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1. INTRODUCTION
1.1

HASCI Policy & Procedures

Hataitai After School Care Incorporated (HASCI) is an incorporated society registered with the Charities
Commission (registration number CC37695, registered on 30/06/2008).
HASCI operates in accordance with OSCAR (Out of School Care and Recreation) guidelines. Full details of
OSCAR guidelines and Services can be found on the Ministry of Social Development website:
https://www.msd.govt.nz/what-we-can-do/providers/social-Services-accreditation/level-3/oscar-approvalprocess.html
This Policy and Procedures Manual (Manual), produced by the Management Committee of HASCI (the
Committee), outlines the policy and procedures relating to the operation of HASCI. While intended as an
internal guide for Committee and HASCI Staff it will be available on the HASCI website. It is subject to
periodic amendment as determined by the Committee.
It should be read in conjunction with the HASCI Rules which outline the purpose, management and other
matters material to the governance of HASCI. The Rules are attached as Annex One.

2. PROGRAMME ENVIRONMENT
2.1

Aims

2.2

Philosophy

HASCI aims to provide a safe, high quality, enjoyable, affordable on-site after-school care and school holiday
programme (collectively the Service, reference to the after school care or school holiday component of the
Service is specifically made in the text) for the students of Hataitai School. We offer a safe and inclusive
environment for children (children or child means those enrolled in the Service) to socialise, have fun, and
engage their curiosity after the school day has finished.
HASCI aims to meet the needs of the children and the expectation of their caregivers (caregiver refers to
parents, legal guardians or persons otherwise having custody of children) for safe, secure and enjoyable
care and play in the period between the end of the school day and the time they are collected from the
Service.
The Service provided by HASCI does not have any formal teaching and learning purpose or responsibilities.
However, HASCI acknowledges that informal learning takes place all the time, particularly though the
behaviour modelled or sanctioned by HASCI staff (staff). Therefore, HASCI recognises the need for the ethos
of HASCI, as modelled and maintained by the staff, to be congruent with that of Hataitai School, reinforcing
the same high quality, child-centered expectations relating to values and behaviour. This is important for the
wellbeing and development of the children as schooling and after school care are occurring in the same
physical space. To ensure that the children receive consistent signals, HASCI will work with the school to
ensure ongoing alignment of HASCI principles and behaviour management practices with those of the
school. For example, HASCI has adopted a slightly modified version of the school’s ‘Positive Behaviour for
Learning’ (PB4L) framework.
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2.3

Service Objective: Positive & Child-Focused Environment

2.4

Safety

HASCI aims to provide a positive and child focused environment where childrens’ well-being is paramount.
All policies, procedures and practices are designed to support this aim. A positive and child focused
environment will be fostered by adherence to the following principles and practices that enables HASCI to
provide a planned, varied, affordable Service:
o Promoting safety and well-being of children.
o Acknowledging the diverse ages, abilities, gender and cultural backgrounds of children.
o Catering for individual needs and interests where this does not cause disruption to other children or
staff duties and responsibilities.
o Encourages children to participate in a range of activities that:
● offer opportunities to join organised activities and to organise activities for themselves.
● allows sufficient quiet space for children who want to work on their home learning
(recognising that HASCI provides the quiet and enabling environment for this, but staff are
not expected to help students with completing their home learning, as this is outside the
Service provided);
● take place in the range of supervised rooms and play areas available to HASCI on the school
premises.
o HASCI allows supervised free play. Children will be invited to participate in organised play activities
but never forced or required to do so. Children can occupy themselves in any way that is not
disruptive, destructive or specifically prohibited.
o Fosters an atmosphere of belonging and community, with a constant staff-to-child ratio of at least
1:10 and a minimum of 2 staff members on duty at all times.
o Directs children towards a balance of self-expression tempered by acceptable behaviour.
o Is fun, enjoyable and emphasizes the importance of play and sharing with others.
o Is centered on the children and allows their voice to be heard and their needs to be met.
o Engages with children, their families and the wider school community on matters of importance
having a bearing on HASCI and the broader school community.
All policies and procedures aim to ensure that children are physically and emotionally safe while they are
using the Service. In particular, staff training, a clear code of conduct for staff and clear guidelines on
physical contact help to ensure safety.

Staff supervision requirements

As there are several areas to supervise, this is discussed daily at the staff briefing and a roster is established
to ensure all areas are supervised.
All children must be in sight of a staff member at all times.
Children are not allowed to play in areas of the school grounds that are not being actively supervised or are
deemed out of bounds as advised to children by staff from to time.
Staff must not leave children unattended.
Staff are not allowed to use personal mobile phones or use any other devices (e.g. iPods) while on duty, as
these will interfere with their ability to actively supervise children and interact with them positively.
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2.5

Staff Training

All staff are trained to understand all HASCI rules, policies and procedures as well as their own roles and to
develop the skills to ensure the safety and well-being of the children and the smooth and efficient day to day
running of the Service.
Staff will receive ongoing training relevant to provision of the Service, and are also responsible, in
conjunction with the HASCI Programme Manager (the Manager), for identifying gaps in their knowledge.
Training will also occur in response to changes in situations, for example, staff could receive training in sign
language if a child who communicated in this way became a user of the Service.

Induction training

Staff induction training will include HASCI’s policies, philosophies and procedures (including codes of
conduct and grievances procedures), Health and Safety requirements, including relevant legislation and
hazards specific to this site.

Daily briefing

Staff will be briefed, before the start of the session every day, on the plan for the day, areas of the school
grounds to be used for that day and reminders/support for any specific issues that have arisen, or need
special attention for that day. All staff on duty for the day are required to attend these briefings.

First Aid training

In line with OSCAR requirements there is at least one staff member present who has a current first aid
qualification. Training will be carried out by an approved provider. The expense of First Aid training for staff
will be covered by HASCI.

2.6

Code of Behaviour for Staff

Staff must not engage in any action or practice which may be deemed detrimental to the welfare of the
children. These include but are not limited to the following:
o physical violence
o sexual abuse
o lack of appropriate supervision
o neglect in any form
o withholding food or drink
o derogatory remarks to or about children to parents or other children
o name calling
o shaming or embarrassment
o unusual confinement
o sexist or racist behaviour including allocation of activities
o swearing.
In addition, staff should not hold adult discussions in front of children.

2.7

Staff Interaction with Children

The programme employment procedures include a thorough examination and checking of each applicant’s
previous work history and we make contact personally with both referees and some past employers. This will
be done with the applicant’s consent. Our prime consideration in choosing staff will be ensuring that they
have skills and attributes which contribute to the children’s safety and health, physical, emotional,
intellectual and social development and will not put children at risk.
HASCI will ensure that our staff are well supervised and visible in the activities they perform with children.
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Opportunities for staff to be alone with children will be kept to a minimum.
Children will not be taken on outings without parental approval in writing or by phone and will be
accompanied by more than one adult. In the case of an emergency every attempt will be made for a child to
be accompanied by two adults.
This organization has established a set of rules about physical contact with children. All adults working in our
organization will be made aware of these rules. Apart from toilets and bathrooms the programme will have
an open-door policy and staff should be aware where all children are at all times.

2.8

Physical Contact

In making physical contact with children, staff should be guided by the principle that they will do so solely in
order to meet the child’s physical or emotional needs.
If a child initiates physical contact in the seeking of affection, reassurance or comfort, it is appropriate to
respond in a manner suitable for that child’s developmental stage and needs. It is not appropriate to force
any form of unwanted affection or touching on a child.
It is HASCI’s expectation that children will be toilet trained and children will be required to manage their own
toileting.
Where HASCI has been informed that a child needs toileting assistance on a regular basis, HASCI and the
child’s caregiver will agree a toileting plan for that child. HASCI reserves the right to ask that a non-toilet
trained child not attend the Service due to the impact this may have on HASCI operations.
If toileting accidents occur and a child needs help, the following principles will apply:
o Staff will deal with the incident in a matter of fact manner, not blaming, shaming, scorning or
chastising the child.
o Staff are unable to physically assist with toilet needs. We are however able to verbally assist while
ensuring the child's dignity is considered and comfort is offered. For example, soiled clothing, staff
would provide the child with verbal instruction from outside the toilet cubical.
o This will be carried out in a manner that shields the child from the scrutiny of other children as much
as possible.
o A second staff member is present at all times.
o Caregivers are informed when the child is being picked up from the Service.

