
Authority for automatic payments                      
Setting up your APs 
 

 

    DD  /  MM  /  YYYY     DD  /  MM  /  YYYY  
  First payment date              Last payment date                     or until further notice (tick) 
 
��  Weekly    ��  Fortnightly    ��  Four weekly    ��  Monthly     Other 
  
Fixed amount 

$ Amount in words: 

 
Variable amount 
��  Variable first amount 
��  Variable last amount   
$ Amount in words: 

 
Pay to the credit of           �%�D�Q�N���R�I���1�H�Z���=�H�D�O�D�Q�G���������������:�D�L�S�X�N�X�U�D�X��
�� �� �� �� �6�F�D�O�O�\�Z�D�J�J�V�������������/�L�P�L�W�H�G��
�� �� �� �� ������������������������������������ �������� 
 
Details to appear on Scallywaggs bank statement (use your child’s name in boxes below) 

   
Particulars (max 12 characters)                  Code (max 12 characters)                         Reference (max 12 characters) 
 
Authorisation 

1. Please make this automatic payment as detailed by debiting my/our account. 
2. I/We understand and accept that the Bank accepts this authority only on the conditions overleaf. 

 
Account name: Telephone: 

 
0 

DD  /  MM  /  YYYY     
Signature: 
 
Account name: Telephone: 

 
0 

DD  /  MM  /  YYYY     
Signature: 

My/Our details 
To:                  �7�K�H���0�D�Q�D�J�H�U Please tick 

 
      This is a new authority 
      or 
��  As from       

Name of Bank: 

Branch: 
Address: 

DD  /  MM  /  YYYY     (first payment date)   
Account Name: $                                  (amount) 
 
Account details                                                                    On behalf of (if not myself) 
     
Bank               Branch       Account number                      Suffix 
 
Details to appear on my bank statement 
   

Particulars (max 12 characters)                 Code (max 12 characters)                        Reference (max 12 characters) 
 

 

  Sprouts CHB 



 
Conditions 
 

1. The Bank will use reasonable care and skill to give effect to the directions given to it in this authority. 
2. Where the directions given in this authority have been given by me/us for the purpose of a business, the Bank 

accepts those directions without any responsibility or liability for any refusal or omission to make all or any of the 
payments or for late payment or for any omission to follow such directions. 

3. The Bank accepts no responsibility or liability for the accuracy of the information contained in the payment 
information fields on this authority. 

4. I/We undertake to advise the Bank immediately for any information about payments shown on bank 
statements which are incorrect. 

5. This authority is subject to any arrangement now or hereafter subsisting between myself/ourselves and the Bank 
in relation to my/our account. 

6. The Bank may in its absolute discretion conclusively determine the order or priority of payment by it of any 
monies pursuant to this or any other authority or cheque which I/We may now or hereafter give to the Bank or 
draw on my/our account. 

7. The Bank may in its absolute discretion refuse to make any one or more payments pursuant to this authority 
where there are insufficient funds available in my/our account. 

8. This authority may be terminated or reduced by the Bank or Scallywaggs 2007 Limited  without notice to me/us 
in respect of the payments detailed over. 

9. This authority will remain in force and effect in respect of all payments made in good faith notwithstanding 
my/our death or bankruptcy or any revocation of this authority until notice of my/our death or bankruptcy or 
other revocation is received by the Bank. 

10. All current Bank and Government charges for this service in force from time to time are to be debited to my/our 
account. 

 
 
 
BANK USE ONLY  
                                                                                                                                                                                       Freq. 
            A/P No.                  Type            Charge      Bank Int.            Non Std Com.            Bulk/G.A. Code        O’ride 

       
 
 
 

       



 
 

CHILD ABUSE PREVENTION AND PROTECTION 
 
RATIONALE 
This policy acknowledges that Scallywaggs Sprouts has a responsibility both under 
legislation and in society to provide a safe environment that ensures all children are 
treated with dignity and respect, are free from physical, emotional and sexual abuse 
and are entitled to physical and emotional well being. 
 
PROCEDURE  
Legal Definition of Child Abuse 
Child abuse means the harming (whether physically, emotionally or sexually), ill-
treatment, abuse, neglect or deprivation of any child or young person. 
 
Co-ordinators will all be trained in recognising and responding to child abuse, annual 
professional development will be arranged to keep them up to date with new and 
current practices. Our Policy is to be reviewed and updated annually. 
 
