
 
    

    
    

 
 

 
 
 
 
 
 
 

 
 
 
 

 
 
 
 

Kia Ora and welcome to Jack and Jill Early Learning Centre! 
 
 
At Jack and Jill, we work closely with parents, families/Whānau to provide 
excellent early childhood care and education, in an accepting, positive, safe, caring 
and stimulating environment, where each child is valued as an individual, and 
where they can grow and develop to their full potential.  
 

 
 
 
 
 
 
 
 



OUR PHILOSOPHY 
 
Children thrive in an environment where… 
 

 We provide a warm, rich, and safe stimulating learning environment 
within the curriculum of Te Whāriki.   

 We encourage, support and extend children’s sense of self and develop 
social skills and independence; which assist children to develop and 
discover in a holistic way and to have strategies for lifelong learning.   

 We adopt positive guidance through fairness, consistency, and respect 
for children with sound understanding and knowledge of their 
development.   

 We value children’s learning through free play and learning programme 
planning.  Our planning of the programme recognise children as the 
active decision maker with their learning, where early literacy and 
numeracy are incorporated into their play experience.  

 We view parents as partners, collaborators and advocates for the 
children.  We endeavor to develop respectful partnership with parents, 
families and Whānau through regular communications, in the interests of 
children.  We value and respect the unique knowledge and contribution 
of Whānau in the decision making around the children’s care and 
education, learning and development.    

 Our staff work together collaboratively as a team.  We celebrate each 
other’s differences and contributions through open communication.  We 
support and respect each other.  Our qualified teaching team is 
committed to ongoing professional development.  

 We encourage children’s sense of belonging with increasing knowledge 
of their community and the world around them.  

 We recognise our unique bicultural heritage is founded in the Treaty of 
Waitangi and that the children have a right to experience the languages, 
music, art and stories of the cultures of Aotearoa.  We welcome, value 
and respect the diversity regardless of ethnicity, culture, socioeconomic 
status or gender differences.   

 
Please feel free to phone us to arrange a visit, and spend time here with your 
child/children getting to know the teachers and centre routines.  We have an open 
door policy, whereby parents/Whānau are welcome at all times.  The teachers are 
more than happy to help with any questions/queries you may have. 

 



 
LICENCING AND AGE GROUPS 

 
The centre is licensed for 60 children from 0 to 5 years of age and 20 children 
under 2 years of age.    
 
Operation hours:  Monday to Friday 7:30am – 5:30pm.  
 
We remain open throughout the year except public holidays.  A notice regarding 
Christmas opening hours will be distributed in November each year. 
 

ENROLMENTS 
 
When enrolling your child, you will be given an Enrolment form, child/ren’s About 
Me sheet and some important Policies which are to be filled in / signed and 
returned on or before your child’s first day.  The information on the child profile 
sheet will help the staff to get to know your child’s likes/dislikes and routines.  You 
will also be given the Parent Induction Procedure, which will help you to get 
familiar with our centre and your child/ren’s daily routine.  
 
Parents are responsible for maintaining current contact details including 
emergency contacts.  You are also responsible for updating your child/ren’s 
current immunisations. A copy of the certificate is required with each new 
immunisation details. This will be kept with your child’s enrolment details. 
 

PROGRAMMING 
 
Teachers at Jack and Jill plan appropriate experiences by assessing and evaluating, 
such as children’s development, the environment, adult-child interactions and 
current centre practices. Our planning will cover all areas of development 
(including individual needs and interests of the children), and be inclusive of the 
early childhood curriculum Te Whāriki. 
 
Children have a group mat time during the day. This allows for a wider range of 
activities to suit each age group. 
 
Our Pre-school Programme, ‘Discovery Time’, is supported daily with a teacher.  
This programme assists the children with a smooth transition to school.  The 
programme includes but not limited to: days of the week, numbers, holding a 
pencil correctly, colouring, left to right eye movement, listening skills, colours, 
writing name, ruling lines, shapes, alphabet etc. We encourage close relationships 
with our community schools.  



