 26 of this manual  and forward this to the Facilities Manager at the Association.

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

Alterations to buildings require the consent of the MoE if the Ministry owns the building or the landowner if the land is leased  (see Property Status Summary).

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 in accordance  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 experts if necessary.

· 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 up-to-date information is available regarding building codes, resource management legislation, safety etc.

· 
Overseeing projects as required.

Section 1.3 – Enhancements to Kindergarten Buildings or Grounds

Procedures for all Developments or Alterations to Kindergarten Buildings OR PLAYGROUNDS 


1. Teachers identify a need for an addition or alteration.

2. Discuss with Committee.

3. Discuss with Senior Teachers and the Facilities Manager at the Association

4. Prepare a 5 year long term plan, if required, in consultation with Senior Teachers and the Facilities Manager at the Association, or if a long term plan exists check the relevance of the desired  alteration to the plan.

5. Decide on the scope of the current project.

6. Send a  Building and Grounds Proposed Works application form (PM/3) together with simple concept plans or working drawings depending on the project, to the  Facilities Manager at the Association for approval in principle.

7.   The Facilities Manager and the Senior Teachers  will consult.

8. Quotes
When obtaining quotes for any work that you’re paying for at your kindergarten (and we know 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 whether the quote 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 proceed.   The Facilities Manager should be kept up to date on schedule 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.

Section 1.3 – 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 meets the educational and safety needs of children.  A detailed plan of works including layouts is to be supplied.

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

To assist with playground development, the following information is included for your guidance:

· Outside Playground Development  -   Page 20

· Playground Development Checklist  -  Page 21
· Buildings and Grounds:  Proposed works application form  -  Page 24
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 community grants.

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

Section 1.3 – Enhancements to Kindergarten Buildings or Grounds

OUTSIDE PLAYGROUND DEVELOPMENT


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 features will 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 appropriate long-term.

Supervision - Care needs to be paid to the layout of grounds so that teachers and can supervise effectively. 

Safety is the first consideration in the outdoor play area. 

Safety surfacing must be under any structure over 500mm in height. Information regarding safety surfaces is available from the Association Office. Safety surfacing 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 are often in 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 certification and instructions 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, etc:  It is important to look at how areas impact on other areas, eg. the sandpit should not 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 of the sandpit.  Is there enough or too much shade?  

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

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

Children with specific needs:   Care must be taken to plan the outdoor environment to include children of all abilities.

Some Guidelines

· Generally large fort structures will not be approved.

· Swing frames should be designed to allow a range of apparatus to be attached.

· Low platforms allow a range of equipment to be linked to them.

· Fixed wooden structures providing sunshade are very effective in the Wellington Region climate.

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


Section 1.3 – Enhancements to Kindergarten Buildings or Grounds

PLAYGROUND DEVELOPMENT CHECKLIST


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 ensure that individual

 playground components are most suitably placed?


	
	

	2.


	Have the following people been included in the planning process?

    -    kindergarten staff
	
	

	
	    -    committee members
	
	

	
	    -    Senior Teachers
	
	

	
	    -    Facilities Manager
	
	

	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 behind in order to reach other equipment?


	
	

	6.
	Does safety surfacing for under swings extend beyond the full arc of the swing?
	
	

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

	8.
	Are slides sited away 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
	Is sufficient space and safety surfacing provided to cater for ‘junk’ and active physical play?


	
	

	12
	Has the playground design ensured that particular play areas do not compete for space or impact negatively on adjacent areas?


	
	

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


	
	

	14
	Has provision been made for:

    -  ‘wild areas’
	
	

	
	    -  children’s gardens
	
	

	15
	Have  the predominant wind directions and path of the sun been taken into consideration 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 siting playground components?
	
	

	
	
	
	

	
	
	
	

	TYPES OF EQUIPMENT

	18
	Is equipment designed and installed so that children unable to use safely and correctly are unable to access it (eg toddlers unable to get 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 of having just one 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 vertical instead of horizontal, to discourage climbing?


	
	

	26
	Are angles and holes wide enough to prevent entrapment of heads,  fingers or clothing?


	
	

	27
	Does high equipment (such as slides and climbing frames) offer ‘way out’ options?


	
	

	28
	Are slides built 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 guardrails and wide enough for more than one child at a time?


	
	

	31
	Is the run-off end of the slide parallel to the ground to decelerate speed?


	
	

	32
	Are swing seats lightweight, slip-resistant and without hard edges?


	
	

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


	
	

	34
	Are platforms and forts able to be modified by children using moveable equipment, eg 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 spilt sand 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?


	
	

	
	
	
	

	MATERIALS AND INSTALLATION

	40
	Is timber sanded or painted to prevent splintering?


	
	

	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 pressure-treated with preservatives?


	
	

	45
	Have preservative-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 tubing been 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 pinch points?


	
	


Checklist adapted from:


Jill Root (1983) Play Without Pain - a manual for playground safety.


Child Accident Prevention Foundation of Australia, Melbourne.



	· This form must be completed PRIOR to purchasing IT equipment, whiteware & resources costing over $500,  beginning a building project*or when a purchase exceeds $2000 (see Building & Environment Planning & IT, Resources & Whiteware Acquisitions Flowchart)

· This form must be sent to the Association (Lorrainec@wn-kindergarten.org.nz) BEFORE purchase is made or work is begun
· If approved a PM/4 will be forwarded to the kindergarten within 15 working days of receipt of the PM/3
· If work is not carried out or purchase made in the month(s) indicated on this form approval will be void
· If not approved the kindergarten will be contacted within 15 working days of receipt of the PM/3
· NO work shall begin or purchase made until written approval is received from the Association

	Name of Kindergarten: 
	Date: 

	Project  or Purchase Description

Please attach all available drawings/plans /quotes
	

	Is this part of 5 year Building & Environment Plan?
	(    Yes





(    No (Please explain why not) 

	Has this been discussed fully with staff and committee?


	(    Yes




(    No (Please explain why not)



	Are staff and committee in agreement?

(If not, please explain)
	

	Has the proposed works /purchase been fully discussed with Senior Teacher?

Any comments?
	

	Cost of work / purchase 

(again please ensure quotes are attached)
	

	How do you plan to finance this? (Please include any grants applied for or received for this project)
	

	Is the expenditure included in your budget?


