KINDERGARTEN ADMINISTRATION CHECKLIST 2009
Kindergarten____________________       Date__________________

	Admin Tasks/Records
	Got It!
	Comments

	(Registration/Enrolment Forms and Attestation Form

	· All sections of forms completed
	
	

	· Parent/Whānau signature
	
	

	· Enrolment Agreement AM & PM/Attestation form
	
	

	· Custody forms (if necessary) > Copy sent  to Assn
	
	


	Waiting list book/chart
	
	


	(Attendance/Funding

	· Children's attendance recorded daily
	
	

	· Whānau monthly signing of Registers
	
	

	· Record of reasons for children’s absences - KOMs
	
	

	· Accurate monthly confirmation of rolls 
	
	

	· Staff hour count record (All Day Kindergartens)
	
	

	· Daily  sign in sheets (All Day Kindergartens)
	
	


	(Finances

	· Record of parent fees, donations & receipts
	
	

	· Record of money handled & given to treasurer on koms (including all fundraising & other money)
	
	

	· Up-to-date record of petty cash (incl. all receipts)
	
	

	· Spending of Equity funding documented
	
	


	(Health and Safety

	· Record of children changed, toileted &/or bathed
	
	

	· Sleeping records(All Day Kindergartens)
	
	

	· Food records
	
	

	· Completed medical information sheets
	
	

	· Record of medicine administered

(on reverse of Medical sheets)
	
	

	· Minor accident/first aid records
	
	

	· Completed injury report forms (copy to Assn)
	
	

	· Immunization register complete
	
	

	· Record of monthly emergency drills.
	
	

	· Record of six monthly trial evacuations sent to local fire service
	
	

	· Record daily changes to who is collecting children 
	
	

	· a phone that operates with out electricity
	
	


	(Hazards

	· Completed daily hazard checklist
	
	

	· Completed term hazard checklist   (copy to Assn)
	
	

	· Completed hazard record sheets (copy to Assn)
	
	


	Reports/Newsletters

	· Teacher's report to the committee (copy to ST)
	
	

	· Committee/Whānau group minutes  (copy to ST)        
	
	

	· Kindergarten newsletters
	
	

	· Association newsletters
	
	

	· Senior Teacher Records (keep for 2 years)
	
	


	The Team 

	· Team routines/contract 
	
	

	· Team philosophy
	
	

	(Brief minutes of team/staff meetings
	
	

	 (Record of whānau contact, team concerns about children & incidents that might cause concern
	
	


	Quality Improvement Processes

	· DOPs practice statements
	
	

	(Team Self Review documentation
	
	

	· Individual Professional Development Folders 
	
	


	Assessment, Planning and Evaluation

	· Documented assessment  of Individual children's learning & development (portfolios/profiles)
	
	

	· Programme planning – linked to assessment
	
	

	· Programme evaluation
	
	

	· Individual programmes (I.P.'s)
	
	


	Computer

	· Backed up at least termly – stored off site 
	
	

	· Virus definitions updated monthly
	
	

	· Firewall enabled
	
	

	· Windows automatic update enabled
	
	


	(Management Plan and
Implementation Plan
	Year Updated
	Comment

	· Cover Page 
	
	

	· Kindergarten  contact details
	
	

	· Contents page
	
	

	· Term dates 2009 -10
	
	

	WRFKA
	
	

	· Contact details
	
	

	· 5 year Strategic Plan – A summary
	
	

	Financial
	
	

	· Kindergarten five year building & environment plans
	
	

	· Kindergarten Annual budget
	
	

	· Kindergarten Fundraising plan
	
	

	· Kindergarten Promotional Plan (Template sent out earlier this year)
	
	

	Teaching and Learning 

	· WRFKA Statement of Values
	
	

	· Teaching Team philosophy
	
	

	· Teaching Team Self Review Focus
	
	

	· Desirable Objectives & Practices
	
	

	· DOPS Teaching Practice Statements 
	
	

	Kindergarten Procedures - Refer to the Strategic Framework, Section E

	· Assessment, planning & evaluation
	
	

	· Celebrations
	
	

	· Changing, toileting & bathing children
	
	

	· Collection of children
	
	

	· Daily routines & supervision plan
	
	

	· Emergency procedures
	
	

	· Food & drink
	
	

	· Positive guidance
	
	

	· Safety in the sun
	
	

	· Sick or sleeping children
	
	will be separate procedures for Kindergartens with all day license – 

	· Teachers use of non-contact time
	
	

	· Transition to school
	
	

	· Animals & living creatures in kindergarten (if applicable)
	
	


	(Documents that need to be displayed in Kindergarten

(The asterisked documents need to be displayed on a noticeboard, the others need to be available at all times eg in Parent Library)
	Got It!
	Comment

	Policies and/or Procedures

	· Your kindergarten’s Emergency Procedures
	
	