 

THINGS FOR YOUR CHILD TO BRING WITH THEM 
 
For all children attending: 

 A bucket sunhat that covers ears and neck.  You are required to apply sun 
block before your child arrives at the centre.  We will apply sun block as 
required during the day.  If your child has an allergy to any sun block, 
please provide your own. 

 In winter we ask that your child bring a warm hat and a warm jacket. 

 Any ointments/powders should your child need them for nappy change. 

 Change of clothes (named and appropriate for the season). We provide 
lots of messy play. Spare sets of clothes for your child/ren to get changed 
if necessary so they can remain comfortable all day. 

 
Under 3 years of age: 

 Your child/ren’s cuddlies for comfort at sleep time. 

 Nappies! Please ensure your child has enough nappies for each day they 
attend! 

 
Over 3 years of age: 

 Nutritional Morning tea and Lunch (if you opt out of the meals prepared 
by our onsite chef)– strictly nuts free.   

 A sipper drink bottle (which is clearly named). The children have access to 
their water bottles throughout the day. 

 Footwear (boots for winter are best). 

 Please do NOT bring toys to the centre. We take no responsibility for lost 
or broken toys that come to the centre.   

 
 
 

SETTLING IN 
 

You are more than welcome to visit our centre and spend some time here (before 
your child’s start date) to play with your child.  This will help with your child 
becoming familiar with the routines, and also allow them to get to know the 
teachers and other children.  When dropping your child off, a staff member will be 
there to comfort and reassure your child should they get upset.  It is completely 
normal for your child to become upset upon your leaving; this may last a few days 
to a few weeks, depending on how often your child comes to the centre.  Feel free 
to phone us during the day to ask about your child.  We believe it is important that 
you say goodbye to your child as you leave.   

 



OUR STAFF 
 

At Jack and Jill, it is our aim to employ excellent, caring staff, who are experienced 
and trained in early childhood.  Our teachers attend regular professional 
development courses to further their knowledge.   
 
 

NAPPY AND TOILETING 
 
Parents are to provide nappies for own children.  However if no nappies from 
parent are available at the time when the child needs a change, we will use the 
centre’s nappies. Parents will need to bring in extra to replace the centre nappies 
borrowed. 
 
If your child is toilet training, we are keen to assist with toilet training. Junior 
toilets are provided at the centre. 
 
 

CHILD PORTFOLIO'S 
 
All children attending the centre will have their own personal portfolio including 
on-line learning stories, (through StoryPark or other providers of the same 
nature). Teachers will complete learning stories of your child, which will then be 
collated in their portfolio, alongside artwork, and photos.  This will be given to 
your child to keep when they leave the centre.  We encourage family / Whānau to 
have input into the portfolios. 
 

TRIPS AND OUTINGS 
 
At Jack and Jill, we participate in many trips out in our community.  Ratios for 
these trips/outings will be at least 1:4.  The remaining children at the centre, will 
always be maintained at or above the regulated ratios.  
 
If travelling in private cars, parents must provide approved car seats.  If more than 
3 children will be travelling in a car, there will be at least 2 adults in the vehicle.   
 

 

PARENT INFORMATION 

 
Newsletters are distributed regularly, keeping you up to date with relevant 
information within the centre, eg children’s programme, staff movement, planned 
events, centre expenditures on new equipment purchased and any planned 



reviews or parents meetings.  Newsletters and/or any notices will be emailed and 
will be placed on the parent notice board.  You are encouraged to give us 
feedback on your child/ren’s interests and activities at home either online or 
through our Parents Voice; and to participate in centre-related decision-making by 
way of parent questionnaires and speaking to the staff, or email us. You are also 
welcome to talk to Yanli (centre owner) through email: 
Yanli@jackandjill.school.nz and phone 027 4747123, or by post: P O Box 26003, 
Wellington. 