	(     Yes





(   No (Please explain why not)



	In what month(s) will the work be done/purchase made? (If not carried out in this month (s) approval will be void)
	

	Contacts        Head Teacher Signed :
	

	                       Committee Representative Signed
	

	 Contact Details for person in charge of project
	Name : 

Contact: 

	To Be Completed For Building Projects *Only
Who are you planning to do the building work
	

	Who will supervise the work to ensure it is competed to a satisfactory standard
	Name :

Contact:

	What help or advise do you need right now?
	


NO work shall begin or purchase made until written approval is received from the Association

*Building Project + A project that affects the structure/layout of the kindergarten (either internally or externally)

Section 1.4 - Cleaning
CLEANING THE KINDERGARTEN

· Kindergartens must be cleaned daily and are expected to have a term clean at least twice a year.

· Committees should appoint a member to be the liaison person between the cleaner and the staff.

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

· An operating allocation is paid each month into the kindergarten’s operating account to cover children’s activities, administration costs, repairs and maintenance and resources.  

· Each kindergarten will receive $1200 per year for term cleans and this will be paid out twice yearly – in July and again in December.  

· The term clean allocation is to be 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/committee discretion but it is not to be used on activities other than cleaning.  

There is a variety of cleaning arrangements currently in place in kindergartens. These are explained below:

Kindergartens employ an independant contractor

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 basis.  The kindergarten forward this to the Association for paying.

An independent contractor manages his own ACC and PAYE and can be terminated immediately if necessary.  The independent contractor does not require an employment agreement, but does require a copy of the following cleaning schedule, or one similar, which must be adhered to.

Kindergarten employs a person from the community

Some Kindergartens employ a person from their own community but we are trying to move away from this concept.    For tax purposes, they are treated as an independent contractor as above and are not considered an employee.  A monthly invoice should be sent to the Kindergarten or direct to the Association by the cleaner.  Like the independent contractors, these  people are responsible for their own ACC and PAYE and 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.
WELLINGTON REGION FREE KINDERGARTEN ASSOCIATION (INC)
(Hereinafter referred to as “the Association”)

CLEANING SCHEDULE AND GENERAL SPECIFICATION

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 and under hand towels.

· Sweep all flooring and under mats.

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

· Vacuum all carpets and mats.

· Wet mop and disinfect toilet floors and spot mop all other areas for 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 have been switched off.

· Any mats that have been taken outside for shaking have 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 floors.

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

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

· Damp wipe windowsills.

· Cleaners are not expected to clear surfaces 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) evenly.  All skirting boards and adjacent walls to be left clean on completion of work.

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

        Contact Maureen Gates (phone/fax 388 8844)  if carpets are to be 

        rolled up in preparation for stripping/buffing.

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




CONDITIONS

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

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

	3.
	Where available, the Contractor may use the Kindergarten’s own cleaning machinery and equipment i.e. floor polisher, vacuum cleaner.   Such equipment shall be maintained by the Contractor in good working order.  Kindergarten will supply vacuum bags.

Kindergartens need to consider planning to purchase their own vacuum cleaners and buffers.  Please 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 quotation - this service is a negotiable extra.

	
	

	6.
	The Contractor at his/her own expense shall,  before commencing operation under this Agreement, take out and during the continuance of this Agreement keep in force, a public liability policy with a reputable insurance company to adequately cover him/herself against liability for all claims for personal injury, damages or compensations and in respect of damages to property arising to of or relating to the cleaning 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 Kindergarten meetings.

	
	

	8.
	Any special or irregular cleaning work required, to be subject of negotiation between the Association or 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 will be 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 or thermostats.

	
	

	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 Kindergarten property caused by wilful or negligent act or omission of any employees or servant and the Association may make good such damage and recover the cost thereof at their option by setting off the same against monies due to the Contractor.

	
	

	14.
	Should the Contractor fail to carry out the work set out in the Specification in a manner satisfactory to 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 satisfactorily.

	
	

	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 communicate their concerns to the cleaner, through the notebook system set up.

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  prior to the close of each session at the Kindergarten:

· Sweep any excess mess off floor and wipe tables.

· Spot mop paint spills.

· Check toilets, handbasins, locker room during and immediately after  sessions.

· Put chairs up ready for cleaner.

The cleaner will advise immediately of any urgent matters causing concern.

Kindergartens will make available two contact persons for emergencies.  These names and numbers will be written into cleaner’s notebook and be given to the contractor for use in emergencies.

Any changes of alarms must be notified immediately to Association and contractor.

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 insurance, contact the Kindergarten Association with relevant details, complete a Claims Notification form  ( see following page) and forward the form to the Association.

The Association acts as the go-between throughout the 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 get a Police Incident Report Form 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.

 [image: image2.emf]

Section 1.6 
REFERENCES, RESOURCES,

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.

RESOURCES HELD AT THE ASSOCIATION 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 Auckland Kindergarten Association.

· Outdoor Video - Produced by Auckland Kindergarten Association.

January 2013

	SOUTHERN WELLINGTON
	
	
	

	Kindergartens:

Berhampore, Brooklyn, Campbell, Pikopiko Clyde Quay, Hataitai, Hataitai Early Learning Creche, Island Bay Kura Tamaiti,

Island Bay Kura Pepe, Island Bay Isola

Lyall Bay, Miramar Central, Miramar North

Newtown, Northland, Seatoun, Strathmore Park, Sunshine, Wellington South, Wrights Hill
	Builder/larger jobs/quotes

Builder/larger jobs/quotes
	Trudie Ward, Jump NZ Ltd

Paul Reynolds
	027 583 0011

021955512

	
	Handyman

Handyman/gates/doors
	Dean Ward

Kevin Staunton
	021563094

0274507215

	
	Plumber
	Tim Nydam
	021 435571

	
	Electrician
	Chris O’Connell
	0274 456 128

	
	Outdoor Environment Designers
	Mike Bedford

Robin Christie (Childspace)
	027 274 7635

478 5220 or 027 241 2232

	PORIRUA BASIN AND WESTERN WELLINGTON
	
	
	

	Kindergartens:

