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Welcome to the Taranaki Free Kindergarten Association trading as
Kindergarten Taranaki
Kia ora tātou – welcome to Kindergarten Taranaki, the trading arm of the Taranaki Free
Kindergarten Association.
Thank you for your commitment to Kindergarten, and for bringing your skills and expertise to
make a difference to tamariki/children in your community.
Kindergarten Taranaki welcomes new Committee members. This Association is one of 29
Associations that are members of New Zealand Kindergartens Incorporated (NZKI).
Kindergarten Taranaki is the umbrella organisation for 24 kindergartens in Taranaki, providing
high quality, low fee, early learning for all tamariki. Kindergarten Taranaki is community
owned, not for profit, province wide and provides early childhood education for over 1200
tamariki.
Association members are those people in the community with an interest in early childhood
education, specifically kindergarten, excluding employees. The Association is the whānau/parent
representative body, which establishes and administers kindergartens in Taranaki. Currently
approximately 200 staff are employed, including teachers, administrators, teacher aides, and
Association management.
The Governing Board is responsible for governance of the Association. It sets future direction
through its strategic plan and policies and it employs the Chief Executive to implement these
plans. The Chief Executive acts as the employer on behalf of the Board.
The Board is comprised of up to seven members, one of whom acts as the Chairperson, and one
who is elected as a staff member on the Board. The standard term of office is two years, and it is
usual for half the members to retire at each Annual General Meeting (AGM), however they may
stand for re-election. This is to ensure that historical knowledge and stability is retained.
Board members govern the affairs of the Association, and in their collective capacity they
represent whānau/families. The Board is accountable for the long term stability and viability of
the Association. This is measured against the Association’s policy and strategic plan.
Management of Association affairs is delegated to the Chief Executive.
Management of all operational, quality and compliance aspects of all kindergartens is the
responsibility of the Association management team, located at Kindergarten House. Under the
direction of the Chief Executive, the management team co-ordinate professional, operational and
financial resources to ensure quality service delivery. In a highly regulated education
environment, efficient information systems are essential to meet compliance requirements as a
good employer and high quality service provider.
The role of the Association is to support every Kindergarten Head Teacher and their team, so
they in turn can best support their whānau and tamariki to enjoy their experience at
Kindergarten. Being a Board or a Committee member is an exciting challenge and offers an
opportunity to learn skills and gain knowledge that is valued in the wider community, and in the
workplace. These voluntary roles also ensure that Kindergarten remains financially viable for
whānau, and that affordable early childhood education remains the right for every tamariki in
Aotearoa/ New Zealand.
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THE ASSOCIATION

Kindergarten Taranaki employs a number of personnel to administer the Association.

Governing Board

Chief Execuitve

Finance Manager

Professional Manager

Operations Manager

Facilities Co-ordinator

Finance Officers
Payroll Officer

HR Manager

Professional Leaders

Accountant

Admin Co-ordinator
Systems Support

Co-ordinator

Association personnel:
1.
2.
3.
4.

Ensure the smooth functioning of the Kindergarten Association.
Provide advice, support and information to Committees.
Ensure that contractual obligations with the Ministry of Education are fulfilled.
Maintain effective relationships with:
 Ministry of Education
 Special Education
 Education Review Office
 New Zealand Kindergarten Incorporated
 NZEI Te Riu Roa (New Zealand Educational Institute [Teachers’ & Support Staff
Union]) and other professional bodies.

It is important that you maintain regular communication with Association Office staff as they are
available to help and answer any questions you may have. Please do not hesitate to make
contact.

5

3

COMMITTEE RULES

3.1 MEMBERSHIP OF A KINDERGARTEN COMMITTEE
A Kindergarten Committee is made up of members of the Association. A member is defined in
the Kindergarten Taranaki Constitution as:
“Clause 5, Membership
5. Membership

5.1

5.2
5.3

5.4

5.5

5.6

5.7

Membership of the Association will be open to:
a. any Parent Member, Board Member and Life Member; and
b. to any company or person who supports the objectives of the Association
and whose application for membership has been accepted by the Board and
confirmed by the Chief Executive. The Board will have the right to decline
a membership application without giving any reason for such decision,
other than on a confidential basis to the individual concerned.
Each Member shall be entitled to attend, speak and have one vote at all
General Meetings.
For the avoidance of doubt, any Parent Member of the Association shall be deemed
to have ceased being a Member when they no longer meet the definition of Parent
Member in Clause 4 and has not already been confirmed as a Member pursuant to
clause 5(1)(b).
Any Member may resign from the Association by giving the Chief Executive written
notice of that Member's intention to do so. Resignation shall not extinguish any
liabilities which arose during the period of membership.
Any Member who acts in a manner deemed contrary or prejudicial to the
interests of the Association may be suspended from membership or have their
membership terminated and of this the Board shall make the decision. No decision
to suspend or terminate the membership of any Member will be made until the
Member concerned has had the opportunity to respond.
Life Membership may be conferred upon any person who has made an
extraordinary contribution to the Association on the unanimous recommendation of
the Board and confirmed by a majority vote at a General Meeting of the Association.
Life Members shall have the right to attend and speak at all General Meetings of the
Association.

Clause 4, Definitions
Parent Member means any parents, guardians or designated parental caregivers
who currently have a child on the roll or waiting list of an Association
Kindergarten.”
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The Committee should be elected at each Kindergarten Annual General Meeting in accordance
with the following provisions:
(a) Only members of the Association shall be eligible for election to Kindergarten
Committees
(b) The term of office for Committee members shall be one (1) year - this does not preclude
members standing again
(c) The election of officers is to be done by way of a ballot at the Kindergarten Annual General
Meeting
(d) Paid employees of the Association may be eligible to attend meetings but not entitled to vote
(e) The Kindergarten itself shall appoint a person or persons to fill casual vacancies on the
Committee. Any person appointed shall retire at the Kindergarten’s Annual General
Meeting immediately following his or her appointment
(f) All Committee members have the right to speak, move motions and to vote at all
Kindergarten meetings, including Special Meetings of the Association
(g) The Committee shall establish sub-Committees as it deems necessary
(h) The quorum for any Kindergarten Committee Meeting shall be five (5) people present
(i) The quorum for any Annual General Meeting or Extraordinary General Meeting of a
Kindergarten shall be ten (10) people including teacher, present at the meeting
(j) If a quorum is not reached within half an hour from the time appointed for any Annual
General Meeting or any Extraordinary General Meeting the meeting shall stand adjourned
until reconvened
(k) If a quorum is not reached at Committee Meetings the meeting shall continue with the
proviso that all motions and matters arising be formally ratified at the following meeting
(l) A quorum should remain for the whole meeting. If the quorum is broken then points (j)
and (k) apply accordingly.
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3.2

ROLES AND RESPONSIBILITIES

The Kindergarten Committee is a group of parents who work alongside the teaching team for the
benefit of their children’s experiences at kindergarten, and for the benefit of children who will
attend in the future. The Kindergarten Committee uses the plans and budget set the previous year
to help keep them on track. The Committee is there to support the teaching team who lead the
kindergarten. The main tasks of the Kindergarten Committee are to:


keep the Kindergarten a safe, healthy and happy place for children and teachers



action teaching team requests and supporting their leadership of the Kindergarten



provide regular information to parents and whānau, e.g., newsletters, notices and by
inviting parents to all Committee meetings



organise family and social events



look after the Kindergarten grounds, attend to any minor building maintenance and repairs,
and remove any hazards



keep all play equipment in good condition and replace as needed



support the Head Teacher in managing Kindergarten finances



fundraise – partly for day-to-day expenses but mainly for special projects the Committee
has planned



be responsible for any special projects, e.g. building projects, outdoor play area changes ensure there is a plan in place and oversee the project – refer to the K T Property Manual



engage cleaning contractors where appropriate.

The Committee is made up of a Chairperson (who keeps everyone on track), Secretary (who
records the meeting and notes any actions to be followed up on), Treasurer (reporting on financial
matters) and Committee members. There may also be sub-Committees looking after some tasks.
The Committee has regular meetings to check that all the things they are responsible for are being
covered. The meeting is a time to “tick off” tasks from last time and make sure the Committee is
ready for anything coming up. At the meeting the Treasurer gives a monthly financial report and
asks for approval to pay any accounts due, and the Teaching Team gives a report which might
include some jobs which the Committee will need to follow up.
There may also be sub-Committee reports, e.g. Fundraising, Maintenance sub-Committees. SubCommittees are just smaller groups of 1 or 2 people from the Committee, with other parents to
help as needed, who take responsibility for organising working bees, fundraisers and maintenance.
This does not mean the sub-Committee has responsibility for doing all the work – the subCommittee oversees the work and manages that area of the Committee’s responsibilities and
reports back to the Committee on progress.
The Committee has to meet regularly and record what it is doing, but Committee meetings are also
relaxed and friendly and a good way to meet other kindergarten parents.
What skills do I need to be a Committee member?
Everyone has skills that are needed by a Kindergarten Committee, and all parents/whānau have
something to offer. All you need is:
 Willingness to help.
 Commitment to the Kindergarten and what is best for the children.
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Friends of the Committee
Sometimes it is hard to make a commitment to being on the Committee if it is going to be difficult
to get to meetings. Parents can opt to be a “friend of the Committee” instead. Perhaps they have a
love of gardening or would be willing to help run a stall at a fundraiser, or they may be good at
repairing things. As a friend of the Committee they do not have to attend meetings, but they will
be on the Committee’s contact list and will get a call from time to time asking for their help. Other
whānau such as Grandparents, uncles and aunties are very welcome to be “friends of the
Committee” – this is a great way of involving all the family.
Committee Procedure
1.

Committee members should become familiar with:
a. The Kindergarten Taranaki Constitution
b. Committee Handbook
c. Kindergarten Taranaki Property Manual
d. Relevant Association policies

2.

Committees and teachers work co-operatively to support the kindergarten’s Strategic
Plan
o The meeting date and time must be suitable for all Committee members and
Teachers and must not encroach on child contact time. We suggest evenings are
most suitable for meetings because adults can give their full attention to the
matters at hand.
o Your agenda must be written in consultation with the Head Teacher/Teachers
o Ensure that any matters arising from the Head Teachers Report are addressed
promptly

3.

All Committee meetings and Annual General Meetings are open meetings and
therefore must be held at the Kindergarten. The Kindergarten’s AGM must be held in
May each year.

4.

Publicity, other than promotion and fundraising, must be approved by the Chief
Executive. The Kindergarten Taranaki logo must be used in all instances in conjunction
with the local logo.

5.