	· Evacuation Plan
	
	

	Visitors Guidelines 
(WRFKA’s)
	
	

	· WRFKA’s Positive Guidance policy & procedure

· Kindergarten’s Positive Guidance procedure
	
	

	· Complaints Policy (WRFKA’s)
	
	

	· Smoking Policy(WRFKA’s)
	
	

	· Child Protection Policy & procedure


(WRFKA’s)
	
	

	· WRFKA Strategic Framework Folder 
	
	

	· WRFKA Policy &  Procedure Guide 
	
	

	· WRFKA Facilities Manual
	
	


	Documents

	· All Teachers’ Practicing Certificates (Registration) are current & renewed as necessary 
	
	

	· All teachers’ current first aid certificates
	
	

	· Documentation of assessment, planning, & evaluation
	
	

	· Epidemics & notifiable diseases chart
	
	

	· Kindergarten license (purple)


(displayed next to document below)
	
	

	· Teachers’ names & qualifications (purple)
	
	

	· Team Philosophy
	
	

	· Hazard Register (must be easily visible to visitors)
	
	

	· Kindergarten Management Plan & Implementation plan
	
	 

	· Education Review Office (ERO) Reports
	
	

	· WRFKA Charter
	
	

	Sign

	20 Hours Free Sign 
	
	


	Handbooks/References
	Got It!
	Comment


	MOE

	· Early Childhood Funding handbook
	
	

	· Education (Early Childhood Centre) Regulations 1998
	
	

	· ERO Indicators (green)
	
	

	· Food & Nutrition for Healthy Confident Kids: Early Childhood Education Guidelines & Toolkit 
	
	

	· Foundations for Discovery (ICT)
	
	

	· Including Everyone: Te Reo Tātaki (booklet, folder & videos)
	
	

	· Kei Tua o Te Pae: Assessment for Learning: Early childhood exemplars 1- 21
	
	

	· Managing & Governing an Early Childhood Centre
	
	

	· Much More than Words
	
	

	· Nga Arohaehae – self review guidelines
	
	

	· NZ Curriculum Framework (Primary) update
	
	

	· Pathways to the Future: Ngā Huarahi Arataki
	
	

	· Professional Standards for Kindergarten Teachers
	
	

	· Providing Positive Guidance
	
	

	· Quality in Action: Te Mahi Whai Hua
	
	

	· Te Whāriki – Early Childhood Curriculum: He Whāriki Mātauranga mō ngā Mokopuna o Aotearoa
	
	

	· Te Whāriki Videos (four)
	
	

	· The Quality Journey: He Haerenga Whai Hua
	
	

	· Towards Full Registration
	
	

	Wellington Region Free Kindergarten Association

	· Assessment Planning & Evaluation guidelines
	
	Talk about what to do with old folder

	· Computer Guidelines Jan 2005
	
	

	· Information Booklet for Committees (Ensure it is  latest copy 2007)
	
	

	· Information Booklet for Treasurers (Ensure it is latest copy 2007)
	
	

	· KOMS 2 Manual aug 2007
	
	

	· Kua Hikoi ngā Tīkanga me Tangata Mauri mo Tātou Kaiako:  Our teaching practices, values & beliefs
	
	

	· NZ kindergarten Association Introduction to Computing (reference Manual) (Barbara Smith)
	
	

	· Professional Development Calendar 2009
	
	

	· Te Pukapuka Ako
	
	

	· WRFKA Facilities Manual
	
	

	· WRFKA Policy & Procedure Guide
	
	

	· WRFKA Strategic Framework
	
	

	NZEI

	· Early Childhood Code of Ethics
	
	

	· Employment Agreement
	
	

	· Re-organisation Booklet
	
	

	Other

	· Thinking together  (centres with registering teachers)
	
	

	· On Reflection (centres with registering teachers)
	
	

	· Ngā Kupu Oranga (MOH)
	
	

	· NZ Standard for Playground safety (ECE Supervised playground)
	
	

	· Code of Ethics (Teachers Council) 
	
	

	· Lets stop child abuse together 2001 (CYF) 
	
	


	Blank Forms     (Many of these are available electronically from Association Office)

	· Enrolment, Registration & Enrolment Agreement 
	
	

	· Excursion application


	
	

	· Hazard record sheets
	
	

	· Injury report  (child)


	
	

	· Leave application 
	
	

	· Medical information/approval for medication
	
	

	· Reliever timesheets (yellow)
	
	

	· Relievers’ Packs
	
	

	· Special Education referrals (excluding Wellington area)
	
	

	· Tax forms IR330 
	
	

	· Teacher Absence (Head Teacher Weekly Return)

	
	

	· Teacher accident report
	
	

	· Term hazard checklist
	
	

	· Transfer with change of address
	
	

	· Transfer without change of address
	
	

	· Travel claim
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