Co-ordinators will educate and role model to Educators expectations of adult 
behaviour with children. 
 
Co-ordinators and any staff involved with children will undergo a police and CYFS 
check. 
 
Educators receive a copy of ‘let’s stop child abuse together” when they join us. 
Resources (videos and books for both adults and children) are available to 
Educators and families to borrow on request. Educators and families will be informed 
of any courses or programmes to educate them on the prevention of abuse. 
 
Abuse Prevention while in Care 
It is expected that all Educators will take any necessary steps to prevent any 
instance of child abuse while children are in their care. 
 
There can be nobody living at the Educators premises that has committed a crime 
against children or abused children. 
 
While children are receiving care in the Educators premises, no person who has 
committed a crime against children or abused children may be in or enter the 
premises. 
 
All practicable steps are taken to protect children from exposure to inappropriate 
material (for example, of an explicitly sexual or violent nature). 
 
 Co-ordinators and educators must not use, or be under the influence of alcohol or 
any other substance that has a detrimental effect on their functioning or behaviour 
while responsible for children attending the service. 
 



 All practicable steps are taken to ensure that children do not come into contact 
with any person on the premises who is under the influence of alcohol or any other 
substance that has a detrimental effect on their functioning or behaviour 
 
All matters relating to cases or abuse are confidential and those directly involved 
should not discuss with other Educators, families or children or any persons outside 
of Sprouts Management. 
 
No child may be taken from the Educators by anybody (except in emergencies) 
without permission of the parent. 
 
When Educators take children on excursions a risk assessment form will be filled in 
and signed by parents. 
 
Each new Educarer will undergo an interview process, a police and CYFS check and 
references and referees will be checked by the Co-ordinator. 
 
Parents are given a copy of this policy and the complaints policy in the Parent 
Information pack. 
 
Physical contact with children should be initiated for a reason such as affection, 
reassurance etc but it is not appropriate to force any form of unwanted affection or 
touching on a child. 
 
When toileting, children are to be encouraged to be as independent as possible for 
their age/stage of development. Educators must make sure children are adequately 
supervised when they are using bathroom facilities. 
 
Reporting procedure after abuse is discovered, disclosed or suspected 
1. Always believe what the child tells you and what you see. 
2. Reassure the child but do not make promises or commitments you cannot keep. 
3. Always take action in the short term to ensure the immediate safety of the child. 
4. Educarer/parents to discuss with Co-ordinator and document details. 
5. If considered necessary discuss with Management and document. 
6. Avoid formally investigating the situation or interviewing the child, obtain only 

necessary relevant facts 
7. If Management feels the child’s immediate safety is in danger they will contact 

CYFS or the Police. 
8. Support and counselling will be offered and arranged for all children, staff, 

Educarer and  parents  involved .  
9. Professional ethics will provide the basis of all processes and actions taken, with 

the privacy of those concerned respected. 
 

When allegations of child abuse are made against an Educarer, the security of the 
child must be paramount once the abuse is reported, therefore this person will be 
excluded from educating until investigations have been made. Full detailed 
documents will be kept and the outcome of the investigation reported to all involved 
parties. If allegations are found to be true, this person would be permanently 
excluded from being an Educarer. 



The Co-ordinator will work with CYF and the police to ensure all appropriate steps 
are taken and that families are informed in the correct manner. 
 
Signs of abuse and neglect 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This chart is a checklist for recognising abuse. 
 
 
 
 

Procedure for responding to suspected child abuse or neglect: 
 

1. Contact your Co-ordinator immediately. This is important as she is trained in 

recognising and responding to child abuse or neglect. Do not discuss with 

anyone else or inform the child’s parents, let your co-ordinator make the 

decision on the appropriate action to take. 

 

2. Your co-ordinator will visit you and together you will document all the details 

(which will be kept in a confidential safe place) and make a decision on what 

action to take, with all courses of actions to be documented. 
 

