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We recognise that the first five years of a Child’s life lay the foundation for future learning. Early Education contributes to the growth of capable and confident children, who can communicate, learn and work with others. Leap Ahead is a special place in the community, that is safe, secure, and stimulating, where children can learn through play.
Leap Ahead’s low stress learning environment is influenced by the socio-cultural perspectives of Te Whāriki, by using intentional teaching and extending on the children’s current working theories, children are able to pursue their own interests and revisit and build upon ideas at their own pace. Kaiako are encouraged to observe children rather than direct them. We believe it is important that children can experiment in their own way, make mistakes, and find their own solutions. Kaiako recognise the value of Ako, spontaneous play, self-initiated learning opportunities and an environment, often referred to as ‘the third teacher’. Our environment is one that is open and free flowing that enable the children time to discover, explore, experiment, and build on relationships. 
 Equitable outcomes for all are promoted at Leap Ahead and children are empowered to take increased responsibility for the well-being of themselves, others, and the environment. We acknowledge parents and whanau are children’s first educators and we believe are an integral part of their Child’s learning journey. We want to collaborate with all our families in decision making, providing regular feedback, and encouraging them to be actively involved in what we do.  Whanaungatanga practices help us work collaboratively and respectfully together to enrich and promote a positive sense of self identity for all.
We value the dual heritage of Aotearoa New Zealand in accordance with the Te Tiriti o Waitangi. We use Manaakitanga in which teachers demonstrate respect and integrity towards the protection of everything Maori, encouraging the participation of Maori learners and working in partnership with Maori as Tangata Whenua. Our daily programme embraces all cultures within Aotearoa, and these are respected and naturally woven through routines, languages, music, art and stories.
As a centre we advocate the importance of achieving smooth and successful transitions where children gain a sense of belonging while being supported, comforted, and guided by teachers, parents, and whanau. Children gain skills and attributes within their learning environment that nurture their emotional, social, cognitive, and physical abilities that open pathways for future learning.



Me mahi tahi tatou mo te oranga o te katoa
We should work together for the well-being of everyone




Programme Planning at Leap Ahead

Te Whariki is the New Zealand Early Childhood Curriculum. As teachers we work alongside and within this document on a daily basis. The four foundation principles of Te whariki are:

Empowerment – Whakamana
The Early Childhood curriculum empowers the child to learn and grow.
Holistic Development- Kotahitangi
The Early Childhood curriculum reflects the holistic way children learn and grow.
Family & Community – Whᾱnau Tangata
The wider world of family and community is an integral part of the early childhood curriculum.
Relationships – Ngᾱ Hononga 
Children learn through responsive and reciprocal relations with people, places and things.

 The four principles of Te whariki are woven together with the strands and goals, which form the framework for implementation. 
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At Leap Ahead programming is implemented, co-operatively by the teachers involved with each of their key children. Planning for infants, toddlers and young children is primarily based on their own individual interests.
 Leap Aheads planning ensures those children’s strengths and interests are being supported and planned for individually. Occasionally groups of children will be planned for, Enquiry Learning and this incorporates the group’s needs or emergent interests.
 Programming is based on formative assessment, using the method of notice, recognise and respond. Through these observations of what children can do, their interests and their development, teachers will then plan for each individual child. 
Each child has a Profile on our online platform Educa ( permission needed on enrolment) as well as a hard copy Profile Book ,which is constantly revisited and documents the child’s learning and development. Parents are encouraged to contribute to these through ‘parent voices’ photos and discussions with staff.
Children are placed under one of the competencies on our planning board and then work towards a learning outcome. While working towards these outcomes children are provided by the teachers, a supportive and challenging learning environment, with an array of activities and learning experiences which reflect the child’s abilities and interests. Each teacher at Leap Ahead recognises the importance of encouraging children to become competent and confident learners. Secure in their sense of belonging and in the knowledge they make a valued contribution.