 

ABSENT DAYS AND HOLIDAYS 
 
Fees payable 52 weeks per year for ENROLLED days not attended days.  Full fee is 
payable regardless statutory holidays, illness, or teacher only days.  If you take 
your child on holiday and give us 2 weeks notice, 50% fees will be charged to hold 
your child’ space.  This does not apply to children signed up for the ECE 20 hours 
scheme – full fee will be charged to these children. 
 

LATE PICK-UP 
 
We request that you collect your child on time. This saves unnecessary stress to 
your child, and allows us to maintain teacher:child ratio and our staff to finish on 
time.  We do allow occasional late pick up for emergencies only.  If you are going 
to be late, you must ring and let us know.  A late pick-up fee of $15 for every 15 
minutes may be charged at our discretion. 
 

SUN PROTECTION 

It’s compulsory for all children and staff to wear suitable clothing, sunblock and 
hats that protect face, neck, and ears, during the months of January, February, 
March, October, November and December.  Parents are required to apply 
sunscreen to children before leaving home; sunblock will be re-applied throughout 
the day.   

ILLNESS 

We realise that keeping a child away from the centre is sometimes difficult, 
especially when both parents are working, but sick children need their parents 
love and individual attention.  Please read the attached illness policy. 
 

NOTICE OF WITHDRAWL FROM JACK AND JILL 
 

A minimum of two weeks notice must be given in writing to withdraw a child from 
Jack and Jill.  

mailto:Yanli@jackandjill.school.nz


 

FEE SCHEDULE AND SUBSIDY 
 

Work and Income Subsidy may be available – please enquire! 
We encourage you to pay fees by automatic payment or direct credit.  However 
you can do cash payments in the centre at your convenience. Receipt / invoice will 
be issued at the beginning of each month. When your child leaves the centre all 
unpaid fees are to be paid on or before their last day.  Any outstanding amount 
owing over 30 days will be passed onto a debt collection agency.  All cost of debt 
recovery will be added onto your account. 
 
Our bank account details are:  
ANZ Bank, 01-1823-0058144-00.  Jack and Jill Early Learning Centre 
Please use your child’s name as reference.  
 
Under 3 YEAR OLD CHILDREN   
Minimum enrolment 2 full/part days. Meals included. 

2 part days $95 2 full days $125 
3 part days $135 3 full days $165 
4 part days $185 4 full days $215 
5 part days $230 5 full days  $260 

 
Over 3 YEAR OLD CHILDREN         
Minimum enrolment 3 full/part days. Meals are $7 per day additional if required. 
If using 20 hours ECE at our centre 

3 part days Free 3 full days $60 
4 part days  $20 4 full days $100 
5 part days  $50 5 full days  $150 

 
Non-ECE Children 

$18.00 per hour 

 
All fees are GST inclusive.   
1 full day > 6 hours (7:30am-5:30pm);  1 part day = 6 hours (9am-3pm) 
Siblings enjoy 10% discount. Only applies after your WINZ subsidy or 20 ECE Hours 
 
Please read the attached Fee Policy. 

 
 

 
 
 



 

Nutrition and Healthy Eating 
 
For all children attending our centre: 
 

 Hand washing and general hygiene routines are observed when children 
are handling food. 

 Activities focusing on food, nutrition, health and food safety are 
incorporated into the centre's daily programme.  

 Activities are included in our daily programme, to provide children with 
knowledge, attitudes and skills to make positive healthy food choices and 
learn about the variety of foods available for good health.  

 Our programme planning also includes opportunities for children to 
develop practical food skills like growing, harvesting, preparing, cooking 
(where developmentally appropriate) and tasting healthy food.  

 We respect children’s cultural and developmental differences in relation 
to food choices. 

 We provide fresh clean drinking water for children at all times. Children 
are regularly encouraged by staff to drink only water throughout the day. 

 Our staff role model a positive attitude and participation by eating 
healthy food and drinking water with the children. 