To protect the privacy and confidentiality of children and families the Kindergarten
office is primarily for the teachers’ use. A formal arrangement between teachers and
Committee should be made for the use of the office. If your Kindergarten chooses to
make this arrangement, please ensure that you use utmost discretion and respect the
teachers’ space.

6.

Procedures for laying complaints: Firstly approach the person concerned, and then if still
unsatisfied contact the Chief Executive who will act in accordance with the Concerns and
Complaints Procedure. A copy of the policy and procedures is available at your
Kindergarten.

7.

As a parent you have the right to discuss with the teachers any curriculum matters
relating to your child and his/her needs. But, as a member of the Committee you may not
request information about any other child. Curriculum may come up for discussion
through the Head Teacher’s report.
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8.

Teachers are not required to attend any Committee social functions or fundraising
activities.

9.

Committees, in consultation with teachers, maintain the grounds, buildings and resources
at the Kindergarten. A plan must be submitted to the Association Office for consultation
and approval. The Property Officer, in conjunction with the Operations Manager, will
consult prior to final approval.
Committees are responsible for working bees. All work should first be approved by the
Property Officer. Refer to the Property Manual.
Teachers are not obliged to attend working bees, but must be in full agreement to the
work being undertaken.

10.

All Committee office bearers, i.e. Chairperson, Secretary and Treasurer can expect
training from the Association after the Annual Meeting.

Kindergarten Committee responsibilities in a nutshell….


Support for the teaching team.



Ensure effective, good communication with all parents and whānau



Send out information relating to events at the kindergarten.



Be familiar with Kindergarten Taranaki policies relevant to the Committee. (These are
available at the kindergarten; the Head Teacher can assist in guiding the Committee.)



Ensure that all parents and whānau are welcome at Committee meetings and the
kindergarten’s annual meeting.



Organise family and social events which are separate from fund-raisers.



Ensure a newsletter is sent to parents and whānau after Committee meetings informing
them in brief of decisions made and events organised.



Organise ALL fundraising activities from weekly raffles to galas.



Assist the Treasurer counting money collected from fund-raisers (two people are required
to count all money collected in kindergartens; this is then handed to the Kindergarten
Administrator for receipting and banking).



Ensure that all kindergarten maintenance is attended to promptly (if cost is over $500,
advise Association and seek approval first).



Help with working bees at the kindergarten.



Make the kindergarten a safe and happy environment by ensuring any hazardous equipment
is repaired or replaced.



Be familiar with the Kindergarten Taranaki Property Manual
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MEMBERS’ CODE OF CONDUCT

3.3

The objective of the Code of Conduct is to provide a framework to guide the behaviour of
Committee members in the discharge of their duties.
Conduct should be based on a commitment to:














Acting with integrity and honesty
Acting without bias and partiality
Respect for the objectives of the group
Exercise due diligence
Following the due processes
Declarations of conflicts of interests
Appropriate use of information
Appropriate use of group’s resources
Respect for business relationships with the group
Compliance with the relevant regulatory laws
Ensuring effective and efficient organisational procedures
Accountability to the membership and stakeholders, and
Deal with breaches of the Code.

The Code of Conduct should be an expression of the commitment of individuals to act with
integrity.

3.4

ROLES

Teachers’ Role
Teachers are employed by Kindergarten Taranaki. The Head Teacher attends Committee meetings
ex officio. Other teachers are encouraged to attend meetings and may be delegated functions by
the Head Teacher. Teaching teams are expected to:


be familiar with the Association’s Constitution and Policies and all other relevant
legislation/documentation.



provide a written report for each meeting with a copy given to the secretary to keep with
the minutes. The report will provide a variety of information including:
o roll and waiting list numbers
o programme/curriculum news
o excursion and visitors etc.
o identification of equipment and resources to be purchased



o any actions required to be followed up by the Committee e.g. maintenance work,
repairs etc.
provide leadership at the Kindergarten and set the professional direction for the
Kindergarten. NB: this includes identifying what equipment and resources must be
purchased – this is a professional responsibility.



lead the development of the kindergarten’s annual and management plans.
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provide parent/whānau education, in consultation with the Committee, where appropriate.



liaise with the Chairperson of the Committee to ensure that an effective relationship is
developed and maintained.

NB: Teachers are not eligible to vote at Committee meetings or to move or second motions except
to move the Head Teacher’s report for adoption.

Role:

Chairperson

Area of responsibility:

Oversee all Committee activities including projects, fundraising,
community events, communications and other activities.
Oversee Committee annual plan by delegating roles out to
Committee members.
Liaise with the teaching team regarding day-to-day matters and
long-term plan for the kindergarten.
Meet with Secretary and Treasurer before the monthly meeting to
set agenda and discuss correspondence and financial matters.
Provide effective leadership and control of meetings to ensure
attention to agenda business is dealt with in an efficient and
sensitive manner.
Ensure that all members of the Committee participate in the affairs
of the Kindergarten by delegating, and supporting them with their
responsibilities.
Liaise regularly with Head Teacher to ensure good working
relationships between Committee and teaching team.
Encourage involvement of all families at the kindergarten.

Role:

Secretary

The role of the Secretary is to maintain true and accurate records of all Committee meetings and
to minute all correspondence to and from the Committee. This requires close liaison with the
Chairperson. In some Kindergartens the Kindergarten Administrator may be responsible for
some secretarial functions.
Area of responsibility:

Take minutes of all meetings and circulate to Committee, parent
notice-board and to Association.
Keep up to date list of Committee members and contact details and
provide copy to Association (provide updates as necessary).
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Keep phone lists for Committee and helpers (e.g. for contacting
families for working bees, projects).
Meet with Chairperson and Treasurer one week before the meeting
to develop the agenda and discuss correspondence.
Type up the agenda and provide before the Committee meeting.
Receive inward mail and write any letters to be sent out promptly
after the monthly meeting.
Newsletter (if done by Committee – some kindergartens have
newsletter from teaching team and Committee combined).

Role:

Treasurer

Area of responsibility:

Have an overview of the kindergarten’s finances (e.g. being aware
of kindergarten bank balances, income and expenses).
Meet with the Chairperson and Secretary one week before monthly
meeting to develop agenda and discuss any accounts matters.
Liaise with the Kindergarten Administrator regarding Kindergarten
accounts.
Liaise with Finance Officer (Association) regarding monthly
financial reports.
Ensure all money coming into the kindergarten is counted by 2
Committee members before handing to Kindergarten
Administrator for receipting and banking.

Present financial reports at monthly meeting.
Present payment schedule to be passed at monthly meeting.
Collate fundraising reports (from Fundraising Co-ordinator) and
provide copies to Association.

Role:

Committee Member

Area of responsibility:

Attending meetings – provide an apology if you are unable to
attend.
Be responsible for tasks allocated and ensure they are carried out.
Support any fundraisers being undertaken by the Committee.
Be an active participant at Committee meetings.
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Work collectively for the benefit of the kindergarten.
Specific portfolio responsibility as decided by the Committee, e.g.
Grants Co-ordinator.

Committee Group Agreement (Sample)


Work collectively for the benefit of ___________Kindergarten.



Ensure there is effective communication between the Committee and teachers at the
kindergarten and that the teaching team is well supported.



Ensure that the work is spread among Committee members and is not left to a few
individuals.



Be responsible for tasks allocated and ensure these are carried out.



Ensure effective and regular communication with all parents and whānau at the
kindergarten.



Maintain confidentiality on issues as required.



Recognise that from time-to-time sensitive issues may arise and treat these as such.



Work co-operatively with Association personnel.



Comply with Association cash handling policy.



Respond in a timely fashion to requests from Association personnel.



Be familiar with the Kindergarten Taranaki Constitution and relevant policies.



Not act independently of Committee decisions.



Respect each other’s points of view.



Provide opportunities for everyone to speak freely on issues.



Provide an apology if unable to attend a Committee meeting.



Send two representatives to meetings called by Kindergarten Taranaki or provide an
apology to the Chief Executive if unable to attend.



Send representatives to Committee training provided by Kindergarten Taranaki (or
apology if unable to attend).



Have some fun and social times together during the year to provide mutual support.
o Meetings:


will last no more than 1.5 hours



will follow an agenda.



will start on time.

I agree that I have read and understood this Committee Group Agreement and agree to abide by
it.

Signed______________________________ Committee member/Teacher
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4

PROCEDURES

4.1

CHAIRPERSON

4.1a

Before the Meeting
1.

Liaise with the Head Teacher, Secretary and Treasurer to ascertain items for the
agenda. (In some Kindergartens the Kindergarten Administrator is involved in
meeting. This requires active co-operation with the Secretary.

2.

Meet with the Secretary to finalise the agenda items and their order. See
Section 5.1, Sample agenda

3.

Familiarise themselves with any correspondence or other material to be brought
forward.

4.

Be satisfied that the open meeting has been well advertised, that all those entitled
to receive notice of the meeting have been notified and the agenda circulated or
made known.

NB: It is important to alert your Committee to the need to speak to the Chairperson about
extra matters they wish to raise at the meeting before the agenda is finalised. This allows
time for you to prepare, (e.g. you may need to ring the Association office for advice or
information).
Ensure that the Head Teacher’s report is discussed following presentation and decisions
made are implemented.
A good Chairperson will be:
 Well informed about the meeting agenda.
 A good listener who is able to summarise the main points of discussion.
 Able to avoid repetition, arguments, interruptions and deviation from the matter
under discussion.
 Well versed in the rules of procedure and able to apply these.
4.1b

At the Meeting

1.

Welcome/Opening (may wish to open with a karakia):
(a)
Establish a quorum - five people present for a Committee meeting
10 people, including teachers, present for an AGM
(b)
Ensure you have a teacher present.
(c)
Declare meeting open - “I declare this monthly meeting of
___________ Kindergarten open at
____________”.
Introduce special guests.
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2.

Apologies: Are there any apologies?
The Chairperson puts the motion:
“I move that the apologies are accepted”.
Seconded
Vote
Carried/lost

3.

Minutes:
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Correspondence
The main points of inward and outward correspondence should be read out to the meeting
and a formal motion

Call on the Secretary to read the minutes of the last meeting unless
previously circulated. These should have been glued into the minute
book. Ask if there are additions/deletions or alterations to the minutes.
Secretary moves “That the minutes of the meeting held (date/month/year) be confirmed
as a true and correct record:
Seconded
Vote
Carried/lost
Chairperson then signs and dates the minutes that were read out from the book.

“THAT the inward correspondence is received and the outward correspondence
approved” is put to the meeting and seconded.
At this stage some discussion may take place before the motion is passed.
The motion is now voted on - Carried/Lost
If any action is required as a result of correspondence, an appropriate motion should be
moved.
E.g.: “THAT the Secretary replies to Mr Johns confirming that...”
5.