Meet the Management Team:
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Kaylene Hindson- Manager
Diploma in ECE
Registered
Emma Harmer- Director
Diploma in ECE
Registered




Meet the Under’s Teaching Team:
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Renee Clucas
Bachelor in ECE
Registered

Cindy Bryant
Head Teacher
Bachelor in ECE
Registered

Brittney Hindson
Teacher in Training
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Sharni Wallace
Teacher aide/Camp mother
Phillipa McDonald
Camp Mother


A Little bit about us


In the Peapods we pride ourselves on providing a safe, calm and nurturing environment that enhances a child’s sense of belonging and promotes their well-being. As an infant and toddler room we understand the importance of the vast difference in the developmental stages and embrace these by creating trusting bonds between teachers and children. Ensuring emotional needs are met for infants as they are nurtured and cared for.
We encourage and support the concept of ako which means both to teach and learn. We recognise and support the knowledge that both Kaiako and tamariki bring to our learning interactions, and we acknowledge the way that new knowledge and understandings can grow out of shared learning experiences. Children are provided with sensory rich environments, both indoors and out that supports learning, development and encourages them to explore independently or work alongside others. Learning areas are designed to challenge and extend on existing skills while encouraging self-help abilities and personal expression. 
Teaching practices are guided by our curriculum, Te Whãriki, and adaptable to our children and whanau’s aspirations and desires as children develop into confident and capable learners. 


Nau mai ki a tatou akomanga
Welcome to our classroom













Your Guide to Leap Ahead Early Childhood Centre
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Leap Ahead Early Childhood Centre is committed to having positive, trusting, and respectful relationships and open communication with all families and whãnau. We respect that Families/whãnau are the first primary caregivers and teachers, and we value all the feedback and input that you share with our team of educators.  Having strong relationships with parents and whãnau provides great benefits for your child/ren.

Centre Operating Days 
The Centre is open Monday – Friday, 8am -4 pm.  We are not open Public Holidays.  
Payment- We do not have EFTPOS,
 Payment preference is Direct Debit, account details as follows:
Bank: ANZ
Account Name: Leap Ahead 
Account Number: 06-0837-0435815-01
All accounts are to be paid on or before the statement date on the invoice or interest penalties will apply.

Enrolments
Before your children starts at our centre, please bring the following documents

1. Completed Enrolment Form

2. Birth Certificate or Passport to be sighted

3. If you have chosen to have your child immunized, we require a copy of his/her Immunization record. (The Ministry of Education, requires us to keep an up-to-date record of immunization status, of all the children who attend our centre)

It is very important that all the information that you provide Leap Ahead, and our teaching team is correct.  All your information will be kept in a confidential file (up to 7 years), which allows us to contact you if necessary.  If any of your circumstances have changed, you will need to update your enrolment form before your child’s next attends.  Please contact the Leap Head office administrator for advice on the next step you need to take. Any changes to your child’s enrolment form will need to be signed again for those changes to take effect.


Please ensure if any changes occur, i.e. change of person picking up your child for the day, that you
notify us by a phone call, email or  notifying mangement. (I.D will be asked for if a person is not known by the staff).

Parents, who have babies/toddlers, please complete the information sheet so we are able to best facilitate your child’s individual routine.
To ensure that your enrolment with Leap Ahead is secure, regular attendance is a must.

Leap Ahead’s standard hourly rate per child is $8.00 per hour.
Casual rate is $ 9:50 per hour
20 ECE hours are only available for children from their 3rd birthday and ends on their 6th birthday
20 ECE hours cannot be claimed for any casual bookings
20 ECE hours – Under the Ministry guidelines for 20 ECE hours funding it states- The Three-Week Rule for Continuous Absence (Three Week Rule) limits the period of time that the Ministry will fund continuous absences, to three weeks.  The three-week rule begins on day one of absence and funding will be lost on the fourth day/week. If your child will be absent for longer than three weeks (TWR) you will lose your 20 hours and the centre will lose the funding. If this occurs you will automatically be charged our normal hourly rate for your child’s full hours per week.

Standard cancellation procedures are as follows….
· Notification of absence on booked days: full fees
· 4 weeks or more notice: Half fee holiday rate
· No notification: $30 extra may apply
· Not notified of late pick up: automatic $30 fee charged to your account every 5 minutes – as this will cause issues in our adult: child ratio.
· All permanent bookings, the centre requires a minimum of two weeks’ notice of intention to cease bookings. Full fees will apply right to the requested date to cease permanent bookings if the centre is not notified within the two-week cancellation period.
· For more information on 20 ECE hours please look at the Ministry of Education website, under ECE- parent information.
· The centre is closed on all statutory holidays.