 Allergies, food intolerances and special dietary requirements will be a 
shared responsibility of the child's family and the centre. Medical advice 
needs to be sought before eliminating food from a child's diet.  

 If a child's allergy is life threatening a management plan will be in place to 
ensure all staff know emergency procedures.  

 We acknowledge the importance of birthdays and other small parties for 
special occasions eg Christmas, etc.  The emphasis is on the celebration 
and the gathering rather than junk food. We enourage you to think 
carefully about healthy options for celebration. Birthday cakes are allowd 
however we do have children with allergies so please consult with 
teachers if unsure or if you would like some suggestions on what to bring 
for the party.  

 We provide a supportive environment for breastfeeding for staff and all 
mothers accessing our centre.  
 

For children under the age of 3:  
 

 Our chef prepares and serves nutritional meals during the day.  

 All meals and snacks meet New Zealand Ministry of Health guidelines and 
the Food & Beverage Classification System. 

 The menu rotates on a two or three week basis (a copy of the menu is 
available for parents). 



 A record of all meals served is kept in the day book. 

 Foods high in fat, sodium or sugar content are kept to a minimum 
including any foods brought from home. 

 Sterile dish washing facilities ensure eating utensils are cleaned and 
sterilized thoroughly. 

 
For children above 3 years old and opt out of the centre meals: 
 

 Parents provide their child with morning tea and lunch. Strickly no nuts 

please.  

 Please provide a named sipper drink bottle, filled with water and can be 

refilled if necessary. 

 Please feel free to ask for lunch box ideas.  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Illness and infectious disease Policy and Procedure 

1. It is the policy of Jack and Jill Early Learning Centre, that all person(s) do 
their best to protect all person(s) from contacting infectious diseases. 

2. Children and adults who are sick will not be at the centre. This will include 
vomiting, diarrhoea, high temperatures, conjunctivitis, impetigo and any 
other contagious illness. 

3. If a child has a high temperature overnight the child is to stay away from 
the centre until their temperature returns to normal WITH NO 
MEDICATION used to keep it down.  (A child’s normal temperature should 
be no higher than 37.5). 

4. The well-being of the children and staff is paramount.  If a child arrives at 
Jack and Jill Early Learning Centre and clearly is not well, the Head 
Teacher will be informed immediately. The centre reserves the right to 
not allow that child to be left at the centre.  

5. Children will be regularly monitored at the centre.  If staff notice such 
things as lowered activity, temperature fluctuation, sleepiness, fussiness, 
vomiting, diarrhoea, coughing, green runny nose and any other flu like 
symptoms, complaints of sore throat etc the Head Teacher will be 
notified.  If necessary the child’s parents will be contacted and requested 
to collect the child.   

6. Where practicable the child will be isolated and put on the stretch bed.  
The child will be supervised by a staff member with first aid certificate 
until collected. A brief record and assessment will be done while 
monitoring the child.  

7. If necessary staff will give immediate first aid, eg. keeping child cool by 
sponging with luke warm water etc.  

8. At the first opportunity the staff will record and sign the accident and 
illness book, with action taken and time child was collected from the 
centre. 

9. If parents are called to collect their child due to illness, they must do so as 
soon as possible taking no longer than 45 minutes.  If parents are unable 
to do so then they must organize someone else to collect their child. 

10. A child on antibiotics needs to remain at home for 24 hours minimum 
before returning to the centre. Children must not come to the centre until 
there has been between a 24 to 48 hr period after beginning a course of 
antibiotics. There must also be a period of between 24 to 48 hr of absence 
if a child is diagnosed with having a ‘viral’ infection (even though they are 
not being treated with antibiotics), as a viral infection is still contagious. 
For symptoms like vomiting or diarrhoea, there must be a period of 48 
hours before the child returns to the centre. 

11. A list of illnesses and their signs and symptoms will be attached to the 



notice board in the office, and used by adults as a guide. 