Treasurer’s Report
Call on the Treasurer to present the monthly financial report (which has been provided to
the Treasurer by the Finance Officer). The Treasurer will need to answer any questions
then move that the report be accepted. The report must have been signed by the
Treasurer prior to presentation.
If the report is not accepted as presented then the amendments are moved, seconded,
voted upon and carried/lost.
The Treasurer will then present the schedule of accounts and cheques to be paid
(prepared by the Kindergarten Administrator). These are moved, seconded and voted
upon and carried/lost. When passed the cheques are signed by two signatories of the
Kindergarten bank account and returned to the Kindergarten Administrator.
Purchases of $500 or more should have been approved by the Association. See 5.8 for
approval form.
Fundraising activities and opportunities should not be discussed here – only the results of
fundraising are relevant.
There may be discussion on investment of part of the balance etc. If decisions are made
to invest or withdrawal investments, ensure they are in the form of a carried motion.
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6.

Head Teacher’s Report
Call on the Head Teacher to present their written report. As it is presented, be sure to
write down any matter for discussion or delegation.
The Head Teacher moves their report; it is seconded, voted on carried/lost.
Ensure any jobs are delegated here. Discuss each matter separately and then, if
necessary, make a decision, call for a motion, seconder, vote and carry.

7.

Strategic Plan
This is where specific actions from “Implementing your Vision” are discussed. See
section 6 for more information. This should be half of your meeting. It is an opportunity
to sign off projects, allocate resources for the next stage and celebrate your successes.
a.
b.

Items for completion.
Items due to start.

8.

General Business
Any matter not otherwise dealt with can be raised here. Discuss each matter separately.
If necessary make a decision, call for a motion and vote.

9.

Arrangements for next meeting
The Chairperson should ensure that this is discussed so that everyone is aware of the date,
time and other arrangements. Dates for monthly meetings have been set for the whole
year. If meeting dates have changed, please notify the Finance Officer so that the
monthly financial reports can be done on time for each meeting.

15.

Close of meeting
Thank all participants’ particularly special guests. Formally declare the meeting closed
and state the time.

4.1c

Motions

1.

A substantive motion is one ordering something to be done, authorising some past or
proposed action, expressing the meeting opinion in regard to some subject, or otherwise
dealing with the organisation’s general activities.
e.g.

“that the Secretary send a letter of protest to the Ministry of Education”.
“that the accounts be passed for payment”.

A motion must start with “that ...” and can consist of several parts.
e.g.

“that this meeting:
(a)
register its thanks to Mrs Wood for her report
(b)
request the Council to action it and
(c)
instruct the Secretary to send copies to the Mayor and to all councillors.

2.

There must be a motion to spend or move Kindergarten funds.

3.

Motions before the Meeting
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It is usual for motions to be communicated to the Chairperson in advance of the meeting
so that they can be put on the agenda and considered by members before the meeting.
The Chairperson may defer until the next meeting any motions, which have not been
notified in this way, but items which are not too contentious are usually accepted at the
meeting.
4.

Motions must have a mover and a seconder. The motion is then ‘put’
“all those in favour, say aye”, “anyone against?” “any abstentions?
Everyone has the right to have their name recorded in the minutes should they request
this indicating how they voted.
The motion is then CARRIED or LOST.
A majority is 75% of votes cast either for or against. In the event of equality of votes the
person chairing the meeting shall have both a deliberate and casting vote.

5.

When a decision has been reached the whole Committee, including any dissenters, have
to support the decision in the community.

4.2 SECRETARY
1.

Minutes
See Section 5.2 Sample Minutes
(a)

A minute book must be kept (hard cover with pre-numbered pages) into which all
minutes are either written or pasted in. The Chairperson/ Chairperson must sign
and date the previous month’s minutes (and financial report) in the minute book
after being approved at the next meeting.

(b)

Resolutions and motions - must have a mover and seconder and these must be
clearly recorded.

(c)

Detail - all relevant details raised in discussion should be recorded for future
reference. Be specific when recording financial matters – include $ values from
grants, investments and expenditure.

2.

Correspondence
It is important that any outward correspondence is attended to as soon as possible after
the meeting as some correspondence could have been received up to four weeks
previously. If left until just before the next meeting, it could be 6-8 weeks old.

3.

Filing and Record Keeping
Secretaries are responsible for maintaining a record of all relevant matters, e.g.
Correspondence, Association memos. Secretaries may change frequently and, whatever
the method used, all records should be kept in a manner that will ensure they are retained
intact through (sometimes) regular handovers. These records should be clearly marked
for ease of reference.
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For local Committee correspondence a Lever Arch file is most suitable as it should
contain several years’ correspondence. Basically, date order is the simplest method of
filing for Kindergarten purposes, except that correspondence on a specific matter should
be kept together and filed at the date of the latest letter or other information. Special
major fundraising projects are worthwhile detailed separately if the project is likely to be
repeated - including copy of advertising, various job delegations etc.
Files and equipment should be handed over to the incoming Secretary in a tidy and easy
to follow manner.

4.3 TREASURER
The Treasurer’s role is to ensure the Kindergarten Committee is provided with current and
accurate information regarding the financial situation of the Kindergarten. Reports are
formulated by the Finance Officer at Kindergarten House. Kindergarten Administrators are
responsible for banking and preparing accounts for payment.
1.

Payments
All accounts should be paid when due, irrespective of the timing of Committee meetings.
ALL payments must be approved/ratified at Committee meetings and recorded in the
minutes of the meeting. This includes any payments made in between Committee
meetings. (The schedule(s) must be glued into the minute book). If payments have been
made between meetings these payments must be ratified at the next meeting.

2.

Financial Report
The Treasurer presents a schedule of all payments for approval (prepared by the
Kindergarten Administrator), together with an up to date Financial Report (Statement
and cashflow analysis report) and a bank reconciliation (prepared by the Finance
Officer). On receipt of all the above reports the Treasurer is to sign all copies prior to
presentation.
The Committee should be aware of their exact financial position each month. The
Treasurer (or Kindergarten Administrator) should use the Budget Year-to-Date
spreadsheet for this purpose (see 5.6 Sample year to date spreadsheet). The actual figures
from the monthly report are added into the spreadsheet and are subtracted from the
predicted budget figures’ giving a clear indication of how much money is left for the
remainder of the year. An electronic copy of the spreadsheet is available (Excel) – this
will add/subtract your figures/columns as you go. Contact the Association Office for this
by email.
Please refer to examples given in this Handbook, see Section 5, Templates.
The minutes of the Committee meeting must include all details from the Treasurer’s
Report, or alternatively, the report can be itself pasted in the Minute Book and when
confirmed, it is signed by Chairperson.
A few payments will be automatic each month such as Head Teacher’s allowance, Phone,
Electricity and cleaning contract monthly payments. The approval for regular monthly
payments of this nature should first be given by proper motion at a Committee meeting
and recorded in the minutes as such. These payments will still, however, appear in the
monthly schedule of accounts for payment.
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The original reports are to be given to the Secretary for the minute book and the
Treasurer should also retain a copy.
3.

Payment of accounts (Kindergarten Administrator)
Most accounts are due for payment on the 20th of the month following issue. Ensure that
accounts are paid promptly including those invoiced by the Association.

4.

Budgeting – budget year to date report (spreadsheet)
Treasurers should be responsible to keep their Committees aware of their financial
position and, particularly when kindergarten funds are limited, they should warn the
Committee when expenditure being considered is likely to exceed funds and additional
fund raising is required before the expenditure is approved.

5.

Budgeting for Kindergartens
Kindergartens receive funding from the Association in March, July and November.
Careful management of funds will need to occur to ensure that funds are available
throughout the year, especially the months between receiving funding.
Budgeting is the Kindergarten’s Strategic Plan, but in numbers. It is about allocating
funds to fulfil the goals identified in the Plan. It has to be realistic and achievable. It
needs to take into consideration the objectives of the Kindergarten in meeting minimum
standards (including day to day costs like phone, power, rates etc.). It must also consider
items that will be above the minimum standards as well as long term goals such as
special resources and building projects.
See Section 5.3 for budget example. Budgets are usually drafted in December and
finalised in February each year taking into account the needs of next 12 months. An
electronic copy is available (Excel) – this will add your figures/columns as you go.
Contact the Association Office for this by email.
The Kindergarten community will need to complete the spreadsheet ensuring that the
total income matches the total payments (i.e. a zero budget). All the budget figures are to
be GST exclusive.
The first step for Kindergartens is to complete the Core Cost payments. These may be
established from past records and the future needs of the individual Kindergartens (an
allowance for inflation will also need to be taken into consideration).
The difference between the Receipts & Payments at this point will give an indication of
the financial position with regard to meeting minimum standards. A surplus of income
means that you may be able to spend a bit more and a deficit of income means that costs
may need to be cut (subject to meeting minimum standards) or that fundraising may be
required to meet the shortfall.
The Receipts are next (again some will be filled in by the Association). The balance of
the headings (with the exclusion of Fundraising & Grants) can be completed with the
same criteria as the payments.
From there Kindergartens will need to consider any special projects and this is where
Grants and Fundraising will normally be involved.
Long term projects may necessitate the depositing and/or the withdrawal of investment
funds depending on when they are scheduled to take place.
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Remember “All budgets should balance with Receipts matching Payments”.
Please remember that the Association is available to support you with this process.
A budget for the next 12 months must be completed by February and a copy needs to be
sent to the Finance Officer. Treasurers can prepare a schedule of anticipated general
receipts and payments from those of the previous year, taking into account additional
expenditure likely in the year ahead (the Head Teacher advising purchases or projects
which they would like considered to assist this). As the expenditure will usually exceed
the income, the balance will be required from fund raising.
It is important to continue to review your budget regularly, i.e. if in March you planned to
receive a $10,000.00 grant but didn’t you can re-do your budget and move the figure to
your new planned month. It is helpful to arrive at a fundraising figure early and then
discuss various methods of raising the desired amount. It may be preferable to have a
fundraising calendar which can be reviewed and suggestions made.
The budget should be presented at your AGM in April/May for confirmation.
6.

Curriculum Budget
A portion of Kindergarten Operational Funding is for the curriculum budget - this is for
use by Teachers to purchase equipment/resources used in the programme. It is not
necessary for Teachers to ask permission for these purchases. Any purchases made will
be reported in the Head Teacher’s report linking it to learning outcomes in the
Kindergarten.

7.

