Completing your Kindergarten’s Management Plan and Implementation Plan for 2010
The template is designed so that you can change the details including the name from Kahikatea Kindergarten, and the dates (see below for an easy way to do this!) and then print out the updated pages as you need to. 
You will need to update and print out at least the following pages:
	
	Done 

	Title Page (2010)
	

	Kindergarten Contacts page (with any staff changes and new committee)
	

	Contents page
	

	Term Dates (2010)
	

	Association Contact details
	

	Kindergarten strategic planning section summary page
	

	Kindergarten Five year Building and Environment plan 
	 

	Kindergarten Budget
	

	Kindergarten Fundraising Plan 
	

	Kindergarten Promotional Plan
	

	An up-to-date copy of your team philosophy (if changed from last year)
	

	Teaching Team Self Review Plan 2010
	

	Updated Assessment, Planning and Evaluation Procedure
	

	The following are new procedures for you to write/adapt or those with significant changes to the requirements that need to be included in your Implementation Plan  - please see the template for more details

	Hygienic laundering of linen Procedure
	

	Kitchen safety Procedure
	

	Changing children procedure
	

	Drop off and Collection Procedure
	

	Care of Sick Children
	

	Care of sleeping children
	

	Any other procedures that you have updated since these were last printed
	


Hints:

1. You can use “Replace” (on the edit menu in Word) to alter the template from Kahikatea Kindergarten to your Kindergarten name and to put in this years date (see instructions on how to do this on the  next page).
2. Where an example of a procedure is included generally all you need to do is change the name at the top of the page and make sure that the procedure matches your current practice,making changes as necessary; where a template is included, use this to write your own plan or procedure using the explanations in section E1 and E2 of the Strategic Framework folder to guide you. (Senior Teachers are bringing up-dated versions of Section E to the staff meetings)
3. If you have already saved your current procedures in a word file/document, you don’t need to retype these, just update your copy on the computer and reprint. 

4. Keep your kindergarten’s Management Plan and Implementation Plan in a separate folder that can be easily accessed by parents/whānau.
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1. Open the ‘Management plan and 
implementation plan template’ document. 
2. Click on ‘Edit’
3. Click on ‘Replace’ (if you cant see this 
click on the double arrows at bottom of 
edit box)

4. When the box appears as below, type the word you want to replace (Kahikatea) in the ‘find’ box

5. Type your kindergarten’s name eg Adventure in the ‘Replace’ box
6. Click on ‘replace all’ – the computer will find all instances of Kahikatea in the document and replace it with your kindergarten’s name. Follow this procedure for the date –  type   200?    in the ‘find’ box and    2007    in the  ‘replace’ box.
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