Adventure, Ascot Park, Bellevue, Brian Webb, Churton Park, Discovery, Johnsonville, Johnsonville West, Katoa, Khandallah, Maraeroa, Moira Gallagher, Mungavin, Ngaio, Newlands, Onslow, Papakowhai, Paparangi, Paremata, Petone, Petone Beach, East Harbour, Plimmerton, Pukerua Bay, Pukerua Bay Preschool, Tairangi, Tawa Central, Titahi Bay, Tui Park, Wadestown, Waitangirua
	Builder/larger jobs/quotes

Builder/larger jobs/quotes

Builder
	Trudie Ward, Jump NZ Ltd 

Paul Reynolds

Jeff Robinson
	0275830011

021955512

027 457 6326

	
	Handyman/gates/doors

Handyman

Handyman
	Kevin Staunton

Joe Sefo

Dean Ward
	0274507215

021 0555 633

021563094

	
	Plumber
	Tim Nydam
	021 435571

	
	Electrician
	Chris O’Connell
	0274 456 128

	
	Outdoor Environment Designers
	Mike Bedford

Robin Christie (Childspace)
	027 274 7635

478 5220 or 027 241 2232

	LEVIN / KAPITI COAST AREA
	
	
	

	Betty Montford, Cambridge Street, Parsons Avenue, Taitoko, Otaki
	Builder( Levin)

Handyman
	Malcolm Davie

Horowhenua Property Services (Paul Robinson)
	063683030 or  0274799228

06 368 3934 or  

021 269 8089

	
	Plumber
	Robert Ward
	06 362 6090  or

027 2966 144

	Ngahina, Paraparaumu, Raumati Beach, Raumati South, Waikanae
	Builder/larger jobs/quotes
	Paul Reynolds
	021955512

	
	Plumber
	Andy McGee
	027 442 9709

	
	Handyman/gates/doors

Handyman

Handyman
	Kevin Staunton

Dean Ward

Joe Sefo
	0274507215

021 563 094

021 0555 633

	
	Electrician
	Chris O’Connell
	0274 456 128

	
	Outdoor Environment Designers
	Mike Bedford

Robin Christie (Childspace)
	027 274 7635

478 5220 or 0272300871


OTHER SUPPLIERS

	Keys
	
	The Lock Doctor


	

	Glass Repair
	Deane
	The Glass Shoppe

Kapi Mana auto Glass
	237 0120

237 7148

	Painting
	Bruce Patterson


	Men in White
	

	Noise Control:

Autex/Composition Acoustic Wall covering


	Paul Mussen
	
	568 8211

021 461 767

	Safety Surface
	Keith Slight
	Burgess Matting
	06 343 8570

027 276 6648

	Bark
	 3 and 4 Grade screened


	NZ Bark Resources Ltd
	528 2880

	Sand
	50% river, 50% beach - washed 

No preferred supplier




Section  1.7

PROPERTY STATUS SUMMARY


	