Observe Behavioural signs 
 
Aggression 
Frozen watchfulness 
Withdrawal 
Anxiety and regression 
Fear 
Sadness 
Defiance 
 
 

 
Overly responsible 
Obsessions 
Sexual behaviour 
Substance abuse 
Suicidal thoughts/plans 
Self-mutilation 

 

Identify developmental signs 
 
Overall developmental 
delay 
Unusual development 
patterns 
 

Specific delay: 
- motor 
- emotional 
- speech and language 
-social 
- cognitive 
- vision and hearing 
 

  
 

To determine: 
Physical abuse 
Emotional abuse 
Neglect 
Sexual abuse 
Multiple abuse      
types 

Investigate physical signs 
 
Bruises and welts 
Cuts and abrasions 
Scalds and burns 
Fractures 
Head injuries 
Abdominal injuries 
Genital injuries 
Sexually  
transmitted diseases 
 

 
Pregnancy 
Non-organic failure to 
thrive 
Malnutrition 
Dehydration 
Inadequate hygiene 
Poor circulation 
Poisoning 
Suffocation 

Examine parent, caregiver  
or family signs 
 
Exposure to family                     
violence 
Unrealistic expectations 
Terrorising 
Oppressing 
Inappropriate or 
inconsistent discipline 
 
 

Corrupting 
Isolating from family,                  
friends or culture 
Rejecting 
Humiliating 
Neglecting 
Dependency 
Flight 
Closure 

Recognise 
disclosure as a 
sign of abuse 

THE 

CHILD 



 

3. If necessary the Sprouts Co-ordinator will contact CYF and/or the police and 

work with them to help the child. Please remember it is these organisations 

which are trained to deal with these situations once reported they will guide 

and support us to make the right decisions. 

 

4. You and anyone involved will be offered advice, support and counselling to 

help them through this situation. 

 

 

 

REFERENCES 
Ministry of Education, Prevent Child Abuse, 1993 

Office of the Commissioner for Children, Minimising the risk of sexual abuse in 
Early Childhood Services, 1992 

Child Youth & Family, Let’s Stop Abuse Together, 2001 
Toronto Child Abuse Centre, Information Package #’s 1,3, 4, 5, 6, 9, 10 & 11, 1998 
NZCYPS, National protocol agreed by the Ministry of Education, Early Childhood 

Education Services and NZCYFS, 1996 
Education (Early Childhood Services) Regulations 2008 
(Reg46/HS28,HS29,HS30,HS31 Reg 56) 
 
 
 
 
 
 
 
Reviewed  
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EDUCATION (EARLY CHILDHOOD 
SERVICES) REGULATIONS 2008 

CURRICULUM (C1-13) 
Professional practice 
C1 The service curriculum is consistent with any prescribed curriculum framework that 

applies to the service. 
 Scallywaggs Sprouts provides the curriculum through Te Whāriki. 

C2 The service curriculum is informed by assessment, planning and evaluation 
(documented and undocumented) that demonstrates an understanding of children’s 
learning, their interests, whānau and life contexts. 

 Scallywaggs Sprouts uses Te Whāriki (New Zealand Early Childhood Curriculum) to 
plan and evaluate for each child through journals, daily records, whānau voices, with 
advice and guidance from a Co-ordinator. Regular excursions, playgroup visits and 
gym sessions support a diverse programme. 

C3 Educators engage in meaningful, positive interactions to enhance children’s learning 
and nurture reciprocal relationships. 

 Scallywaggs Sprouts provides and encourages Educators to participate in regular 
community programmes, such as music groups, gym, and playgroups to enhance 
relationships within the Scallywaggs Sprouts community and outside. Relationship 
focus/professional development workshops. 

C4 The practices of educators and Co-ordinators demonstrate an understanding of 
children’s learning and development and knowledge of relevant theories and 
practice in early childhood education. 

 Scallywaggs Sprouts provides training through correspondence at the Open 
Polytechnic of New Zealand. Ongoing Professional Development is planned each 
year and all Educators feedback on their practice through visits and discussions. 

Culture and identity 
C5 The service curriculum acknowledges and reflects the unique place of Māori as 

tangata whenua. Children are given the opportunity to develop knowledge and 
understanding of the current heritage of both parties to Te Tiriti o Waitangi. 

 Scallywaggs Sprouts encourages Educators to learn and practise the use of Te reo 
Māori phrases and provides resources to support this practice. Resources that 
reflect the unique place of Māori are also provided. Ongoing professional 
development is given to Educators and staff. Excursions to cultural places in the 
community. 

C6 The service curriculum respects and supports the right of each child to be confident 
in their own culture and encourage children to understand and respect other 
cultures. 