2.9

Cultural Diversity & Inclusion

HASCI aims to acknowledge, respond to and meet the needs of cultural diversity of children and their
families using the Service.
In order to identify cultural needs, Enrolment Forms include relevant questions, for example relating to food
that a child should or should not eat whether for medical, cultural or religious reasons. Caregivers are also
asked whether there is any relevant information about a child that they wish HASCI to know and respond to
or consider.
Staff and children using HASCI will acknowledge and embrace difference by sharing discussions and
art/music/ideas about their different cultures. Input is welcome from children and families in terms of
celebrating the different cultures within HASCI.
The nature of HASCI is inclusive, including in terms of staffing, communication, activities, behaviour and
environment.
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2.10 Behaviour Management

This is a core competency for all staff roles in HASCI. All staff are expected to possess skills to manage
childrens’ behaviour in a positive way, consistent with the HASCI policies and procedures, as a key aspect of
providing a safe and enjoyable care environment for all children. All staff are expected to model positive
behaviour to the children and among each other and to manage any negative behaviour in positive ways
(positive behaviour management) and in ways consistent with the behaviour management practices used by
the school.
Positive behaviour will be encouraged in several ways:
o Having clear rules for the children that they have contributed to developing.
o A code of conduct for staff, having clear principles and procedures for dealing with non-compliance
with the rules and other challenging behaviour. Staff will be given initial training at induction,
followed by ongoing training.
o Caregivers will encourage their children to behave in a responsible and co- operative manner while
attending the Service.

Setting Rules

Challenging behaviour is reduced when children have opportunities to make choices, develop friendships, be
leaders, take responsibility, be treated with respect, have their feelings supported and their frustrations
attended to.
Staff must discuss behaviour guidelines, boundaries, and expectations with the children each day in the first
week of every term. HASCI will adopt similar values and guidelines for behaviour as the school to ensure
continuity and consistency for children. Where practicable, these values will be displayed as posters in the
HASCI venue.
Staff will involve the children in this process by asking them to set some of the guidelines/rules, with staff
guidance. These guidelines will be written up so they can be referred to when necessary.
HASCI guidelines and values will be based on treating oneself, others, and the environment with respect and
kindness, and what happens when behaviour is unsafe. The consequences of breaking rules will also be
explained, as well as why certain rules are necessary, for example, for their own safety, children must not
play in the unsupervised areas of the school but may in any of the areas allocated for supervision on that
day.
Our current values and guidelines are outlined in Annex Two, including a poster displayed in the Hall.

Philosophy of Behaviour Management

HASCI has a positive behaviour management philosophy. Staff will use positive behaviour management
strategies closely aligned with those of the school when it comes to dealing with challenging behaviour.
The use of time out is incorporated within a positive behaviour management framework.
Positive behaviour management techniques do not use punishment to modify behaviour.
The definition of techniques that count as punishment and are not allowed include: physical punishment
such as hitting as well as yelling, threatening, requiring children to undertake specific physical activity (e.g.
press-ups, being made to run a particular course round a playground) or removal of privileges. Punishment is
not used because it does not deal with the issues causing the behaviour, it does not teach replacement
skills, and is damaging to relationships.
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Children will be given 2 verbal warnings about behaviour before further action is taken.
Time out will only be used when other forms of positive behaviour management have been exhausted. The
timeout period should be aligned to a child’s age and be no longer than one minute per year of age of the
child. The timeout space must not be in isolation, but in a place where supervision can be maintained.
A positive behaviour management approach involves understanding WHY the child is behaving in challenging
ways and aims to teach more appropriate ways to meet their needs.
Self-control is not taught through giving rewards for good behaviour, for example stickers and stars - or
punishment for bad behaviour, for example taking away privileges. These are tempting to use because they
are very effective at changing behaviors quickly, but they give all the control to the adult.
Positive behaviour management techniques use redirection/guiding to alternative activities, prevention
strategies and other techniques that teach self-control more effectively.

Positive Behaviour Management in Practice

At all times, staff will maintain a fair, firm and compassionate approach to children's behaviour, and be
consistent in their management.
When children are in conflict with each other, staff will encourage the children to resolve the situation
themselves and aid them by making suggestions on how to do so. If children cannot resolve the conflict they
will be removed from the situation.
HASCI will ensure that there is a stimulating and varied range of activities to minimize boredom.
If a child continually misbehaves, caregivers will be notified when they pick up the child and asked to
support HASCI’s attempts to encourage the child to behave appropriately. If the disruptive behaviour
continues, caregivers will be asked to meet with the Manager to agree a course of action.
If the course of action does not lead to any improvement to the child’s behavior, caregivers will be notified
and asked to remove the child.
At no time will punitive discipline be used, and if a staff member chooses to work in this way, they will be
disciplined. See Programme Operations for more detail on practical steps staff are expected to take in
dealing with challenging behaviour.
Overall, positive behaviour will be encouraged by fair, consistent and positive responses from all staff.
Children will only be physically restrained if their own safety or that of others is at risk and they have not
responded to verbal commands.

2.11 Activities

HASCI offers a range of structured and unstructured play. Between 3pm and 3:30 pm children are unwinding
from the school day and having afternoon tea. Structured activities generally run from 3:30pm to 4:30pm. A
number of structured activities will run each day dependent on resourcing. There will be a mixture of indoor
and outdoor activities, depending on weather.
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HASCI activities are planned at two levels:

Annual Planning

At the start of each school year the Manager will prepare an annual plan outlining the proposed activities to
be provided both at after school care and at holiday programmes. The Manager will check the state of
HASCI’s current resources and put a proposal to the HASCI Committee for any new resources and equipment
that would be needed to run the proposed activities.
Mid-year a planning review will be undertaking by the Manager, reviewing and updating the existing plans as
required and reviewing the need for any new or replacement resources necessary to run the proposed
activities.

Term Planning

In the last week of each term, HASCI children are asked what HASCI activities they have most enjoyed that
term and what activities they would like considered for next term.
Staff are also asked for their ideas on activities and any particular skills and knowledge they could bring to
the activities.
The Manager uses this information and their own knowledge of what has worked well to identify and plan the
range of activities for the Service in the following term.

Use of Movies

Watching movies will not feature as an activity on the planned programme, except where the school holiday
programme plans a movie day as a part of its programme. Movies will generally only be offered as an option
on days where weather prohibits play outside. Any movies screened will be appropriate for the mix of ages
of children present that day.

Use of Devices

It is school policy that children in years 7 and 8 are allowed to have their own devices (tablet, laptop and
phones etc.). Use of such devices must comply with HASCI policy.
In the HASCI environment year 7 and 8 children will be permitted to use their own devices for purposes of
homework, from 3pm onwards. Homework will be undertaken in a quiet, designated space.
HASCI will allow the use of devices, for entertainment purposes, after 5pm. This includes devices of year 7
and 8 children and any devices HASCI provides on a shared device basis. Devise use for the purpose of
entertainment will be at the discretion of staff and may not be offered every day.
A maximum of two children can use (or view) any device at any one time. Staff will ensure that devices
usage is shared among children desiring to use HASCI provided shared devices so as to a) share device time
equitably among children and b) limit device use by individual children. As device usage time is a function of
available devices and number of potential users it is not possible to predetermine the length of device use
but staff will attempt to ensure that no child spends more than 15 minutes watching a device without a 10
minute break.
Only children that have signed and returned the cyber safety agreement will be permitted to use devices.
Where no cyber safety agreement is returned, HASCI will explain to a child the reason for their not being able
to access devices and will recommend the matter is raised with the child’s caregiver. We are happy to
accommodate where a caregiver prefers their year 0 to 6 child not to use devices, in which case there will be
a discussion between the caregiver, the Manager and the child to make this situation understood by all.
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During a school holiday programme, HASCI may run ‘bring your own device’ days during which all children
may bring their own devices and have access to devices for the large part of the day. Staff will break up the
day with no-device usage periods, including all meal breaks and at least one other period of at least 1 hour
duration.
HASCI does not allow online access as we are not able to monitor the safety of sites children may visit.
Therefore, children only have access to age-appropriate, downloaded games. However, HASCI cannot control
content on non-HASCI provided devices. Caregivers are responsible for the content accessed and HASCI
strongly recommends appropriate restrictions on the devices and that caregivers have agreed with their
children appropriate use.
In special circumstances (such as a period of prolonged bad weather), the Manager may permit device
usage earlier than 5pm (but not earlier than 3.45pm); however, this will not be a regular occurrence and will
not make up part of the planned activities offered. Where this occurs similar usage conditions will apply to
that for after 5pm.
A staff member will monitor device use, assist children where required and ensure that devices are shared
by those children wishing to use the devices. The devices owned by HASCI may be used onsite but must not
be removed from the premises.

