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Welcome 
 

To the Otago Child Care Centre 
 

We are a full day childcare centre, committed to providing quality education 
and Care for children from birth to six years of age. 

 

The teaching team are all experienced in early childhood education.  We 
have a wide variety of early childhood experience and we are dedicated to 

working together, to nurture and extend each child. 
 

The Centre is open from 7.30am-6.00pm Monday to Friday. 
 

 

22 Ross Street, Roslyn, Dunedin 
Phone: (03) 477 7684, Fax: (03) 477 7687 

Email: otagochildcare@xtra.co.nz 
Website: www.otagochildcare.co.nz  
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Introducing The Team 
 
 

Manager: Office Manager: 
 Val Milne Lee-Ann Skelton 
 
 2IC 
 Donna Taylor 

 
 

Licensee:  
 Val Milne  

 (On behalf of the Executive Committee) 
  
 
 

Under Two Team: Over Two Team: 
 Donna Taylor  Jayne Gilkison 
 Christine Rainbow Kelly Mustoe  
  Karen Mather  
  Diane Wilkinson 
                                 Pulane Mpelega 
 
                                       

Relieving Teachers:  
 Melanie Webster Lyn Hastie 
 Maliana Senituli Towa Bungard 
  
 Cleaner: Cook: 
 John Fletcher  Samantha Weir 
 
 
 

Staff/Child Ratio 
 
To ensure that we provide quality care and education for your child, we aim to 
provide the following staff/child ratios: 
 
Under 2 children:  1 staff member to 4 children. 
 
Over 2 children:           1 staff member to 8 children. 
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Philosophy 

 
The team at Otago Childcare Centre are dedicated to providing a high 
standard of education for the children in our care.  We recognise that each 
child is a confident and competent learner with a unique personality whom we 
support and encourage.  Children are our primary focus and we believe they 
learn best through play and experiences in a warm, mixed-age group, family 
environment that is attractive and child-orientated.   
 
We believe that the process of learning is more important than the product 
and that children need an extensive variety of experiences to learn new skills.  
We are committed to ongoing professional development and support for 
teachers as it leads to the best learning outcomes for children.  The 
curriculum we offer is based on Te Whāriki, with a variety of planned and 
spontaneous experiences. We provide a positive, supportive learning 
environment, which evokes excitement for learning and is challenging and 
fun.   
 
Parents, family and whanau are encouraged and given opportunities to share 
in the life of the centre.  This partnership of mutual respect, communication, 
openness and honesty creates our strong feeling of community that reflects 
New Zealand’s unique multi-cultural heritage and allows us to work alongside 
families to achieve their goals and aspirations for their children. 
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The Centre History 
 
 

The Otago Childcare Centre became an Incorporated Society on 24th October 
1986. 
 
Since June 1987, the Centre has been located at 22 Ross Street.  The Centre 
caters for a wide variety of families, from all socio-economic groups and 
cultural backgrounds. 
 
The original purpose of the Centre was to cater for children and parents 
employed by Government Departments.  This has now changed, enabling 
children from all walks of life to attend. 

 

 
 
 
 

The 2015/2016 Team Plan 
 
 
We are committed to providing the following: 

 An environment that fosters healthy and positive relationships, promoting 
wellbeing.  The Centre prides itself on its family environment. 

 To provide a dedicated team of Early Childhood Professionals. 

 We will respect each child and their family as individuals, and we value 
their contribution to our centre. 

 We will work in partnership with parents to achieve their goals and 
aspirations for their children. 

 We have a commitment to honouring the dual heritage of New Zealand 
and incorporating a curriculum that is inclusive for all children.  

 We will internally review all aspects of our service to ensure the ongoing 
quality of programmes and the service offered to families meets the goals 
and aspirations they have for their children.  

 We will continue to actively maintain relationships with the wider 
community. 