 Scallywaggs Sprouts encourages Educators to learn about their cultures through art, 
displays, cultural events, centre programmes, music, books and toys depicting other 
cultures also phrases from the culture of other children to learn about others. 
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Children as learners 
C7 The service curriculum is inclusive, and responsive to children as confident and 

competent learners. Children’s preferences are respected, and they are involved in 
decisions about their learning experience. 

 Children’s individual learning programmes mean children’s preferences are 
respected and interests are paramount. Informal discussions between parents and 
Educators occur on a daily basis, formal documentation is kept through the journal. 

C8 The service curriculum provides a language-rich environment that supports 
children’s learning. 

 Educators provide multimedia experiences supported by a rich language of voice, 
music, non-verbal jesters, and body language. 

C9 The service curriculum provides children with a range of experiences and 
opportunities to enhance and extend their learning and development—both indoors 
and outdoors, individually, and in groups. 

 Scallywaggs Sprouts provides homes that have indoor and outdoor space. An 
opportunity for large group settings is through playgroups, gym, music groups and 
visits in the community. Scallywaggs Sprouts encourages Educators to participate in 
regular community programmes of their choice by reimbursing the Educator for any 
costs incurred. 

C10 The service curriculum supports children’s developing social competence and 
understanding of appropriate behaviour. 

 Scallywaggs Sprouts suggests following consistent positive guidance to create a 
peaceful atmosphere in Educator’s homes. A positive guidance policy is available. 
Methods such as reminding, redirection and positive reinforcement should be used. 
Ministry of Education booklet ‘Providing Positive Guidance’ is provided. ‘Playing as a 
good friend workshop’. 

Working with others 
C11 Positive steps are taken to respect and acknowledge the aspirations held by parents 

and whānau for their children. 
 Scallywaggs Sprouts uses formal and informal discussions which are recorded in 

children’s journals and daily journals on a regular basis. 

C12 Regular opportunities (formal and informal) are provided for parents to communicate 
with Educators and Co-ordinators about their child, and share specific evidence of 
their child’s learning; and be involved in decision making. 

 Scallywaggs Sprouts uses phone calls, journals, daily records, surveys, and 
newsletters to give regular communication on children’s learning. 

C13 Information and guidance is sought when necessary from agencies/services to 
enable Educators and Co-ordinators to work effectively with children and their 
parents. 
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PREMISES AND FACILITIES (PF1-21) 
General  
PF1 The design and layout of the premises supports different types of indoor outdoor 

experiences; and Include quiet spaces, areas for physically active play, and space 
for a range of individual and group learning experiences appropriate to the number, 
ages, and abilities of children attending. 

 Scallywaggs Sprouts requires indoor space to be at least 10m2 play space inside. 
Access to outside space is available. 

PF2 The design and layout of the premises support effective adult supervision so that 
children’s access to indoor and outdoor space is not unnecessarily limited. 

 Scallywaggs Sprouts maintains regular checks to ensure there is a safe play area 
which is secured by fences and gates. Outdoor spaces must have natural materials 
and space for running. 

PF3 The premises conform to any relevant bylaws of local authority. Any premises 
undergoing alterations conforms to the Building Act 2004. 
1 Code of Compliance Certificate issued under Section 95 of the Building Act 2004 

for any work undertaken. 
2 Current Annual Building Warrant of Fitness. 

 Scallywaggs Sprouts has an annual check to premises and daily hazard sheets are 
given to Educators to check each day. 

PF4 A variety of equipment and materials is provided that is appropriate for the learning 
and abilities of the children attending. 

 Scallywaggs Sprouts ensures the curriculum and learning experiences that 
Educators provide are age and developmentally appropriate. Regular random month 
visits by Co-ordinators ensure children have a balanced programme. Monthly/yearly 
resources are provided to cover curriculum areas. Scallywaggs Sprouts pays for half 
of the toy library fees to ensure resources are age appropriate. 

PF5 If infant, toddlers or children not walking attended, there are safe and comfortable 
(indoor and outdoor) spaces for them to lie, roll, creep, crawl, pull themselves up, 
learn to walk and be protected from more mobile children. 

 Scallywaggs Sprouts maintains that carpet area be provided with 10m2 play space. 

PF6 Floor surfaces are durable, safe and suitable for a range of activities to be carried 
out (include wet and messy play), and can easily be kept clean. 

PF7 There are spaces for the safe storage of children’s play equipment, personal 
belongings, cleaning materials, and confidential administrative records. 