Sign in Sheets
At Leap Ahead Early Childhood Centre, we use an electronic sign-in system to ensure the safety and accurate attendance recording of all children. Each authorised person listed on your enrolment form will be assigned a unique code, which must be used when dropping off and collecting your child/ren.
Signing in and out is a legal requirement for Ministry of Education funding purposes. The electronic system records the exact time of each entry and exit, ensuring compliance with these regulations. It also plays a vital role in our emergency evacuation procedures, allowing us to take accurate roll calls and account for every child at any given moment.
Additionally, you will receive a weekly verification email every Sunday, asking you to confirm your child/ren's attendance hours for the previous week. This confirmation is another important Ministry of Education requirement and is necessary for funding and auditing purposes
Government finance
Early Childhood Centres have very high running costs, due to this we are fortunate enough to have Government support, known as “funding”.  A general report will be provided through frequent Newsletters for your convenience, with a summary made available annually.  
If you have any further questions or would like more explanation about something, please talk to our fantastic Manager: Kaylene Hindson or myself Director: Emma Harmer.

Orientation and Settling
Leap Ahead’s team are very welcoming to children and their families and extended whãnau. In preparation on starting at Leap Ahead, staff are committed to getting to know you and your child, and we recommend 3-4 pre visits to ensure a smooth transition, as per our settling in policy. Friendly and detailed discussions about your child’s development, behaviour, sleep, eating requirements and individual interests will be shared on a regular basis.  Leap Ahead’s teachers are willing to share their ideas, strategies and experiences when needed, to support you and your family through your children’s learning and development milestones. 

Things to bring
If your child requires nappies/pull ups, or night pants for sleep, you need to bring an adequate supply of nappies/pull ups (x4 minimum) with your child; otherwise, a charge of $3 per nappy will be added to your monthly account. Wipes are supplied unless advised otherwise. We will also supply baby powder and Arnica cream.  However, if your child requires other products please advise staff. 
· Please bring your child’s security items, such as dummy, cuddly, blanket, teddy etc – (named) for sleep time and settling.
· Lunch box and drink bottle (named)
· Bottles (with cooled boiled water) and formula
· X2 changes of clothes
· Warm hat or sunhat
· Jacket for cooler weather
· Covered shoes in colder months, sandals for warmer months
PLEASE ensure all items are NAMED, Staff hold no responsibility for unnamed lost items.

Absences
We are aware that common sickness occurs among our children frequently.  However, our staff/child ratios are already planned 1 weeks in advance.  Therefore, if your child is ill on their booked day, please ring as soon as possible. A doctor’s certificate will need to be presented to our office so a lower charge will incur.  If this is not provided full charges will apply for your booking.  
· We require 4 weeks’ notice of absence (for $4.00 fee to apply). If we are notified on your child’s booked day, full fees apply.
· Cancellation of any permanent booking requires 2 weeks’ notice. Otherwise, full charges for those days will apply.
· Our teachers endure long busy days and have their own commitments and families to attend to.  Therefore, we appreciate pick up times to be on time.  A $30 late fee per 5 minutes will be automatically charged to your account if your child is not picked up on time.


Open Communication
Leap Ahead strives to ensure positive and effective communication happens between our parents/whanau and staff. We love your input and feedback, and we encourage you to speak to us anytime.  We have a parent’s notice board where all our news, local news, and information is displayed for your convenience. 
Newsletters about upcoming events, any staff changes, fee changes, and policies and procedures that are up for review will be published and sent home with your child, so please check bags often. 
As arrival times and pick up times can be busy and often rushed for parents as well as staff, feel free to ring us if you would like more uninterrupted discussion time with our teachers or management.
All children who attend Leap Ahead will have a portfolio book which documents their individual learning journey. Feel free to add anything such as photos and comments to make this an even more special book.  This is your child’s to keep when they move on from Leap Ahead Early Childhood Centre.
Toys
We advise all parents to refrain their children from bring in toys from home.  Toys from home often cause upsets between children and also run the risk of being lost or damaged.

Food and Drink
For children to gain full benefits out of their day, a nutritious lunch is required for optimal performance. We have a Healthy Eating policy which guides our practice to encourage children to eat healthy foods first, before “treat” food.  To eliminate choking hazards, we will determine how we cut, grate and provide food to your child throughout the day. This is under the advisement of the Ministry of Health and is outlined in the document “Reducing food-related choking for babies and young children at Early Learning Services’ ( Found in the enrolment pack)
https://www.health.govt.nz/system/files/documents/publications/reducing-food-related-choking-babies-young-children-early-learning-services-dec20.pdf.
Please bring food items in a CLEARLY named lunch tin and water in a CLEARLY named drink bottle.  If you have special dietary requirements, please discuss this with a Head Teacher in your child/ren’s area.  All children with allergies, will have a picture, stating their name and allergy, this is to ensure that everyone is made aware. A list of suitable snack foods and foods that need to be avoided is required from the parent.
Water will always be available at mealtimes and throughout all parts of the day.
Water only – No Juice
Food that is NOT ALLOWED at preschool:
We are a NUT FREE CENTRE– Therefore items that contain high traces of nuts or have contact with nuts are not allowed.  Examples are peanut butter, nutella, nut bars, muesli bars that have had contact with nuts.
If we find nuts or high traces of nuts within your child’s lunch box, this item will be removed from the child’s lunch box for the day, then put back in with a note to notify the parent that these items are not safe to have at preschool.