 
 



  6 

Land And Building Development 2015/2016 
 
 
The Executive Committee will develop strategic plans in consultation with the 
teaching team and families of our service to: 
 

1. Upgrade the equipment in the Centre (ongoing). 

2. Upgrade the gardens. 

3. Make the covered outside space more useable in inclement weather.  

4. Increase storage throughout the Centre. 

5. Upgrade the kitchen. 

6. Paint the outside of the Centre buildings. 
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Special Features Of Our Centre 
 

The Centre caters for children from birth to six years of age.  Our curriculum 
offers integration of age groups.  The children’s learning and play contributes 
in developing their social skills.  Establishing relationships and friendships 
provides the children at the Centre with a sense of belonging. 
 

The Centre is established in a character villa creating a similar atmosphere to 
a family home.  Our environment links our indoor and outside play areas.  
This enables us to provide a wide range of learning experiences in our 
curriculum. 
 

All teachers are committed in providing quality care and education for all 
children that attend our Centre.  We aim to provide a balance of education, 
care and nurturing to ensure the needs of the whole child are met.  We have 
nine registered early childhood teachers, one teacher in training and two 
experienced early childhood teachers who are committed to ongoing 
Professional Development. 
 

Children’s learning at the Centre is documented and presented in a profile 
folder, which contains artwork, photos, observations and learning plans.  
Please feel free to add information to your child’s profile. 
 

We communicate, with our families, in a variety of ways to keep them 
informed on the experiences and progress of their child’s day.  The options 
available to parents are: 
 

 Talk with a member of our team, which helps establish responsive and 
reciprocal relationships between home and centre. 

 Read our planning boards in the hallway, the infant’s room, the toddler 
room and the young children’s room. 

 Through monthly newsletters, which provide an outline on centre 
events, programmes and fundraising. 

 Through e-mail communication. 

 For Under Two Children a written report is provided on a daily basis. 

 Records of your infants and toddler’s toileting are kept in the bathroom. 

 Records are kept of your child’s sleeping patterns; these are kept in the 
toddler’s room.  If you need help to find them please ask a team 
member. 

 

We provide home-cooked meals at lunch as well as morning and afternoon 
tea.  We work with the Heart Foundation to ensure these are always healthy 
and nutritious.   
 

We are flexible; we will fit in with your family’s routines and patterns to make 
the transition from home to centre successful for all. 
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Settling Your Family Into The Centre Environment 
 
Entering an early childhood setting is one of the times when the anxiety of 
separation is likely to present itself because of your child’s age and 
developmental stage.  There is a new environment to understand and make 
sense of and new faces can also be overwhelming. 
 
Many children feel some separation anxiety when they are separated from 
their parents/caregivers.  It can be pretty scary when your parents/caregivers 
are leaving, and hard to understand that out of sight does not mean ‘gone 
forever’.  Children need to learn to trust the new adults and children to enable 
them to feel comfortable in their new learning environment. 
 
The feelings and emotions surrounding your child’s settling can be very 
unsettling for you and your child.  Please do not feel embarrassed if you 
and/or your child get distressed.  Please talk to our team so we can form a 
plan together.  Children react differently to separation from parents.  An early 
childhood setting can be a great place to enjoy the first steps of 
independence. 
 
Children are able to make friends and to grow in a new environment, if they 
have been supported towards independence.  You will feel comfortable in the 
knowledge that your child is happy and secure at the Centre.   
 
Things that help: 
Make as many visits to the Centre as you can so that you can get to know the 
staff, the children, the routines and the learning opportunities.  Talk to the 
teaching team about strategies they can use to comfort your child if 
necessary.  Focus on positive things concerning your child at the Centre like 
having a hook to put their bag and coat on and all the friends they will make. 
 
We encourage you to say goodbye to your child.  Tell your child clearly what 
is going to happen, say I am going now and reinforce to them that you will be 
back to pick them up later.  If you are running late give us a call so we can let 
your child know what is happening.   
 
If you want to call the Centre, you are welcome to call as often as you need 
to.  
 
We suggest you make a couple of short initial visits to our centre with your 
child, then on your next two visits leave them for half an hour or so.  For the 
final visits you may wish to leave them for a full session.  There are no fees 
charged for settling your child in the Centre. 
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What To Bring To The Centre 
 
 

A change of clothing is required, which can be left at the Centre in 
your child’s bag. 
 