 Scallywaggs Sprouts provides administration boxes and resource boxes. Safe 
storage of cleaning agents and space for personal belongings is in the daily check 
list and annual check list. 

PF8 There are facilities or alternative arrangements available for the preparation and 
cleaning up of paint and other art materials. 

 All homes have laundry facilities to clean paint and art materials or an alternative 
bucket or bowl is used. 
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PF9 A telephone is available for calls to and from the premises  
 Scallywaggs Sprouts insists on landlines. Scallywaggs Sprouts provides cell 

phones. 

PF10 Parts of the home used by children have lighting (natural or artificial) that is 
appropriate to the activities offered or purpose of each room; ventilation (natural or 
mechanical) that allows fresh air to circulate (particularly in sanitary and sleep 
areas); and a safe and effective means of managing room temperature of no low 
than 16oC. 

 Scallywaggs Sprouts provides temperature gauges to be placed on the wall. 

PF11 There is an outdoor activity space that is: easily accessible and available to children; 
enclosed by structures and/or fences and gates that are maintained so that children 
cannot leave without an adult’s help; and safe, well-drained, and suitably surfaced 
for a variety of activities. 

Food preparation and eating spaces  
PF12 There is a safe and hygienic place for children attending to sit when eating. 
 Scallywaggs Sprouts requires children to be sitting while eating to ensure no 

choking and hygienic standards are maintained. 

PF13 There are facilities for the hygienic preparation, storage and/or serving of food and 
drink that contain: a means of keeping perishable food at a temperate at or below 
4oC and protected from vermin and insects; a means of cooking and/or heating 
food; a means of hygienically washing dishes; a sink connected to a hot water 
supply; storage; and food preparation surfaces that are impervious to moisture and 
can be easily maintained in a hygienic condition. 
Scallywaggs Sprouts encourages regular hand washing, and pamphlets on food 
hygiene given out.  

Sanitary facilities 
PF14 There is space (away from where food is stored/prepared/eaten) where a sick child 

can be temporarily kept at a safe distance from other children, lie down comfortably, 
and be supervised. 

 Scallywaggs Sprouts requires the child to be reassured and kept comfortable and 
collected within an hour. 

PF15 There is a first aid kit that is easily recognisable and readily accessible to adults; and 
is inaccessible to children. 

PF16 There is a toilet and hygiene hand washing and drying facilities. 
 Individual wash cloths and towels must be available. Hand sanitizer supplied. 
PF17 Where children wearing nappies attend, there are safe and hygienic nappy changing 

facilities. 
 Nappy bags and changing mats are provided to each Educator, separate hygienic 

practices for each child. Gloves provided. 

PF18 There is a plumbing fixture and shower for washing sick or soiled children. 
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Sleep 
PF19 There is space available for restful sleep of children who need it at any time they are 

attending. 
 Cots are provided for each individual child. Individual bed linen is used for each 

child. 

PF20 Furniture and items intended for children to sleep on (such as cots, beds, stretchers 
or mattresses) are of a size that allows children using them to lie flat, and are of a 
design to ensure their safety. 

 On enrolment, Co-ordinators, parents, and Educators evaluate children’s needs. 
Resources/equipment is supplied by Scallywaggs Sprouts. 

PF21 Furniture and items intended for children to sleep on (such as cots, bed, or 
stretchers) that will be used by more than one child over time are securely covered 
with a non-porous material. 

 Scallywaggs Sprouts provides cots and cot protectors if needed for beds. 
Scallywaggs Sprouts follows the manufacturer’s instructions. 

HEALTH AND SAFETY REGULATION (HS1-32) 
Hygiene 
HS1 Premises, furniture, furnishings, equipment, and materials for the use of children 

attending are kept safe, hygienic, and maintained in good condition. 
HS2 Linen used by children or adults is hygienically laundered. 
 Separate bed linen is supplied for each child and laundered weekly. 

Emergencies 
HS4 There is written procedures and supplies as necessary for evacuation and care of 

children in the case of fire or other emergency. 
 Scallywaggs Sprouts requires Educators to practise evacuation every three months. 

HS5 Assembly areas for fire are displayed on the fire plan. 
 Scallywaggs Sprouts requires a written plan for evacuation. 

HS6 Heavy furniture, fixtures and equipment that could fall or topple and cause serious 
injury or damage are secured. 