Cheques (Kindergarten Administrator)
(a)
Payments should in all cases be made by cheque or direct debit.
(Never make payments from cash on hand).
(b)

All cheques should be printed “not transferable” (normally done by the TSB) and
“or bearer” deleted when completed. For petty cash, “Please pay cash” and
signatures negate the “not transferable”. Do not delete the “or Bearer.”

(c)

When an interim cheque book is obtained from the bank (e.g. when printing
delays occur) ensure that the name of the Kindergarten is written on the cheques
before signing.

(d)

Always write in details of the cheque in the record space provided before writing
the cheque out.

(e)

(f)
8.

A motion must be passed authorising cheque signatory authority for designated
people. This must be any two of five: Chairperson, Treasurer, Secretary, Head
Teacher, Teacher, Kindergarten Administrator. It is expected that two signatories
will be Kindergarten staff.
All invoices must be certified for payment, and ratified at the Committee meeting.

After meeting the running costs of the Kindergarten the use of funds must be for the
benefit of children – resources, play equipment, books.
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9.

Approval must be sought from the Management Team when any purchase or a total
purchase is to exceed $750 (excluding art/craft orders). See Kindergarten Taranaki G M
& A Procedure – Finance “Approval for Expenditure over $750” (form).

10.

Purchases
Consideration must be given to cost versus quality. In most cases, the cheapest option
won’t be the best. It is in the Kindergarten’s long term interests to buy quality products
that will handle years of use by many children; a few extra dollars now may save some
more in the future.

11.

Banking (Kindergarten Administrator)
All money should be collected frequently and banked promptly. Do not deduct money
from banking. All money in and out is to be recorded through the cashbook
including investments and donations and must be made through the main (00)
Kindergarten account. This is except Education Fees which are paid into the separate
Association Fees Account.
Treasurers are responsible for the collection of fundraising monies. Money must be
counted, prepared for banking, and receipted by two committee members. (The receipt
should state the purpose of the fundraising.) The receipted money should then be handed
over to the Head Teacher/Kindergarten Administrator for deposit at the Bank.
Association cash handling policy must be complied with.

12.

Receipts
Receipts must be issued for all money received. Itemise money from different sources on
the receipt. The Teachers/Kindergarten Administrators, usually at the end of Term or
financial year, do receipts for Education Fees. Education Fees are confidential and
private between parents and Kindergarten staff.

13.

Bank statements
Bank statements must be for a calendar month (being issued at end of month). They are
delivered to the Association and the Finance Officer emails a copy to Kindergartens.

14.

Money in Kindergartens – guidelines
(a)
Only small sums of money (less than $200 in cash) may be left unattended on a
Kindergarten site in a locked drawer or similar secure place.
(b)
The Kindergarten should have a suitable metal cash box.
(c)
Money should not be taken to the private residence of parents or teachers.
(d)
When the bank is closed, and cash over $200 has to be secured, a Kindergarten
should have a designated safe place arranged. The services of a security firm may
be engaged to look after the money.

15.

Head Teacher’s Allowance
This amount is usually paid on a monthly basis at a figure agreed by the Committee and
the Head Teacher when the budgets are set. The Teachers should have receipts for all
amounts spent and should keep a book with details and running total. These records are
to be forwarded to the auditors (via the Association office) at the end of the financial
year.

16.

Petty Cash
A petty cash system may be operated within Association policy and guidelines.
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ENQUIRIES:

If in any doubt, contact the Finance Officer/s or the
Finance Manager at the Association office

Contacts: John Sykes - 027 639 9835 john.sykes@kindergartentaranaki.co.nz
Aira Cooper - 027 639 9836 aira.cooper@kindergartentaranaki.co.nz
Steve Smith - 027 639 9834 steve.smith@kindergartentaranaki.co.nz

4.3a FINANCIAL PROCEDURES
DEPOSITS
At the Kindergarten
1

Kindergarten Administrators are responsible for banking all money (cash and cheques)
received at the Kindergarten. This may be for many purposes, Fees, Excursions, Fundraising,
and Donations etc.

2

All money should be collected frequently and banked promptly. Do not deduct any money
from banking.

3

All money received needs to be recorded in the Kindergarten cashbook (Monthly Report) so
must be itemised on the Deposit Schedule Form which is emailed to the Association Office
each time banking is done.

4

Education Fees
If Fees are paid at the Kindergarten either by Cash or Cheque (made out to Kindergarten
Taranaki) Kindergarten Administrators must enter the details on Infocare.

5

Fundraising
The Treasurer (or Committee member/s) who is running the fundraising event is responsible
for receiving/collating order forms etc. Money is counted and receipted (receipt book) by
two Committee members and passed over to the Head Teacher/Kindergarten Administrator
for banking.

Money in Kindergartens
a) Only small sums of money (less than $200 in cash) can be left unattended on a
Kindergarten site in a locked draw or similar secure place.
b) The Kindergarten should have a suitable metal cash box.
c) Money should not be taken to the private residence of parents or teachers.
d) When the bank is closed, and cash over $200 has to be secured, a Kindergarten should
have a designated safe place arranged at business premises. The services of a security
firm could be engaged to look after the money.

23

Receipts
1

Receipts must be issued for all money received. Itemise money from different sources on the
receipt.

2

Education Fees receipts are usually provided at the end of term or financial year
a. Education Fees are confidential and private between parents and Association Staff.

PURCHASE OF GOODS AND SERVICES
At the Kindergarten
1

Items purchased for the Curriculum do not need the prior approval of the Committee.
Purchases of resources, groceries etc are ordered/purchased by Teachers or Kindergarten
Administrators in the usual way.
a. Consideration must be given to cost versus quality. In most cases, the cheapest option
won’t be the best. It is in the Kindergarten’s long term interests to buy quality products
that will handle years of use by many children: a few extra dollars now may save some
more in the future.
b.

Approval for purchases exceeding $750 (of one or more items) must be sought from the
Association office. See Approval Form - excludes property matters – see Property
Manual.

2

The items are delivered and the invoice is sent to the Kindergarten.

3

The Teachers or Kindergarten Administrator check the order to ensure all the items have
been received, are in good order and that price is correct.

4

The invoice is kept (filed) by the Kindergarten Administrator in preparation for payment.
a. Most accounts are due for payment on the 20th of the month following issue. Ensure
that accounts are paid promptly including those from the Association.

5

Prior to the next Committee meeting (1-2 days) the Kindergarten Administrator begins to
prepare the invoices and writes Cheque for payment.
a. Payments should in all cases be made by Cheque or automatic payment
i. Never make payments from cash on hand.
b.

Always write in the details of the Cheque in the space provided before writing the actual
Cheque out (found in the front of the book).
i.

When an interim Cheque book is obtained from the bank (e.g. when printing delays
occur) ensure that the name of the Kindergarten is written on the Cheque before
signing.

ii.

All Cheques should be printed “not transferable” (normally done by the TSB) and
“or bearer” deleted when completed. For petty cash, “Please pay cash” and
signatures negate the “not transferable”. Do not delete the “or Bearer.

24

iii.

6

Do not destroy Cheques. If a mistake is made, strike through the Cheque and mark
invalid. Glue to an A4 sheet of paper and keep it in Cheque number order with the
invoices.

c.

All payments should have a GST invoice or receipt.

d.

Write the Cheque number and date on the invoice.

e.

Complete the tear off remittance advice. If there is no remittance advice, use the
template (Section 5.9). Photocopy these and use as required – all payments must have a
remittance advice attached.

f.

Address an envelope (if no self-addressed envelope included)

g.

Attach together (paper clip) the invoice, envelope, remittance advice, and Cheque (on
the top).

h.

A petty cash system may be operated within Association policy and guidelines. Refer
Kindergarten Taranaki policy.

The Kindergarten Administrator completes the Payment Schedule – include all payments, by
Cheque and Direct Debit.
a. Keep in Cheque number order
b.

Code each purchase (use the Chart of Account Codes)

c.

Where there is more than one item on an invoice, separate them under their different
codes and include individual totals (split total)

Cheque
No
751269

7

Cheque
$
Amount
100.00

Supplier
School Supplies

Code
(s)

Split Total
(GST incl)

304
412

50.00
50.00

Put the invoices in Cheque number order, with the Payment Schedule on top inside a Folder
for presentation by the Treasurer to the Committee for approval.

At the Committee Meeting
1

The treasurer will present the Schedule of Accounts for Payment for approval.

2

The treasurer will move the approval; it must be seconded and voted on.
 If there are any discrepancies or if an account needs to be challenged, record this in the
minutes and the Kindergarten Administrator will follow it up.

3

The Cheques must then be signed by two signatories.

4

The Treasurer should sign the Monthly Report, Reconciliation and Payment Schedule
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After the Committee Meeting
1
2

The folder of invoices and signed Cheques are returned to the Kindergarten Administrator.
Enclose the remittance advice and Cheque in the pre-addressed envelope and post.

3

Post the Invoices and a copy of the Payment Schedule to the Association Office. A copy of
the meeting minutes and Head Teachers report should be attached.
This must be done within 7 Days of the Committee Meeting

4

Write or glue the originals of the Minutes, Head Teachers Report, Sub Committee Reports,
Financial Report, monthly reconciliation and Payment Schedule into the Hard cover minute
book.

At the Association Office
1

The Payment Schedule, Invoices and Minutes (including Head Teachers Report) are received
by the Finance Officer within seven (7) days of the Committee meeting.

2

Deposit Schedules are received by email after the Kindergarten Administrator has deposited
banking in to either the Kindergarten Account or Association Fees Account.

3

The Finance Officer processes the information from the Deposit and Payment Schedules and
enters it into the Computerised Cashbook system.

4

Monthly reports from QuickBooks is generated along with a bank reconciliation which is
provided to the Treasurer for presentation at the next Committee Meeting.
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5

TEMPLATES

5.1

AGENDA

(...) KINDERGARTEN COMMITTEE MEETING
TO BE HELD ON (DATE)
AT (TIME) AT (VENUE) KINDERGARTEN
AGENDA

1 Welcome/opening
2 Apologies
3 Minutes of the previous meeting
4 Correspondence
5 Treasurer’s Report
6 Head Teacher’s Report
7 Strategic Plan (specific actions from “Implementing your Vision”)
a. Items due to complete
b. Items due to start
8 General Business
9 Arrangements for next meeting
10 Close of meeting
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This should be half of your
meeting completion and sign off
of projects
 allocation of resources
for next stage
 Celebrate your
successes

5.2

MINUTES

MINUTES OF THE XYZ KINDERGARTEN COMMITTEE
MEETING HELD AT THE KINDERGARTEN, 2 DEVON MALL,
NEW PLYMOUTH ON MONDAY 6 APRIL 2011 AT 7.30 PM
PRESENT:

A. Black (Chairperson), B. Blue, C. Pink, D. Green, E. Yellow, F.
Red, G. Purple, H. White. (Indicate - Member/Head
Teacher/Teacher.)