In the colder months, gumboots/or outside shoes, as well as shoes 
or slippers that can be worn inside are required.  A warm coat and 
hat are also essential clothing items. 
 
In the summer months a sunhat is compulsory.  Jandals are not 
permitted at the Centre; they are unsafe and prohibit children 
playing to their full potential. 
 
All clothing and footwear items should be named. 
 
Cloth or disposable nappies may be used.  Please supply a bag of 
nappies and replenish the supply as necessary. 
 
All lost property that is found is placed in the lost property bins at the 
end of the hallway between the kitchen and the bathroom. 
 
 

Attendance 
 

Upon arrival and departure from the Centre we require that 
parents/caregivers complete the Attendance Roll located in the 
hallway.  This is a Ministry of Education Requirement as well as our 
Centre policy. 
 

Children are charged for their booked in times, as well as for any 
extra time used, over and above these booked times.  
 

If you require changes to booking times, there is a “Change of 
Booked Times Folder” on top of the fees box in the hallway.  Please 
fill in one of these forms with your requested changes.  Changes will 
only be accepted if there are spaces available.  You will be 
contacted if we are unable to accommodate your request.   
 
Changes to permanent hours require two weeks notification and 
extensions will be allocated based on spaces available.  You will be 
contacted if we are unable to accommodate your request. 
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Children’s Meals 
 
All meals are provided for children at the Centre.  We provide a 
winter and a summer menu for our children, so that they can 
experience a variety of seasonal foods. 
 
The menu is planned by our cook and Manager and implements the 
guidelines and recommendations of the Heart Foundation.  The 
cook and teaching team monitor the children’s eating. 
 
Meal times are a social time at the Centre and a great learning 
opportunity for children.  The young children are given support and 
encouraged towards self-help skills, such as setting the table and 
using cutlery. 
 
All children wash their hands before mealtimes.  We then sit at our 
tables and say a Karakia/Grace, prior to eating our meal together.  
Fluids are available at all times for the children. 
 
A copy of the menu is displayed on a whiteboard beside the sliding 
door for your convenience. 
 
Please inform the Manager, teaching team or cook of any food 
allergies, religious practices, life style and personal philosophies 
vegetarian/vegan requirements.  Any dietary requirements, allergies 
or food preferences will be catered for in consultation with the 
Manager, teaching team and cook.  These meals are served on 
bright green plates so that there is no confusion for staff or children. 
 
Note: A photo of your child will be displayed in the kitchen to ensure 
the teaching team and relievers know of your child’s 
allergies/requirements.   
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Holidays 
 

Fees will be reduced by 50% provided we receive two weeks 
advance notice of your holiday requirements.  To be eligible for this 
reduction, please complete a “Holiday Form” located next to the 
attendance rolls, and place in the box provided.  If your holiday is 
longer than 21 consecutive days the centre will then charge full fees 
to secure your place within the service.  For those who are normally 
enrolled for more than 40 hours a week this will be done on a pro-
rata basis. 
 
 

Sick Days 
 
 

Children are charged full fees for sick days, as generally no prior 
warning is possible, and staff will have been scheduled to work. 
 
 

Statutory Holidays 
 
 

The Centre is usually closed for public holidays but full fees are 
charged. 
 
 

Finishing At The Centre 
 
 

The Centre requires formal notification when you no longer require 
our services.  Please complete the “Notification of Finishing Form”, 
located by the attendance rolls, and place in the box provided.   
 
 

Fees Schedule 
 
 

Hourly Rate: 

One child under two years     $6.90/hour 

One child over two years     $6.50/hour 

 

Full Time (over 40 hours per week): 

One child under two years     $276.00/week 

One child over two years     $260.00/week 

 

Optional Fee (for food for those receiving 20hours ECE)   $4.00/day 
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Minimum booked hours for a week are 12 hours, however these are 
to be spread over two or more days as this improves the settling 
process for the child and allows child, family and teachers to get to 
know each other better. 
 