2.12 Space

HASCI has the use of all the playground areas and the school hall (used as the primary Service venue). This
provides space for children to undertake a range of activities and to play freely. As children must always be
within sight of a staff member, each day there is clear information about the areas that are supervised.
Because of the range of places, some may be designated quiet places and others noisy places each day.
The Service venue has both tables and chairs and a bean-bag area with versatile floor space. The Committee
and Manager will work together to ensure the furniture provided is comfortable, convenient for children to
use, not easily damaged, and placed in a way which enables children to engage in a range of activities
without intruding on each other. Materials and equipment are stored in cupboards on-site and easily
accessed. Staff will manage the Service in ways that ensure noise levels are not excessive, and appropriate
both inside and outside.

2.13 Building & Facilities

The Service is primarily held in the school hall. If the school is open but the hall is closed, then HASCI will be
based in rooms made available by the school, including a kitchen and bathrooms.
Where a change of venue is required, caregivers will be notified by email, in advance, where possible.
HASCI leases the facilitates from the school. As lessor it is the responsibility of the school to ensure the
school premises comply with all relevant regulatory requirements including fire and safety requirements. The
Manager will liaise with the school and the Committee if there are any concerns.
The Manager will devise a cleaning plan (which will be maintained by the Supervisor and staff) to ensure that
all parts of the venue are kept clean and free of rubbish.

2.14 Communication & use of Communication Technologies

The HASCI cell phone will be present and “on” at all times during provision of the Services. The school office
phone will be used as a back-up for calling out (as required).
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The HASCI caregiver community is most commonly communicated with via email from the HASCI AimyPlus
account. HASCI endeavors to send emails well in advance to enable caregiver receipt and action as required.
Reminder emails may be sent the night before e.g. to remind caregivers of particular requirements, such as
Snapper Cards for a holiday programme trip.
HASCI also has a website that caregivers are encouraged to access in the first instance should they need
information. The website is frequently updated and includes information about the after school and holiday
programmes.
The website includes pictures of HASCI children, which are used with permission.

2.15 Caregiver Involvement

Caregivers are automatically members of the Incorporated Society if their children are using the Service. A
small subset of society members volunteer their time as members of the Committee. HASCI therefore needs
caregivers to be involved in its governance. From time to time the Committee may ask for additional
assistance from society members to support HASCI and ensure a well-run and enjoyable programme for
children.
The Committee meets on a regular basis throughout the year, with an AGM to be held once per year.
Caregivers are welcome to visit the Service and talk to the staff at any time, subject to staff having the time
to engage. They are also welcomed to address any questions or issues directly to the Manager or HASCI
Committee via the HASCI email address(es).

Contact

Caregivers should feel empowered to report any concerns, in the first instance to the Manager, and if
matters cannot be resolved to the satisfaction of all parties then to the Chair of the HASCI committee or any
HASCI committee member. Contact details can be found on the HASCI website www.hasci.co.nz and can also
be found in the HASCI section on the school website www.hataitai.school.nz.
HASCI Programme Manager

027 248 3378

hataitaiasci@gmail.com

HASCI Committee

N/A

hasci.committee@gmail.com
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3.
3.1

SERVICE OPERATION

Policy & Procedures

Programme policies will be reviewed periodically, with a preference for every two years subject to resourcing.
Procedures are updated as required to reflect current knowledge and practice.
A copy of the Policy & Procedures Manual is kept on site at all times.

3.2

Service Hours of Operation

The after school Service runs from 3pm to 5:45 pm every weekday during term time that the school is open.
The school holiday programme runs from 8.30am – 5.45pm over school holiday periods. Dates of operation
for school holiday programmes will be advised in advance and may only apply to select dates over a holiday
period.
The Service will not operate on weekends or public holidays.
If the needs for out of school care for children at Hataitai School were to change, HASCI would consider how
it might adjust the Service accordingly.

3.3

Enrolment Procedures

HASCI uses the AimyPlus online system for all enrolments. https://hataitai-after-school-care.aimyplus.com/
All caregivers must register online and complete an enrolment form before their child can use the Service.
Bookings can be confirmed only on receipt of a completed online enrolment request and payment in
advance of at least two weeks fees, or full payment for days booked under a school holiday programme.
Requesting enrolment does not guarantee availability. Confirmation of each request will be provided by the
Manager after ensuring minimum staff-to-child ratios are being met and all other information required to
ensure the safety and wellbeing of the child has been provided as part of the registration.
Enrolment via AimyPlus requires “acceptance of the terms and conditions”. This will be taken as
confirmation that the caregiver creating the booking has understood and accepted the HASCI Policy and
Procedures as outlined in this document. The full Policy and Procedures document is available to view
onsite at the programme and on and the HASCI website.
A Cyber Safety Agreement is a part of the enrolment process. This agreement can be found on the HASCI
website and/or will be emailed to caregivers upon registration via AimyPlus.
Online registration and enrolment will include the following information:
o Child's name, address and home phone number.
o Caregivers names and work phone numbers, at least two (2) emergency contacts
o A current e-mail address to supply invoices, information and notices about HASCI.
o The names of all adults authorised to pick up a child (photos are optional).
o Doctor’s name and contact number.
o Health problems and any allergies.
o Any other information necessary to provide proper care.
o Permission to undertake emergency medical treatment if necessary.
o Permission to use images of children on the HASCI website and/or newsletter.
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Caregivers should update the information they have provided through AimyPlus as required to ensure its
currency. The Manager will request that caregivers update information during the first month of a new
calendar year.
Caregivers should advise the Manager immediately should any information provided on the original
enrolment form change; for example, contact details, custody arrangements, medical conditions or photo
permissions.
Enrolments for the Service are managed on a term by term basis. Enrolments for school holiday programmes
will be made available when the proposed programme and dates have been confirmed. This will be
approximately 4 weeks prior to the commencement of the school holiday period.
As per the Privacy Act 2020, all information provided on the enrolment form will be treated confidentially and
used only to ensure the safe and effective operation of the Service. All records relating a child’s enrolment
will be deleted within one year of the completion of the child’s use of the Service. Caregivers are welcome to
view information pertaining to their child’s enrolment at any time.

3.4

Children Checking-in to HASCI

Because the Service is on the school grounds, children attending after school care are required to go directly
to the HASCI venue at 3pm and check-in. A list of the children expected each day is prepared and the roll
checked by 3.10pm.
For school holiday programmes, drop off is permitted from 8.30am onwards. Check-in is required. A list of
the children expected each day is prepared and the roll checked by 9.15am.
On activity and/or trip days drop off may be required by a set time. Where this is required an email will be
sent to advise caregivers of this.

3.5

Children Not Arriving When Expected

If a child who is booked in for the Service does not arrive and HASCI have not been informed that the child is
sick or absent, the Manager will phone or text caregivers to check whether the child will be attending the
Service.
If the child was at school during the day, but has not come to the Service, a staff member will quickly check
the school grounds and if the child is not found, caregivers will be phoned as soon as possible to notify them
that their child has not arrived at the Service. If it is not possible to reach any caregiver, emergency contacts
will then be phoned. If no contact can be reached and the child cannot be accounted for, HASCI will inform
the school and notify the Police.
Where the school holiday programme had a required check-in time (due to example a trip day) and a child
has not checked–in by the required time staff will contact the child’s caregivers. If the child still wishes to
attend, an arrangement will be agreed to enable the child to attend to the extend this is practicable. The
arrangement is to include a clear pick up point and time. It is the responsibility of the child’s caregivers to
deliver the child to any external venue and ensure that the child is met by staff.