HS7 Educators are familiar with the relevant emergency drills and regularly carry these 
out with the children. 

 A record of the emergency drills carried out with the children is displayed. 

Sleep 
HS8 A procedure for monitoring children’s sleep is implemented, and information is 

communicated to parents about their child’s daily sleep patterns. 
 Scallywaggs Sprouts has a procedure for monitoring children’s sleep and Educators 

ensure children are checked every 15 minutes (during the day time). Educators are 
supplied with timers. 
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HS9 Furniture or items intended for children to sleep on are clear and arranged to allow 
children to sit or stand safely. 

HS10 If furniture is not permanently set up, bedding is stored hygienically. 

Hazards and outings 
HS11 Equipment, premises, and facilities are regularly checked for hazards to children. 
 Scallywaggs Sprouts records accident/incidents to identify hazards for the safety of 

children. 

HS12 All practicable steps are taken to ensure that noise levels do not unduly interfere 
with normal communications, or cause any child attending distress or harm. 

HS13 Safe and hygienic handling practices are implemented with regard to any animals. 
All animals on the premises are able to be restrained. 

 Scallywaggs Sprouts has a dog policy. Educators are supplied with a risk 
management folder. 

HS14 Children leaving the Educators home for an outing or excursion will have written 
approval, communications systems, and assessment made on risk. 

 Scallywaggs Sprouts requires Educators to have cell phones in case of emergency. 
Enrolment forms and risk management systems to ensure children are safe at all 
times for spontaneous, planned, and regular outings. 

HS15 Children travelling in a motor vehicle have restraints required by the Land Transport 
Legislation. 

 Scallywaggs Sprouts requires written permission to travel in a motor vehicle. 

Food and drink 
HS16 Food is served at appropriate times to meet the nutritional needs of each child while 

they are attending. Where food is provided by parents, the service encourages and 
promotes healthy eating guidelines. 

 Scallywaggs Sprouts has a healthy eating policy and records food and drink when 
not supplied by the parents. Healthy food pamphlets are given out. 

HS17 Food is prepared, served, and stored hygienically. 
HS18 Children have ample water at all times to drink. 
HS19 Children are supervised while eating. 
 Scallywaggs Sprouts requires children to be seated while eating. 

HS20 Infants under the age of 6 months and other children unable to drink independently 
are held semi-upright when being fed. Any infant milk food given to a child under the 
age of 12 months is of a type approved by the child’s parent.  

Child health and well-being 
HS21 Rooms used by children have a temperature no lower than 16 degrees Celsius. 
 Scallywaggs Sprouts supplies a thermometer. 
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HS22 There is an adult present at all times while children are attending who either holds a 
current First Aid certificate; or is a registered nurse; or a qualified ambulance officer 
or doctor. 

 All Educators are required to hold a First Aid certificate. 

HS23 All practicable steps are taken to ensure that children do not come into contact with 
anyone who is suffering from a disease of condition that could be passed on to 
children. 

HS24 All practicable steps are taken to get immediate medical assistance for a child who 
is badly hurt in an accident or becomes seriously ill. Parents will be notified. 

HS25 Medicine is not given to a child unless it is given: by a doctor; ambulance personnel; 
parents of the child; or written authority of a parent. 

 Scallywaggs Sprouts provides medication forms that are filled out and signed by 
parents. 

HS26 Preventative medicine is given when full training is given. 

HS27 Children are washed when they are soiled or pose a health risk to themselves or 
others. 

 Gloves, nappy bags, and change mats are provided. 

Child protection 
HS28 Children’s protection is paramount. 
 Scallywaggs Sprouts has a child protection policy. 

HS29 All practicable steps are taken to protect children from exposure to inappropriate 
material. 

 The use of television is kept to a minimum and is appropriate for the age of the 
children. 

HS30 Educators must not use alcohol or substances that or which have a detrimental effect 
on their functioning behaviour. 

HS31 All practicable steps are taken to ensure that children do not come into contact with 
any person on the premises who is under the influence of alcohol or any other 
substance that has a detrimental effect on their functioning or behaviour. 

HS32 No person on the premises smokes in any area while children are attending the 
service. 

GOVERNANCE, MANAGEMENT AND ADMINISTRATION REGULATION (GMA10- 11) 

Records  
GMA10 Records such as the children enrolment forms, medication forms, incident forms 

are keep for at least 7 years, and are stored confidentially. 
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Right of entry  
GMA11Parents /guardians and any person authorised in writing by the parent to have 

access to the child concerned, the service or representative of the service or 
government officials must have access to the premises at all times when children 
are receiving childcare. 