A 10% discount for second and subsequent children will apply for 
families with two or more children under five years old attending the 
Centre. 
 

The Centre prefers that fees be paid by AUTOMATIC PAYMENT.  
The forms are included in this pack, and additional forms are 
available from the Manager.  Completed Automatic Payment Forms 
can be taken to your bank before your child starts at the Centre.  
These can be established on a weekly, fortnightly or monthly basis. 
 

You will be given a fortnightly invoice showing your child’s hours of 
attendance for that fortnight.  Each month you will receive an 
updated statement of the fees that have accrued, and also all 
payments made on your child’s account. 
 

Please see the Manager or Administrator if you have any queries 
about your account. 
 

Our Centre is a Full Day Community Based Teacher Led Service.  
We are licensed by the Ministry of Education and we receive a Bulk 
Funding Grant three times a year in March, July and November. 
 

The funding we receive is a maximum of six hours per day 30 hours 
per week per child. 
 
We offer 20 free hours Early Childhood Education for all children 
aged three and four years old on availability of hours.  We receive 
funding from the Ministry of Education to enable us to offer this 
service with a maximum of six hours per day and 20 hours per 
week. 
 
 

Fees Policy 
 

Rationale: 
To provide users of the service with a guideline on fee calculation 
and the requirements for payment and/or actions applied for non-
payment.  This policy provides a framework of understanding with 
regard to how fees are charged at the Centre, how accounts are to 
be settled and the processes undertaken to recover any outstanding 
fees. 
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Reference 
Licensing Criteria; GMA 3 and GMA 9  
DOPs; 11c and 12 
 

Objectives: 
 To provide users of the service with an understanding of the 

way fees are calculated in relation to booked child hours, 
holidays and centre closures. 

 To provide users of the service with an understanding of the 
process involved in collection of outstanding or unpaid fees. 

 

Procedure: 
There is a fee rate for under two’s and a fee rate for over two’s, this 
includes an hourly rate and a weekly rate.  Fees are calculated on a 
child’s booked hours.  The following guide outlines the fee structure 
for the centre. 
 Sickness       Full Fees 
 Statutory Holidays      Full fees will be charged unless the Public  
                                          Holidays are part of an extended absence  
                                          in which case 50% fees will apply. 
 Emergency Closure   No Charge 
 Excursions       Full Fees 
 Holidays      Half Fees upon two weeks prior written  
       notification by filling in a Centre ‘Holiday  
                                          Form’. 
      Full fees charged after 21 consecutive  
                                          days absence.   
      For those who are normally enrolled for  
      more than 40hours a week this will be 
        done on a pro-rata basis. 
 Finishing Care       Two weeks prior written notification is  
                                          required by filling in a Centre ‘Leaving  
                                          Form’. 
 Settling In       No Charge  
 Optional Meal Charge for all children eligible to receive hours 

under the 20 Hours Early Childhood Education framework. 
 
All parents are given a fee schedule on enrolment and a fee 
agreement to sign. Fees to be charged are discussed with parents. 
 
Parents sign a daily attendance register, which is used for billing 
purposes at the end of each week. 
 
Fortnightly invoices will be produced for caregiver records and a 
monthly statement will be supplied documenting weekly amounts, 
payments made and any outstanding balance. 
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Accounts are to be settled on the 20th of the month following 
statement date.  Payments can be made by, automatic payment, 
cash or cheque.  All payments need to be clearly identifiable to 
ensure correct allocation of payment. 
 
Most parent fees and government bulk funding are paid into our 
accounts via automatic payment authority with some cash payments 
that are banked weekly 
 
Receipts are provided for parents at the end of the financial year or 
by request.  
 
Payments are collected in the form of automatic payments, Internet 
banking, and cheque or cash (by arrangement only).  Fees may be 
paid weekly, fortnightly or monthly. All accounts are monitored and if 
they become overdue caregivers will receive a phone call from the 
Manager or Office Manager.  If the account remains outstanding, an 
initial overdue letter will be attached to the next statement.  If this 
letter does not generate a response and the account remains 
overdue, upon consultation between the administrator and the 
Manager, a letter of formal demand will be served advising that if 
payment is not forthcoming within a specified time frame then your 
childcare will cease. 
 