APOLOGIES:

I. Grey, J. Lime.
Moved that the apologies be accepted.
Moved Black
Seconded Blue
CARRIED

MINUTES:

Minutes of the previous meeting held on 8 March 2011 were read
and confirmed as a true and accurate record of that meeting.
Moved Pink
Seconded Green
CARRIED
(or - having been circulated, were taken as read and confirmed as a
true and accurate record of that meeting.)

CORRESPONDENCE:

Inward:

Outward:

Minutes of TFKINDERGARTEN
ADMINISTRATOR Combined Kindergartens’
Meeting.
Letter from Lion Foundation grant of $10,000
Letter from TSB Community Trust grant $5,000
Application to Pelorus Trust for $4000 grant
Letter of thanks to D Brown for mending the front
gate.

Moved that the inward correspondence be accepted and the
outward approved.
Moved White
Seconded Purple
CARRIED
TREASURERS REPORT: Edna Yellow presented her financial report for March 2011.
Grant from Lion Foundation $10,000 in bank account
Grant from TSB $5,000 in bank account
Moved that the financial report be accepted
Moved Yellow
Seconded Red
CARRIED
The following accounts were approved for payment:
List ......... (or glue in Payment Schedule)
Moved Yellow
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Seconded Blue

CARRIED

Bank balance is $17444.44
Investment account $30,000
(or can be as per the report attached)
Moved that the $15,000 grant money be transferred from the
Kindergarten ‘00’ account to the investment account
Moved Yellow
Seconded Blue
CARRIED
HEAD TEACHER’S
REPORT:

The books have been repaired. Many thanks to the mothers
who helped on the day. Children had visited Smith’s farm. G.
Purple requested assistance in mending two trolleys, Informed the
Committee that two outdoor movable boxes from Tred Safe, cost
$900 had been approved by the Association and purchased.
Moved by G. Purple that her report be accepted.
Seconded White
CARRIED
C Pink offered to mend the trolleys

STRATEGIC PLAN:

Items for completion
New sandpit – Plans have been finalised, seek final approval from
the Association office for next term break as all the funding has
been secured. – A Black will contact Association
Items due to start
Sunshades – obtain quotes for shade sails over sandpit – H White
to contact suppliers, and seek approval from Association

GENERAL BUSINESS:

The idea of holding a fundraiser was discussed. To be put before
the next meeting when everyone had had more time to think about
alternatives.

ARRANGEMENTS FOR NEXT MEETING:
The next meeting is 4/5/11 at 7:30 pm at the Kindergarten.
Fundraising ideas, quotes for shade sails, seek prospective grant
organisations and find out application details.
There being no further business the meeting closed at 8.30pm.
Chairperson
Date
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5.3BUDGET

30

5.4

FINANCIAL REPORT

Jul 15

Budget

$ Over Budget

Mar - Jul 15

YTD Budget

8,695.65
95.65

$ Over Budget

Annual Budget

8,695.65

0.00

18,260.87

52.20

43.45

408.69

18,260.87

0.00

26,956.52

156.60

252.09

1,189.54

1,000.00

189.54

313.20

2,262.80

2,200.00

62.80

6,200.00

19401 · Grant - TSB Community Trust

0.00

0.00

0.00

19424 · Grant -Mellow puff Trust

0.00

0.00

0.00

0.00

80,000.00

Ordinary Income/Expense
Income
191 · Kindergarten Op. Funding
192 · Stationery Fee
193 · Fundraising Net
194 · Grants

Total 194 · Grants
Total Income
Gross Profit

0.00

0.00

0.00

0.00

0.00

0.00

0.00

80,000.00

9,980.84

9,747.85

232.99

20,932.36

20,617.47

314.89

113,469.72

9,980.84

9,747.85

232.99

20,932.36

20,617.47

314.89

113,469.72

Expense
302 · Audit Fees

0.00

0.00

0.00

0.00

300.00

-300.00

300.00

304 · Art & Craft

106.63

113.05

-6.42

537.36

565.25

-27.89

1,356.60

314 · Cleaning

638.86

726.75

-87.89

3,447.11

3,633.75

-186.64

8,721.00

150.51

2,700.00

370 · Fundraising
372 · General Expenses

0.00

260.87

221.89

250.00

-28.11

1,300.51

1,150.00

37901 · Indoor Resources

68.70

171.75

-103.05

1,690.13

858.75

831.38

1,717.50

37902 · Outdoor Resources

-3.91

100.00

-103.91

95.39

500.00

-404.61

1,200.00

64.79

271.75

-206.96

1,785.52

1,358.75

426.77

2,917.50

0.00

0.00

0.00

0.00

0.00

0.00

1,996.83

0.00

0.00

0.00

0.00

0.00

0.00

1,996.83

0.00

0.00

0.00

1,187.86

0.00

1,187.86

80,000.00

0.00

0.00

0.00

1,187.86

0.00

1,187.86

80,000.00

412 · Stationery

156.43

200.00

-43.57

1,049.47

1,100.00

-50.53

2,700.00

415 · Pow er - Office

303.78

220.78

83.00

1,114.55

1,103.90

10.65

2,649.36

0.00

0.00

0.00

984.98

604.30

380.68

1,195.61

470.00

12.16

457.84

1,125.39

533.41

591.98

1,749.66

470.00

12.16

457.84

1,125.39

533.41

591.98

1,749.66

379 · Resources

Total 379 · Resources
380 · Insurance
38001 · Insurance - Kindergartens
Total 380 · Insurance
383 · Improvements
38301 · Improvements - Building
Total 383 · Improvements

422 · Rates-Kindergartens
428 · Repairs & Maintenance*****
42801 · Repairs & Maint - Kindergartens
Total 428 · Repairs & Maintenance*****
460 · Telephone & Fax
Total Expense
Net Ordinary Income

118.66

125.41

-6.75

610.03

627.05

-17.02

1,504.92

2,081.04

1,919.90

161.14

13,403.65

10,976.41

2,427.24

107,791.48

7,899.80

7,827.95

71.85

7,528.71

9,641.06

-2,112.35

5,678.24

Other Income/Expense
Other Income
203 · Interest Received

0.00

204 · Donations - Income

0.00

43.48

-43.48

151.25

86.96

64.29

173.92

266.74

0.00

266.74

482.92

173.92

309.00

521.76

266.74

43.48

223.26

933.31

260.88

672.43

695.68

205 · Sundry Income
Total Other Income

299.14

Other Expense
902 · GST - Kindergartens
Total Other Expense
Net Other Income
Net Income

0.00

289.09

0.00

289.09

266.74

43.48

223.26

644.22

260.88

383.34

695.68

8,166.54

7,871.43

295.11

8,172.93

9,901.94

-1,729.01

6,373.92
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5.5

BANK ACCOUNT RECONCILIATION
Type

Date

Num

Nam e

Clr

Am ount

Beginning Balance

Balance
8,346.18

Cleared Transactions
Cheques and Paym ents - 17 item s
Cheque

20/06/2015

182845

A Dow ns



-13.49

-13.49

Cheque

25/06/2015

182848

Just Water



-43.73

-57.22

Cheque

25/06/2015

182850

A Dow ns



-34.22

-91.44

Cheque

25/06/2015

182849

Gill Evans



-12.00

-103.44

Cheque

30/06/2015

182852

Levity Beet



-225.00

-328.44

Cheque

02/07/2015

182857

OfficeMax



-122.62

-451.06

Cheque

02/07/2015

182856

NPE-Tech



-115.00

-566.06

Cheque

02/07/2015

182853

Tranzit Coachlines Taranaki Ltd



-109.25

-675.31

Cheque

02/07/2015

182854

Warehouse Stationery



-79.01

-754.32

Cheque

02/07/2015

182855

Mitre 10 Mega



-25.63

-779.95

Cheque

02/07/2015

182858

Cleanline Distributors Ltd



-21.69

-801.64

Cheque

15/07/2015

D 15-34

Genesis Energy



-349.35

-1,150.99

Cheque

20/07/2015

152432

Carpet Cleaning Services Ltd



-713.00

-1,863.99

Cheque

20/07/2015

152431

Fuji Xerox



-179.89

-2,043.88

Cheque

20/07/2015

182860

NPE-Tech



-86.25

-2,130.13

Cheque

22/07/2015

D 15-35

Spark



-136.46

-2,266.59

Cheque

28/07/2015

152433

YMCA New Plymouth Inc



-91.00

-2,357.59

-2,357.59

-2,357.59

Total Cheques and Payments
Deposits and Credits - 7 item s
Sales Receipt

06/07/2015

D 15-32

Funds Received



10,000.00

10,000.00

Sales Receipt

20/07/2015

D 15-38

Funds Received



1,367.97

11,367.97

Sales Receipt

21/07/2015

D 15-39

Funds Received



30.00

11,397.97

Sales Receipt

22/07/2015

D 15-33

Funds Received



225.00

11,622.97

Sales Receipt

23/07/2015

D 15-36

Funds Received



40.00

11,662.97

Sales Receipt

24/07/2015

D 15-40

Funds Received



4.50

11,667.47

Sales Receipt

30/07/2015

D 15-37

Funds Received



88.00

11,755.47

11,755.47

11,755.47

9,397.88

9,397.88

9,397.88

17,744.06

-54.00

Total Deposits and Credits
Total Cleared Transactions
Cleared Balance
Uncleared Transactions
Cheques and Paym ents - 3 item s
Cheque

20/06/2015

182834

Shane Rosemeyer

-54.00

Cheque

20/07/2015

182859

Taranaki Dairy & Foods Ltd

-29.29

-83.29

Cheque

28/07/2015

152434

Just Rubbish Ltd

-339.25

-422.54

-422.54

-422.54

-422.54

-422.54

8,975.34

17,321.52

-219.91

Total Cheques and Payments
Total Uncleared Transactions
Register Balance as of 31/07/2015
New Transactions
Cheques and Paym ents - 15 item s
Cheque

