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	Responsible to:
	Facilities Manager

	Applies to:
	Teachers and committees


	Purposes:
	1. To ensure that all development or enhancement of kindergarten buildings and environments is done in a planned, sound and educationally appropriate way.
2. To ensure financial support is provided to kindergartens for projects in a fair and transparent manner.  

	Definitions:
	· “Environment” refers to the site or property of the kindergarten, and includes outdoor areas.  


	References:
	· New Zealand Standards for playground Development
· WRFKA Facilities Manual

· Relevant Acts and Legislation


POLICY

1. All development of kindergarten buildings or environment will comply with the relevant building codes, legislation and Acts.

2. All improvements and enhancements will improve the working environment for teachers and children.

3. Approval for any building or environment development must be given by the Facilities Manager before the work can be undertaken.
4. All building and environment development must be completed in accordance with the procedures set out in the attached B&E Planning Flowchart.
Five-year Building and Environment Plans
5. Each kindergarten will have a Five-year Building and Environment Plan in place at all times.  This is to ensure that there is a consistent, holistic and long-term approach to building and environment development that operates regardless of the turnover of staff or committee members.

6. Five-year Building and Environment Plans must incorporate and address any issues that have been identified through facilities audits or reviews, such as Ministry of Education Licence Check or the Association’s Property Audit.  

7. All Five-year Building and Environment Plans must be submitted to the Association, specifically the Facilities Manager, for approval and confirmation. The Facilities Manager will discuss the Plan with the Kindergarten’s Senior Teacher before confirmation is given.  

Funding

8. The Association will provide up to 20% of the cost of work undertaken, when the projects/works have been identified, planned for and approved in the five-year Building and Environment Plan.  

9. This generally includes “fixed” structures and equipment and generally excludes “moveable” or consumable equipment and resources.

10.  This is calculated as 20% of the total cost of the work, inclusive of any consents required (such as Building or Resource Consent).  
11.  Should the implementation of this policy have significant negative impact on the Association’s cashflow in any one year, the General Manager may immediately review this policy.  
PROCEDURES

1. Five-year Building and Environment Plans will be developed by the kindergarten committee, in consultation with the teaching team, the kindergarten’s Senior Teacher and, when required, the Facilities Manager.

2. A kit will be provided by the Association to assist committees and provide guidelines for the development of the Plan.  This kit will be part of the Association’s Facilities Manual and will be available on the Association website.  

3. In order to request approval for building work or financial support from the Association, the committee and/or teachers must send in the PM3 Proposed Works and Acquisitions form to the Association, detailing the work proposed and the cost.  The proposal will then be assessed by the Facilities Manager and the Senior Teacher responsible for that kindergarten.  All work or projects must be approved by the Facilities Manager before they can proceed.   This form can be found on the Association website.
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No Work shall begin or purchase made until written approval is received from the Association

*Building Project = A project that affects the structure/layout of the kindergarten (either internally or externally)

Five-year Building and Environment Plans

Overview of Process for Kindergartens
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         Process for Acceptance of Building and Environment Plan
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STEP SEVEN  Incorporation of Plan into Kindergarten Management Plan





STEP SIX	Building and Environment Plan is to be�submitted by Committee to Association and signed off by Facilities Manager and Senior Teacher.  A B&E sign off sheet will be sent back to the kindergarten.





STEP FIVE	Completion of Five-year Building Plan exterior and interior templates; or engagement of consultants to assist with further development work





STEP FOUR	Brainstorm of possibilities


- Looking at specific aspects of the environment


(see templates and notes)





STEP EIGHT  Monitored each year and reported 


                                 at kindergarten  AGM





STEP ONE 	Introduce Five-year Plan project and 			related kit





STEP TWO	Discuss possibilities


 		- photographs/concepts





STEP THREE  Blue skies thinking


- What experiences do you want children to have at this kindergarten?





STEP ONE	Completion of Five-year Building and Environment Plan by kindergarten committee











STEP FOUR Environments:  Proposed Works 			Application form  PM/3 (copy in  			Facilities Manual and available on website) is


 to be submitted to Association





Note:  Several  PM/3s may be needed as one is 


           required for each part of the project








STEP FIVE	Project  and draft plans /drawings 			considered by Senior Teacher and 			Facilities Manager





STEP SIX	Project  approved and acceptance sent to Kindergarten on Acceptance/Sign Off for a Building and Environment Work – PM/4, together with the decision on  20% contribution


	Response within 20 working days


	





Project completed





Start process again from Step 3 for any new work


	





STEP SEVEN	Project can begin


	





STEP THREE Decision made by kindergarten to begin planning for part or whole of project





STEP TWO 	Building and Environment Plan is to be  submitted by Committee  to Association and signed off by Facilities Manager and Senior Teacher.  A B& E sign off sheet will be sent back to the kindergarten





Process for Acceptance and Sign off of Projects





Property-to Facilities Manager & Senior Teacher for PM4 Approval sign off  


 ainstallation of more than $2000 or is it a *building project?





IT, Resource & Whiteware Acquisitions–to CFO and Senior Teacher for PM4 Approval sign off





Submit approved invoice to Association as per normal expenses


 ainstallation of more than $2000 or is it a *building project?





Submit completed PM3 form to the Association


(Lorrainec@wn-kindergarten.org.nz)


(a response will be received within 15 working days of receipt of PM/3 form)





 





Go for it!


 ainstallation of more than $2000 or is it a *building project?





Complete a PM/3 


Building & Environment Form








Go for it


 ainstallation of more than $2000 or is it a *building project?





No


 ainstallation of more than $2000 or is it a *building project?





Yes


 ainstallation of more than $2000 or is it a *building project?





Is the cost (including installation) more than $2000?








No


 ainstallation of more than $2000 or is it a *building project?





Is it a building project?*





No


 ainstallation of more than $2000 or is it a *building project?





Yes


 





No


 ainstallation of more than $2000 or is it a *building project?





Yes


 ainstallation of more than $2000 or is it a *building project?





Is it an acquisition of IT equipment or whiteware greater than $500?





PLANNED EXPENDITURE BY KINDERGARTEN


Quote/s obtained- (generally 2 quotes)











BUILDING AND ENVIRONMENT PLANNING 


(Including IT, Resources & Whiteware Acquisitions)











(INCLUDING IT, UTILITIES AND ACQUISITIONS
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