A debt-collecting agency may be used if the length of non-payment 
and amount owing warrants it.  Parents/caregivers are liable for their 
collection fees and any court costs. 
 
At all times, caregivers can liaise with the Manager, and an agreed 
account payment plan can be established. 

 

Snow Policy 
 

Snow and ice can affect whether the Centre is able to open or not.  
If there is snow or roads are icy the Manager will either have a late 
opening, or alternatively not open at all. 
 

The answer-phone message will be kept updated re the service’s 
ability to open.  Cancellations and late starts will be broadcast on 
Classic Hits 89.4 and on the Cancellation Line 474 8426.  Also on 
The Breeze 98.2.  A text message will be sent to all families and 
their will be a message on Facebook.  We normally take our cues 
from the kindergartens and schools in our community. 
 

Parents/Caregivers will not be charged for a Snow Closure. 
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Excursions 
 

The Centre plans excursions for your children to enhance your 
children’s learning and the curriculum offered.  All excursions are 
linked to planned programmes. 
 

Families will be notified of impending excursions so that written 
permission can be given. 
 

All excursions meet with the Ministry of Eduction child / adult ratio 
requirements. 
 

At all times during the excursion, staff can be contacted on the 
Centre Cellphone 027 6778749. 
 

 
 

 

Collecting Children 
 
Our policy is to only release your child to the nominated persons on 
your enrolment form.  
 

If someone other than the nominated person/s is to collect your 
child, please advise the teaching team.  
 

Please keep us updated as to your current address, contact 
telephone numbers and the person/s nominated to collect your child 
from the Centre. 
 

The Centre will make no exceptions about releasing children to 
unknown people or asking them who they are to ensure safety at all 
times. 
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Medication 
 
 

All medication that your child requires throughout the day MUST be 
placed in the allocated medication area (the kitchen pantry cupboard 
in the Red Cross containers or in the Red Cross compartment in the 
refrigerator).  
 
Parents/Caregivers are required to write all relevant information on 
our Medication clipboard.  Medication will not be given to children 
unless this process is completed. 
 
We will not administer any medication that is prescribed for another 
family member. 
 
We will not exceed the dosage instructions of the medication 
provided.  Only permanent teaching team members will be 
responsible for administering medicines when required. 
 
Please keep us updated on your child’s allergies.  Long term 
medication plans are available for those children with on-going 
needs. 
 
 

Promoting Health In The Centre 
 

Children can not attend the Centre if: 
 

 They have vomited within the last 24 hours 

 If they have had diarrhoea in the last 48 hours 
 

Symptoms of a child not well enough to come to The Centre are: 
 

 If the child needs constant adult attention 

 If the child has an above normal temperature 

 If the child is lethargic 

 If the child has an unexplained rash 

 If the child is acting out of character 
 

It is essential that you keep us updated with your contact details and 
emergency contact details i.e. new phone numbers/Cellphone 
numbers etc. 
 
We will contact you in the event of an accident or if your child 
becomes unwell at the Centre.  This will enable your to collect your 
child and make a doctor’s appointment if necessary.  Please keep 
us informed of your current contact numbers, and nominated 
emergency contact person/s. 
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In the event of contagious disease we will follow the Public Health 
Nurse and Ministry of Health guidelines.  The Centre’s Public Health 
Nurse is: Julie Buxton.  Her contact telephone number is: (03) 
4769853. 
 
If your child has any long-term health concerns, an individual health 
plan will be implemented in consultation with the family and the 
manager.   
 
Please contact the Manager to discuss any health or behaviour 
problems or other concerns you may have in regard to your child’s 
well being. 
 
 

Accident/Serious Harm Procedures 
 

Accidents are a part of children’s lives as they explore their 
environment and make sense of their world.  Children learn how 
their bodies work as they gain confidence and control and learn how 
to co-ordinate their bodies and increase their movement with skills of 
walking, climbing, running, balancing and jumping. 
 