	KINDERGARTEN
	ADDRESS
	BUILDING
	LAND

	ADVENTURE
	18 Longitude Place, Whitby
	WRFKA
	WRFKA

	ASCOT PARK
	Conclusion Street, Porirua
	MOE
	MOE

	BELLEVUE
	50 Link Road, Newlands
	MOE
	MOE

	BERHAMPORE
	5 Stanley Street, Berhampore
	WRFKA
	WRFKA

	BETTY MONTFORD
	46 York Street, Levin
	MOE
	MOE

	BRIAN WEBB
	28 Victory Cres, Tawa
	MOE
	MOE

	BROOKLYN
	62 Todman Street, Brooklyn
	WRFKA
	WRFKA

	CAMBRIDGE STREET
	76a Cambridge Street, Levin
	MOE
	MOE

	CAMPBELL
	25 Campbell Street, Karori
	MOE
	MOE/LEASED PUB. TRUST

	CHURTON PARK
	86 Churton Drive, Churton Park
	MOE
	MOE

	DISCOVERY
	Pullen Lane, Whitby
	MOE
	MOE

	EAST HARBOUR   
	99 Muritai Road, Eastbourne
	WRFKA
	WRFKA

	HATAITAI   
	Taurimu Street, Hataitai
	WRFKA
	LEASED WCC

	ISLAND BAY
	100 Melbourne Road, Island Bay
	MOE
	MOE

	JOHNSONVILLE
	6 Wanaka Street, Johnsonville
	WRFKA
	WRFKA

	JOHNSONVILLE WEST
	34a Kipling Street, Johnsonville
	MOE
	MOE/WCC PART

	KARORI
	155 Campbell Street, Karori
	WRFKA
	WRFKA

	KATOA
	52 Takapuwahia Drive, Elsdon
	MOE
	MOE/CROWN CONSERVATION

	KHANDALLAH
	24 Everest Street, Khandallah
	WRFKA
	WRFKA

	LYALL BAY
	89 Apu Crescent, Lyall Bay
	MOE
	MOE/RIGHT SIDE WRFKA

	MARAEROA
	36 Astrolabe Street, PO Box 53 027 Porirua
	MOE
	MOE

	MATAIRANGI
	112-114 Waipapa Road, Hataitai
	WCC
	WCC

	MIRAMAR CENTRAL
	32 Para Street, Miramar
	WRFKA
	WRFKA

	MIRAMAR NORTH
	20 Whanganui Street, Miramar
	MOE
	LEASED WCC/RESERVE

	MOIRA GALLAGHER
	24 Hampshire Street, Porirua
	MOE
	MOE

	MUNGAVIN
	19 Awatea Street, Porirua
	MOE
	MOE

	NEWLANDS
	13 Horokiwi Street, Newlands
	WRFKA
	WRFKA

	NEWTOWN
	Hospital Road, Newtown
	MOE
	MOE

	NGAHINA
	Ngahina Street, Paraparaumu
	MOE
	MOE

	NGAIO
	65 Ottawa Road, Ngaio
	WRFKA
	WRFKA/LEASED WCC BEYOND STREAM

	NORTHLAND
	22 Albemarle Road, Northland
	WRFKA
	WRFKA/PART WCC

	NUANUA
	Warspite Avenue, Porirua
	MOE
	MOE
	MOE

	ONSLOW
	1a Delhi Crescent, Khandallah
	MOE
	MOE

	OTAKI
	Waerenga Road, Otaki
	MOE
	MOE

	OWHIRO BAY
	96 Happy valley Road Owhiro Bay
	WRFKA
	MOE

	PAPAKOWHAI
	5 Yarrow Place, Papakowhai
	MOE
	MOE

	PAPARANGI
	10 Mark Avenue, Paparangi
	WRFKA
	WRFKA

	PARAPARAUMU
	27 Donovan  Road, Paraparaumu
	MOE
	LEASED KDC/CROWN RESERVE

	PAREMATA
	51 Paremata Road, Paremata
	MOE
	MOE/CROWN CONSERVATION

	PARSONS AVENUE
	20 Parsons Avenue, Levin
	WRFKA
	LEASE HDC

	PETONE
	10a Tennyson Street, Petone
	MOE
	MOE

	PETONE BEACH
	20 King Street, Petone
	MOE
	MOE

	PIKOPIKO CLYDE QUAY
	Cnr Elizabeth & Brougham Sts, Wgtn
	MOE
	MOE

	PLIMMERTON
	Beach Road, Plimmerton
	MOE
	LEASED PCC/CROWN RESERVE

	PUKERUA BAY
	1 Wairaka Road, Pukerua Bay
	MOE
	MOE

	RAUMATI BEACH
	32 Raumati Rd, Raumati Beach
	MOE
	MOE

	RAUMATI SOUTH
	45 Tiromoana Road, Raumati South
	 
	 

	SEATOUN
	14 Gore  Street, Seatoun
	MOE
	CROWN/LEASED DEFENCE

	STRATHMORE PARK
	50a Strathmore Avenue, Strathmore
	MOE
	MOE

	SUNSHINE
	21a Sunshine Avenue, Karori
	WRFKA
	WCC

	TAIRANGI
	Cnr Warspite Ave & Omapere St, Porirua
	MOE
	MOE/CROWN DOSLI

	TAI TAMARIKI
	Museum of Te Papa 55 Cable Street Te Aro Wellington
	MUSEUM OF NZ TE PAPA TONGAREWA


	MUSEUM OF NZ TE PAPA TONGAREWA

Leased sections: 

Wellington Waterfront LTD

Wellington City Council

	TAITOKO
	36 Kinross Street, Levin
	MOE
	MOE

	TAWA CENTRAL
	Oxford Street, Tawa
	MOE
	LEASED WCC/CROWN RESERVE

	TITAHI BAY 
	48 Herewini Steet, Titahi Bay
	MOE
	MOE

	TORU FETU
	36a Astrolabe Street

Cannons Creek
	WRFKA
	MOE

	TUI PARK
	Mexted Terrace, Linden
	MOE
	LEASED WCC/CROWN RESERVE

	WADESTOWN
	45 Oban Street, Wadestown
	MOE
	MOE

	WAIKANAE
	Russell Reserve, Ngaio Rd, Waikanae
	MOE
	MOE/CROWN RESERVE

	WAITANGIRUA
	4 Kalingo Street, Porirua
	MOE
	MOE/CROWN CONSERVATION

	WELLINGTON SOUTH
	103 Owen Street, Wellington
	WRFKA
	WRFKA


Section  2
EMERGENCY MANAGEMENT

	SECTION 2
	EMERGENCY MANAGEMENT
	

	
	Introduction

WRFKA  Policy and Procedure Guides:

· Employees Responsibilities in Civil Defence Emergencies

· Emergency Procedures in Kindergartens Policy

New Zealand Fire Service

· Compliance

· Fire Alarm Testing

Emergency Procedures in Kindergartens

Six Monthly Evacuation Drills

· Fax form Six Monthly Evacuation Drills (EM1)

Preparation for a Civil Defence Emergency

Templates

· A premises plan/map showing all relevant information (EM3 )

· Emergency Services Contacts List (EM4 )

· A copy of a standard letter given to parents and whanau to inform them of the Emergency Plan (EM5  )

· List of First Aid Equipment held at kindergarten (EM6  )

· List of suggested emergency food and supplies held by kindergarten (EM7 )

· A checklist from this resource designed to assist kindergartens in the development of their Emergency Plans ( EM8) .


	


Section 2 - Emergency Management

INTRODUCTION

This section of the Facilities Manual is designed to assist Kindergarten Teaching Teams and Committees to prepare themselves and the children for civil defence and emergency situations and to develop their own fire safety, earthquake and civil defence procedures within the Association’s policy framework. In this manual we will use the term ‘emergency/ies’ to refer to all these situations.

There are a number or resources around which deal with this topic which offer a variety of suggestions.  We didn’t want to reproduce these resources but rather wanted to pull out the most relevant information, and bring it together to give you the ‘basics’ of what you need and can do and make it as easy as possible for you to prepare.  We have referenced these other resources and do suggest you look through them as they do have other helpful information.

You will be required to have your new procedures developed and up and running by January 2006. Although the procedures and systems used by your centre may be modified, the following requirements will remain the same:

All kindergartens must display an evacuation plan for all emergencies.

1. The prime responsibility of teachers is to ensure safety of kindergarten children

2. Emergency procedures shall be prominently displayed in every kindergarten.

3. The Head Teacher is responsible for holding regular monthly fire and emergency drills so that staff and children are familiar with the evacuation system and assembly points.

4. In the event of fire, the procedures contained in the evacuation plan are to be followed in the order given.

5. In the event of earthquake or other civil emergency, those procedures contained in the Evacuation Plan are to be followed in the order given.

Policy and Procedure Guide

	Subject:
	Employees Responsibilities in Civil Defence Emergencies


	
	Date Effective:

Review Date:
	February 2010

August 2013





	Responsible to:
	General Manager

	Applies to:
	All staff

	Purposes:
	1. To provide clear guidelines which set out the authority of the Head Teacher (or staff member responsible) where a State of Civil Defence Emergency has been declared or where civil defence authorities or NZ Police make recommendations in emergency situations.

2. To provide for clear delegation of authority from the Licensee (General Manager) to Head Teachers in situations such as those outlined in (1) above.

	Definitions:
	· A “Civil Defence Emergency” occurs where a formal Declaration of Civil Defence Emergency is made by either:

(1) A local authority in respect of a local emergency

(2) The Minister of Civil Defence (or other Minister) in respect of a national emergency.