12. If a child has an illness not covered in this policy, teachers will refer to the 
infectious disease chart to determine the infectious period, which in turn 
will be how long a child must stay away from the centre. 

 

FEE Policy 

1. A schedule of fees will be prominently displayed in each building. 

2. It is preferred that parents pay by automatic payment or direct credit. 
Cash payments are also available in the centre. Receipt / invoice will be 
issued at the beginning of each month.  

3. If a child is picked up late (after the official closing hours) a late fee may 
be charged (as per the Fees Schedule). 

4. Full fee is payable when a child is sick. Full fee is payable for teacher only 
days and public holidays (if they fall on a day which the child is enrolled at 
the centre).   

5. If a child is on holiday for more than a week and notice has been given, 
half price fees will be charged to hold the space for that child. This does 
not apply to children that are on ECE 20 hours. 

6. Any fees associated with a special programme, or transport to a special 
programme, will be advised to all parents. An agreement will be sought 
for the payment of these fees from the parents. These will be charged on 
separate invoices. 

7. Costs for special trips will be advised as they occur. These fees are to be 
paid separately from the normal fee invoicing system, and must be paid 
before the trip. 

8. Parents will be notified of any fee changes as soon as is practicable before 
the change takes effect. This will usually be four weeks before any such 
change. 

9. A minimum of two weeks notice must be given in writing by the parent to 
withdraw a child.  Otherwise a further two weeks fee will be charged on 
their account.  

 

Payment of Invoices 

1. All invoices have a “payment due” date written on them. This date is 
seven days after the date of the invoice. 

2. On the next working day after the invoice due date, all families with 
unpaid invoices will receive a reminder notice with a request to pay within 
five working days.  

3. Families who have not made arrangements to pay overdue invoices 
within five working days will be sent a reminder. A further five working 



days to arrange a repayment schedule; otherwise their details will be 
passed to an external debt collection agency. All costs of debt recovery 
will be added onto their account.  

4. When a child leaves the centre all unpaid fees are to be paid on or before 
their last day.  Any outstanding amount owing over 30 days will be passed 
onto a debt collection agency.  All cost of debt recovery will be added 
onto your account. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Your Child/ren’s First Day at the Centre 

 

Kia ora and welcome to Jack and Jill!  The first day at the centre is an exciting 
milestone in your child's life.  Your child is embarking on a journey that will lead 
them on many roads of discovery and learning. 

As wonderful as this new experience may be, it can also be quite overwhelming 
for young children.  New situations and change can, at times, be unsettling.  For 
many children this may be their first experience of separation from parents or care 
givers at home. 

We have provided a few suggestions for assisting your child during this time.  
Remember our staff will be available to provide support and assistance; making 
your child's first days happy days! 

 Prepare you child for the new experience by explaining what to expect.  
Answer all questions directly and honestly.  

 Convey a positive attitude. Young children are aware of your feelings.  
Your enthusiasm will assure the child that ‘kindy’ can be a fun and exciting 
place.  

 Establish a routine involving both the night before a ‘kindy day’ as well as 
morning preparation. Rituals and routines will add predictability and are 
comforting in unfamiliar situations.  

 Children can bring a special item or comforter from home. This often 
supports the child with the initial adjustment to the centre. This item may 
be a treasured blankie or even a photo from home.  

 Clearly state to your child where you will be and when you will return. It 
may also be helpful to discuss what will happen when you are reunited.  

 Maintain a clear good-bye routine. This may include warning the child you 
are leaving in 3 minutes, a kiss and hug, or a wave from the window. Once 
you tell your child you are leaving, it is important to follow through.  
Extending the good-bye with "Ok just one more kiss, and then I really 
really have to go.” tends to heighten anxiety rather than relieve it.  Avoid 
sneaking out, this seems to encourage children to become less trusting 
and makes the second day at the centre even harder.  

Again, please be assured that we are here to help make the first days of Jack and 
Jill a happy transition and we look forward to an exciting and fun year and 

beyond. 

Welcome! 

 