If your child has a slip, trip or fall or a misunderstanding with another 
child an accident form will be filled out with all the details and a copy 
will be put in your child’s pigeonhole and a copy will stay at the 
centre for our records.  You will have to sign our copy of the incident 
for our records. 
 

In the case of an accident that needs medical attention the centre 
will ring you to come and collect your child.  An accident form with 
details of the accident and the first aid given will be available for you 
when you arrive at the Centre.   
 
We have confidence that the service we provide is a safe 
environment for children to have their care and education needs 
met.  In the event of a serious accident an ambulance will be called 
and a team member will accompany the child with an enrolment 
form and accident form giving all details of the accident and the first 
aid given. A team member will contact you with the details. 
 
It is essential that you keep us updated with your contact 
details.
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Complaints And Non-Compliance Procedures 
 

Otago ChildCare Centre’s aim is to work in partnership with 
families/whanau for the education and care of children.  To ensure 
the quality of service provided to children whanau and families and 
the community the following are steps to follow if you have any 
concerns are: 
 

Step 1 
 Initially direct any concerns to your child’s education team 

member.  The team member will ensure that your concerns are 
communicated throughout the team, and strategies are 
established to rectify this problem. 

 Complaints against a team member should be reported directly 
to the Manager. 

 A mutually agreed time will be made available to discuss the 
concern.  The best efforts will be made at the meeting to 
resolve the conflict in a manner acceptable to all parties 
concerned. 

 Concerns of Non-Compliance please address this to the 
Manager of the Centre, verbally or in writing. 

 If you have a concern about the Manager a letter is to be written 
to the Employment Committee. 

 

Step 2 
 If your concern remains unresolved about your child’s education 

then direct your concern to the Manager either verbally or in 
writing. 

 If your concern about a team member is not resolved to your 
satisfaction, your next step is to put the complaint in writing to 
the Manager. 

 Once the complaint has been received the Manager will make 
contact with you and will arrange a meeting with you to try and 
formulate a plan of action to resolve this concern. 

 
Step 3 

 If the matter continues to remain unresolved and has gone 
through the previous two steps and you are still not satisfied 
with the outcome, you have the right to take the complaint in 
writing to the Executive Committee. 

If you believe that your concerns have not been dealt with in a 
satisfactory manner and/or the Health and Safety of the children at 
the service is an issue, you can contact the Ministry of Education on 
471 5200 or the Education Review Office on 479 2619. 
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Management Structure 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

The Executive Committee 
 

The service is a community-based service and a Manager is 
employed to run the Centre on a day-to-day basis.  A committee of 
parents meet monthly on the third Tuesday of each month to work 
alongside the Manager. 
 

Each year at the AGM, parents of children attending the Centre are 
elected to stand as members of the Executive Committee and 
proactively participate in the strategic direction of the Centre. 
 

This committee also has two sub-committees, which consist of an 
Employment Committee and a Fundraising Committee.  
 

Parent Involvement 
 

Parent education evenings and social gatherings are held at regular 
intervals throughout the year.  Parents are encouraged to be 
involved with the Centres programmes and outings.  
 

The Centre is a community-based centre and we often have 
fundraising ventures to improve the quality of the environment and 
programmes we offer our families.  We also have around two 
working bees during the year. 
 

Employment Committee 

 

Executive Parent 
Committee 

 
 

     Fundraising Committee 

 

 

 MANAGER 

 

 

 

 

 
 

 

Team Executive    

Representative 

Team Fundraising Representative 

Wider Community 

Ministry of Education 

Team 

Otago Child Care Inc. 

Community Based Service 

Whanau/Families 
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Your contribution is and will be valued in any way that you choose to 
be involved in the Centre. 
 
 

For any further information, please talk with a team member, as we 
will be pleased to assist you with your inquiry. 
 
 
Yours in education and service  
On behalf of the Otago Childcare Centre Team and Parent 
Committee. 
 
 

Val Milne  
Manager 
 
 
 
Note: Please keep this booklet for your reference once you have 

enrolled your child at our service. 
 