	References:
	


POLICY

1. Civil defence emergencies occur from time to time.  The Civil Defence Act places obligations upon the Association, kindergartens and teachers to co-operate and act in the best interests of both children and employees in these situations.

PROCEDURES

Where a civil defence emergency or a recommendation in an emergency situation occurs, Head Teachers shall:

1. Implement recommendations from civil defence authorities immediately.

2. Close kindergartens if this is recommended without having to first obtain approval of the Licensee.

3. Comply with all Civil Defence instructions.

4. Release staff from the kindergarten as soon as all children have been released to their caregivers.

5. Notify the Licensee of these actions as soon as is practicable.



Policy and Procedure Guide

	Subject:
	Emergency Procedures in WRFKA Facilities


	
	Date Effective:

Review Date:
	February 2010

August 2013





	Responsible to:
	General Manager

	Applies to:
	All WRFKA staff

	Purposes:
	3. To comply with statutory provisions.

4. To ensure everyone is aware of emergency procedures.

5. To minimise the effects of emergencies by being prepared.

	Definitions:
	· “Emergency” refers to a sudden or unforeseen occurrence of potential danger to persons or property requiring immediate action.

	References:
	· The New Zealand Fire Service publication “Fire and Emergency Evacuation”.

· Any local authority Civil Defence emergency publications

· WRFKA Civil Defence Emergency Policy

· WRFKA Evacuation Scheme Approval and Review Procedures

· WRFKA Property Manual Section 2


POLICY

1. The Wellington Region Free Kindergarten Association has a responsibility to ensure the safety of children, visitors to kindergartens and all WRFKA staff in the event of an emergency.

PROCEDURES

1. The Association is responsible for the annual servicing of all fire equipment.

2. Fire evacuation schemes shall be approved by the New Zealand Fire Service and displayed in kindergartens.  A copy will also be kept by the Association.

3. Fire evacuation schemes shall be submitted for reapproval by the New Zealand Fire Service if there has been changes to:

· structure of the kindergarten;

· internal or external exit ways (eg doors or gates);

· kindergarten’s evacuation procedures.

4. Each kindergarten shall review their emergency procedures yearly..  WRFKA shall maintain a schedule to ensure all kindergartens have current evacuation procedures and schemes.

5. Kindergartens shall establish appropriate earthquake procedures.

6. Kindergartens shall display earthquake emergency procedures.

7. Kindergartens shall establish appropriate emergency procedures for potential emergency situations including Lock down, Chemical spill, Tsunami (if in a tsunami risk area) and Flooding (if in a flood prone area) 

8. Kindergartens shall practice emergency drills at least once a month with both morning and afternoon groups. You must ring The Fire Service Communication Centre (04-801 0812) at least ten minutes prior to carrying out any Evacuation Drill. so that the fire service does not respond unnecessarily eg if a neighbour dials 111 when they hear the alarm or see you evacuating the kindergarten.. If the fire service communication centre does not answer the phone, you must delay the drill as they must be informed prior to the drill.)

9.  An Evacuation Drill shall be done every six months. The Fire Service must be informed about these drills using the procedure as described on GOSH Schedule an Evacuation Drill form 

10. Kindergartens shall ensure emergency drills provide practice for what would happen in an actual emergency.  For example, if the group would leave the grounds then this must be practised as part of the drill.

11. Kindergartens shall keep a record of evacuation and emergency drills.

12. Kindergartens shall have appropriate emergency supplies available in the event of an emergency.

13. The teaching team shall be aware of visitors and know which kindergarten children are present at the kindergarten at all times.

14. On admission to kindergarten, parents and whānau shall be informed of the procedures for care and collection of children in the event of an emergency.

15. In the event of an evacuation of a kindergarten, the Association office is to be informed as soon as practicable.  Where possible, a note should be posted on the building notifying whānau where the children can be collected from.

.



Section 2 – Emergency Management

NZ FIRE SERVICE 

Compliance

The New Zealand Fire Service requires Kindergartens to have an approved evacuation plan. In WRFKA these were put in place in about 1992 and a copy of your kindergarten’s plan is available from the association

These evacuation plans remain in place indefinitely unless for some reaso
n they become no longer effective.  If your evacuation doors or the grounds are changed, you need to let the association know

While there is an approved Evacuation Scheme in place, the Fire Service will not insist that Kindergartens install a fire alarm.  However if the kindergarten experiences difficulties evacuating the building the Fire Service may insist that an alarm be installed.  Once an alarm is installed, the building must have a Building Warrant of Fitness.  An Independent Qualified Person (IQP) must visit buildings with a Warrant of Fitness each year to check the alarm and other fire evacuation installations such as ramps.

Source: Tony Nightingale. Fire Officer. New Zealand Fire Service

Fire Alarm Testing

This applies to those kindergartens where there are wired in fire alarms.

1.
For those kindergartens who have fire alarms, the Association will organise testing of the alarms every year.

2.
Battery voltage will be included in the testing.

3.
Teachers will use the fire alarms for trial evacuations and will immediately notify the Association if there is any problem with the alarm.

NB   The Wellington Region Free Kindergarten Assn requires  Kindergartens to  practise emergency drills each month. Please remember that the Fire service Communication Centre must be informed of all drills by phone ten minutes prior to carrying out drill so that the fire service does not respond unnecessarily eg if a neighbour dials 111 when they see you evacuating or hear the alarm. If the fire service communication centre does not answer the phone, you must delay the drill as they must be informed prior to the drill.)

Section 2 – Emergency Management
EMERGENCY PROCEDURES IN KINDERGARTENS

All kindergartens, in consultation with Civil Defence Personnel, Kindergarten Committees, and the New Zealand Fire Service will establish:


                   Note: These can be two separate plans or can be incorporated into one

 SHAPE  \* MERGEFORMAT 







Emergency Plan Kit

Currently, kindergartens operate different systems for keeping the information and resources required. It is expected that teams will continue to do this. The Emergency Plan Kit is a term used to describe this collected resource. Some teams currently keep this information in a backpack by the door, while others keep the kit in a box. You need to determine what suits your circumstances best. Regardless, each kit must contain the following:

· The name of a kindergarten emergency co-ordinator (could be a Committee member or teacher)

· Copies of the Fire Evacuation Plan/Scheme and the Earthquake/Emergency Evacuation Plan (see your copy attached as party of this Facilities Manual.)