3.6

Pick Up Procedures

Any caregiver or person authorised to pick up the child must sign them out before departure. This is offered
electronically, via the AimyPlus tablet. If, for any reason the electronic system is unavailable, sign out must
be manually completed on the attendance sheet. This must be completed legibly and clearly state the time
of collection.
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Caregivers must inform staff if a person who is not already listed on the child’s registration details will be
collecting the child. Children will not be released to a person that has not been identified as being allowed to
collect that child.
The AimyPlus system allows the uploading of photos of those approved to collect children. We encourage
the use of this facility as this adds an additional level of security by enabling our staff to quickly identify a
person approved to pick up children.
Staff will not allow a person not authorised to pick up children to remove them from the school premises and
will keep the child closely with them until the situation is resolved. This situation needs to be treated with
careful thought and tact and should involve the direct involvement of the Manager where practicable. Staff
will contact the child’s caregivers to ascertain whether the person attempting to collect the child has
permission, and, if so, to get sufficient information to assure themselves that the person collecting the child
is the person intended by the caregiver. If the person is not known to the caregiver or is known and is not
authorised to collect the child, staff may, in consultation with the caregiver, call the Police.
If a caregiver cannot be reached, staff will not release the child to the unauthorised person and will take the
steps outlined immediately below to find an authorised person for the child to leave the Service.
In the event that a caregiver is unable to give permission for a person to collect their child (e.g. due to
incapacity) and none of the other contacts are available, the Manager will decide on the appropriate course
of action, in consultation with a HASCI Committee member. The child’s safety and wellbeing will remain the
paramount concern. Options include contacting Oranga Tamariki.

3.7

Children Not Collected at the end of the Programme

If a child is not collected by the end of the Service (without notification), the following procedure will be
followed:
o Two staff members will remain with the child, preferably including the Manager.
o Caregivers will be contacted.
o If the caregivers are unavailable, emergency contacts will be contacted.
o Staff will wait and continue trying to reach contacts until 6pm.
o After 6pm if there has been no contact with caregivers or emergency contacts then Oranga Tamariki
and/or the Police will be contacted for advice and next steps. If this involves the uplifting of the child by
an agency of State, then a note will be displayed at the Venue indicating who to contact regarding the
whereabouts of the child. This note must be removed by 8am the following morning to preserve privacy.
Children must be picked up by 5.45pm from after school care and school holiday programmes. If a child is
not collected by the respective time required (the end of the session) a late pick-up fee will be incurred. The
late pick-up fee is charged at a rate of $1 per minute for each minute beyond the required pick up time that
a child remains in HASCI care. Late fees are calculated via AimyPlus based on the electronic sign out time
and will be invoiced to parents. We do not expect and cannot accept on-the-spot cash payments for late pickup fees.

3.8

Children Leaving the Service Unaccompanied

If a child 8 years old or older is to leave the Service unaccompanied, caregivers must complete the
“permission to leave unaccompanied” form (available on the website, or by request from staff), which states
days and times at which their child is to leave the Service each day. The form must be completed whether
the arrangement is regular or a one off.
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The completed form must be returned to the Manager in advance of a child being permitted to leave
unaccompanied.
Children who have permission to leave unattended will require staff sign out before they depart. A child will
not be permitted to depart without advising staff of their intention to depart and being signed out. Before
staff sign a child out, they should assure themselves that the relevant permission has been granted. Staff do
not sign out any children under eight, or any children who do not have permission.
If the electronic system for sign-out is unavailable, the child must sign themselves out on the attendance
sheet putting the time they are leaving AND have this initialed by a staff member. A child’s signature alone is
not acceptable.
Staff are to escort the child to a school gate.

3.9

Feedback Procedure

We welcome feedback on all aspects of the Service we offer. This may be verbal or via a written Feedback
Form available on the HASCI website, or by request from staff.
Feedback in the form of a complaint should be first made to the Manager. The Manager will attempt to
resolve the issue and advise the Committee of all complaints.
If the Manager is unable to resolve the issue, the matter will be referred by the Manager to the Committee
Chair. The Chair will determine how to proceed, including making a determination that the complaint does
not warrant further investigation. All complaints will be resolved expeditiously, and complainants informed of
result, with the Committee informed.
If the complainant is not satisfied with the response from the Committee, they can address their concerns to
Oranga Tamariki if the matter involves the safety of the children.

3.10 Behaviour Management

(Please also refer to our Programme Environment for philosophy and policy)

Staff guidelines for dealing with challenging behaviour

Staying calm
Often children with challenging behaviour are used to getting a big response from adults as a result of their
behaviour. They may enjoy the attention, excitement, anger, or chaos they can create. Children need to see
that adults are not reacting strongly but in a calm and fair way. Staff who are not calm enough to respond
with positive behaviour management, should get other staff to intervene until they are able to manage the
situation appropriately.
Looking before leaping
Situations are often not what they appear at first sight. Taking time to observe what is actually happening is
really important. Afterwards it is expected that staff will talk with the Manager about what was happening,
how it can be prevented from happening again and how any recurrence would be handled. If any policy or
procedure change is necessary as a result, the Manager will discuss this with the Committee and implement
changes as agreed.
Considering WHY
Knowing the cause of behaviour may not always solve problems, however it does provide useful insights into
why a child may be behaving in a certain way.
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Modelling and discussing behaviour
Children learn from watching adults and how they react and interact, so it is important to model the good
behaviours that are expected of them. Discuss the appropriate way to behave in different situations so
children are clear about what is expected.
Being consistent
Staff will stand firm on their decisions. Children need to have clear, consistent boundaries on which they can
rely. This creates a sense of security. Staff should also be consistent in their approaches, so staff must
constantly communicate with each other and the Manager on how they are maintaining the boundaries.
Giving- approval
Giving reasons for approval, for example "I liked the way you played with Jim today." helps children learn
what to do, rather than focusing on what not to do which may leave them with fewer choices than before.
Having reasonable expectations
Staff should broadly base their expectations on the age and capabilities of the child.
Picking your issues
If a child has several areas of behavioural concern it may be more effective to ignore those that are less
serious initially, so it is important to think about whether a particular issue is important enough to be
addressed at the time. Children will not learn to feel good about themselves if everything they do is wrong.

Strategies staff can use to promote good behaviour

Remember:
Approaches need to be chosen based on knowledge of the child. If the strategy is going to make matters
worse, staff will not use it.
Identify hints and clues
Staff will watch for hints and clues that the child gives when they are under stress. Some children may talk
louder, move faster, or pace around the room. At these times think about what the child is communicating
and what response is required. It may be the need for a change of activity, sleep or food.
Redirect/guide to alternative activities
Help a child follow their impulse or need in an acceptable way. For example, if a child is angry, rather than
hitting others, they could express themselves in words or art to release feelings.
The key to redirection is to remain calm and find an activity that is similar to the one that child is doing but is
safe and socially acceptable.
Redirection lets children know that their feelings are valid and that they can make choices on how to act on
their feelings in acceptable ways.
If a child is persisting in disruptive or destructive behaviour , they may be given time away from other
children, but still within view of a staff member or the Manager and required to think about their behaviour
to identify more positive options for their behaviour going forward.
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Remind children about rules
Remind children about rules ahead of time. Staff should state all rules and expectations positively because
children behave better when they know what to do. Instead of saying "Don't yell," say "Please use a quiet
voice." Anticipate possible difficulties by discussing choices children can make about how to act. After a
problem occurs revisit the rules.
Solve Problems/Negotiate Solutions
Ask children to talk about some other ways of dealing with the problem. Offer help if necessary. Model the
behaviour you want, for example "Let's ask Sarah if you can have a turn."
Focus on helping, not fixing. Give only as much help as is needed so that children can work out solutions on
their own. You could sit with them and write down the ideas that they come up with, for example "You both
want the same toy, so what can happen that will make you both happy?" Ask them to think through the
outcomes of each idea - "What would happen if you ask for it, grab it, ask me for help, wait for it, etc.?"
Summarize and ask for help to agree on a solution.
Make children feel important and respected
Give children responsibility over themselves or each other with little or no adult assistance to make them
feel powerful and to reduce challenging behaviour. For example, give them chances to do jobs and to make
real decisions.
Provide for success
Give children opportunities to be successful and feel challenged. Provide activities where children cannot
fail, for example activities where there is no right way or wrong way to do them.
Give praise/build self esteem
Give children praise for the things that they are doing well. Build self-esteem by making sure that children
are accepted and appreciated. Do this by saying positive things, for example "I really enjoyed painting that
picture with you today."
Teach about calming activities
Help children to calm themselves when they feel upset. Remember that children often know what will calm
them down. If not, then suggest they listen to music, look at a book, sing, talk, spend some time in a quiet
place etc.
Express feelings
Help children to put into words how they are feeling. Talk about the words that go with negative feelings:
frustrated, embarrassed, hurt, put down, angry, and so on. Encourage children to talk about what makes
them feel this way. Give them practice in saying the words.
Let them know that negative feelings are OK and that everyone has them. When a child uses words to
express their feelings e.g. "I'm angry because I can't play on my PlayStation at home" give positive feedback
"It's great that you told us how you feel. Now we can help you solve the problem."
Offer choices within limits
Identify decisions that are not negotiable. "We cannot leave until your seat belt is done up. Will you do it, or
will I?" Be clear about these. Try if possible, to offer some choices within these decisions.
Repeat
Remember it takes repetition to learn. Some children take longer than others.
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3.11 Children with Special Needs