13/08/2015

D 15-43

Genesis Energy

-219.91

Cheque

14/08/2015

152435

Tranzit Coachlines Taranaki Ltd

-109.25

-329.16

Cheque

20/08/2015

152445

Kindergarten Taranaki

-2,236.45

-2,565.61

Cheque

20/08/2015

152446

Ardern Peters Architects Ltd

-920.00

-3,485.61

Cheque

20/08/2015

152436

Carpet Cleaning Services Ltd

-713.00

-4,198.61

Cheque

20/08/2015

152447

Tania Double

-336.95

-4,535.56

Cheque

20/08/2015

152441

Fuji Xerox

-113.02

-4,648.58

Cheque

20/08/2015

152439

Mitre 10 Mega

-98.47

-4,747.05

Cheque

20/08/2015

152440

Moturoa 4 Square

-47.08

-4,794.13

Cheque

20/08/2015

152438

Just Water

-43.73

-4,837.86

Cheque

20/08/2015

152442

Eddy's Law n Mow ing

-30.00

-4,867.86

Cheque

20/08/2015

152443

G Evans

-26.60

-4,894.46

Cheque

20/08/2015

152444

C Maxw ell

-26.16

-4,920.62

Cheque

20/08/2015

152437

Taranaki Dairy & Foods Ltd

-23.45

-4,944.07

Cheque

22/08/2015

D 15-44

Spark

-136.19

-5,080.26

-5,080.26

-5,080.26

Total Cheques and Payments
Deposits and Credits - 2 item s
Sales Receipt

14/08/2015

D 15-41

Funds Received

548.25

548.25

Sales Receipt

18/08/2015

D 15-42

Funds Received

2.00

550.25

550.25

550.25

-4,530.01

-4,530.01

4,445.33

12,791.51

Total Deposits and Credits
Total New Transactions
Ending Balance
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Jul 15

Jul 15

182853

182854

182855

182856

182857

182858

D 15-32

D 15-34

182859

182860

152431

152432

D 15-38

D 15-39

D 15-33

D 15-35

D 15-36

D 15-40

152433

152434

D 15-37

D 15-37

02/07/2015

02/07/2015

02/07/2015

02/07/2015

02/07/2015

06/07/2015

15/07/2015

20/07/2015

20/07/2015

20/07/2015

20/07/2015

20/07/2015

21/07/2015

22/07/2015

22/07/2015

23/07/2015

24/07/2015

28/07/2015

28/07/2015

30/07/2015

30/07/2015

Num

02/07/2015

Date
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Funds Received

Funds Received

Just Rubbish Ltd

YMCA New Plymouth Inc

Funds Received

Funds Received

Spark

Funds Received

Funds Received

Funds Received

Carpet Cleaning Services Ltd

Fuji Xerox

NPE-Tech

Taranaki Dairy & Foods Ltd

Genesis Energy

Funds Received

Cleanline Distributors Ltd

OfficeMax

NPE-Tech

Mitre 10 Mega

Warehouse Stationery

Tranzit Coachlines Taranaki Ltd

Source Name

205 -Sundry Income

192 - Stationery Fee

37902 Outdoor resources

192 - Stationery Fee

205 -Sundry Income

192 - Stationery Fee

193 - Fundraising

191 -Kindergarten Op. Funding

Description

205 · Sundry Income

192 · Stationery Fee

42801 · Repairs & Maint - Kindergartens

372 · General Expenses

37902 · Outdoor Resources

192 · Stationery Fee

460 · Telephone & Fax

205 · Sundry Income

192 · Stationery Fee

193 · Fundraising Net

314 · Cleaning

412 · Stationery

42801 · Repairs & Maint - Kindergartens

372 · General Expenses

415 · Pow er - Office

191 · Kindergarten Op. Funding

314 · Cleaning

304 · Art & Craft

42801 · Repairs & Maint - Kindergartens

372 · General Expenses

37901 · Indoor Resources

372 · General Expenses

Account

S

S

S

S

S

S

S

N

S

S

S

S

S

S

S

S

S

S

S

S

S

S

Tax Code

Clr

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

960 · Devon Main A/c

Split

2,084.95

295.00

79.13

118.66

620.00

156.43

75.00

25.47

303.78

18.86

106.63

100.00

22.29

68.70

95.00

Debit

10,251.49

41.74

34.78

3.91

34.78

225.00

26.09

1,189.54

8,695.65

Credit

-41.74

-34.78

295.00

79.13

-3.91

-34.78

118.66

-225.00

-26.09

-1,189.54

620.00

156.43

75.00

25.47

303.78

-8,695.65

18.86

106.63

100.00

22.29

68.70

95.00

Original Amount

-8,166.54

-8,166.54

-8,124.80

-8,090.02

-8,385.02

-8,464.15

-8,460.24

-8,425.46

-8,544.12

-8,319.12

-8,293.03

-7,103.49

-7,723.49

-7,879.92

-7,954.92

-7,980.39

-8,284.17

411.48

392.62

285.99

185.99

163.70

95.00

Balance

5.6
CUSTOM TRANSACTION DETAIL REPORT

0.00

0.00

0.00

0.00

0.00

0.00

0.00
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0

0

0

0

0

0

0

0

0

DEC

0

JAN

0

0

FEB

0

0

YTD

0

0

NOV

0

TOTAL PAYMENTS

OCT

0

0

SEP

0

Other Eg curriculum

AUG

0

0

JUL

0

Inves tm ent Depos it

JUN

0

YTD

0

MAY

0

FEB

0

APR

0

JAN

Im provem ents - playground

MAR

0

DEC

Im provem ents - building

PAYMENTS

BUDGET

0

NOV

0

0

OCT

TOTAL RECEIPTS

SEP

0

AUG

Inves tm ents Withdrawals

JUL

Special Projects

0

JUN

Donations

MAY

0

APR

Grants

MAR

0

BUDGET

Fundrais ing Net

RECEIPTS

0.00

0.00

TOTAL OP. EXPENDITURE

0.00

0.00

Teachers Allowance
0.00

0.00

Sundry expenditure
0.00

0.00

Stationery

0.00

0.00

Res ources - Outdoor

0.00

0.00

Res ources - Indoor

0.00

0.00

Repairs /Maintenance

0.00

0.00

Rates

0.00

0.00

Phone/Internet

0.00

0.00

Mortgages

0.00

0.00

Marketing

0.00

0.00

Leas es

0.00

0.00

YTD

Ins urance

NOV

0.00

OCT

Electricity

SEP

0.00

AUG

Cleaning

JUL

FEB

0.00

0.00

JUN

JAN

0.00

Audit Fees

MAY

Kindergarten Operating Expenditure
DEC

0.00

0.00

APR

0.00

YTD

Art & Craft

BUDGET

MAR

0.00

FEB

0.00

0.00

JAN

TOTAL OP. INCOME

DEC

0.00

NOV

Fundrais ing

OCT

0.00

SEP

Sundry Incom e

AUG

0.00

JUL

Interes t

JUN
0.00

MAY

Stationery Fee

APR

Ye ar -

0.00

MAR

Kindergarten Operating Income

KINDERGARTEN YEAR TO DATE (YTD) SUMMARY

Kindergarten Op. Funding

BUDGET

Kindergarten -

0

0

0

0

0

BALANCE

0

0

0

0

0

BALANCE

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

BALANCE

0.00

0.00

0.00

0.00

0.00

0.00

BALANCE

5.7
BUDGET YEAR TO DATE SPREADSHEET

5.8

APPROVAL FORM - Expenditure over $750 (excluding Property requests)

Kindergarten: _____________________________
Name of person filling in the form:
________________________________________________
Brief description of the items for expenditure – include supporting documents i.e.
quotes
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
_________________________________________________
___________________________________________________________________
___________________________________________________________________
Total cost- GST exclusive:

_____________________________

Source of funding:
Kindergarten Funds



Grant 

Donation 

Signed: _______________________ (Head Teacher) Date: ___________________

Office use only:
Approved/Declined

Office use only

Name:

_____________________________________________

FM

Position:

_____________________________________________

Date:

_________________________

_______

Comments
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
__________________________________________________________
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5.9

REMITTANCE ADVICE

Remittance Advice
To:

___________________________
___________________________
___________________________

From: ___________________________
___________________________

Please find enclosed a Cheque: $ ________________
For:

____________________________________

Signed: ____________________________________

Remittance Advice
To:

___________________________
___________________________
___________________________

From: ___________________________
___________________________

Please find enclosed a Cheque: $ ________________
For:

____________________________________

Signed: ____________________________________

Remittance Advice
To:

___________________________
___________________________
___________________________

From: ___________________________
___________________________

Please find enclosed a Cheque: $ ________________
For:

____________________________________

Signed: ____________________________________
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6

COMMITTEE ANNUAL GENERAL MEETINGS
Committees set the dates for their AGMs in early November/ December for the following
year and inform the Association of the date. The Kindergarten AGM must be held by the
end of May each year. These dates are advertised by the Association at least 14 days
before the first Kindergarten AGM.

6.1

ANNUAL GENERAL MEETING REQUIREMENTS



The quorum for a Kindergarten AGM is ten (10) people, including teachers, actually
present at the meeting
To achieve quorum it may be necessary for the local community to recruit parents
by phoning them and encouraging them to come to the AGM.
An AGM must be held at the day/time as advertised.
In the absence of a quorum the meeting may be adjourned and reconvened.





Documentation for AGM – Kindergarten Annual Report
This should be collected together prior to the meeting and produced as a booklet to
distribute at the meeting, i.e. agenda, minutes of previous meeting, Head Teacher’s report,
Chairperson’s report, and the Budget for the year. The Kindergarten Administrator may be
the best person to co-ordinate this.



All documents should be read aloud at the meeting to those present – the copies in the
booklet allow everyone to follow at their own pace. This includes
The previous year’s Minutes – read by the Chairperson
Chairperson’s Report- read by the Chairperson
Head Teacher’s Report – read by the Head Teacher
Finance Report – Annual Profit and Loss Report may be presented but is not required to
be accepted
Budget – read by the Treasurer



The Chairperson must sign and date the minutes (which were glued in the minute book
after the last AGM) when the resolution to approve them has been passed.



Correspondence is only that which is related to the AGM.



Election of Officers – this is overseen by a Kindergarten Staff member (i.e., Kindergarten
Administrator or Teacher).



When several people are volunteering for one Office Holder position it is advised that each
candidate speaks to the meeting and then a secret vote is held. You can nominate yourself
or be nominated by a member (not a staff member).



Nominations in absentia
It is becoming common that persons are being nominated for positions in their absence
from the meeting. This is not desirable in any circumstances. As a last resort a letter may
be written and presented to the meeting authorising approval for nomination. No-one can
be elected without prior approval.
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It is advisable to pass a motion authorising the Committee to co-opt new Committee
members throughout the year.



AGMs are an opportunity to recruit new members – make an effort to impress them, have a
supper, wine and cheese etc.



See Section 6.3, Sample AGM agenda and Section 6.4, Sample AGM minutes.