Sleeping
We provide opportunities in both rooms for children to have a peaceful rest or sleep.  If you wish for your child to sleep during the day, please ensure you let the staff know.  Children in our care will not be allowed to become sleep deprived.  A sleepy child will not gain any educational benefits at preschool, and lack of sleep will only cause natural distress for the child.

Accidents
We aim to provide all children, families, and staff with a safe secure environment always.  We understand that accidents in childhood right through to adulthood can be a common occurrence; however, we are prepared for them.  At all times Leap Ahead will have a certified First Aider on the premises and we are well equipped with appropriate First Aid equipment.  Every accident whether big or small, will be recorded in our Accident Register and a note will be made next to your child’s name on the sign in/sign out sheet.  Staff will advise parents/whãnau of how the accident or incident occurred and how the child was treated, i.e. ice pack, antiseptic cream, plaster etc.  Parents will be contacted immediately if we feel that the child requires further medical attention.


Medication
Medication can only be administered to a child on the request of a parent/whãnau who has given written authorisation in our medical register.  The medication must be given to a staff member. Two staff members will be there when medicine is given to your child - one to administer the medicine and one to confirm the medicine and dosage. All medicine must be clearly named. NEVER LEAVE any form of MEDICINE IN YOUR CHILD’S BAG

Sickness
· The spread of germs in a preschool environment can be very fast, and not only affect your child, but all staff and children and parents, creating a very bad cycle for our community.
· Illness and infectious diseases can be easily spread among children and adults.  We ask that all children and adults who are suffering from illness or an infectious disease stay away from the preschool environment until fully recovered.  
· If vomiting, diarrhoea, severe colds (or bright green mucus), continuous coughing, conjunctivitis, high temperature or unidentified rashes, your child should stay away from the centre, until clear for 48 hours before returning.
· Any child who has started antibiotics must be absent from preschool for 12 hours.
· If your child is unwell or becomes unwell during the day, we will contact you so you can collect your child.  While your child is waiting for you, they will be isolated with an adult until your arrival, to stop spread of disease and illness to others. Please collect your child as soon as possible.




Excursions
At Leap Ahead Early Childhood Centre, we recognise the importance of providing a wide range of experiences that support children’s learning and development. Both regular and special excursions contribute to children’s understanding of, and connection with, their wider community.
All excursions are planned, approved, and implemented in accordance with centre policies and procedures to always ensure the safety and wellbeing of children.
Kaiako are responsible for ensuring that excursions are purposeful and align with the planned programme. A risk assessment is completed prior to each excursion, and appropriate supervision is always maintained. Adult-to-child ratios are met and sustained, with a ratio of 1:4 for children over two years of age and 1:2 for children under two years of age. 
Written authorisation from parents or caregivers is required for all excursions where children leave the centre, and this will be done prior to the excursion taking place. Therse excursions can be through regular trips to the local primary school, local shops and nearby parks. Families will be provided with relevant information, including the purpose and nature of the excursion’s supervision arrangements.
Children who do not participate in an excursion will remain at the centre under the supervision of a qualified staff member, with appropriate ratios maintained.

Sun Safety
Leap Ahead has a policy regarding sun hats when outdoors during the summer months. No sunhat, no outside.  Skin cancers within New Zealand is frightfully high, so let’s SLIP, SLOP, SLAP and WRAP. It is the parent’s responsibility to ensure their child has sunscreen on at the start of their session.  Sunscreen will always be supplied at the centre and will be applied regularly throughout the day.  If your child uses a different sun block, please advise and supply this to our staff.

Art work pockets
On starting at Leap Ahead your child will be allocated an artwork pocket. This is in your child’s room. Please feel free to collect your child’s art and take home.
Invoices will be printed fortnightly, and newsletter written up Bi – Monthly.

Policies review
Every month we review our policies and procedures for Leap Ahead. There is an area set up in our reception area for parent contribution. Please feel free to read and have your say.








Thank you for taking the time to read about our Centre. If you require any further information or have further queries please do not hesitate to get in touch with :

Emma Harmer ( Director)
Kaylene Hindson ( Manager)
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