Children with special needs are welcomed and valued at HASCI, providing that the Manager and Committee
are confident that the child's needs and well-being can be catered for within the broader Service
environment. The safety and enjoyment of all children is paramount at all times.
The caregivers of children with special needs will be first invited to have a discussion with the Manager to
assess whether the Service is appropriate for the child and what mechanisms need to be put in place to
enable enrolment. This may lead to a trial period of enrolment to test suitability of the Service.
Full information about the child’s requirements including medication, diet and supervision, must be provided
by caregivers and included with the child’s registration and enrolment request, which will be considered by
the Manager and Committee.
If the child’s enrolment is accepted, it is the Manager’s responsibility to ensure that all staff are fully aware
of the child’s requirements and that they feel confident to provide the necessary care. Where possible
additional training may be provided to staff.
It may not always be possible for HASCI to provide sufficient additional training in relation to more complex
special needs that will ensure the safety and wellbeing of both the child and staff. If HASCI determines it is
unable to provide a suitable level of care a request for enrolment may be declined.

4. CHILD PROTECTION POLICY

HASCI is committed to the prevention of child abuse and to the protection of children, with the well-being
and safety of the children being our primary goal. This extends to where there is suspicion that a child is in
an unsafe environment outside of the Service.
Where staff consider that a child is unsafe this will be discussed with the Manager with a detailed record of
the conversation being produced. The Manager will then raise the matter with the Chair. If staff do not
consider raising with the Manager is appropriate (e.g. the suspicion concerns the Manager or other staff) the
staff member will raise it with the Chair directly.
Upon receipt of a suspicion the Chair will inform the Secretary or another Committee member at the request
of the Secretary. The Chair and Secretary will then satisfy themselves as the facts of the case and will then:
1. Determine whether the matter needs further investigation;
2. If yes, discuss with the Principal of the School.
3. Depending on the nature of the discussion with the Principal, may make contact with Oranga
Tamariki.
4. Advise staff that the matter is being handled.
5. Advise the Principal of the course of action taken.
The interests and welfare of the child will be the prime consideration when any decision is made about a
child suspected of being in an unsafe environment. This means that HASCI will err on the side of caution in
these situations.
No staff member will act alone about suspicions but will consult with the Manager in accordance with the
process outlined above.
It is highly likely that HASCI will not hear anything further once suspicions have been reported to Oranga
Tamariki.
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If we individually or collectively suspect that a staff member or other person within our organisation has
placed a child in an unsafe situation, we will not collude with or protect that person or the organisation but
will promptly act in accordance with our policy, including determining steps to ensure the safety of children
accessing the Service while an investigation is undertaken.
HASCI encourages staff to keep their personal and professional lives separate and we do not encourage the
fostering of close personal relationships and/or caretaking activities with children and families outside the
work environment.

5. HEALTH AND SAFETY

HASCI aims to provide a safe and healthy environment for all children, staff, visiting caregivers and other
visitors.
All staff will receive Health and Safety training as part of their induction to ensure they are aware of the
safety controls, hazards and emergency procedures for the activity programme and operating environment.

5.1

Health & Safety Representative

5.2

Illness, Medication & Wellbeing

A Health & Safety representative will be elected by the Staff of HASCI to represent them in Health & Safety
matters, as per guidelines provided by Worksafe New Zealand.
Unwell children should be kept at home until recovered, as we do not have the facility to look after sick
children. Please note: no credit applies to absences due to sickness.
If a child becomes unwell or upset while at HASCI the Manager must inform the caregivers so they can be
collected immediately. The school sick room can be used to keep the child comfortable in the interim. Sick
children must be supervised, which means the activity programme may have to be modified to ensure the
minimum child-to-staff ratio is maintained.

Medical Requirements

Medicine will not be administered without a ‘Medicine Consent Form’ completed and signed by a caregiver.
A measure must be provided by the caregiver if liquid medicine is to be administered. The Manager will
initial the ‘Medical Consent Form’ after each administration of medicine.
All medicine must be correctly labelled with the child’s name and dosage. All medicines must be kept out of
the reach of all children at all times.

Infectious Diseases

In the event of a child presenting with an infectious disease/illness, measures will be taken to control the
spread of infection. Hygiene practices to be followed will be sourced from relevant health authorities.
Guidelines will be put in place for children to observe a safe and healthy environment; for example, washing
hands, daily cleaning, food safety, how to deal with contact with body fluids and nose wiping etc. Caregivers
of children exposed to potential infection will be advised in accordance with guidelines provided by relevant
health authorities.
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Distraught Children

Where a child is distressed or upset and indicates that they may require comforting, our staff will reassure
them verbally and provide support. On occasion an upset child may seek further comfort such as a short
hug. Our staff will always conduct themselves in a safe, public and professional manner, but will not turn
away a child that needs comforting. Refer to Programme Environment point 1.7 (physical contact) for further
details.
The Manager will determine that the level of distress is such that the child needs to be immediately collected
by a caregiver.

5.3

Hazards & Risk Analysis

HASCI uses a hazard identification system to ensure that risks to the safety of children and staff are
identified, recorded, assessed for significance, controlled and monitored.
All staff will be involved in hazard identification and all information about identified hazards will be made
available to all staff. A Health & Safety record, including full details of identified hazards, emergency drills
undertaken, accidents and incidents will be kept and maintained for audit purposes. All staff must be
familiar with identified hazards.
The school is responsible for ensuring the safety of the school buildings and facilities (including toilets).
However, all facilities (including toilets) will be included when implementing the HASCI hazard identification.
HASCI plans for safety by:
o Identifying and recording all near miss incidents and potential health and safety hazards.
o Putting controls in place to remove or minimise risks.
o Using healthy and safe workplace practices, including staff training.
o Regular inspections by staff to check identified hazards have not changed.
o Compliance with all relevant codes of practice and regulations.
o Having sun-safe and smoke free policies in place that must be followed by staff and children.

Daily Safety Checks

A safety check must be carried out before the children arrive for the day. The Manager or delegate will have
noted hazards and their controls identified on the Hazard Identification form on the Safety Checklist to
ensure the venue is safe.

Hazard Management System Procedures

The Manager is responsible for ensuring a complete hazard assessment (including equipment safety check)
is performed at least once a term and at other times if necessary.

5.4

Managing Potential Environmental Hazards
Sun safe policy

HASCI recognises that staff and children are at risk of harmful UV radiation from the sun during peak UVR
periods. These occur during Terms 1 & 4 of the school year from 10.30am to 4.00pm inclusive. During
Terms 1 & 4 it will be mandatory for all staff and children to wear hats that protect their face, neck and ears,
and clothing that covers as much skin as possible whenever they are outside between 10.30am to 4pm.
Children who do not have hats with them will be asked to play indoors. All children will be encouraged to use
available areas of shade for outdoor play activity. Caregivers are encouraged to provide their children with
sunscreen although sunscreen will be provided by HASCI.
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The HASCI caregivers will act as role models by:
o Wearing sun protective hats and clothing outdoors.
o Using SPF30+ sun block.
o Seeking shade wherever possible.

Smoke-free policy

The school is a smoke-free environment and HASCI adheres to this policy.

Animals

Staff will ensure that stray animals encountered on the school premises are contained and responded to in a
manner that ensures the children’s safety.
No attempts will be made to approach or capture any animal encountered during the operation of the HASCI
programme.
If an animal, for example a stray dog, is encountered on site the following steps will be taken:
o The Manager will direct the children to slowly and calmly return to the building.
o The City Council Animal Control Officer may be called at the discretion of the Manager.
All visiting animals will be fully under the control of an adult at all times.
Children will be instructed to treat animals with care and respect at all times. Hand washing is compulsory
after contact with an animal.
Staff will periodically remind the children under their care never to approach stray animals. Children will be
informed not to run when approached by a strange dog. Running may provoke the dog to chase and attack
Resident animals belonging to the school e.g. cat, are the responsibility of the school.
Any children with allergies will be identified from medical details on enrolment forms.