6.2

CHAIRPERSON’S ANNUAL REPORT

Annual reports cover the 12 months, 1 Mar – 28 Feb. This should be the period reported upon.
Annual reports are a time to reflect on the year that has passed, a time to celebrate successes and
to recognise the contribution of others.
Guidelines for the structure of a Chairperson’s Annual Report
 Progress of the Kindergarten’s Strategic Plan
- Goals achieved
 Details of Committee and Kindergarten Achievements
- Fundraising
- Special projects
- Specify grants received – from whom, amount and use, acknowledge them
 A comment on the general state of the kindergarten’s finances
 Acknowledgements and thanks
- Work of Committee colleagues
- The work of particular outstanding individual/s
- The teachers
 Vision for the next year/s
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6.3

KINDERGARTEN AGM AGENDA (Template)
ANNUAL GENERAL MEETING
(...) KINDERGARTEN
TO BE HELD ON (DATE)
AT (TIME) AT (VENUE) KINDERGARTEN
AGENDA

1 Apologies
2 Minutes of the previous Annual General Meeting
3 Correspondence
4 Chairperson’s Report
5 Head Teacher’s Report
6 Finance Report
a.

Annual Profit and Loss report (if desired)

b.

Budget

7 Election of Officers
8 General Business
9 Close of Meeting
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6.4

KINDERGARTEN AGM MINUTES (Template)
MINUTES OF THE AGM OF THE (NAME) KINDERGARTEN COMMITTEE
HELD ON (DATE) AT (TIME) AT (VENUE) KINDERGARTEN

PRESENT
1.

APOLOGIES
Moved/seconded

2.

CARRIED/LOST

MINUTES OF THE PREVIOUS AGM

The minutes of the previous AGM meeting held on (date) were confirmed as a true and accurate record.
Moved/seconded
3.


CARRIED/LOST

CORRESPONDENCE
Inwards
A letter from (name) dated (date) advising of his/her resignation from the role of Committee
member.
Outwards
Moved/seconded.

4.

CARRIED/LOST

CHAIRPERSON’S REPORT

The Chairperson’s report for (year) was presented. This was accepted as a true and accurate record.
Moved/seconded.
5.

CARRIED/LOST

HEAD TEACHER’S REPORT

The Head Teacher’s report for (year) was presented. This was accepted as a true and accurate record.
Moved/Seconded
6.

CARRIED/LOST

FINANCE REPORT

The Treasurer presented the Annual Profit and Loss report for (year). The report was accepted as a true
and accurate record.
Moved/Seconded

CARRIED/LOST

The Budget for (year) was presented and accepted
Moved/Seconded

CARRIED/LOST
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7.

ELECTION OF OFFICERS

(This is chaired by either a Governing Board Member or Kindergarten staff member)
Chairperson:
Vice Chairperson: (optional)
Secretary:
Treasurer:
OSH Delegate:
Committee:

Moved/seconded.
Moved/seconded.
Moved/seconded.
Moved/seconded.
Moved/seconded.
Moved/seconded.

CARRIED/LOST
CARRIED/LOST
CARRIED/LOST
CARRIED/LOST
CARRIED/LOST
CARRIED/LOST

Outgoing Committee members were thanked for their contribution during their term on the Committee.
Incoming members were welcomed.
MOTION:

That the Chairperson (name) and Treasurer (name) and Secretary (name), Head Teacher
(name) and Teacher/Kindergarten Administrator (name) are authorised as signatories for
the (Kindergarten) Committee.
Moved/seconded
CARRIED/LOST

MOTION:

That the (Kindergarten) Committee have authority to co-opt new Committee members
throughout the (201_ ) year.
Moved/Seconded
CARRIED/LOST

The current or outgoing Chairperson or, the newly elected Chairperson may chair the rest of the
meeting.
8.

GENERAL BUSINESS

Only business directly related to the Annual General Meeting should be discussed.
9.

CLOSE OF MEETING

The meeting closed at (time).
The minutes of this AGM are approved at the next AGM the following year. The Chairperson signs and
dates the previous year’s AGM minutes (which have been glued into the Minute Book).

Approved:

Date:
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GRANTS GUIDE
HOW TO APPLY FOR GRANTS FOR
KINDERGARTEN TARANAKI KINDERGARTENS
Where to start?
IMPORTANT: Check all official documentation from the Association FIRST.
Refer to the Property Manual if you are doing playground or building projects.
Refer to the Committee handbook for other types of funding. Communication is the
key. There are discussions that need to be had and approvals that need to be
completed before any improvements are undertaken.
1. What do you need?
Make a wish list of all the things you need, everything from new resources through to any
big projects that may be coming up. Refer to your Kindergarten’s 5 year plan.
Prioritise your list. What is most important?
2. Why do you need funding?
Can the things on your list be funded any other way? Can they be fundraised for?
Why not fund the less expensive more exciting things through your fundraising? Your
community will appreciate this 
3. Make realistic timeframes
We all have busy lives so make sure you are realistic about your timeframes. It will
always take longer than you expect.
Check the application dates of the funders, the turnaround times, and the timeframes
allowed for the money to be spent (some trusts want the money spent within 3months,
some are 12months). These could affect your project significantly.
4. Work out costs and budgets
Very important – know how much everything is going to cost – are there any hidden
costs? You don’t want to come up short and then not be able to spend the Grant money.
Most applications need 2 or 3 quotes and these have to be dated within 3 months of the
application.
NB: Grants cannot be applied for until “Stage 2 – Project Planning Submission Form B”
has been approved (refer to the Property Manual).
5. Find your grant providers
Look at who you have had funding from previously. Look strategically at the providers
out there, some are small some are large. If you have big projects coming up save the big
ones for those.
Check with the Association for the most recent up to date information on available
funding for Kindergartens in Taranaki.
Look at the Fundview website: www.fis.org.nz, it is a comprehensive information
website on all of the funding sources available throughout New Zealand.
6. Get approval
Check with the Association manuals about getting approval. What do you need to get,
when and from who? Make sure you have the approvals you need before you apply.
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7. Application process
There will be a checklist somewhere in the application form. Make sure you complete
everything asked of you. Make sure you include everything required of you. If you do
not complete the checklist you will be declined. It’s that simple.
8. Accountability & thanking
The most important step. Spend the money on what you said you would spend the
money on. If you do not use the money appropriately you will have to pay it back.
Record it, make sure your bank statements are clear to follow and accurate.
If you do not submit an accountability report with everything that is required, you
will not be eligible for funding in the future.

Information required for Trust Applications
The application form:
We are an Incorporated Society
Taxation Status is Non-Profit
We are GST registered no. 10-539-609
IRD Charitable Status no. 10-539-609
Charities Commission no. CC31554
Items that can be included in applications are:
 A resolution passed by committee approving the application/s (sample included below)
 Certificate of incorporation copy
 Cover letter (samples included below)
 Project proposal (for more complex projects i.e.: playground or building upgrades, a
project proposal could be included – samples included)
 Financial information including (this will vary depending on the trust):
1. Annual Report – AGM minutes and sometimes most recent meeting minutes.
2. Annual Audited Financial Statements – Budget and Audited Report (your
Kindergarten only).
Tick the checklist on the back page of the application to make sure you have all of the items that
are requested by the trust.
Make copies. Keep a copy of the application form as well as all of the things sent with it for
your record. There may be questions that are asked about the application. And, it will make
your next application easier if you can just cut and paste.
REMEMBER: ALL Trusts have offices and people there to help you. Don’t be afraid to ask if
you are unsure about anything. That’s what they are there for 
FAQs:
Who, why and when do the Association get involved?
It’s important that you discuss all of your plans with the Association. From basic general
concept ideas right through to final sign off. Dependant on your funding needs always
check with the property manual and committee handbook for who you need approval
from and when you need it.
When is the committee involved?
All planning and expenditure needs involvement and approval from the committee.
Who is responsible for writing the grant applications?
Your committee grants officer. If you do not have a committee member who would like
to take it on then often the Head Teacher or Kindergarten Administrator step into this
role.
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How long will it take to get concept/planning approval for larger projects?
Each case is different. Refer to the Property Manual at ALL times and keep
communication clear and flowing between the Kindergarten and the Association.
How much information should I include?
Keep it brief and to the point. The problem and the solution should be all you need.

Appendix Sample documents as follows:
1. Resolution sample
2. Cover letter samples
3. Project proposal sample (property only)

Appendix 1: Resolution Sample
(Printed on Kindergarten letterhead):
It was agreed at the committee meeting held on the date of x Kindergarten to apply to x
foundation/trust for a grant of $x to cover the costs of x.
I certify that this is a true and correct record of a resolution passed at this meeting.

Signature
Chairperson / Secretary
X Kindergarten

Appendix 2: Cover Letter Samples
1. General Resources Cover Letter Sample:
(Printed on official Kindergarten letterhead)
Dear Sir/Madam,
Please find attached x Kindergarten’s application for funding to x Trust. We are requesting
funding to purchase new resources for our Kindergarten.
Our current resources are old and worn out from being over-loved and now need to be replaced.
I have included 2 quotes from reputable and local suppliers, and all other information as
required.
We are a not-for-profit community based organisation, and although we do receive some
government funding it does not cover this type of expenditure. We are hoping that with your
help we can get some new resources to replace these much loved toys/resources/treasures.
If you have any further questions please do not hesitate to contact me directly.
I look forward to hearing from you.
Yours sincerely,
Grants Administrator – x Kindergarten Committee
2. Property Cover Letter Sample:
(Printed on official Kindergarten letterhead)
Dear Sir/Madam,
I am writing to you today on behalf of all the children, teachers and whānau at x Kindergarten in
x.
Brief overview
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Our Kindergarten is a busy and diverse place but it’s outdoor space is un-usable and dangerous.
As a Kindergarten we are partly government funded, but any new resources or equipment need
to be fundraised for and this is why we need your help.
What?
We are currently undertaking a massive project to develop a new outdoor area. We hope to
create a new, exciting, bright, safe and wonderful outdoor environment for our children and
whānau to play in, explore, learn and grow.
Why?
Outdoor play is a crucial tool in which children learn about the world around them and develop
into healthy young people. An opportunity that is limited to them with their current play area.
The new outdoor area will broaden their experiences and further their development as they
interact with the environment and with each other.
Additional information related to checklist:
Please find attached our application form, along with our project proposal and other information.
Please note that only 2 quotes are provided, 1 for the plumbing of the property and a collection
of quotes from x for the landscaping costs. As part of the Kindergarten Association we are
required by them to use only preferred suppliers. These suppliers have an in-depth knowledge of
playground construction requirements and safety standards that adhere to the Kindergarten
Associations strict rules.
How we can benefit you:
We hope you can help us, we would be more than willing to acknowledge any support we
receive by mentioning it in our newsletter, which reaches more than 50 families, acknowledging
at our AGM, and any other way suitable. If you have any questions please do not hesitate to
contact me directly.
Thank you for your consideration. We look forward to hearing from you.
Yours sincerely,
Grants Administrator – x Kindergarten Committee

