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PARENT HANDBOOK
Welcome to Banks Peninsula Early Learning

A warm welcome to Banks Peninsula Early Learning

This information book has answers to some common questions for new parents and an
overview of our learning programme and procedures.

Should you have any queries around this, or have questions round areas not covered by this
handbook please do not hesitate to give us a call on 03 304 5774, 021203343 or email
manager@bpel.co.nz

A settling process

Starting preschool can be exciting or daunting and it can take time for your child to get used
to a new environment. Once you have confirmed the start date, we schedule days and times
to bring your child into visit the centre. This builds confidence and establishes a feeling of
comfort and familiarisation before their first day. This process will vary with each child, and
we advocate for at least three settling visits one of which you will leave for a short time. We
work together with you to make this process as smooth as possible.

Attendance Register

As you drop off and collect your child each day, there is a tablet in the foyer. You will be
given a pin number to add your child's drop off and pick up time. Each week as a ministry
requirement a printed report will be in the foyer you need to sign.

Parent Information

Emails will be sent to you for notices, fee invoices, copies of forms, new information and

newsletters. Any correspondence relating to your child’s enrolment, holidays and change of
address please forward to admin@bpel.co.nz

Collecting your child

As we manage our staffing and enrolment times across the day, it is important that children
are picked up on time. Late collection within centre opening hours can be prearranged with
reasonable notice (24hours) at normal hourly rate. Please note a fee of $30 per 15 minutes
may be charged for unarranged late collection.
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If someone other than the parents, caregiver, or those noted on the enrolment form are
collecting your child, an email with their details must be sent to the office. They will need to
bring identification to collect your child.

Bags

Please pack a bag for your child, with a named spare change of clothes, socks and
underwear, lunch and a drink bottle of water. Please check the lost property bin in the foyer
regularly for any items left behind.

Health

We are required by law to keep a copy of the Certificate of Immunisation on file. Please bring
this with you on or before the first day. Please advise your child’s key teacher information
relating to your child’s health, especially allergies or food intolerances.

Personal Items
All personal items brought into the centre must be clearly named.

Personal toys can be easily misplaced or broken and we suggest that they are not brought to
the centre. However, a blanket or soft toy that your child uses as a comfort is welcome as
long as it's named. Please note preschool does not take responsibility for lost items.

Sun Smart

We love to get children outdoors, especially on sunny days. To keep children sun safe
please have a sunhat in your child’s bag from October - April. Please sunscreen your child
before school as we apply our sunscreen at lunchtime. Feel free to provide your own named
sunscreen. We have a ‘no hat no outdoor play’ policy during terms 1 and 4.

Footwear

Please consider the footwear you provide for your child is suitable for a wide range of play
including on bark areas, crusher dust paths, sandpits etc. Preschool is hard on shoes, so it is
a good idea to keep their best shoes in the cupboard at home! In the summer we encourage
bare feet on the grass areas. For the winter gumboots are great.

Lunches

Children will need a prepared lunch sent from home each day. This will need to be sufficient
for your child for the day, with a rolling morning tea and structured times for lunch and
afternoon tea. We encourage children to make healthy choices when eating. Please leave
juice, soft drinks, lollies or chocolate at home.

We have a fridge and microwave so you may send food that needs to be cooled and
reheated. Please put your child’s food into the fridge and write their name and food item on
the door with a whiteboard pen.



Programme

Our programme is based on ‘Te Whariki’ , the national curriculum for early childhood
education. We provide a warm and friendly atmosphere at Banks Peninsula Early Learning
and a stimulating and challenging learning environment for every child.

The curriculum blends a mix of free play, activity choices and group learning times which are
provided throughout the day. Children are encouraged to make choices and are supported
by the staff. The staff are there to support the children by observing, and providing enriching
experiences, and assessing their development. These observations are then recorded using
anecdotes, photographs, and samples of artwork, both in hardcopy and our parent portal
Storypark.

Parent Portal

When enrolled at a Preschool, you will receive a secure login to view your child’s learning
journal online via Storypark. You will receive an email with logon details and a link will take
you to a secure area to view your child’s information and learning journey.

You can also use Storypark for dialogue with your child’s teachers, and to add interesting
stories from home or comments from your child’s portfolio. You can also grant access to
friends or family members - a great tool for grandparents that live outside of the area.

Sleeping

At preschool we follow the child's normal routines and patterns for sleep. We have a
designated room for the nursery and over 2s area. We will discuss your child’s individual
needs and requirements with you. We encourage you to bring items of comfort, such as a
blanket or teddy for their rest time.

Bumps and Grazes

Children are active at play, particularly as they grow older towards school age, and the odd
bump or graze can occur. All of our permanent staff hold a current First Aid certificate and
will treat your child where necessary. You will be informed of any incidents at collection,
recorded on the accident form and will be signed by you and a staff member.

lliness

The Centre has a detailed policy around Infectious Diseases (illness). Where a child is
presenting as ill at the Centre, we will have a staff member accompany them to a non
contact area (office) and make contact with parents for collection. If we cannot reach you we
will contact your emergency contacts.



Prescription Medication

When a child is under medication from a doctor, we require parents to sign the medicine
book (ask a teacher for this as required), and that the medicine be given to a member of staff
and not left in the child’s bag.

It is vital that medication is clearly named and prescribed by a doctor. We cannot give
medication that is not prescribed.

Individual Health Plans

Every child suffering from any ongoing allergy or medical condition must complete an
‘Individual Child Health Form’. This gives us details of the allergy or medical condition,
symptoms and response plan. This provides instructions and permission for medicines to be

given and must be signed when you pick up your child.

Fees

Days a week | 1 day/week | 2 days/week | 3 days/week |4 days/week |5 days/week
enrolled

Under 2’s $63 $126 $189 $252 $315

Fees

2 year old $73 $140 $202 $258 308

Fees

3,4and 5 $21 $37 $52 $101 $162

year old

Fees*

Non Enrolled | $100 $168 $224 $269 $302

*(adjusted to include government funded hours)
Fee invoices are sent out weekly for the previous week by email.

Parents are required to give two weeks notice to any change in bookings. Days the Centre is
closed are not charged. You will still be charged if your child is absent.

Any fee changes are at the discretion of the Centre Manager, reviewed in alignment with our
Parent Fees Policy.

Each child is entitled to 4 weeks holiday per year from joining date and once advised will be
charged at a 50% fee discount. If you are eligible for a WINZ subsidy for your child please
advise the office (you will need to complete some forms for this).



3 Week Absence Rule

All child places at the Centre are funded by the Ministry of Education. When a child is absent
from a session for 3 consecutive weeks in a row, the Ministry funding for the child’s place is
stopped (and backdated to the first time absent).

Where this occurs, the Centre policy is to recoup this unfunded portion by ways of a parent
being charged at the Ministry of Education ECE Funding Rate hour for that space.

Policies

The above is a brief overview of the Policies that govern the operation of the Centre. A full
copy of Centre Policies is available in the Foyer. Parent involvement is an important part of
the policy review, and we include parent feedback as part of our review cycle.
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Alethea Laredo
Susanne Keelty
Jess Sexton
Brooke Burgess
Jessica Hoggan
Emily Sharpe
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