Activities

Each activity will be assessed for potential risks and hazards. HASCI will manage the risk of injuries
(including knocks, falls, concussions, breaks) by undertaking a risk assessment and management plan for
such activities and include all playground equipment in the Hazard Check List. Ongoing training will be
provided to staff on minimising risk.

5.5

Accident Management

Staff and Committee members have a duty of care to act immediately when they see danger. Action can
include any or all the following:
o Discussing the problem with other staff you trust.
o Talking to the HASCI team appointed health and safety representative.
o Talking to the Manager.
o Talking to the Committee.
o Ringing your union or taking to your union delegate (if applicable).
o Contact Work Safe NZ https://worksafe.govt.nz
Staff also have the right to refuse to participate (or to allow children to participate) in an activity which they
consider to be dangerous.
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HASCI will endeavor to ensure a safe environment for all children and staff. HASCI will actively adhere to the
Health and Safety guidelines as set out by OSCAR

5.6

Accident & Emergency Procedures

Accidents will be recorded by staff on an accident form and caregivers will be notified.
All accidents of staff members and children, including near misses, will be recorded and investigated. An
accident will be investigated as per guidelines and recommendations provided on the Work Safe NZ website.
Any accident involving serious harm will be reported to Work Safe NZ as soon as possible after its
occurrence and the prescribed accident form submitted to Work Safe NZ within seven days.
Where an accident results in emotional trauma of a child:
o Staff will calm the child.
o A caregiver will be contacted, and a next step agreed.
Child & Adolescent Mental Health will be contacted if required. For trauma of staff, the Manager will ensure
that professional supervision is made available.
At all times at least one staff member holding a current first aid certificate must be on site.
All those administering first aid are required to wear disposable gloves.
In the event of any accident to children or staff members, the following procedure will be followed:
o Appropriate First Aid will be administered.
o Staff will immediately inform the Manager.
o If a child needs further medical attention, the caregiver will be contacted. If unavailable the
alternative contact provided on the Enrolment Form will be contacted. If this person is unavailable,
the child will be taken to the nearest available medical facility. The caregiver will be required to
reimburse any medical expenses incurred e.g. doctor fees, prescriptions, etc.
o If serious injury occurs, caregivers will be notified, and an ambulance called. If it is not possible to
call an ambulance, children may be transported in a private vehicle.

First Aid Kit

A First Aid Kit will be kept at the venue along with emergency contact numbers. The First Aid Kit will be
stored out of reach of the children. It is the responsibility of the Manager to ensure that it is maintained and
well stocked.

5.7

Missing Children

Attendance checks and head counts will be made regularly and when moving locations during the Service. If
a child is missing, the following procedure will be followed:
o The children will be marshalled together, and an accurate head count determined.
o If necessary, the roll must be called to determine who is missing.
o Staff will conduct a thorough search within the school boundary and surrounding area (or other
appropriate area if off-site).
o Caregivers will be contacted immediately if the child has not been located.
o The police will be contacted if necessary.
o The Committee will be informed of the situation if the child has not been located.
If the child is found before the caregiver is contacted, then the Manager will decide whether to contact the
caregiver immediately or discuss the occurrence when the child is collected.

HASCI POLICY & PROCEDURES|2021

23

5.8

Toilet Facilities

Children must inform staff when they wish to go to the toilet. A child’s departure to and return from, the toilet
is to be acknowledged by staff. Attention should be paid to the amount of time the child has been absent
when attending to toileting needs.
Enquiry into the whereabouts of a child who has gone to the toilet but not returned in a timely fashion should
be handled promptly, but with due care. If it is necessary to enter the toilet area, a second staff member
must be present at all times.
Please refer to Programme Environment point 2.8 (physical contact) for further details

5.9

Food Preparation
o
o
o
o
o
o
o
o
o
o

A separate kitchen area is provided for all food preparation and storage.
Staff and children always wash their hands before food is prepared.
Children always wash or sanitise their hands before food is consumed.
Food is stored appropriately, and all expiry dates are checked and adhered with.
All surfaces (including the refrigerator) are cleaned regularly and thoroughly.
Staff and children who are unwell or who have cuts or wounds are not to prepare food.
Particular care is taken when preparing meat and dairy products.
Food requiring heating is to be heated thoroughly before consumption.
Cold foods are to be stored as per instructions and served chilled.
Hot water is available for washing surfaces and utensils.

5.10 Cleaning

The Manager will devise a cleaning plan to ensure that all parts of the venue are kept clean and free of
rubbish. This plan is to include:
o
o
o
o
o

o
o
o
o
o
o
o

Daily

tidying away all toys and equipment.
washing the dishes.
wiping all kitchen benches/surfaces where food is prepared.
arranging for all kitchen cloths and tea towels to be washed.
Please note emptying of rubbish bins, sweeping and vacuuming of floors is carried out by the school
cleaners

Weekly

Dusting.
sorting and checking art area, toys, equipment, etc.

When Required

washing paint work.
laundering bean bags, soft toys, dress ups.
cleaning stairs and handrails.
cleaning fridge and any areas where food is stored.
cleaning oven.
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6. EMERGENCY AND DISASTER PROCEDURES

For the purposes of emergency and disaster evacuation requirements, HASCI follows the evacuation scheme
of the building owner, the school. In addition, HASCI will run an independent evacuation programme to
ensure its employees have adequate practice at coordinating emergency and disaster evaluations.
HASCI maintains a Civil Defence Register which holds details of authorised emergency contact people you
have nominated to collect your child(ren) in the event of an emergency. Caregivers are automatically
included on the register. Although we operate from the same premises as the school it is important that we
have independent information.
The emergency procedures are displayed in a prominent location within the venue at all times.
Staff are familiar with the procedures and will discuss the procedures with children at the beginning of each
term.
An Emergency Management Plan will be maintained and reviewed twice per year.
In case of an emergency, an Emergency Management Plan Incident Report will be will filled out and
circulated to the appropriate parties.

6.1

Emergency Evacuation Drills

Both fire and earthquake drills will be carried out once each per school term. During the drill, all children are
accounted for and an attendance check is carried out. Details recorded during the drill will include; Date,
time of drill, who was present (including children, staff and volunteers) and how long it took to evacuate.
The Manager is responsible for:
o Ensuring new staff are aware of the procedures
o Keeping a record of each drill, including the name of the staff present, on the Emergency Drill
Register
o Evaluating the drill
o Notifying the Committee of newly assessed training needs for emergencies.
The Manager will develop a plan of action for emergencies involving either fire or earthquake which is clearly
displayed in every room and which includes:
o How to recognize the nature of the emergency.
o How and where children will collect outside.
o Ensuring everyone is accounted for.
o How to recognize the emergency is over.

6.2

Emergency Equipment & Facilities

Fire alarm location:
o Afterschool Care venue (School Hall): Main entrance/foyer of hall and beside the side door (to the
right of the stage) at the rear of the hall.
o Nga Wai classroom: Main glass entry doors and at side doors
Fire exit locations:
o Afterschool Care venue (School Hall): Main entrance doors. Side door (to the right of the stage) at
the rear of the hall.
o Nga Wai classroom: Main glass entry doors. Side doors
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Firehouse and Fire Extinguisher Locations:
o In the event of an emergency staff must phone 111 for emergency Services
o Fire extinguishers are located:
● Wall mounted in the Hall Kitchen
● Wall mounted in the Kitchen/foyer area of Ngai Wai
Evacuation assembly area:
o Middle Pitch Playground – in accordance with the evacuation plan map posted by the building
owner. Evacuation plan map attached as Annex Three

6.3

Evacuation Plan

6.4

Fire Evacuation Procedure

The HASCI evacuation plan requires that:
o The Manager is responsible for leading emergency procedures at least until Emergency Services
arrive. This includes donning the Emergency Vest and ensuring that emergency procedures are
carried out according to HASCI policy.
o The Manager will ensure that the HASCI cell phone is taken on all evacuations
o Everyone leaves the area of danger and moves to the safe assembly area quickly
o Everyone is accounted for against an accurately kept attendance sheet.
o Children are supervised in the assembly area.
o At least one staff member who holds a current first aid certificate will be supervising the children at
all times
Any staff who observes or suspects fire must operate the fire alarm. If unable to get to the fire alarm, they
must notify the Manager, who will blow a whistle.
o The Manager must put on the Emergency Vest (kept in the Emergency Bag).
o The Manager must phone 111 and clearly state the name and address of the building and the
nature of the emergency.
HATAITAI SCHOOL
2 Arawa Road, Hataitai, Wellington, 6021
Staff are responsible for evacuating the premises:
o One staff member leads the children in the venue to the junior playground, using their discretion as
to the safest path.
o Staff that are supervising children in other areas of the school should immediately lead all children
under their care to the junior playground.
The Manager is responsible for:
o ensuring that all buildings are evacuated, including toilets.
o the AimyPlus tablet (which contains attendance record and enrolment forms), the Emergency Bag,
and donning the Emergency Vest
o turning off appliances and gas if safe to do so
o watching for children with disabilities, and appointing a suitable person to assist them as necessary
Once all staff and children are assembled at the Junior Playground, the Manager is responsible for (and may
delegate tasks for):
o Conducting a full headcount
o Ensuring First Aid administered as necessary
o Meeting the Emergency Services on its arrival and advising it of the evacuation status of the building,
including the location of any persons with disabilities and the location and type of emergency.
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o
o

Contacting caregivers and advising them to pick up their children. No children will be left
unsupervised.
Contacting the Committee for advice, information, support and assistance as required.