Appendix 3: Project proposal sample (property only)

X Kindergarten – New Plymouth
Outdoor Upgrade – Project Proposal
Brief overview of the problem or the need and the solution.
Introduction
X Kindergarten needs a new outdoor area. The playground and outdoor area has been plagued
with problems and parts of it have recently been deemed unsafe.
Children need to play and explore outside – it is a vital part of their growth and development.
We are undertaking an enormous project to redevelop the Kindergarten’s outdoor space. With a
combination of fundraising and grant applications we are determined to make this outdoor
environment a wonderful, bright, child friendly learning space.
This entire project is estimated to cost $x.
Who are we?
Background
The Kindergarten
x Kindergarten is in the suburb of x in New Plymouth. With the fantastic Pukekura Park and
Brooklands Zoo close by it caters to a diverse group of children and whānau from the
surrounding neighbourhood and extended communities.
Our current roll stands at 54 children, aged between 3-5years old. Due to our diverse whānau,
we qualify for Equity Funding from the Ministry of Education, as we are identified as having
low social economic whānau and high attendance of children with special needs. This is a
reflection of our community and the diversity in which it demonstrates.
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Why we need help - the problem?
Our Outdoor Area
Our Kindergarten’s outdoor area has been plagued with on-going problems for a number of years
now. The outdoor space is an ‘L’ shape, which is oddly designed with some very mature trees
that block a lot of the sun, as well as rainwater drainage issues. We have problems growing any
grass at all. In the winter months the outdoor space is wet, which on some days resembles a
lake, muddy and dangerous, and in the summer it’s a dust bowl.
In a recent Kindergarten Association inspection our swings area was deemed unsafe. So, now 54
children have to share the one swing that has been left.
Due to the inadequacies of our current outdoor space we have had to adapt. We now rely on
taking the children on field trips to extend their outdoor experience – encompassing things we
should be able to do in our own Kindergarten but sadly cannot.
Luckily we are close to Pukekura Park and it offers a vastness of native bush and a small free
zoo – which the children love. Behind our Kindergarten is a bowling club and they are kind
enough to let us use their car park for biking instruction and larger fun events.
Our playground – it’s great for ducks!
(photos of current playground)
Outdoor Play is Important
Our Kindergarten fosters an environment that values and advocates that children become
confident and active explorers with a strong sense of curiosity and wonderment about the world,
and thereby empowering children to see themselves as independent, confident learners.
Our Kindergarten aims to provide a safe, exciting and challenging playground where the children
can take risks and be challenged, have fun and engage in meaningful play with friends while
developing skills such as co-ordination, trust, balance, turn taking and teamwork with their peers.
These skills, knowledge and attitudes, will serve them well in all aspects of life as they grow up
as confident and capable learners.
At x Kindergarten we see the ‘Environment as the Third Teacher”, this links to our Philosophy
and takes aspiration from the Reggio Emilia philosophy of teaching. We believe we take aspects
of our environment and provide learning opportunities and provocations that evoke exploration
and discovery, communication and a sense of well-being and belonging. Our philosophy also
has a focus on ‘a sustainable environment’. We are committed to the new outdoor area begin as
natural as possible with links to the surrounding Taranaki, New Plymouth and local
environments.
The children need their outdoor play area and they deserve the best, so it is time to completely
renew the space and create a wonderful, bright, healthy environment where they can play and
learn.
What we need?
The Big Idea
Brainstorming sessions were completed by the Kindergarten teaching team, to ascertain what
was needed for the area. Numerous ideas were tabled and discussed and a plan was prepared for
the committee and Kindergarten Association to consider.
Ideas included:
 Recycling centre – with compost and worm bins
 Vegetable and herb gardens
 Water play area with a water wheel and water troughs
 Rock gardens
 Enclosed outdoor space with awnings
 Play houses/wharenui
 Peaceful & tranquil garden areas with trails
 Stage area for performances
 A bloke’s shed for carpentry and truck storage
 Community garden with fruit trees
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These ideas were then taken forward and developed into a design concept for the new outdoor
area. The Kindergarten’s teaching team and committee then sort feedback from whānau and
input from the Association.
Please see attached the outdoor area design concept for x Kindergarten. Further, the design was
then broken down into timely, realistically achievable phases, listed below.
Break it down…
The Project Breakdown
Phase One - Upgrade of existing structures and preparation
Phase one will cover the basic upgrade and renewal of existing areas that will stay. These
include:
 New sandpit shed,
 New awnings for outside area,
 Veggie gardens
 Removal of trees - one dead and one that drops prickly needles and blocks winter sun
from main building.
Phase Two – Landscaping upgrade & playground
Phase Two will cover the complete re-landscaping of the grounds, and addressing drainage
issues including:
 Bulldozing grass and barked area,
 Resolving drainage issues with storm water access and new soak holes,
 Installing sustainable and low maintenance matting and grasses,
 Installing new playground and outdoor equipment.
After much research into what surfaces would be best for the outdoor space, x company was
selected for its cost effective, child friendly, maintenance free, sustainability and eco-friendly
(made from recycled tyres) features.
Phase Three – Planting and Whare building
Phase three will be the final phase to finish off the outdoor area. This will include:
 Planting out of native NZ shrubs and plants,
 Installing and decorating of two whare with local Maori input,
 Water play area with incorporated water wheel.
How? The Solution to the problem. Be specific… how much are we asking for and timeframes?
Budget*
Stage One – Upgrade of existing structures – COMPLETE Show them how far you have
already come!
Project
New awnings
New sandpit shed
New Kindergarten
Administration tables
Tree removal
Total

Cost
$x
$x
$x

Completion
Completed
Completed
Completed

$x
$x

Completed

Stage Two – Landscaping & playground
Project
Clearing site, drainage, new
matting and landscaping
New playground equipment
Approx total:

Cost
$x

Expected Completion?
Summer

$x
$x

Autumn
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Stage Three – Planting & Whare
Project
Whare construction
Plants & planting
Water Play area & Wheel
Approx. total:

Cost
$x
$x
$x
$x

Expected Completion?
Winter
Autumn
Winter

*Please note that all costs are estimates, unless completed. Quotes for various parts of the
project have been attached as required.
Attached:
 X Kindergarten Outdoor Design Concept Plan
 X Kindergarten Annual Plan
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OUTSIDE AGENCIES

NEW ZEALAND KINDERGARTENS INCORPORATED (NZK)
New Zealand Kindergarten Inc. is the national body of the 29 member Kindergarten
Associations. NZK provides governance and management assistance to member Associations,
and is our link with the Minister and Ministry of Education. www.nzkindergarten.org.nz

MINISTRY OF EDUCATION (MoE)
The Ministry of Education (MoE) administers Policy set by the Minister of Education, monitors
compliance with the Education (Early Childhood Services) Regulations 2008, disburses funding
to the Association.
Go to www.minedu.govt.nz for further information or to find out about issues relevant to Early
Childhood Education

EDUCATION REVIEW OFFICE (ERO)
The Education Review Office is the Government agency that reviews all Educational
Institutions. It conducts regular reviews of our Kindergartens. ERO reports are available at all
Kindergartens. For up-to-date ERO reports go to their website www.ero.govt.nz.

SPECIAL EDUCATION (SE)
SE (Special Education) is the abbreviated term used for the Ministry of Education, Special
Education. There are approximately 2500 Ministry staff working in special education
throughout New Zealand. It is the job of these people to focus on, strengthen and improve the
“educational opportunities and outcomes for children and young people with special education
needs”. (MoE website)
Special education in New Zealand is available for children with physical and/or intellectual
impairments; hearing or vision difficulties; children who struggle with learning, communicating,
or getting along with others; or who have an emotional or behavioural difficulty. Information
about special education needs, including the services and funding available, is on the Ministry of
Education website www.minedu.govt.nz

NEW ZEALAND EDUCATIONAL INSTITUTE (NZEI Te Riu Roa)
The New Zealand Educational Institute Te Riu Roa (NZEI) is New Zealand's largest education
union. More than 46,000 New Zealanders - teachers and support staff working in primary and
secondary schools, and early childhood centres, Specialist Education Services and Colleges of
Education - come together through NZEI to improve their working lives.
As a union and professional institute, they are committed to quality public education for all New
Zealand children. www.nzei.org.nz

EDUCATION COUNCIL
The Education Council of Aotearoa New Zealand is the new professional organisation for
teachers. It represents all teachers from early childhood education through to primary and
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secondary schooling in English and Māori medium schools. It promotes all that is best about
teaching – good practice, new ideas; inspirational leadership.
It provides leadership and helps strengthen the regulatory framework and disciplinary regime for
teaching. The aim is to boost the status of teaching, strengthening accountability and bringing
consistently high standards across the education system.
What it does
The Council champions good teaching practice and helps raise the status and image of the
teaching profession. It wants to help attract the best and the brightest to teaching – and keep
them there for longer.
The Council is independent and therefore has a stronger voice in education policy making. It
sets its own agenda, commissions own research, lead public discussion about teaching issues,
and takes a position on all education matters. It will:





Decide strategic direction in consultation with teachers, the Government and the public
Develop a Code of Conduct for teachers, in consultation with the profession
Audit at least 10% of appraisals for teacher practising certificates issued each year to
ensure consistently high standards of teaching
Act on concerns about teacher conduct without relying on a third party complaint.
Its story

The Education Council is mandated to lift the status of the profession, and publicly recognise the
role quality teaching and educational leadership contributes to New Zealand. The quality of
teaching and educational leadership has the biggest effect on raising student achievement. It is
essential that teachers and education leaders have a 21st Century professional body to support
them in their critical roles.
The new body will support system changes to improve the quality of teaching and educational
leadership and it will have the needs of children and young people and the public interest at its
heart.
Structure
The Education Council is an independent statutory body comprising a Governing Council,
organisation and advisory groups. (EC website)

NEW ZEALAND QUALIFICATIONS AUTHORITY (NZQA)
The NZQA is the New Zealand government crown entity tasked with providing leadership in
assessment and qualifications. It was established by the Education Act 1989. It is the
government agency responsible for quality assurance of qualifications, and administers the
National Certificate of Educational Achievement (NCEA) and the New Zealand Scholarship for
secondary school students. It is also responsible for the quality assurance of non-university,
tertiary training providers, the New Zealand Register of Quality Assured Qualifications, and the
National Qualifications Framework. It has further roles in evaluating overseas qualifications.
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