· A premises plan/map showing all relevant information (see example attached as EM3 )

· Emergency Services Contacts List (see template attached as EM4.)

· A copy of a standard letter given to parents and whanau to inform them of the Emergency Plan (see template attached as EM5  )

· List of First Aid Equipment held at kindergarten (see list attached as EM6  )

· List of suggested emergency food and supplies held by kindergarten ( see list attached as  EM7 )

Please note, the information contained above comes from the NZ Ministry of Civil Defence and Emergency Management Resource,  Emergency Procedures: Guidelines for Early Childhood Services. A copy of this resource is held at the kindergarten and is available from http://www.mcdem.govt.nz/memwebsite.nsf.

A checklist from this resource designed to assist kindergartens in the development of their Emergency Plans is attached as EM8 .

Section 2 – Emergency Management

SIX MONTHLY EVACUATION DRILLS

Monthly Drills

1. The Head Teacher is responsible for holding regular monthly fire evacuation and emergency drills with both morning and afternoon groups so that staff and children are familiar with the evacuation system and assembly points.  

a. Kindergartens shall ensure emergency drills provide practice for what would happen in an actual emergency.  For example, if the group would leave the grounds then this must be practised as part of the drill. 

b. Kindergartens shall keep a record of evacuation and emergency drills.
c. The Fire Service Communication Centre (Phone 04 801 0812) needs to be informed of all drills by phone ten minutes prior to carrying out drill so that the fire service does not respond unnecessarily eg if a neighbour dials 111 when they see you evacuating or hear the alarm. If the fire service communication centre does not answer the phone, you must delay the drill as they must be informed prior to the drill.)

2. For all Fire Evacuation drills, you must ring The Fire Service Communication Centre (04-801 0812) at least ten minutes prior to carrying out any Evacuation Drill, so that the fire service does not respond unnecessarily eg if a neighbour dials 111 when they hear the alarm or see you evacuating the kindergarten.. If the fire service communication centre does not answer the phone, you must delay the drill as they must be informed prior to the drill.)

a. (N.B. An evacuation drill is when an alarm or whistle is used to signal that to children and adults that they must evacuate the building and meet at the designated assembly point – this is different to an earthquake drill when children only meet at the assembly point once a teachers has checked that it is safe and generally an alarm or whistle is not used). 

Six Monthly Evacuation Drill
1. A Six Monthly Evacuation Drill must be done every six months. The Fire Service must be informed about these drills using the procedure as described 

Six Monthly Evacuation Drill Procedure:

1. Decide who is going to be the Drill Supervisor for this drill.

2. 10 days prior to the drill, complete the Schedule a Evacuation form on GOSH – this will be automatically emailed to both the fire service and WRFKA 

3. Ten minutes before the drill, you must ring the Fire Services Communication Centre (04 801 0812). This is so the fire service does not respond unnecessarily eg if a neighbour dials 111 when they hear the alarm or see you evacuating. If the Fire Service Communication Centre does not answer the phone, you must delay the drill as they must be informed prior to the drill.)

      They will need to know:  

Who you are, 

Your address, 

Date and time you will carry out drill

4. Carry out the drill. The drill supervisor should not get involved in any way – their role is to observe

5. The drill supervisor should then complete the Report on an Evacuation drill form on GOSH – this will automatically be emailed to the fire service and WRFKA 

Section  2 – EMERGENCY MANAGEMENT

PREPARATION FOR A CIVIL DEFENCE EMERGENCY


· All heavy furniture will be attached securely to walls.

· All heavy objects, fish tanks, computers etc. will be secured against earthquakes.  

      (See Section 8 – Preferred Suppliers)

· Heavy items will not be stored on high shelves.

· Shelves will be fitted with earthquake restraints as appropriate.

· Teachers, in consultation with Civil Defence personnel and kindergarten committees  will establish appropriate Civil Defence procedures for emergencies applicable to the area the kindergarten is located. For example Tsunami for those located close to the sea.

· The Ministry of Education requires that a copy of each kindergarten's current procedures be held by the Association.

· Teachers need to send procedures to the Association when revised.

· Teachers will support Committee in liaison with the local Civil Defence coordinator to gather any information they may require to be prepared in a Civil Defence emergency.

· Civil Defence coordinators will provide information on potential local hazards, rivers, power pylons, potential for Tsunami etc.

· Teachers will keep supplies of water and food for emergencies.  These are to be checked at least annually.

· Emergency service phone numbers will be kept close to the phones.

· Registers of attendance will be marked early in the session and kept close to the door in case of an emergency.

· Egress or exit doors will be kept unlocked at all times while children are present and kept clear of equipment.

· Teachers will remain at the Kindergarten in a Civil Defence emergency until the last child is collected.

Templates


 Example of Premises Map & Emergency Supplies and Services








































 Premises Map & Emergency Supplies and Services

Remember, in accordance with legislation and Association policy, the Premises Plan/Map needs to include the following: 

(             where to turn off the water, power and gas, 
(             where you evacuate to in fire, 
(             the emergency exits.
(             location of 
(             fire extinguishers, 
(             telephone/s, 
(             first aid kit, 
(             emergency supplies – food/ water, 

        (             attendance register (should be kept near the door or exit); 
(             emergency contacts for children 
Note: Thanks to Hutt City Kindergartens for the use of their template.

Emergency Services Contacts List



A list of contact people, together with their business telephone, after-hours telephone and cell phone numbers, should be displayed in a prominent place in the centre, probably near the telephone.  A copy should also be kept in the Emergency Plan Kit. All emergency contacts should be regularly updated, at least once a year.

Emergency contacts may include:

	Service
	Contact Person
	Business

Phone Number
	After Hours Phone Number
	Cellphone

Number

	· civil defence


	
	
	
	

	· licensee

(General Manager)


	Amanda Coulston
	(04) 232 3069
	Mobile
	029 2626322

	· Facilities Manager
	Rob Dunn
	(04) 232 3069
	(04) 9767744
	029 7623866

	· fire service


	
	
	
	

	· police


	
	
	
	

	· ambulance


	
	
	
	

	· doctor


	
	
	
	

	· hospital


	
	
	
	

	· Committee

     chairperson


	
	
	
	

	· pre-arranged community assistance


	
	
	
	

	· centre’s Emergency Plan co-ordinator


	
	
	
	

	· National Poisons Centre
	
	0800 764766
	0800 number available 24 hours a day.
	