At no time are any staff responsible for firefighting but if an opportunity exists to safely use water or fire
extinguishers against the fire then that should be attempted once all children and staff have been
accounted for.

6.5

Earthquake Evacuation Procedure

When the shaking starts, staff are responsible for:
o If indoors when shaking starts, children and staff to take cover by crouching along an external wall
i.e. make sure the other side of the wall you are sheltering next to is OUTSIDE, back to wall, arms and
hands covering head, and to remain in that position until instructed otherwise by the Manager.
o If outside when shaking starts, children and staff to assemble in center of the playground or field
where they are currently located, in crouch position. At no time is anyone to enter a building.
When the shaking stops, staff are responsible for:
o Administering first aid as required.
o Securing the safety of the immediate environment and/or evacuating all children and staff to an
alternative safe location. This should be done after a careful reconnaissance of the area by a
designated staff member, if safe to do so. These actions may include turning off water, power & gas
if its determined that there was any risk of damage to those Services.
The Manager is responsible for:
o The AimyPlus tablet (which contains attendance record and enrolment forms), the Emergency Bag,
and donning the Emergency Vest (where practicable)
o Turning off appliances and gas if safe to do so
o Watching for children with disabilities, and appointing a suitable person to assist them as necessary
o Conducting a full headcount
o Ensuring First Aid administered as necessary
o Meeting Emergency Services, if relevant, on arrival and advising of the evacuation status of the
building, including the location of any persons with disabilities and the location and type of
emergency.
o Contacting caregivers and advising them to pick up their children. No children will be left
unsupervised.
o Contacting the Committee for advice, information, support and assistance as required.

7. STAFF AND MANAGEMENT POLICY

The overall daily planning and running of the programme is the responsibility of the Manager who reports
directly to the Committee. The Manager will run the programme in a responsible manner, have day to day
control of planning and operation and be accountable to the Committee.
The Committee must approve all policy, financial reports and budgets, monitor expenditure and set limits on
how much spending can be delegated and to whom.
The Manager may delegate certain tasks to other staff as appropriate, except recruitment, formal
performance management and financial delegations.

HASCI POLICY & PROCEDURES|2021

27

7.1

o
o
o
o
o
o
o
o
o
o
o
o
o

7.2

Manager Responsibilities

To ensure all measures are taken to maintain the safety and well-being of all children enrolled on the
programme.
To ensure all activities and daily tasks are planned and carried out.
To employ, train and manage staff and to provide ongoing training and appraisals or reviews, as
necessary.
To ensure that a ratio of at least one staff to every ten children is always kept.
To ensure accurate attendance records are kept.
To purchase supplies for afternoon teas.
To reconcile all fee payments and invoice caregivers where necessary.
To act as the first point of contact for caregiver questions.
To write a monthly report for the Committee.
To keep the Committee and all caregivers up to date with any changes or developments regarding
the programme.
To purchase equipment and supplies as necessary, in consultation with the Committee.
To ensure that all facilities and equipment always meet adequate standards.
To keep clear and accurate records.

Staff

Staff will be recruited via appropriate advertising or through word of mouth. All relevant aspects of an
applicant’s background including their level of maturity, experience and training will be considered.
All staff must be aged over 16 years. Staff/volunteers under 16 years may be involved in the programme but
must not be solely responsible for any activity or supervision of any child.
All prospective staff will be formally interviewed by the Manager. Any offer of employment will only be made
once three positive references have been obtained. All documentation (staff application form and/or CV,
interview notes, references etc.) will be kept in the staff member’s file along with a signed copy of the
employment contract, emergency contact information and a tax declaration. All staff will also read and sign
copies of all policy and procedure documents.
All employment is subject to successful completion of police vetting by the New Zealand Police and Licensing
Service (or a signed declaration if the employee is aged under 17 years). This will be renewed every two
years.
All staff will receive a job description containing a list of responsibilities as well as a copy of the Policy &
Procedures Manual for HASCI which contains information on all daily and weekly tasks and programme
operations. All staff are clear about their responsibilities and duty of care obligations.
HASCI does not employ any person in a paid or voluntary capacity, including those in governance or
management positions, who has a conviction for sexual crimes or for any offence involving the harm or
exploitation of children.
Please refer to Programme Environment point 2.6 (Staff Interaction with Children) for further details

Staff Training

All staff will receive initial induction training as well as ongoing training where necessary.
Staff meetings will be held twice per term (usually one at the beginning of the term and another halfway
through the term). These will be used to update staff on any changes and developments and to ensure all
necessary training is up to date.
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All staff will have their performance formally appraised by the Manager at least twice a year to review their
progress as well as identifying any training needs.
HASCI must be able to demonstrate that all staff have received training on policy and procedures, including
abuse prevention, for recognising indicators of
abuse and procedures for reporting concerns about abuse. Staff must also be trained in expectations of
behaviour and their duty of care. Training should be held once a year.

Daily Operations

A minimum of two members of staff will work each daily session. At least one duty staff member will hold a
current First Aid certificate (this will usually include the Manager).
Staff will report for work no later than 2.45pm for the session in order to attend the daily briefing and
prepare afternoon tea and any necessary equipment before the children arrive at 3.00pm. Staff should be
prepared to be available for the full shift (and slightly later if a child is collected late). If a staff member is
going to be absent, they must notify the Manager as soon as possible in order that alternative cover can be
arranged.

8. FINANCE
8.1

Enrolments

The Service operates over the school term. Enrolments are managed on a term by term basis. To be able to
determine staffing levels, other costs and to be able to bill and collect debt most efficiently, enrolment
details are collected from caregivers in the term preceding.
A school holiday programme may be offered over the school holiday period. Enrolments for school holiday
programmes will be available from the time the programme is released. Booking early is encouraged to
avoid disappointment as spaces fill quickly.
Enrolment via AimyPlus is required which includes an acceptance of the terms and conditions. This will be
taken as confirmation that caregiver creating the booking has understood and accepted the HASCI policies
as outlined on AimyPlus. To complete the enrolment process, caregivers must acknowledgement and accept
the full HASCI Policy and Procedures. A ‘Cyber Safety Agreement’ must also be completed along with a
‘Permission to Leave Unaccompanied’ form, if required. This information can be found on the HASCI website
and will be emailed to caregivers upon enrolment via AimyPlus.
We cannot accept enrolments where there is an outstanding balance from previous terms.
Fees will be invoiced once the booking has been confirmed by the Manager. Full payment details will be
provided on the invoice sent.

Payments

The following schedule is applicable to payment of fees:
Full Payment due – School Holidays

Required immediately to secure place

First Payment due – After School Care

Monthly in advance

Following Payments – After School Care

Monthly in advance
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8.2

Fees

HASCI can be used on a regular or casual basis. Regular bookings are considered the days enrolled for at the
beginning of each term. Casual days are any days over and above those booked on a regular basis (at the
start of the term) which are requested on an adhoc basis. Please note the cost of casual booking is a slightly
higher rate to cover administration. The availability of casual bookings will be dependent on existing booking
numbers and staffing.
Fees are payable in advance. Invoices will be provided via email. Reminder notifications will be sent weekly
until the invoice is paid in full.
The first payment is due before a child’s first attendance at after school care if booked for regular session or
immediately up receipt of the invoice if attending on a casual basis.
We cannot accept enrolments where there is an outstanding balance from previous terms or where vital
enrolment information requested has not provided.