Parent and family rights 
Information and discussion between families, the service, the Co-ordinators and the 
Educator must be provided.  
Scallywaggs Sprouts sends regular newsletters as well as having an open door policy 
which welcomes parents phone calls requests suggestions visits and input to all matters 
relating to the well being of their child in our service. A journal is available relating to the 
time the child is in care for both Educators and parents to write in. 

Service provider 
1. A Co-ordinator must be responsible for the supervision of each service of Educators. 
2. Each Co-ordinator must hold an approved qualification.  

Scallywaggs Sprouts Co-ordinators must have at least a Diploma of Teaching in 
Early Childhood Education/Teacher Registration. 

3. The Co-ordinator must contact each Educator in the service at least once a fortnight 
and must visit at least once a month.  
Scallywaggs Sprouts conducts visits of Educator’s homes and visits each child while 
in their Educator’s home at least monthly and more frequently if the Educator is new 
to the service or is deemed to need more support. 

4. Each service must have a copy of the regulations available for inspection on request 
by parents, guardians and families of children receiving care.  
Scallywaggs Sprouts provides all families of enrolled children and Educators with 
this abridged copy for easy reference. 

5. All Educators must be aged over 17 years. 

 



 
 
 

PLANNED AND SPONTANEOUS OUTINGS 
 

 
RATIONALE 
To ensure the safety of all children on outings outside of the Educators premises 
while in the care of a Sprouts Educator. 
 
PROCEDURE 
Children will be taken on spontaneous outings with the Educator.  Permission 
being signed on the child’s enrolment form.  
 
Outings to specific events or places will be planned for in advance with a written 
assessment and management risk form completed.  With written consent from the 
parents included in this. 
 
Outings and excursions will be documented, records will include: 

 The name of adults and children involved. 
 The time and date of the outing. 
 The location and form of travel. 
 Assessment and Management of risk. 
 Evidence that parents were informed. 

 
 
REFERENCES 
 

   Education (Early Childhood Services) Regulations 2008 (Reg 46/HS14) 
 

 
 
Reviewed  Nov 2012 
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COMPLAINT PROCEDURE FOR EDUCATORS, 
CO-ORDINATORS AND PARENTS / WHĀNAU 

 

What role do the Co-ordinator, Regional Manager and Managing Director have 
in a serious complaint? 

The role of these people is to ensure firstly that the children are safe; that all parties 
are provided with the opportunity to be heard and understood; that people’s privacy is 
respected; that people who are involved are appropriately informed of procedures, 
actions and outcomes; that outside agencies are consulted if required; that the 
process is inclusive, equitable and culturally appropriate and reflects the partnership 
in Te Tiriti o Waitangi. 

PROCEDURES 
Issues should be taken directly to the Educator involved first. If there is no resolution 
at this point then the issue can be taken directly to the child’s Co-ordinator. If there is 
no resolution at this point then the following procedures apply: 

 Complaints will be received in writing only, and should be directed to the 
Sprouts Regional Manager 

 The complaint will be acknowledged verbally on receipt 
 Documentation relevant to the issued raised will be gathered and accurately 

recorded by the Regional Manager 
 Advice will be sought from the Managing Director before responding to the 

complainant 
 Issues will be addressed in writing as soon as practically possible (within 7 

working days) 
 A discussion will take place between the Regional Manager and the 

complainant. Necessary actions will be taken if valid. The complainant is 
encouraged to bring along a support person 

 Total confidentiality will be maintained throughout by all parties involved. 
 Anonymous complaints will not be auctioned 

If you are not confident that the matter has been satisfactorily resolved within 
the service, then please contact your local Ministry of Education office. 

 

In the case of a serious complaint about any breach to the regulations of policies by 
an Educator, Co-ordinator and/or Regional Manager: 

 Action will be taken which is appropriate for the circumstances. This may 
include instant dismissal, suspension pending investigation, phone calls to all 
other parents/whānau whose children are also the responsibility of the person 
with whom the complaint has been laid, if necessary. An incident report and 
reflection sheet may be required to be written up and circulated to all involved. 

 A full report of the procedure and outcome will be given to those directly 
affected. 
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