Note to Parents and Whānau

Emergency Procedures

Kia Ora, Talofa, Welcome

This centre has an Emergency Plan for the protection and care of children and staff in the event of emergencies which could affect the centre, such as fire, earthquake, or flood.

Drills for the various types of emergencies are practised regularly and all children are taught how to protect themselves.


The centre has emergency supplies of first aid, food, water, and other resources necessary for the care and support of children and staff for a limited time.

In the event of a major emergency, it is possible that parents would not be able to get to the centre immediately to collect their child.

The staff of this centre accept responsibility for the care and welfare of your child until collected by you, or your nominated emergency custodian.

To support our centre during an emergency, we have established a working relationship with the emergency services – police, fire service, and civil defence – and other support groups in the community.

You can assist by providing the information requested as part of the enrolment process and by supporting us when we ask for food donations that will be useful in an emergency.

If you have any questions or concerns regarding our emergency procedures, please feel free to talk with one of the teachers.

Thanks for your support.


FIRST AID KIT 

SPECIFICALLY FOR USE WITH CHILDREN

· Disposable gloves

· Thermometer

· Bandaids / small elastoplast dressings

· Safety pins

· Rolls of stretchable bandage

· Cold pack

· Note pad, pen, pencil

· A first aid manual

· National Poisons Centre phone number – 0800 Poison or 0800 764 766

· Small plastic or metal splints

· Scissors

· Tweezers

· Bandage tape

· Sterile gauze pads

· Eye dressing

· Triangular bandage

· Insect sting preparation

· Saline Solution

A number of organisations such as the Order of St John and the New Zealand Red Cross are able to assist with advice on restocking your first aid kit.

Emergency Food and Supplies 

Resources to be used specifically for emergencies should be assembled and stored in individual containers which are easy to carry (eg, backpacks).  Resources should be stored in a safe place, readily accessible in an emergency, and be regularly checked.  One person should be responsible for the initial and ongoing checking of these resources.

Emergency Supplies

In addition to the equipment listed below, spare clothing (eg. Underwear, socks, skivvies etc) should be stored inside a pillowcase in each container. This should include children’s and adult’s clothing.

Emergency Food

The following is an example from Brooklyn Kindergarten of what should be included. You will note that Containers One, Two, and Three contain identical supplies, and that Container 4 contains useful tools and equipment (non-perishables).

· Container One is kept in the office under the Head Teacher’s desk

· Container Two is kept in the outside shed

· Containers Three and Four are kept outside the adult’s toilet.

CONTAINER ONE:






· 3 x 820g tin of Fruit Salad





· 3 x 820g tin of Baked Beans




· 3 x 820g tin of Spaghetti






· 1 packet Carrs Table Water biscuits (suitable for children with EGG/PEANUT ALLERGIES)

· 1 packet Griffins Super Wines

· 1 packet Griffins Milk Arrowroot


· 1 packet choc chip cookies

· 400g Pams Raisins in a sealed bag

· 3 x box of Signature Range fruit cereal bars (Apricot OR Mixed Berry)

· 1 Glad Snaplock resealable bag (storage size) containing:

· 20 balloons

· 2 x 230g family packs Jaybees Jellybeans

· 1 packet of 35 Allens Lollipops



· 1 Glad Snaplock resealable bag (storage size) containing:

· 1 can opener

· 25 plastic spoons

· 25 plastic dessert bowls

· 1 paring knife

· 1 Glad Snaplock resealable bag (storage size) containing:

· 4 boxes of matches

· 1 box of 6 National Candles

· 3 Emergency survival blankets (size: 130x210cm)

· 1 Glad Snaplock resealable bag (storage size) containing:

· 1 packet Puritabs (36 water purification tablets) 

· 1 container of Sterigel (150 ml) waterfree soap

· 1 pair of scissors

· 1 box of Protec Fabric Strip dressing (60mm x 1m)

· 30 plastic plasters

· A 25cm x 1.5m crepe bandage

· 1 packet of Pams cotton make up pads (65)

· 15 disposable gloves 

· 1 Glad Snaplock resealable bag (storage size) containing:

· 1 small notebook

· 3 pencils

· 3 biro pens

· 1 vivid marker

· 35 self adhesive labels – each stamped with the Kindergarten name, address, and phone number

· 1 packet of 5 Large Handlesaks (62 x 1030 mm)

· 1 box of Glad Snaplock resealable bags (15 medium)

· 1 box of 100 tissues

· 2 rolls of toilet paper

· 1 large torch with a 6V super heavy duty lantern battery

· 1 pillow case

NOTE: Check list of children with allergies.  There are sticky labels on cereal bars and biscuits which 

state “NOT FOR CHILDREN WITH EGG/PEANUT ALLERGIES”.

CONTAINER TWO:






· 3 x 820g tin of Fruit Salad





· 3 x 820g tin of Baked Beans




· 3 x 820g tin of Spaghetti






· 1 packet Carrs Table Waterbiscuits (suitable for children with EGG/PEANUT ALLERGIES)
· 1 packet Griffins Super Wines

· 1 packet Griffins Milk Arrowroot


· 1 packet choc chip cookies

· 400g Pams Raisins in a sealed bag

· 3 x box of Signature Range fruit cereal bars (Apricot OR Mixed Berry)

· 1 Glad Snaplock resealable bag (storage size) containing:

· 20 balloons

· 2 x 230g family packs Jaybees Jellybeans

· 1 packet of 35 Allens Lollipops



· 1 Glad Snaplock resealable bag (storage size) containing:

· 1 can opener

· 25 plastic spoons

· 25 plastic dessert bowls

· 1 paring knife

· 1 Glad Snaplock resealable bag (storage size) containing:

· 4 boxes of matches

· 1 box of 6 National Candles

· 3 Emergency survival blankets (size: 130x210cm)

· 1 Glad Snaplock resealable bag (storage size) containing:

· 1 packet Puritabs (36 water purification tablets) 