Fees

Our Programmes are OSCAR approved by the Ministry of Social Development and therefore caregivers are
able to apply for Work and Income OSCAR subsidies towards the cost of their childcare, if eligible. Granting
of an OSCAR subsidy is between the caregiver and Work and Income New Zealand. HASCI will assist with the
application as required.
After School Care - Regular Bookings

$18 per session / per child

After School Care - Casual Bookings

$20 per session / per child

Holiday Programme - School hours (9am – 3pm)

$40 per day / per child

Holiday Programme – Full day (8.30am – 5.45pm)

$50 per trip day / per child

Holiday Programme – surcharge for trip/activity days

$10 per day / per child

Late Fees*

$1 per minute

*HASCI fees reviewed March 2021

Late pick up fees*

Children must be picked up by 5.45pm from after school care and either 3pm or 5.45pm from school holiday
programmes – respective of the booking held. The late pick-up fee is charged at a rate of $1 per minute for
each minute beyond the required pick up time that a child remains in HASCI care. Late fees are calculated
via AimyPlus based on the electronic sign out time and will be invoiced to parents.

Last Minute Bookings

Bookings are essential to ensure HASCI maintains the correct staff-to-child ratio. Last minute bookings may
be possible dependent on existing booking numbers and staffing and will be at the discretion of the Manager.

Absences from After School Care & School Holiday Programmes

Advice of non-attendance should be received by 9am on the day of Service.
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Changes/Cancellations

HASCI operates as a not-for-profit organisation and we aim to price our Service accordingly. This means we
are unable to absorb costs associated with last minute changes. For this reason, we are unable to offer
credits for cancellations for regular bookings received with less than 2 weeks’ notice. There will be no credit
offered for cancelled casual bookings.
o
o
o

Regular bookings - More than 2 weeks’ notice given: Credit offered
Regular bookings - Inside 2 weeks’ notice given:
No credit
Casual bookings:
No credit

Change should be advised to the Manager as soon as possible and we will do everything possible to
accommodate these requests.

8.3

Accounting & Accounting Software

The HASCI accounts are currently administered through XERO accounting software. The benefits of this
software allow for remote access of the software through the internet with different levels of access rights
and authority.
XERO accounting is driven by the bank reconciliation – bank feeds from ANZ Bank are automated each night
and XERO should manage and clear these through the reconciliation process. These details are then sent
through to AimyPlus where current invoices, balances and bookings are visible in the parents’ profile.

8.4

Accounts Receivable & Debt Management

8.5

Accounts Payable

Following invoicing, money collected can be expected to come through internet banking. Money received
may not necessarily marry neatly to invoiced amounts but need to be reconciled to customer accounts.
o Match money received to invoices in the bank rec.
o Create part payments of invoices for amounts that part pay an invoice – then reconcile
o Approve new invoices for new customers/casuals/late payment fees that have come through from
AimyPlus – then reconcile.
o Ensure all items are reconciled before running debtor reports and aged debtors.
o Debtors that do not pay as per above schedule should be followed up as follows:
● Two days after payment due, reminder e-mail from hataitaiasci@gmail.com account
● One week after payment due, follow up e-mail requesting payment or contact within 48
hours, or matter referred to HASCI committee
● If still no response after 48 hours, refer to HASCI committee with full details (e-mail Treasurer
& CC to Chair).
HASCI creditors are minimal in number – Spark, Xero, etc. The invoices are all received via email. AP / DDs
are set up with creditors allowing for easy reconciliation through XERO.
HASCI GST returns are filed via myIR (IRD number 049-425-430). The Treasurer and Accountant have
access to file GST returns https://www.ird.govt.nz/
HASCI annual charities returns (Registration number:CC37695) are filed with Charities Services
https://www.charities.govt.nz/.
The Secretary and Treasurer have the username and password.
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8.6

Other Expenses

The daily operation of HASCI incurs other regular expense such as:
o Food for children snacks
o Soft furnishings
o Games and play equipment
o Tablets
o Activities for holiday programs
All expenses incurred should be paid through the Manager’s account.
All expenses outside of the weekly food budget must be pre-approved by the Treasurer and Chair.
If there are not sufficient funds for an approved purchase, then a transfer of funds needs to be made into
the Managers account for that purchase. All receipts need to be uploaded into Xero for reconciliation.
Any expense claims that are made by a staff member needs to be claimed through the online Xero
accounting software and all vouchers/receipts to be filed in date order on a file to be held on HASCI
premises. Expense claims will be approved online on a Monday or Tuesday evening following review of all
receipts on HASCI premises by approver.
Please note for any expenses that do not have a receipt on file and do not have an electronic claim
submitted within Xero, will not be approved.
If any expense claim is not processed through delay by treasurer only and the submitter incurs bank late
fees, charges or interest on these expenses directly as a result of this delay, HASCI will look to reimburse the
charges incurred to the submitter.

8.7

Payroll

Payroll for staff is run through i-payroll and this requires submission of hours worked into HASCI logon to
i-payroll website. Wages are collated every Second Friday through timesheet completion and submission via
the iPayroll app by each staff member.
Timesheets are checked and approved by the Manager and Treasurer by the Friday afternoon and paid to
staff that evening.
All filing (incl. Filing of KiwiSaver opt out) is performed by i-payroll on HASCI behalf –N.B. For KiwiSaver opt
out, this needs to be notified to i-payroll through the employee details tab for the next wage run when opt out
required. – refer latest rules from IRD for opt out.
New setups of staff should be performed with assistance of financial adviser i.e. Treasurer.
All resigned staff need to be officially terminated in iPayroll to calculate any sick or annual leave.

8.8

HASCI Committee Reporting

Reporting should be created from the standard reporting templates within Xero following full reconciliation of
the bank account.

HASCI POLICY & PROCEDURES|2021

32

The following reports should be run and emailed to the HASCI Committee no less than 2 days prior to the
monthly committee meeting:

Committee Members*

o
o
o
o

Profit and Loss – current and previous 3 months
Balance sheet
Aged receivables – with details of any specific follow up actions
The Manager will bring the most recent bank statements to each committee meeting
Chair

Tina Dustdar

Secretary

Joseph Montgomery

Treasurer

Catherine Solari

Member

Jo Godden

Member

Gabrielle Nicholson

HASCI Programme Manager

Ashleigh Bowles

hasci.committee@gmail.com

hataitaiasci@gmail.com

*HASCI Committee Members updated 26 February 2021

8.9

HASCI Annual Accounts

These specific reports need to be created by the Treasurer and separately and independently audited.
Accounts to be created following full and up-to-date general ledger and all reconciliations completed.
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Annex One
HASCI Rules
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Annex Two

HASCI Values and Guidelines

MANA | Respect Self
All Settings

HASCI Venue

Toilets

Playground

Buses
(Trip Days)

Be Positive

Actively
Participate

Be safe

Move
purposefully

Sit on your seat

Be Kind

Be a ‘whole
body’ listener

Wash our hands
with soap &
water

Shared
Spaces

Face Forward
Wear your
seatbelt
Take all your
belongings

MANAAKI | Respect Others
All Settings

HASCI Venue

Be aware of others

Use kind words

Be on time and
locatable

‘Whole body’
listening

Be kind and
considerate

Use appropriate
voice level

Toilets
Keep the toilet
area clean
Respect others
privacy

Report problems.
If someone
bothers you:
1. Say “please
stop …”
2. Ignore
3. Seek help

Shared
Spaces

Playground

Buses
(Trip Days)

Include others

Quite voices

Keep the aisle
clear

Return equipment

Keep it clean!

Use quite voices

Be safe – follow
safety procedures

Keep your
hands and feet
to yourself

Follow bus
procedures

Look after items in
your care
Share equipment

TAIAO | Respect for the Environment
All Settings

HASCI Venue

Follow the
caregiver’s
instructions
Return items to
their correct
place

Keep floor space
free of dropped
items
Dispose of food
waste
thoughtfully
Actively
participate in
pack up

Toilets
Keep the toilet
area clean

Playground

Shared
Spaces

Return equipment

Use the bins
for rubbish

Look after items in
your care

Use the paths
and designated
play areas

Buses
(Trip Days)
Take all your
belongings

Leave nothing
behind

HASCI POLICY & PROCEDURES|2021

35

HASCI POLICY & PROCEDURES|2021

36

Annex Three

Evacuation Plan Map
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