· 1 container of Sterigel (150 ml) waterfree soap

· 1 pair of scissors

· 1 box of Protec Fabric Strip dressing (60mm x 1m)

· 30 plastic plasters

· A 25cm x 1.5m crepe bandage

· 1 packet of Pams cotton make up pads (65)

· 15 disposable gloves 

· 1 Glad Snaplock resealable bag (storage size) containing:

· 1 small notebook

· 3 pencils

· 3 biro pens

· 1 vivid marker

· 35 self adhesive labels – each stamped with the Kindergarten name, address, and phone number

· 1 packet of 5 Large Handlesaks (62 x 1030 mm)

· 1 box of Glad Snaplock resealable bags (15 medium)

· 1 box of 100 tissues

· 2 rolls of toilet paper

· 1 large torch with a 6V super heavy duty lantern battery

· 1 pillow case

NOTE: Check list of children with allergies.  There are sticky labels on cereal bars and biscuits which state “NOT FOR CHILDREN WITH EGG/PEANUT ALLERGIES”.

CONTAINER THREE:






· 3 x 820g tin of Fruit Salad





· 3 x 820g tin of Baked Beans




· 3 x 820g tin of Spaghetti






· 1 packet Carrs Table Water biscuits(suitable for children with EGG/PEANUT ALLERGIES) 
· 1 packet Griffins Super Wines

· 1 packet Griffins Milk Arrowroot


· 1 packet choc chip cookies

· 400g Pams Raisins in a sealed bag

· 3 x box of Signature Range fruit cereal bars (Apricot OR Mixed Berry)

· 1 Glad Snaplock resealable bag (storage size) containing:

· 20 balloons

· 2 x 230g family packs Jaybees Jellybeans

· 1 packet of 35 Allens Lollipops



· 1 Glad Snaplock resealable bag (storage size) containing:

· 1 can opener

· 25 plastic spoons

· 25 plastic dessert bowls

· 1 paring knife

· 1 Glad Snaplock resealable bag (storage size) containing:

· 4 boxes of matches

· 1 box of 6 National Candles

· 3 Emergency survival blankets (size: 130x210cm)

· 1 Glad Snaplock resealable bag (storage size) containing:

· 1 packet Puritabs (36 water purification tablets) 

· 1 container of Sterigel (150 ml) waterfree soap

· 1 pair of scissors

· 1 box of Protec Fabric Strip dressing (60mm x 1m)

· 30 plastic plasters

· A 25cm x 1.5m crepe bandage

· 1 packet of Pams cotton make up pads (65)

· 15 disposable gloves 

· 1 Glad Snaplock resealable bag (storage size) containing:

· 1 small notebook

· 3 pencils

· 3 biro pens

· 1 vivid marker

· 35 self adhesive labels – each stamped with the Kindergarten name, address, and phone number

· 1 packet of 5 Large Handlesaks (62 x 1030 mm)

· 1 box of Glad Snaplock resealable bags (15 medium)

· 1 box of 100 tissues

· 2 rolls of toilet paper

· 1 large torch with a 6V super heavy duty lantern battery

· 1 pillow case

NOTE: Check list of children with allergies.  There are sticky labels on cereal bars and biscuits which state “NOT FOR CHILDREN WITH EGG/PEANUT ALLERGIES”.

CONTAINER FOUR:





· 1 Phillips radio (with 3 x D sized batteries - expire March 2008) + cord

· 1 packet of Treasures 20 Large Nappies (10 – 14 kg)

· 1 small torch (with 2 x D batteries - expire March 2008)

· 4 woollen blankets

· 1st aid kit (with contents list)

· JOHNSON & JOHNSONS 1st Aid book

· Tools 

· 1 axe

· 2 crowbars

· 1 yellow rope – 6m

· 1 small yellow handirope – 12m

STORED IN ADULT’S BATHROOM:        58 litres of water (refilled each term)

A key item is a battery-powered radio.  This enables you to obtain information even when the centre has been evacuated. (A car radio could be an appropriate alternative).


	EMERGENCY PLAN - CHECKLIST
	Getting started

Have you:

· created an Emergency Plan folder?

· appointed a co-ordinator?

Knowledge of threats

Have you identified the range of threats which could affect your centre?


Premises and locality map

Have you:

· drawn up a premises map showing all relevant information?


· drawn up a locality map identifying relevant off-site information?

Emergency contacts 
Have you:

· compiled an emergency services contacts lists?



· placed the list beside the telephone?





· contacted the local chief fire officer?





· contacted local civil defence staff?




· identified the local civil defence centres?


General management 

Have you:

· informed all parents of the Emergency Plan, and 

invited them to contribute to it?







· organised pre-arranged community assistance for the centre?


· identified emergency shelter and emergency accommodation?


· obtained approval for the centre’s fire evacuation scheme?


Do the centre buildings comply with statutory obligations?


Is an emergency preparedness inspection carried out each day?


(ie. Each day, are you ready for an emergency if one occurs?)

Does the centre have procedures covering all aspects of security?



Remember –

If you have any questions do not hesitate to contact the office – we are very happy to help.

We look forward to working with you for the children and families of the Wellington Region Free Kindergarten Association.

Phone:  04  232 3069

Fax:       04  232 3096 

Email:  info@wn-kindergarten.org.nz
        Website:  www.wn-kindergarten.org.nz
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Proposed Works and Acquisitions Form
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2.


Earthquake/Other Emergency Evacuation Procedures


Developed using Civil Defence Emergency 


 Publications and the template found 


in the WRFKA Management Plan








1.


A Fire Evacuation Plan/Scheme


Approved by NZ Fire Service


(As outlined in Section   of this Manual)


Note: this includes a premises plan/map





These plans/schemes will be displayed on the wall in each kindergarten.





Copy of the Kindergarten Fire Plan/Scheme kept by Association





A copy will also be held in the Kindergarten’s Emergency Plan Kit
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New Zealand’s National Civil Defence Plan recommends that individuals, households and workplaces be self-sufficient for up to 72 hours in emergencies.
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EM7





It is helpful if the centre can hold sufficient food to meet the needs of the children and staff at the centre for up to three days.  The perishable contents should be replaced each term, perhaps distributing the old items to families or using in an end of term party.  





EM8








�Now need to be resubmitted three yearly
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